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General Instructions :
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5 Write your Question Paper Code No. 65/0SS/1, Set— on the Answer-Book.
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DATA ENTRY OPERATIONS
(Theory)
TET TSl AT
(Rresta)
(336)

Time : 2 Hours] [Maximum Marks : 40
g ;2 g9 [quies : 40

Note : All questions are compulsory and carry marks as indicated against each question.

et g w9 Stfemd ¥ iR e W9 % oih IHeh G 9T T ¥

1  Fill in the blanks for the following: %XI() =5

=1 7 e @t &1 gfi @it
(a) is the process for producing results from the data in order to get

useful information.
ST GO W R b faw  we ufkan ek § e ser 9 ufom
fepte Trar 1

(b) s a keyboard shortcut used to paste cut or copied text.

BT AT AT BIYl fhaT TAT TR TR BT B DiEE Mehe ]
(c) HTML is a language that consists of certain keywords called ,

used for writing the documents on the web.

AT Td (HTML) T e & fad 5 drese & § BT
ST 3| 39T YA 999X SEeS fee % g e
(d) Every computer language is bound by a set of rules known as of

that language.
T% BT T ol & U e g4 Bl § [ 39 W @ HET
i

65/08S/1-336-A | 2 ﬁ [ Contd...



(e) provides a quick access to the most commonly used options with

respect to the formatting needs.

Afmay I B I fasedl & T gid wagr weM &ar § S
WA SEThdtel ¥ Safad siar |

(H) management in Windows can be done through Windows Explorer

or My Computer.

e TR a1 A HREX E S ¥ yegd fRan o |an
(g) _ is the most common type of internet connection available from

ISPs.

S T8 W 10 Ued |99 990 YBR B 3 BasE BT 2
(h) Clip art, Sound effects, Music, Video clips are various  features

which can be added to the slides while preparing a presentation.

IS (AR ] 99T WS 9 fRMU e, d8s shae, =i, difsal foaa
anfe @l ST 91 bt & T HEY HEd % |

(i) By using feature, you can make the worksheet headings to remain

visible at all times, even if the worksheet is scrolled through.

HEX ® IUANT Bk AT & AT Tl BT & <@ Fahd ¥,
TEM THINE ThIA Bl o &l B

(G) When files or folders are from harddisk, Windows places them
in the Recycle Bin.

T BIEd 3T hiesT Bl TEewh 9 oo oman 7, e o= Samaea
fo7 & @ 3
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2 State True or False : %XIO =5

W&l a1 TTaq ity
(a) Click on Start — Click on My Documents — Click on File or Folder
you want to Rename — Under File — Click Rename.

W T o/ HY —> W13 Siagied WX ki ®HY — 39 BIEd AT Hies{ U kid
B T g O & =@ed € > R § S T 9 TR Bl

(b) Details of files such as Name, Type and Size are displayed when you go
to Edit menu and select Copy option.

S 39 TREE T § WL HiUl fIhed &l gd & f BIEd B faaie 9 M,
TET HEA S Bl T G o |

(c) Hide option hides the selected column or row and deletes the data.
Trés R T BT FW ol QA B Fou ¥ ol st A Reetie T F B

(d) TCP /IP stands for Transmission Control Protocol and Internet Protocol.
JF U/ omg Ot (TCP / IP) &1 T @y & ZFEMSH Heid Terbid ST 321
I |

(e) SMTP stands for Simple Mail Transfer Protocol.
TE A A (SMTP) &1 Ul @&d § Riua o 2w i |

(f) Shortcut for selecting the whole paragraph is to tripple click within the
paragraph.
T T BT R HIT B SMEhe TUDBT & I & §rd H el Wl foaa forsd
B

(g) A small image of each slide is displayed in the Normal View.
A g H TO® WEs @l Bl B fEs <l §)

(h) Generalized package and customized package are two types of system
software.

TR U oK HHg S Udhel, fAeH Hiwead & a Yo 2|

(i)  When you click on a cell having some formula, the formula will appear
in the Formula Bar.

