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Fillintheblanks.

1.Dategivestheserialvalueofthecurrentdate.

2.Forselectingnon-adjacentcolumnspressctrlkey.

3.DouglasKundleristhefatherofExcel.

4.TheintersectionofarowandcolumnisExcelisknownascell.

5..xlxsisthedefaultextensionforanMSExcelfile.

6.TimeisrepresentedasdecimalfractioninExcel.

TrueorFalse.

1.Excelcanbeusedforrepresentingdataintheform ofcharts.T

2.Worksheetscontainmanyworkbooks.F

3.Thereare256rowsinExcel.F

4.Rowsarerepresentedusingletters.F

5.Nameboxgivesthenameoftheworksheet.F

6.RowheightandcolumnwidthcanbeadjustedinExcel.T

Answerthefollowingquestions.

1.WhatisaSpreadsheet?

Ans.Aspreadsheetisafilethatexistsofcellsinrowsandcolumns



andcanhelparrange,calculateandsortdata.Datainaspreadsheet

canbenumericvalues,aswellastext,formulas,referencesand

functions.

2.Whatisthedifferencebetweenaworkbookandaworksheet?

Ans.TheworksheetissinglepagespreadsheetorpageinExcel,

whereyoucanwrite,editandmanipulatedata,whereasthe

collectionofsuchworksheetsisreferredasaworkbook.

3.Whatisthedifferencebetweenhorizontalandverticalscrollbars?

Ans.Theverticalscrollbarisusedtoscrollupanddown,whilethe

horizontalscrollbarisusedtoscrollrightandleft.

4.WritethestepsforsavinganExcelfile.

Ans.1.Clickthefiletab.

2.Clicksaveifyouwanttosavetheworkbookwithanexistingname.

orclicksaveasifyouwanttosavetheworkbookforthefirsttime.

3.Selectthelocationwhereyouwanttosaveyourfile.

4.Clickonthesavebutton,thefilewillbesaved.

5.Definethefollowing-

a.AutoComplete–Excelautomaticallysuggestswordsthatitfindsyou

enteredbefore.

b.AutoRecover-Theworksheetissinglepagespreadsheetorpagein

Excel,whereyoucanwrite,editandmanipulatedata,whereasthe

collectionofsuchworksheetsisreferredasaworkbook.

c.AutoCorrect–Excelautomaticallycleansuptextforlanguage

standards,suchascapitalisingthefirstwordofasentence,correcting

commonmisspellingsetc.

d.Autofill–Excelassumesthenumberseriesyouaretryingtoenterin

acolumnorrowandfillsintheemptycellsbasedonitsassumption.

YoucanuseAutofilltofillindatalikenumbersseries,months,daysetc.

e.AutoFit–Excelautomaticallyenlargesorshrinksacelltofitaround

itscontents.

6.Howwillyouaddaworksheettoaworkbook?



Ans-1.Openablankworkbook.Youwillseeadefaultworksheet

namedSheet1.

2.YoucanalsoclickonInsertSheetsfrom theCellsgroupunderthe

Hometab.Anewsheetwillinsertedtotheleftofthecurrentsheet.

7.WritethestepstoresizerowsinMSExcel.

Ans.Resizearowbydraggingthebottom edgeofarowfurtherdown

orupwhenthecursorchangestoa+sign.

8.Howwillyouselectnon-adjacentrows?

Ans-ThiscanbedonebypressingCTRLkeytogetherwiththerow

headingsoftherowyouwant.Thereisnootherwayofselectingnon-

adjacentrowsinExcel.

9.HowcanyoumovedatainMSExcel?

Ans-Tomovedatafrom onecellinexceltoanother,clickonthecell

andusekeyboardshortcutCTRL+Xandthenclickontheotherlocation

andpressCTRL+V.Thedatawillbemovedtothenewlocation.

10.Whataretheadvantagesofspreadsheets?

Ans-1.Editing–Aftercreatingaspreadsheet,youcanenterdataintoa

worksheet,updatethevaluesofcells.

