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 Important terms:- 

 

 

 
Answers of Practice Zone:- 
(1) True  (2) False   (3) False   (4) False  (5) True  
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Answers of Assessment  Zone:- 

(1)- a   (2)- c    (3)- d   (4)- b  

 
Answers of “B” Section:- 

(1) cell  (2)Auto fill  (3)Flash fill (4) Formula bar  (5) Range of cells (6) workbook 
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C.  Answer the following questions:- 

 

 

1. Answer:- Worksheet is the work area made up of horizontal rows and 

vertical columns wherein you enter and work with data in excel.  

But, 

Workbook is a collection of multiple worksheets stored under a single 

file name. 

 

2. Answer:- We use different types of data in excel like numbers, date 

and time, formulas and text. 

 

3. Answer:- (a)- G20            (b)- H100 
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4. Answer:- (i) The quickest way is to click the New Sheet button at the 

end of the worksheet tab. 

(ii) Click the arrow below the insert option in the cells group on the 

home tab. A drop-down list is displayed. Choose the Insert sheet 

option. 

 

5. Answer:- Auto fill:- It is the special feature in excel that allows you to 

quickly create series of numbers, dates or other items that follow a 

particular pattern. 

But, 

Flash fill: - It is also a special feature in excel that fills the data in 

cells by picking up the pattern set in the example. 
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