S o9 fRdl UE & WX TRk wd € T ®ien eI 5, a1 98 Wien B
IR ¥ fe@ m

() Column, Line and Pie are types of charts.
HIEH, WET 3K U5 I 99 € & ThIK o |
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3 Define the following terms : (any two)
e oreal @l afwifig @ifsTg o (fop=et =)
(a) Control Unit
g e
(b) Theme
g
(c) Space Bar

g )

4  Write short notes on the following :
e o dfera feafrat fafeg -
(a) Utility of Mailmerge
HAAS %I SUAIRTAT
(b) Memory system in a computer
HT H Al e
(c) Worksheet Formatting
Jenelie wHTET
(d) Changing Page margin using Ruler
AL B TAR Hlch U AT q&eTT
(e) Elements of formula
HIHAT & A
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5  Differentiate between the following :

=1 &% 9 efaxr wWw BT

(a)

(b)

(c)

(d)

(e)

Slide Show View and Slide Sorter View
WSS 9 & ofX WS |iel

Dial Up connection and ISDN connection

TEA-OTT B Sl TS TH S T 9™

Mouse and Light Pen

TeH SR @RS Ud

Steps to Rename a file and Steps to delete a file

BIEA Dl 9T B & B 3K BEd &l BAl B & &

Steps to save a presentation and Steps to print a presentation.

YS9 &l q B & W AR YS9 Bl T w & &

Based on the given text answer the following questions :
fu T TRE & omuR WX T U9l % SR QI
MAC Shooting Academy:
Best place for 10 mtr Air Rifle and Air Pistol Training Facilities
Basic to International standard training
Physical Fitness Training
Yoga and Meditation
Competition with other academy students.
Admission open

Training provided by professional coaches.

(i) Make the heading 'MAC Shooting Academy' - bold, underlined

and all caps.

2x5=10

4+4=8

1

'MAC Shooting Academy' 38 T &l dics, sfst@zT X od &™

B b T |
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(b) Answer the questions based on the spreadsheet data given below :

(ii) Make the 2" line as bold, italics and reduce its font by two points.

(iii)

(iv)

A AT B TS, ITAdd B 31X 3HB B TIEA Bl &l U5 B H|

aligned and use star as bullets.

Make the list under facilities as a bulleted list, align it as center

Facilities % 9 &1 T3 & @ Ts goies e sA¢ &R goe & &9 |
W & JAT He | 39 e &l ¥ T | 991 |

to Red.

Make the last two lines as left aligned and change its colour

™ & Al B W9 YRS 90 AR 6% 1 Bl e he |

T G B Wi % emar W el @ I A

A

B

C

D

E

Strore Name

Item-1 sale
Luggage

Item-2 sale
Food Items

Item-3 sale
Apparels

Item-4 sale
Sports

Total
sale

22,000

50,000

10,000

8,000

10,000

20,000

8,000

7,000

11,500

27,000

9,000

11,000

whl@ v b

20,200

45,000

10,000

10,000

N (N[ BN

(i)

Write a formula in cell F2 to show total sale of store A.

& F2 % U B g R ©1 A # gw 4w e 3

(i1)) Write a formula in cell D6 to calculate total sale of Apparels in

all stores.

1

& D6 ¥ | WK ¥ UURA @l fashl &1 g i e T 390 |

% [ Contd...
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(ii1)) Write a formula in cell E7 to calculate total sale of Food items 1

and Sports items in stores C and D.

¥ E7 9 ®R C iR D & {3 oEeH &R WEH 3ME32q & Fo adl Dl
TUET b eTee fe@md |

(iv) Write a formula in cell E6 to calculate the average sales of each 1

store for each item.

& E6 9 U wieen foe frad a4l @R % a4l omged @ oied aa foams
TS Bl
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This Question Paper consists of 6 questions and 8 printed pages.
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General Instructions :

1 Candidate must write his/her Roll Number on the first page of the Question Paper.

2 Please check the Question Paper to verify that the total pages and total number of questions contained
in the Question Paper are the same as those printed on the top of the first page. Also check to
see that the questions are in sequential order.

3 Making any identification mark in the Answer-Book or writing Roll Number anywhere other than
the specified places will lead to disqualification of the candidate.

