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G.D.GOENKA PUBLIC SCHOOL 

Subject: Computer 

Aspect: Text Book Work 

Date: 28th October, 2021 

Topic: Microsoft Excel 2016  

This material is not to be printed. 

Instructions for students: 

 Based on the understanding of the topic attempt book work given on page no. 113 of 

the book in your Text book. Check the below given answers for self-correction. 

  

Section A: 

C. Application Based Questions: 

 

1. The class teacher has asked pallavi to create a worksheet 

displaying the time table of the class. She has also asked her to 

save it with the name of her choice and further rename the 

worksheet by specifying the name ‘Time Table’. Suggest her the 

method to rename the worksheet. 

Ans: The method to rename the worksheet would be: 

Double – click the sheet tab that she want to rename. It will be 

highlighted. Now, she can type a new name ‘Time Table’ and 

press the Enter key 

      Or 

Right click on the sheet tab which is to be renamed and click on 

the Rename option. Now, type a new name ‘Time Table’. 

 

2. Rohit's father has given him Rs. 500 for his pocket expense. He 

has asked him to maintain the expenses in an excel sheet and 



 

GDGPS Page 2 
 

show it at the end of the month. Suggest to him the method to 

calculate the total expenses and find the amount left with him. 

Ans: I will suggest Rohit to make a chart of how much rupees he had 

spent on what, then count the total expenses by using =sum(range) 

and subtract the total amount from the amount which his father has 

gave him. 

Section B: 

A. Multiple Choice Questions: 

 

1. In Microsoft Excel, ____________ button is used to perform 

addition of a range in a cell. 

Ans. AutoSum 

2. By default, the text data is __________ aligned in a cell. 

Ans. Left 

3. In a worksheet, there are ________________ rows. 

Ans. 1048576 

4. ___________ Box shows the address of an active cell. 

Ans. Name 

5. A formula starts with an _____________ sign. 

Ans. Equal to (=) 


