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-01 : MS EXCEL 20

Create a spreadsheet using MS Excel 2016/2019/2021, by following the instructions given
below.
som B3O ¢ coeed ane®ms 3 MS Excel 2016/2019/2021 widn mc8 srpoi®ons

R@nene mIsim

© 01) Save the document as E<Youy Student Number> in your folder.
S@em @ed folder & E<Your Student Number> eces Save moxsim.
e.g: (EKA-2022-XXXX}
[02 Marks]
02) Rename the first worksheet as “Eyon {Pvt)” and give tab color as Green.
el M® =890 “Eyon (Pvt)” ece ondm o8 20 019 d¥eia emig ece sosin.
: [02 Marks]
03) Using Instructions given below, insert following data and format them as shown in the figure.
swm e g1 Erecs ndm BB, o (Bdn e B Swed qudedm wdg Format!

o

Electrie (Pvt) Limited

a) Necessary cells should be merged.
agdays ‘Cells’ 9madn) (merge) me gme.

b) All the text, Font should be “Times New Roman".
Bog® gmnode, Obos (Font) "Times New Roman” 8w e,

c) Inserta suitable WordArt for Title.
®omazo® (Title) eacenn gyceq WordArt oma arpesd m0sim.

d) All the text, Font Size should be “20".
BeE® gnodc g®ies (Font Size) “20” 8o goo.

e) _Appfopriate fields should be bold.
¢t Sedy, ‘bold B @me.

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

owm eustdr g =62 ad@s Cell Alignments, Cell Colors esz Cell borders swagziz.
{10 Marks]
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g) Apply suitable Data Validation Criteria to the “Ttem Name” field.
(Hint: [nsert through a list)
gee i Oceq BSe® SVeomaxd “Item Name” Hedpe e ecexsim.
(@ @8edmied wdmy e mIxim.) '
l.  Style: Information
II. -~ Title: Information
Ifl.  Input Message: Please Enter Correct ltem Name! '
[05 Marks]
h) Asshown below, format the “Order_ID",” Order Date”, and “Unit Price” column data.
o Oeed cudeds »bf “Order_ID”,” Order Date”xo “Unit Price” 558 ¢simos’ 8
aozal) eszpessim.

[12 Marks]

04) Suppose the “Unit Price” and the related “Discount Rates” are given below.
“Unit Price” 850 g¢oc “Discount Rates” ewm 290 @83 ¢ qro.

Fill the “Discounted Price”, “New Price”, and “Total Price” fields using the following formulas.
som gy g o58sf “Discounted Price”, “New Price” o “Total Price” ody a®uties
DO,

a. Discounted Price = Unit Price * Discount Rate

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

b. New price = UnitPrice - Discounted price + (Delivery Cost/Quantity) - - -
[03 Marks]

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

05)  Apply suitable Excel Functions to fill the following cells.
vam esgwsl ¢ 80T gees ‘Excel Functons’ ecoczim,
I Find the Average Delivery Cost for an Item.
&3 ¢8m80 I e Om w@ims 8@ emmasim.
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Il. Calculate the Sum of the Delivery Cost where Unit Price is greater than LKR.
5000.00 .
&z B 7. 5000.00 O B 18, eBwBE @ fed Bue®dc Onpd Gehme
DSmim.

IIIl.  How many Order Items are there as quantity is greater than or equal to 20?7
5@oenc 20 B0 OB oud B O e emv®e Sedg?

[12 Marks]
06) Apply Conditional Formatting to “Quantity” Fields as follows.
s =62 “Quantity” Sedns egme ‘Conditional Formatting' ecogzis.
Icon Set Quantity
' >25
2 <=25
[05 Marks]

07} Filter the records of “LED Bulb” Electric Items where the Quantity is more than 50 using
Advanced Filter. .
‘Advanced Filter’ ©:8mexs3, “LED Bulb” g@esn 50 »2 &b Bme D2 Oabomo Filter’ 23
ebos Debmd @R o,
108 Marks]
08) Draw the chart as follows,
oom 88 wedicn afsim.
[08 Marks]
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-02: MS POWERPOQINT

IL

1L

VI

80

According to the instructions below, you should create presentation Slides using MS
PowerPoint 2016/19/21.

cwom  ocosl coecd gmd, ©3 MS PowerPoint 2016/19/21 wifmessd
presentation Slide 2 B8@eie meg gne.

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

Slide @mc&sl (323 Presentation S8 S38@rens wdxin. x5 O Slide esgma gigey Layouts
O 2OBim.