4 Answers for questions like matching, True or False, Fill in the blanks, etc., are to be given in the
Answer-Book.

5 Write your Question Paper Code No. 65/0SS/1, Set— on the Answer-Book.
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DATA ENTRY OPERATIONS
(Theory)
TET TSl AT
(Rresta)
(336)

Time : 2 Hours] [Maximum Marks : 40
g ¢ 2 Tue] [quiies : 40

Note : All questions are compulsory and carry marks as indicated against each question.

et g w9 Stfemd ¥ iR e W9 % oih IHeh G 9T T ¥

1  Fill in the blanks for the following: 1x10=5

= o T =l @) gfid s
(a) HTML is a language that consists of certain keywords called ,

used for writing the documents on the web.

g AT Ta (HTML) ws o & e $5 dasq g § [ HET
ST 2| S9H YA 99 U SWES foed % g s 2
(b) Every computer language is bound by a set of rules known as of

that language.
T BT AT ol & T 6§ 997 el ¢ T o9 9T &1 |
ST 2|

(©) provides a quick access to the most commonly used options with

respect to the formatting needs.

ATt TEHE B I fasedt & T gid Wa9r UeH &Iar § S
HIHIET STA9ThdTsll ¥ Hefad ial &l
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(d) management in Windows can be done through Windows Explorer

or My Computer.

fieir v a1 915 B B fOsie o gaeF foham ST dehaT ® |

(e) is the process for producing results from the data in order to get

useful information.

SUIRT FET U B & g U YishdT Bl & REd ST 8 giem
frepra ST %1

() is a keyboard shortcut used to paste cut or copied text.
BT AT AT BIYT haT TAT TR TR &I B DIEE Mehe ]

(g) When files or folders are from harddisk, Windows places them

in the Recycle Bin.

9 BEA 3 WSt Bl TESh o fopan siman 3, ffe 9% Jamaea
o ¥ & )
(h) By using feature, you can make the worksheet headings to remain

visible at all times, even if the worksheet is scrolled through.

HEX B IUAN Bk AT T AT ThINE BT B @ Thd T,
TEMN ThINE Thid Bl T &l 2

(i) Clip art, Sound effects, Music, Video clips are various features

which can be added to the slides while preparing a presentation.

USTe e AR 6id 999 WIS § /9 o, d18s hae, R, disdl frg

T @1 ST o Hahar & R HrE HEd &

G) is the most common type of internet connection available from
ISPs.
o8 TH W &1 Y& 99 HIERY YhR & 3T B B 2
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2 State True or False : %XIO =5

el a1 Taq fakay

(a) TCP /IP stands for Transmission Control Protocol and Internet Protocol.
AW/ g 91 (TCP / IP) &1 qUl WHY & M H2id Tihid 3K 32
TEIhIe |

(b) Hide option hides the selected column or row and deletes the data.

T5s faded g4 TY Bia| ok U @l fBurar § &R ster &l f$ae &Y < 3|

(c) Details of files such as Name, Type and Size are displayed when you go
to Edit menu and select Copy option.

S O TS Tg § ST HUl [Gbed Bl GAd & A BIEA Bl (a0 Sy 7,
TEY WEA AN Bl TG FHd o |

(d) Click on Start — Click on My Documents — Click on File or Folder
you want to Rename — Under File — Click Rename.

wIE IX foRkTd B — W15 STagHed WX ks Bl — SH BIEd 1 Biest W [mh
w8 oy T79 & 9ed € — BEa 9 9N - {99 W e B
(e) A small image of each slide is displayed in the Normal View.

T = H Yd® wWEs @ B 89w Il 2

(f) Generalized package and customized package are two types of system
software.

SRS Uhel 3R hEeHESS Uchel, e Qiweday & & Yo £ |

(g) When you click on a cell having some formula, the formula will appear
in the Formula Bar.

