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Q-01: MS EXCEL

80

01)

02)

03)

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

oom B0 g coeed gpe@moe 3 MS Excel 2016/2019/2021 ©iBm =083
odPom:s Ab8reme mdsim.

Create a blank workbook in Excel and save the document as E<Your Student Number> in your
computer.
hDem Ded =bvammed E<Your Student Number> ece Save mosiz.
e.g: (EKA-2019-XXXX)
[02 Marks]
Rename the first worksheet as “SSR Motors” and give tab color as red.
e worksheet @520 “"SSR Motors” eces 1@ 50 »6 0@ dbens on ece ¢SOsm.
[02 Marks]
Using Instructions given below, insert following data and format them as shown in the figure.
ooD (B0 ¢ coectd Hdm WOBSS, v ¢Etm GgrREes WO Twed ¢Bedn obE 'Format’
mOBID.

& " =] c I, o E i o G H
1
%- SSR Motors
q
Register ; & ' : : : S ;

Cods Vehicle Brand = Manufacture Date | Discounted Prize |  New Price Quntity Total Price
€ 0 3 ] 2 :
7 125 Mifsubishi 4500000 2011-05-05 WP =7
& 536 Toyota £500000 2020-07-13 5= .8
s 499 TATA 3500000 20234111 2
i 22 Toyota 7800000 1990-03-14 £ oeb
i

Yehicle Brand | Biscaunt Rate

1z - i
13 Toyola 10% Q3). | Answer
1 Mitsubishi 15% Q35). Il Answer
15 TATA 5% Q5). Il Answer

a) Necessary cells should be merged.
adns ‘Cells’ Smadd (merge) meg gme.

b) Inserta suitable WordArt for Title.
®omezmod (Title) escenn eggey WordArt Omes grmes) momm.

¢) For the text, Font should be “Algerian”.
Boe® @ndidc, dbes (Font) "Algerian” 8o gge.

d) For the text, Font Size should be “14".
Bog® ancidc y®ien (Font Size) “14” e gooe.

e) Appropriate fields should be bold.
eacey medy ‘bold’ So gmo.

f) Apply necessary Cell Alignments, Cell Colors and Cell Boarders as shown above.

9uD eusidh e ©88 2das Cell Alignments, Cell Colors ese Cell borders emogsim.
[10 Marks]
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g) Apply a suitable Data Validation Criteria to “Vehicle Brand” field.
(Hint: Insert through a list)
8ey B Oeop BBe® HRUemwmazd “Vehicle Brand” Hedgos eepr ewgsim.
(@B E8tnbs wdwy qgmE @dsim.)

I.  Style: Information
1. Title: Error

III.  Error Message: Please input Correct Brand
[05 Marks]
h) As shown below, format the “Register Code”, and “Price”, “Manufacture Date” column
data.

oD creds «be “Register Code”, and “Price”, »» Manufacture Date” 8ci9c
cmost B gomed emesis.

- [12 Marks]
(L]
Register Code = Manufacture Date
SSR- 125 Rs. 4,500,000.0 2011 - May- 06 Fri
SSR- 556 Rs. 5,600,000.0 2020 - Jul- 13 ,Mon
SSR-499 Rs. 3,500,000.0 2023 - Nov- 11 ,Sat
SSR- 022 Rs. 7,800,000.0 1999 - Mar- 14 ,Sun

04) The “Vehicle Brand” and the related "Discount Rates” are given in the following table.
“Vehicle Brand” &z O g¢oe “Discount Rates” owom Dp® @83 ¢80 gu.

Vehicle Brand | Discount Rate

Toyota 10%
IMitsubishi 15%
TATA 5%

Fill the “Discounted Price”, “New Price”, and “Total Price” fields using the following formulas.
oo gy e oS85 “Discounted Price”, “New Price”, &3 “Total Price” Hedy o®ygben
Pz vl

a) Discounted Price = Price * Discount Rate
(Hint: use “IF” function and Absolute Cell References)

[10 Marks]
b) New Price = Price - Discounted price

[03 Marks]
c) Total Price = New Price * Quantity

[03 Marks]

05) Apply suitable Excel Functions to fill in the following,
enm wewsl ¢ Bod®O gees ‘Excel Functions’ ewogsiz.

. Find the minimum Price for the vehicle.
O Dozt g O §D8 8@ easim

II.  Calculate the average price of Sum of prices which quantity is equal or greater
than 5.
Do ©D 5 ewd §O D8 OE D hom O BE mensl 8 e@imne 8c
©e30053B.
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[Il.  How many vehicles are there with Vehicle Brand is “Toyota”.
“Toyota” 8Bwed wwm wenm etesis.

[12 Marks]
06) Apply Conditional Formatting to “Quantity” Fields as follows.
som ©88"Quantity” Sedy egwo ‘Conditional Formatting’ ecogz3z.
Icon Set Quantity
>=7
>=5
<5
[05 Marks]

07) Filter the records with Brand Name is “Toyota” and Quantity is less than 5 using Advanced
Filter.
‘Advanced Filter’ ®:8mecs3, ‘Brand Name’ &z “Toyota” & 9 Doz 0w 5= O gf)
£9ma ‘Filter’ md 003 DOm0 @R O,
[08 Marks]
08) Draw the chart as follows.
owm o8t geddide gluim.
[08 Marks]

Vehicle Price

sU OGN

Repgitor Code
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0Q-02: MS POWERPOINT

80

I

V.

