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Q-01 : MS EXCEL

80

Create a spreadsheet using MS Excel 2016/2019/2021, by following the instructions given

below.

som D g1 cueet gne®mns md MS Excel 2016/2019/2021 ©i8n »6823 sipdi®om:s

RBb@nene =z

01) Create a blank workbook in Excel and save the document as E<Your Student Number> in your

computer,.

Do Ded sboammed E<Your Student Number> eces Save mosiz.

e.g: (EKA-2019

-XXXX)

02) Rename the first worksheet as “Vege Mart” and give tab color as green.
oe¢@ worksheet s5m0® “Vege Mart” eces 510m »HB ¢ 0@ dUens emne ecen (BOsim.

[02 Marks]

[02 Marks]

03) Using Instructions given below, insert following data and format them as shown in the figure.
v B B coece Idon mdBs, vwm ¢Bin ames mJ diwed ¢uEedn ©fg Format’

Fr o= b

B

CNVegitable Mart

: R Vegetable | Vegetable order bate Price blsco.un‘re'_d Haaer Total weight T
3 - Type Name (1Kq) Price - (ka)
4l 135 Orgenic | Pumpkin | 2024 - 04 -03 275 ¥ 20

232 Non-organic| Beans 2024 - 03 -04 440 v 32
s 48 Mix Drumstick | 2024 - 04 -10 160 15
" 52 Organic Erinjal | 2024-04-15 176 < 4B
iz

Vegetable | Discount

1L Type _ Rates
1¢ Organic 15% QB) T Answer
15 Mix 10% Q5) IT Answer
1 Non-arganic 5% Q5B) III Answer

a) Necessary cells should be merged.

edan ‘Cells’ dmadd (merge) me @me.

b) Inserta suitable WordArt for Title.
@omez9® (Title) escen ggeey WordArt ol armpesd mdsim.

c) All the text, Font should be “Comic Sans MS",
80e® andi®c, Bews (Font) "Comic Sans MS" 8o gmes.

d) All the text, Font Size should be “14".
Boc® emcDE gless (Font Size) "14" Se gmo.

e) Appropriate fields should be bold.

eacen Wedn, ‘bold’ 8w gmo.

f) Apply necessary Cell Alignments, Cell Colors and Cell borders as shown above.
Qv eund e o8 ¢dws Cell Alignments, Cell Colors e Cell borders ecigsiz.
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g) Apply a suitable Data Validation Criteria to “vegetable Type" field.
(Hint: Insert through a list)
858 B> Oceq S8e® RYenemom “vegetable Type” Sedma wem ewcsim.
(eBw: 18t3nD vom grE woim.)
. Title: Vegetable Type
Il.  Input Message: Please input Correct Vegetable Type
[05 Marks]
h) As shown below, Format the “Vege_Code” ,” Order Date” and “Price (1Kg)” column data.
oD 8ged Eeds «bf “Vege Code”,” Order Date” o “Price (1Kg)” 8510¢ ¢sdoass
B o8 cmosim.

[12 Marks]
Vege_Code Order Date Price (1Kg)
€S- 135 Wednesday, 2024 -04 - 03 Rs. 275 /=
CSs - 232 Monday, 2024 -03 - 04 Rs. 440 /=
CS - 48 Wednesday, 2024 -04 - 10 Rs. 160 /=
Cs-5h2 Monday, 2024 -04 - 15 Rsis 7B /=

04) Suppose the “Vegetable Type” and the related “Discount Rates” are given below.
“Vegetable Type” ©m0 g¢oc "Discount Rates” swm 99D 08x3 ¢t aum.

Vegetable Discount Rates
Type
Organic 15%
Mix 10%
Non-organic 5%

Fill the “Discounted Price”, “New Price”, and “Total Price” fields using the following formulas.
oD ) e ©58s3 “Discounted Price”, “New Price” esw “Total price” Fedy «dgbes
et tal

a. Discounted Price = Price * Discount Rate

(Hint: use “IF” function and Absolute Cell References)
[10 Marks]

b. New price = price (1kg) - Discounted price
[03 Marks]

c. Total Price = New Price * Total weight (kg)
[03 Marks]

05)  Apply suitable Excel Functions to fill the following.
oBm ewst ¢ BoB0O gees ‘Excel Functions’ ewoczsiz.
I Find the Highest Price (1Kg) for a vegetable.
Sgodom (1Kg) 8 weon O gugd Bc eenusim

Il Calculate the Sum of total Price which Price(1Kg) is greater than Rs.200.00
1Kg» 8@ 01.200.00 © D& 8, deDdDE B vansiDE Ond vams mIwm.
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III. How many types of vegetables are there as “"Organic”.
‘mi@Bm(0raganic)’ = ‘vegetable types’ v eensim.

[12 Marks]
06) Apply Conditional Formatting to “Total weight (kg)” Fields as follows.
o ©88 “Total weight (kg)” :Sedy escwn ‘Conditional Formatting' ewacssm.
Icon Set Total weight (kg)
A
* <20
[05 Marks]

07) Filter the records of “Organic Vegetables” where the Total weight (kg) is equal or more than

15Kg using Advanced Filter.
‘Advanced Filter’ ©28meozs, “Organic Vegetables” Seci o 1520 @i o0l S

Dz Db ‘Filter’ =m0 edmnl D@md @ osim.
[08 Marks]

08) Draw the chart as follows.

oo 688 geddidn gBsim.
[08 Marks]

VEGETABLE PRICE

cs-52

4B b

Veg Code
(]
e

Hs. /= R 50 /=Rs 100 /-Rs 150 /=Rs 200 (=Rs 250 /=Rsx 300 /=Rs 350 /=Rs 400 /=R= 450 /=

£S5- 135 Cs8-282 C3-43 €5-52 . CS- 560
iPrice (LXg) Rs, 275 /= Rs. 440 /= Rs. 160 /= Re, 175 /= Rs. 400 =
Price
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0-02: MS POWERPOINT

Il

111

80

You are supposed to create a presentation file using MS Power Point 2016/19/21
according to the instructions mentioned below.

swm sl coeqt ¢md, @@ MS Power Point 2016/19/21 widmewss
presentation &z BE®reics e Gmo.