W 39 fpell UE S WX TR e ¥ T Wi eian ¥, d 9% wien s
IR ¥ fe@E <

(h) Column, Line and Pie are types of charts.
HIEH, WEA X U5 I 9 °OE b Th ¢ |

(i) SMTP stands for Simple Mail Transfer Protocol.
TETA A9 (SMTP) &1 Ul @&d § fiua o 2w e |

()  Shortcut for selecting the whole paragraph is to tripple click within the
paragraph.
X IO i aerde HT 1 9Meehe TUHT & I & drd o el Wl foud fomsm
B |
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3 Define the following terms : (any two)

=1 ot=Rl @l it @ifsig : (feReel <)

(a) Output devices

ageye feamsq
(b) Worksheet
CERIE
(c) Space Bar

g T

4  Write short notes on the following :
e g gt fewfvrat ﬁfﬁﬁq :
(a) Elements of formula
(b) System software
feen Ay
(c) Components of a chart
o % FE
(d) Spell check feature
qd T% B
(e) Utility of Mailmerge

HEHS] ! ST
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5  Differentiate between the following :

= & 9 ofay W BT ¢

(a)

(b)

(c)

(d)

(e)

Slide Show View and Slide Sorter View

WSS 9 & ofR wWgs |iex &

Leased line connection and DSL connection

SRt HaH R S T U HaeH

Steps to save a presentation and Steps to print a presentation.
YS9 &l q B & LR AR YS9 Bl T w & &
Mouse and Light Pen

Aed 8iR @ge U=

Steps to Rename a file and Steps to delete a file

BIEA B TH B b R AR GEA B Al HE & L

Based on the given text answer the following questions :
fu T TRE & omu WX o g9 % SR AT
MAC Shooting Academy:
Best place for 10 mtr Air Rifle and Air Pistol Training Facilities
Basic to International standard training
Physical Fitness Training
Yoga and Meditation
Competition with other academy students.
Admission open

Training provided by professional coaches.

(i) Make the heading 'MAC Shooting Academy' - bold, underlined

and all caps.

2x5=10

4+4=8

1

'MAC Shooting Academy' 38 2T &l e, 3fst@Rd SR 3| o™

B b wY g |
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(b) Answer the questions based on the spreadsheet data given below :

(ii) Make the 2" line as bold, italics and reduce its font by two points.

(iii)

(iv)

A AT B TS, ITAdd B 31X 3HB B TIEA Bl &l U5 B H|

aligned and use star as bullets.

Make the list under facilities as a bulleted list, align it as center

Facilities % 9 &1 T3 & @ Ts goies e sA¢ &R goe & &9 |
W & JAT He | 39 e &l ¥ T | 991 |

to Red.

Make the last two lines as left aligned and change its colour

™ & Al B W9 YRS 90 AR 6% 1 Bl e he |

T G B Wi % emar W el @ I A

A

B

C

D

E

Strore Name

Item-1 sale
Luggage

Item-2 sale
Food Items

Item-3 sale
Apparels

Item-4 sale
Sports

Total
sale

22,000

50,000

10,000

8,000

10,000

20,000

8,000

7,000

11,500

27,000

9,000

11,000

whl@ v b

20,200

45,000

10,000

10,000

N (N[ BN

(i)

Write a formula in cell F2 to show total sale of store A.

& F2 % U B g R ©1 A # gw 4w e 3

(i1)) Write a formula in cell D6 to calculate total sale of Apparels in

all stores.

1

& D6 ¥ | WK ¥ UURA @l fashl &1 g i e T 390 |

% [ Contd...
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(ii1)) Write a formula in cell E7 to calculate total sale of Food items 1

and Sports items in stores C and D.

¥ E7 9 ®R C iR D & {3 oEeH &R WEH 3ME32q & Fo adl Dl
TUET b eTee fe@md |

(iv) Write a formula in cell E6 to calculate the average sales of each 1

store for each item.

& E6 9 U wieen foe frad a4l @R % a4l omged @ oied aa foams
TS Bl

65/0SS/1-336-B | 8 ﬁ



This Question Paper consists of 6 questions and 8 printed pages.
THUF-TAH 6 A e 8 AT S |
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Day and Date of Examination

DATA ENTRY OPERATIONS
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General Instructions :

1 Candidate must write his/her Roll Number on the first page of the Question Paper.

2 Please check the Question Paper to verify that the total pages and total number of questions contained
in the Question Paper are the same as those printed on the top of the first page. Also check to
see that the questions are in sequential order.