VL

Create a presentation file using MS Power Point 2016/19/21 according to the instructions
mentioned below.

s 6gsl coesd gmd, ®2 MS Power Point 2016/19/21 widmew:3 Presentation &
BYereics me gmo.

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

Slide wmoz3s7 ¢33 Presentation &z BB@rencs wowdm. & & Slide esgoo e3geg Layouts
O WOBIB.

[02 Marks]
Save the file as P<Your Student Number> in your folder.
P<Your Student Number> ¢i51060 @@ Folder 8 Save mdziwm.
(e.g.: PKA-2019- XXXX) [02 Marks]

Use “Slice"” theme to the first slide and choose “Basis” theme to 2nd ,3rd & 4th glides.

ogg Slide & e “Slice” e53@0s e¢dm, pHom tw wodd» Slide oo “Basis”
es}@ds edgsis.

[04 Marks]
Apply slide transitions to all the slides as given below.
oom o868 Bred® Slide esgos Slide Transitions ewegziz.
a) Transition - Wind
b) Duration - 01.50 seconds
c) Effect Options - Left
[04 Marks]

Insert slide numbers, Date (Date must be update automatically) and footer as
“MICROSOFT CORPORATION" to all slides except first slide.

og§ Slide 9 w10 gemns’ B8ee® Slide esgmo Slide Numbers, Date e “MICROSOFT
365" =88 Footer gipes md=im.

[03 Marks]

Design all slides as shown below.
oW uedn o868 Bog® Slide eiey® msiH.

Slide 1
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VII.  Set "background.jpeg” as the background Image for the first slide and transparency
should be 70%.
ose@ Slide 8 ©58® Giese eemo “Background.jpeg” 8since ewigy &8 858¢0i0a 70%
EITDEIBIB.
[03 Marks]
VIIL Insert the "logo.png” image on the First slide and format as given with “Rotated, White”
picture style.
ogg Slide 8 18 =88 "logo.png" 8x35ds amd = & eews “Rotated, White” picture
Style ewigzim.
[02 Marks]
** You can find necessary pictures inside the “Resources Folder”.
OO g2as Bind etnmeBe0 “Resources Folder” ©08m» e wiBa.
First Slide Fonts & Animations:
oe@ Slide 8 gnd sw ©&dnden:
[12 Marks]
Animation Details Text Effect Details
Element Font ["rype Name Start Word Art
Exit Wave After Gradient Fill; Dark Green, Accent Color
previous | 4;outline: Dark Green; Accent color 4;
Title Algerian
Transform: Double Wave: Down-Up
Motion | Diamond with
path previous
Slide 2
Microsoft Products
5?‘?“&' § £
e e
T8 {
IX. Insertthe Picture SmartArt.

Picture SmartArt ecogzim.
a) Colors: colorful Rang - Accent colors 5-6

b) Style: 3D inset
[08 Marks]
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X.  Insert the title using a WordArt.
‘WordArt' &= 850 536 @omaznnd) esmessis

[03 Marks]
Second Slide Fonts& Animations:
ecOm slide 8 gnd; oo w8dnde:
[07 Marks]
Font Details Animation Details
Element Font Effect
Font Size Type Name Start Option
Emphasis Teeter | After previous
Title Agency FB 73
CoaiE eiiibiia 35 Exit Split After previous | One by
At one
Slide 3
 Impact on Educational Initiatives
Access to Learning
Diverse learning paths
~ Community Engagement
Skill Enhancement
https:hwww microsoft comfen-lk |
Third Slide Fonts& Animations:
emdm slide 8 and v wddmden:
|09 Marks]
Font Details Animation Details
Element
Font I;(::et Type Name Start
Title Agency FB 73
Bullet Cambria
37 Entrance | Zoom With previous
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Slide 4
Microsoft Products Sales

% ki 4
"‘-"’,\'5 g "

XI.  Insertthe chart using following data.
som o ©18m OB yeddide BE®rencs @i

Product Revenue
Operating Systems 23%
Cloud Computing 21%
Microsoft 365 45%
Gaming 11%

a) Chart-3-D Pie
b) Style: Style 9

[08 Marks]
Fourth Slide Fonts & Animations:
800 Slide 8 g0 ©» 888mndem
[08 Marks]
Font Details Animation Details
Element Font
Font Size Type Name Start
Title Agency FB 73 i i )
Chart ) _ Entrance | Flyin With previous
Emphasis | Pulse After previous
XII. Insert the appropriate Action button to link to the First slide.
g Slide & © @RI S8@D ty5ey Action Button Omis @iz,
[03 Marks]
XIIL Insert a hyperlink to " https://www.microsoft.com/en-1k".
"https://www.microsoft.com/en-1k" @@= Hyperlink &= 190 mcsim
[02 Marks]

eksk ok Fkk xa‘***END*****************#*********
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