Create a presentation with Four slides. Add appropriate layouts to each slide.

Slide mcBx3 »sd Presentation &med Sti@eeine msim. oz Oz Slide eseen g3geq Layouts
Omn mOBI.

[02 Marks]
Save the file as P<Your Student Number> in your folder.
P<Your Student Number> goz»0@0 e®n® Folder 8 Save zdxim.
(e.g.: PKA-2019-XXXX)
[02 Marks]

Use “Slice” theme to first slide and choose “Retrospect” theme to 2nd ,3rd & 4th glides.
ogg Slide &z esgwo “Slice” @xf@os 2nd,31d & 4th Slide ez “Retrospect” es@ids

@ sIm,
[04 Marks]
IV. Apply slide Transitions for all the slides as given below.
oo 6868 Bud® Slide egws Slide Transitions ewagzsis.
a) Transition - Box
b) Duration - 01.60 seconds
c) Effect Options - From Left
[04 Marks]
V. Insert slide numbers, Date (Date must be update automatically) and footer as
“OLYMPIC 2024" to all slides except first slide.
og§ Slide 9 910 gemm? Bog® Slide egwo Slide Numbers, Date &%  “OLYMPIC
2024" 82 Footer gimes m3sim.
[03 Marks]
VI Design all slides as shown below.
oo Eledn 88 Bug® Slide ecy® wostm.
Slide 1

M
CQRP

Ulympic Game
(2024)
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VIL

VIIL

Set "background. jpg" as the background image for first slide and transparency
should be 76%.
o Slide 8 ©gd@ dwso eew "background. jpg” 8:3nde ewg ©8 BB8gmidn 76%
ETHESBID.
[03 Marks]

Insert the "logo.jpg" image on the First slide and format as given with "Metal Frame, Boder
colour: orange,Accent 5 Lighter 60% " picture Style.

oeg slide 8 a8 68 "logo.jpg"” 8smds wo gmiBa gd »0sim. "Metal Frame,
Boder colour: orange,Accent 5 Lighter 60% " Picture Style ecgsin.

[02 Marks]
** you can find necessary pictures inside the “Resources Folder”
@20 gdns Brind eemorSed “Resources Folder” ©i®m »¢ ®Se.
First Slide Fonts & Animations:
e Slide 8 andy wv &88mden: :
[12 Marks]
Animation Details Text Effect Details
Element | Font | qy,e Name Start Word Art
Entrance | Wheel After Fill: Dark Blue, Accent color 1;
previous Shadow
Title Agency
FB Transform: Warp Down
Emphasis| Spin With
previous
Slide 2

IX.

Insert the Picture SmartArt.
Picture SmartArt ewogziz.
a) Colors: Colored fill: Accent 1

b) Style: Picture Accent process
[08 Marks]
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X

Insert the title using a WordArt.
‘WordArt’ == 95950 20 @mazmd emesnis

XL

[03 Marks]
Second Slide Fonts & Animations:
ecdm slide 8 g oo wddndes:
[07 Marks]
Font Details Animation Details
Element Font Effect
Font Size Type Name Start Option
Title Agency FB 88 | Entrance | Swivel With previous -
SAEE Agency FB Entrance | Wheel | With previous | One by
Art 28 one
Exit Fly out With previous 2
Slide 3
(P Munich stadium
($ Athen's stadium
(® London Aquatics Centre Y
. B Eor Mare ! -
($ Beijing National Stadium Lﬂﬂﬁlﬁ I
L e
Third Slide Fonts & Animations:
B35 Slide 8 ampd o ©ddmoam
[09 Marks]
Font Details Animation Details
Element Font Effect
Font Size Type Name Start Option
Title Agency FB 36 | Entrance |Zoom With previous -
Bullet Cambria 22 _ 4 5=

Insert the hyperlink ( hitps://Olympics.com/en/) to the text in the shape.

‘Shape’ &» me 28 Text' ©mo Hyperlink &= ( hitps://Clympics.com/en/) eamd
flel5 %))

[03 Mark]
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Slide 4

20Z0 2004 a008

XIl.  Insertthe chart using following data.
sw (o ©dmn BOBE Yudsn B®rens moEm

Year Cost ($) Billions
2020 05
2004 15
2008 44
2012 14

a) Chart: Clustered Column
b) Style: Style 15

2013

[08 Marks]
Fourth Slide Fonts & Animations:
wmoDm Slide 8 qmd; w0 88mde
[08 Marks]
Font Details Animation Details
Font
Elemznt Font Size Type Name Start
Title Agency FB 80 ) ) i
chaft Catibiia 14 Emphasis | Teeter Aftgr
previous
XlIl.  Insertthe appropriate Action button to link to the Second slide.
@c®m Slide O © @0 BOOD gegy Action Button 8o eagsis.
[02 Marks]

FHk Kok *HEXXEND *x Hokokk
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