3 Making any identification mark in the Answer-Book or writing Roll Number anywhere other than
the specified places will lead to disqualification of the candidate.

4 Answers for questions like matching, True or False, Fill in the blanks, etc., are to be given in the
Answer-Book.

5 Write your Question Paper Code No. 65/0SS/1, Set— on the Answer-Book.
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DATA ENTRY OPERATIONS
(Theory)
TET TSl AT
(Rresta)
(336)

Time : 2 Hours] [Maximum Marks : 40
g ;2 g9 [quies : 40

Note : All questions are compulsory and carry marks as indicated against each question.

et g w9 Stfemd ¥ iR e W9 % oih IHeh G 9T T ¥

1  Fill in the blanks for the following: 1x10=5
1 & o @t @ gid Ak

(a) provides a quick access to the most commonly used options with

respect to the formatting needs.

ATy TEHE B I fasedl & T gid WAy UeM &ar § S
BT STagasharel | deiad e 5|

(b) management in Windows can be done through Windows Explorer

or My Computer.
e veaRe a1 A1 HPgeX B fosr o gaeM R ST dehat B |

(c) HTML is a language that consists of certain keywords called ,

used for writing the documents on the web.

TgATATA (HTML) T% owr & f5ed 3% dasg e § o &an
ST T 39HT YA 999X e foed & T e ®

65/08S/1-336-C | 2 ﬁ [ Contd...



(d) Every computer language is bound by a set of rules known as of

that language.
UA® HRET AT ol & T e ¥ 947 el @ TR 99 v @ HE
ST 1

(e) is the process for producing results from the data in order to get

useful information.

SUIM I W HA B AT T wiskaAr B & e s @ uivomm
frepTen ST 2 |

(f) _ is a keyboard shortcut used to paste cut or copied text.
BT TAT AT Bl AT TN TR TR B BT B SMewe T

(g) When files or folders are  from harddisk, Windows places them

in the Recycle Bin.

T BEd i WISt B FES@ o foran o &, fflew o e
fo o @ 7
(h) By using feature, you can make the worksheet headings to remain

visible at all times, even if the worksheet is scrolled through.

B HI SYANT Hih oMY X I dHhiie T &l 3@ Tohd T,
TEM THINE Thid Bl T &l 2

(i) Clip art, Sound effects, Music, Video clips are various features

which can be added to the slides while preparing a presentation.

USTee™ (AR &id 999 WIS § fRg o, d18s hae, RIfow, difsdl frg

e @1 ST o "ahar & R HrET Hed |

() is the most common type of internet connection available from
ISPs.
oS T A1 g1 Yed 9a9 |IEURO YhR & 32 HiasH BT

65/08S/1-336-C | 3 ﬁ [ Contd...



2 State True or False : %XIO =5

el a1 Taq fakay

(a) A small image of each slide is displayed in the Normal View.
A g H TO® WEs @l Bl B f@s <l §)

(b) Generalized package and customized package are two types of system
software.

TATES Uhal 3R HEHEeS Uohe!, [AeH 99edaX & a T & |

(c) When you click on a cell having some formula, the formula will appear
in the Formula Bar.

o Y el UE & 9K R HYd € TSTa WiHen Bian §, a1 9% HBIeT B
IR ¥ fe@s m

(d) Column, Line and Pie are types of charts.
HIH, WET X U5 I 99 9C & ThIK |

(e) Click on Start — Click on My Documents — Click on File or Folder
you want to Rename — Under File — Click Rename.

W W forie ® — W13 Siagied WX i #¢ — 39 BIEd A1 HiesT U fkid
B T o O 6 =wed € > R § S T 9 TR Bl

(f) Details of files such as Name, Type and Size are displayed when you go
to Edit menu and select Copy option.