. [02 Marks]
Save the file as P<Your Student Number> in your folder.
P<Your Student Number> gomodnd e Folder @ Save md=iz.
(e.g.: PKA-2022-XXXX)
{02 Marks]

Use "Wood Type" theme for the first slide and choose “Droplet” theme for 2nd ,3rd & 4th
slides,

oe§ Slide &z wew “Wood Type” e3@d:ss 2nd,3rd & 4th Slide excwa “Droplet” esi@dst
@i,

[04 Marks]
Apply slide Transitions for all the slides as given below.
swom 8T Bod@ Slide esgmo Slide Transitions ewiesis.
a) Transition - Peel Off c] Effect Options - Right
b) Duration - 02.00 seconds d) Sound - Bomb
[05 Marks]

Insert slide numbers, Date (Date must be updated) and footer as “Let’s Save Our
Ocean” to all slides except first slide.
oeg Slide 39 o0 qoowgs 8Bie® Slide wews Slide Numbers, Date (Bma G268
wodFmlBs mg goe) =® “Let's Save Our Ocean” 68 Footer grmpes mosis.

[04 Marks]

Design all slides as shown below.
oum etz «b8 Bug® Slide wieg® mosim.
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VIL

Set "background.png” as the background image for first slide and trahsparency should be
60%.

sgg Slide 8 »xd® o’ztscs esco "background.png” 8zince ewigy 28 S88ecwdo 60%
BEE BT,

VIL

IX.

. [03 Marks]
** You can find necessary pictures inside the “Resources Folder” ‘
23D dns Bxlnd eeummBe0 “Resources Folder” 8o me wiBa.
First Slide Fonts & Animations:
ese@ Slide 8 axpdy o oddmoes:
[12 Marks]
With Pattern Fill: Orange, Accent color
Entrance Fly-In . 1, 50%; Hard Shadow: Orange,
. previous
Title Agency FB Accent color 1
After Outline- Color: Blue; Weight: Z:i-pt
Exit Fade previous Transform: Deflate: Top
Slide 2

/" TYPES OF OCEAN
PQ,LQ@WL@N

ﬁ_&Piastic Pollution .y
= Microplastics .. . 4
|

A Chenmical Pollution

Insert the list displayed on the slide.
2 2R cBdnd gimes oism.

Insert the title using WordArt.
‘WordArt’ ozt ©8m ¢ imazrmd) i

[02 Marks]

[03 Marks]

Insert the given shape and add hyperlink “https: //www.sltda.gov.lk/en” to the text line.

2 g5 Shape
“https: //www.sltda.gov.lk/en” &5 dsim.
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XL Insert the "Ocean.jpg” image on the second slide. Apply "Reflected Bevel, White" picture
Style, and add “Perspective: Upper left” shadow.
oo slide 8 g3 =82 "Ocean.jpg" 8zimow aumes m0uto. "Reflected Bevel, White"
o1z gobew o "Perspective: Upper left” Shadow o= 0¢d ecagsis.

[03 Marks]
* Second Slide Fonts& Animations:
e slide 8 gupcy ww wdBmces:
: [08 Marks]
Title Algerian 54 Motion Heart - By
Path Letter
Entrance | Spinner After previous
List Cambria 36 - - -
Emphasis Pulse " With previous
lide 3
L ey

- SOLUTIONS AND

XIt  Insertthe Picture SmartArt.
Picture SmartArt eaicsis.
a) Colors: Colorful Range; Accent color 4 to 5

b) Style: Cartoon
[08 Marks]
XIL  Insert the title using WordArt.
‘WordArt' s ©00Bm0 w26 @meznd essseazden
|02 Marks]
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VEST OCEAN WASTE
POLLUTERS

L i
XIV.  Insertthe title using WordArt.
‘WordArt’ om=t ©18m0 0 Domazmd emessis.

[02 Marks]
XV.  Insert the chart using the following data.
son et Db o8z guddicn Hberene mIuiH.
Country | Plastic Waste (Metric Tons)
Philippines 150,000
China 75,000
India 125,000
Brazil 40,000
a)} Chart Type: Bar '
b) Style: Style 7 '
[08 Marks]
XVI.  Insertthe appropriate Action button to link the Second Slide.
@edm Slide &2 edn w0 BB8D ey Action Button &z ecxigsis.
[02 Marks]
Fourth Slide Fonts & Animations:
»®oOm Slide 8 gzmdr ww dBnda _
[06 Marks]

Title Algerian 44 Exit Drop 01.25 By Word
chart Cambria ) Emphasis Teeter 02.00
*******k *END e sfesteo ook sheskeok skl ek skt skkok sk
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