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Q6.  Differentiate between the following: 

i.  File Folder 

  

   

   
 

ii.  Copying File Moving File 

  

   

   

   

   
 

iii.  List View Tiles View 

  

   

   
 

iv.  Workbook Worksheet 

  

   

   

   
 

v.  Cell Active Cell 

  

   

   

   
 

vi.  Undo Redo 

  

   

   

   

   

   
 

vii.  Moving Data Copying Data 

  

   

   

   

   

   



Q7.    Answer the following questions: 
i. Write the names of main folders in Windows 10. 

Ans.    __________________________________________________________________________ 

 __________________________________________________________________________ 

 __________________________________________________________________________ 
 

ii. What is the role of File Explorer in Windows 10? 

Ans.    __________________________________________________________________________ 

 __________________________________________________________________________ 

 __________________________________________________________________________ 
 

iii. Why we save a workbook? 

Ans.    __________________________________________________________________________ 

 __________________________________________________________________________ 

__________________________________________________________________________ 
iv. What is the purpose of generating a series? 

Ans.  __________________________________________________________________________ 

 __________________________________________________________________________ 

 __________________________________________________________________________ 

__________________________________________________________________________ 

 __________________________________________________________________________ 

 

v.  Write the steps to delete a worksheet in Excel? 

Ans.  __________________________________________________________________________ 

 __________________________________________________________________________ 

 __________________________________________________________________________ 

__________________________________________________________________________ 

 __________________________________________________________________________ 

 

vi. What is the use of Microsoft Excel? 

Ans.  __________________________________________________________________________ 

  __________________________________________________________________________ 

  __________________________________________________________________________ 

 

vii. What is conditional formatting? 

Ans.  __________________________________________________________________________ 

  __________________________________________________________________________ 

  __________________________________________________________________________ 

 



viii. Why do we need to select cells in Excel? 

Ans.  __________________________________________________________________________ 

 __________________________________________________________________________ 

 __________________________________________________________________________ 

__________________________________________________________________________ 

 __________________________________________________________________________ 

 

ix.     What is the need of formatting in Excel? 
Ans.  __________________________________________________________________________ 

 __________________________________________________________________________ 

 __________________________________________________________________________ 

 

x.     Write the steps to delete a column in a worksheet. 
Ans.  __________________________________________________________________________ 

 __________________________________________________________________________ 

 __________________________________________________________________________ 

__________________________________________________________________________ 

 __________________________________________________________________________ 

  

xi. Write the steps to remove conditional formatting. 
Ans.  __________________________________________________________________________ 

 __________________________________________________________________________ 

 __________________________________________________________________________ 

__________________________________________________________________________ 

 __________________________________________________________________________ 

  



Q8. Label the following window: 

 
 

 