S Y TS 7Y § ST HiUl foehed Hl gAd & dl I Bl [qaie S| 7,
TET WEA A Bl TG G o |

(g) Hide option hides the selected column or row and deletes the data.
T5s fa%ed g4 TY BIa| oI U @l fBurar § &K ster &l f$de &Y < 3|

(h) TCP /IP stands for Transmission Control Protocol and Internet Protocol.
WA/ omg G (TCP / IP) %1 qUi @y § MM Sheld el it 32T
TEIehIe |

(i) SMTP stands for Simple Mail Transfer Protocol.
TETA A9 (SMTP) &1 Ul @&d § fiua o 2w e |

()  Shortcut for selecting the whole paragraph is to tripple click within the

paragraph.
T AT BT e BT BT SThe TUBT & TR o a1 | hel Wl gua forisd
B |
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3 Define the following terms : (any two)

e el bl g iteg (el =)
(@ LCD Monitor
T 91 S A
(b) Work Book
T Ih
(c) Space Bar

g )

4  Write short notes on the following :
e o i feafr fafag :
(a) Worksheet Formatting

Tehsfie wmfeT

(b) Generalized Package

TAATESS  Yohl
(c) Utility of Mailmerge
HAHS %I SUAIRTAT
(d) Copying Text
SRS BIUT BT
(¢) Auto Shapes

AR ks

65/0SS/1-336-C | 5
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5  Differentiate between the following :

=1 &% g efaxr wWw Wi

(a)

(b)

(c)

(d)

(e)

Mouse and Light Pen
qed of @3 Uq

www & Web Browser

Steps to Rename a file and Steps to delete a file

HEA B TTH B & B AR BEA Dl [SAE HH b LH
Slide Show View and Slide Sorter View

WSS 9 & ofX WS |iel

Steps to save a presentation and Steps to print a presentation.

YT Bl 99 B & ©H X Uo=9F &l fiic #3 & &

Based on the given text answer the following questions :
fu T TRE & omuR WX T U9l % SR T
MAC Shooting Academy:
Best place for 10 mtr Air Rifle and Air Pistol Training Facilities
Basic to International standard training
Physical Fitness Training
Yoga and Meditation
Competition with other academy students.
Admission open

Training provided by professional coaches.

(i) Make the heading 'MAC Shooting Academy' - bold, underlined

and all caps.

2x5=10

4+4=8

1

'MAC Shooting Academy' 38 2T &l e, sfstaRT ol 3| &™

B b =Y g |
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(b) Answer the questions based on the spreadsheet data given below :

(ii) Make the 2" line as bold, italics and reduce its font by two points.

(iii)

(iv)

A AT B TS, ITAdd B 31X 3HB B TIEA Bl &l U5 B H|

aligned and use star as bullets.

Make the list under facilities as a bulleted list, align it as center

Facilities % 9 &1 T3 & @ Ts goies e sA¢ &R goe & &9 |
W & JAT He | 39 e &l ¥ T | 991 |

to Red.

Make the last two lines as left aligned and change its colour

™ & Al B W9 YRS 90 AR 6% 1 Bl e he |

T G B Wi % emar W el @ I A

A

B

C

D

E

Strore Name

Item-1 sale
Luggage

Item-2 sale
Food Items

Item-3 sale
Apparels

Item-4 sale
Sports

Total
sale

22,000

50,000

10,000

8,000

10,000

20,000

8,000

7,000

11,500

27,000

9,000

11,000

whl@ v b

20,200

45,000

10,000

10,000

N (N[ BN

(i)

Write a formula in cell F2 to show total sale of store A.

& F2 % U B g R ©1 A # gw 4w e 3

(i1)) Write a formula in cell D6 to calculate total sale of Apparels in

all stores.

1

& D6 ¥ | WK ¥ UURA @l fashl &1 g i e T 390 |

% [ Contd...
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(ii1)) Write a formula in cell E7 to calculate total sale of Food items 1

and Sports items in stores C and D.

¥ E7 9 ®R C iR D & {3 oEeH &R WEH 3ME32q & Fo adl Dl
TUET b eTee fe@md |

(iv) Write a formula in cell E6 to calculate the average sales of each 1

store for each item.

& E6 9 U wieen foe frad a4l @R % a4l omged @ oied aa foams
TS Bl

65/0SS/1-336-C | 8 %
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