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1 What are Protect Sheet, Protect Work Book and Share Work Book? 

izksVsDV “khV] izksVsDV odZ cqd rFkk “ks;j odZcqd D;k gS\ 
2 Explain in detail about Page Setup with Header & Footer and Heading Row Repeat options in 

MS Excel.  

MS Excel esa Header & Footer rFkk Heading Row Repeat fodYiksa ds lkFk ist Setup djus dh fof/k 

foLrkj ls fy[kasA 

3 What is Logical operation in MS-Excel? Explain. 

,e0,l0 ,Dlsy esa Logical operation D;k gS \ O;k[;k dhft,A  

4 What do you mean by conditional formatting? Explain it. 

कंडीशनऱ फोर्मट गं से आप क्या सर्झत ेहै? O;k[;k dhft,A 

5 What is chart wizard? Why we use it in MS-Excel? 

चा म विज़ाडम क्या है? हर् ,e0,l0 ,Dlsy र्ें इसका उपयोग क्यों करत ेहै. 
6 Explain any five functions in MS Excel.  

,e0,l0 ,Dlsy ds fdUgh ik¡p QaD”ku dks le>kb;sA 

7 Illustrate the different data types available in MS-Excel.   

,e0,l0 ,Dlsy esa fofHkUu MkVk Vkbi dk o.kZu djsaA 

8 What is Goal Seek in MS-Excel? Explain it with an example. 

,e0,l0 ,Dlsy esa xksy lhd D;k gS\ ,d mnkgj.k }kjk le>kb;sA 

9 What is Header Row? Mention its usages in Data Sort. 

Header Row D;k gS\ ड ेा lkVZ esa bl ds iz;ksx dks crk;saA 

10 What do you mean by filter in MS Excel? Differentiate   between Auto filter & Advance filter? 

,e0 ,l0 ,Dlsy esa फ़िल् र से आप क्या सर्झत ेहै? Auto filter और Advance filter के बीच अतंर बताइए  
11 Discuss Ascending and Descending sorting with an example. 

MkVk dk p<+rs rFkk mrjrs gq, dze esa lkVZ dh izfdz;k mnkgj.k सटहत सर्झाए. 
12 What is Cell formatting ? How many Tabs we use in it.  

सेऱ िॉरे्ट गं क्या है? इसरे् हर् फ़कतने प्रकार के TAB का  प्रयोग करत ेहै. 
13 What is Pivot table? 

fioksV Vscy D;k gS\ 

14 What do you mean by group in MS-Excel. 

,e0,l0 ,Dlsy esa ग्रपु से आप  D;k सर्झत े gS\ 
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15 What are Spreadsheets? 

LizsM”khV D;k gaS\ 

How many sheets are there in Excel Workbook by default?  

,e0,l0 ,Dlsy esa पहऱे से ननर्ामररत फ़कतनी शी ें होती है 
What are Margins in page Setup? 

ist lssssVvi es aekftZu D;k gaS\ 

How can we Hide a Column & Row in excel? 

,e0,l0 ,Dlsy esa jks vkSj dkWye dks dSls Hide djrs gS\ 

What do you mean by Scenario in MS Excel? 

MS Excel र्ें Scenario D;k gS\ 

 

16 Write down the procedural steps to Export Data from TALLY to MS Excel. Also write down the 
different Data Formats available for Data Export from TALLY to MS Excel. 

TALLY ls MS Excel esa Data Export djus dh pj.kc) izfdz;k fyf[k,A TALLY ls Data Export djus 

;ksX; fofHkUu Data Format ds ckjs esa crk,aA 

17 What do you understand by “Protect Sheet”, Protect Work Book” and “Protect and Share 
Workbook”? 

“Protect Sheet”, Protect Work Book” ,oa “Protect and Share Workbook” ls vki dk D;k vk”k; 

gS? 

18 Write down various Data types available with MS Excel. What do you understand by “Goal 

seek” and “Scenario Manager”? 

MS Excel esa miyC/k fofHkUu Data types ¼MkVk izdkj½ ds ckjs esa fy[ksa? vki “Goal seek” vkSj 

“Scenario Manager” D;k le>rs gaSA 

19 List down some most commonly used pre defined “Functions” available with MS Excel. Explain 

“Logical Operation” with a suitable example. 

MS Excel esa lk/kkj.kr;k miyC/k iwoZfu/kkZfjr “Functions” dh lwph cuk;saA “Logical Operation” dks 

mfpr mnkgj.k lfgr le>k,A 

20 Describe “Pivot Table” and “Pivot chart Report”. Also explain its usage. 

Pivot Table ¼fiokWV Vscy½ rFkk “Pivot chart Report” ¼fiokWV pkVZ fjiksVZ½  dh O;k[;k djsa rFkk muds 

iz;ksxksa dks foLrkj ls le>k,aA 
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21 Explain in detail about Page Setup with Header & Footer and Heading Row Repeat options. 

What are different printing options in MS Excel? 

MS Excel esa Header & Footer rFkk Heading Row Repeat fodYiksa ds lkFk ist Setup djus dh fof/k 

foLrkj ls fy[kasA MS Excel esa dkSu-dkSu ls fofHkUu  fizfUVax fodYi gaS? 

22 What are “Data Sort”, “Auto Filter”, “Sub Total” and “Advance Filter” options available in Data 

menu in MS Excel? 

MS Excel ds Data Menu esa miyC/k “Data Sort”, “Auto Filter”, “Sub Total” rFkk “Advance Filter” 

fodYi ls vki D;k le>rs gaS\ 

23 Describe “Cell Formatting” in detail. Write down the procedure to format a cell, satisfying one 

or more given conditions. 

Cell Formatting dh foLr̀r O;k[;k dhft,A Cell dks fdlh ,d ;k ,d ls vf/kd nh x;h “krkasZ ds 

vuqlkj Format djus dh izfdz;k fy[kasA 

24 Write short notes on the followings: 

fuEu ij laf{kIr fVIi.kh fyf[k,A 

a) Chart Style and Sub Style        v½ Chart Style rFkk mi Style 

b) Chart Title             c½  Chart “kh’kZd 

c) Categories in X, Y and Z axis       l½  X, Y rFkk Z v{k dk oxhZdj.k 

d) Legends          n½  fytsUMl 

25 Explain “Chart Wizard” utility in MS Excel. Write down step by step procedure to convert a 

tabular database into a chart.MS Excel esa miyC/k Chart Wizard lqfo/kk dks O;Dr dhft,A  

Vscqyj MkVkcsl dks Chart esa ifjofrZr djus dh pj.kc) izfdz;k fyf[k,A 

 

 