2.Formulas-Theabilitytoentermathematicalformulasiskeytothe

usefulnessofspreadsheets.

3.PresetFunctions-Spreadsheetprogramsprovidearangeofpreset

functionsthatencapsulatecommonformulas,allowinguserstoapply

functionswithouthavingtotypethem inmanually.

4.GraphicalDisplaysofData-InExcel,thechartssectionprovidesthe

abilitytopresentadatasetwithinachartorgraph.Thisallowsusersto

visualizeandcommunicatetheirdatasetswithinpresentations.
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Tickthecorrectanswer.

1.ThecolumninanMSAccesstablearealsocalled____.

Ans.Fields

2.Qhenyouopenablankdatabase,thereare___table(s)bydefault.

Ans.One

3.Thereare____typesofdatabases.

Ans.Two

TrueorFalse

1.Dataredundancyisrelatedtodataduplication.T

2.Theprimarykeycanhaveduplicatevalues.F

3.Designviewisusedtodefinethefieldsofatable.T

4.Relationaldatabasestoresdataintheform ofatable.T

5.AQueryusesasetofquestionsorspecificationinordertopresentthedatainaparticular

format.T

Answerthefollowingquestions.

1.Whatisadatabase?

Ans.Adatabaseisaanelectronicsystem ofmaintainingrecordsinamannerwhichcanbe

easilyaccessedandedited.

2.Writeanytwoobjectivesofadatabase.

Ans.A.Maintainanorganisedcollectionofdatasuchthatitcanbeeasilyaccessed,managed,

updatedandinterpretedaccordingtoanorganisation'srequirements.

B.Controlaccesstofilesystemssothatalldataisnotaccessibletoallusers.



3.WhatisDBMS?

Ans.ADBMSisaprogram whichhelpstheuserinmanagingadatabaseandretrieving

informationfrom it.Itactsasaninterfacebetweentheuserandtherawdataintheharddiskof

thecomputer.

4.ExplainanytwoadvantagesofDBMS.

Ans.1.IncreasedDataSecurity-InDBMStheaccesstosensitivedatacanbegivento

authorisedusersonly.HencetheirdatasecuritywiththeuseofDBMS.

2.QuickRetrieval-DBMShelpsinretrievingdatafrom largedatabase.

5.Whatarethetwotypesofdatabase?

Ans.Therearetwotypesofdatabase-

1.FlatFileDatabase

2.RelationalDatabase

Q.6.Whatarethefourcomponentsofadatabase?

Ans.1.Tables

2.Queries

3.Forms

4.Reports

Q.7.WhatisMSAccess?

Ans.MicrosoftAccessisaverypopularandpowerfulrelationaldatabasemanagementsystem

thatprovidesgraphicaluserinterface.Itorganisesdataintheform oftablesandhelpsin

creatingarelationshipbetweentheTablesbyusingthecommonfields.

Q.8.WhatarethetwoviewingoptionsfortablesinMSAccess?

Ans.TherearetwoviewingoptionsinMSAccess-

1.designviewand

2.datasheetview

Q.9.Whatisthedifferencebetweendatasheetviewanddesignview?

Ans.1.Datasheetview-Thisisusedforenteringthedatainatable.Fieldsaredisplayedas

columnsinatableandrecordsarerows.



2.Designview-thishelpstodecidewhichfieldswillbeincludedandtheirproperties.Youcan

alsoinsertasmalldescriptionofthefieldsforyourownbenefit.

Q.10.Howwillyourenameafieldindatasheetview?

Ans.Youcanrenameafieldbyfollowingthesesteps-

1.Doubleclickonthefieldname.Thiswillhighlightthefieldnamewhichyoucanedit.

2.ClickonNameandCaptionbutton(FieldTab-properties-NameandCaption).Thiswill

launchtheFiledpropertiesdialogbox.

3.Giveanameofyourchoiceandanoptionaldescriptionofthefield.ClickOK.


