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SECTION -  A 

A. Answer the following with reference to Open Office Calc:  5 

 1. The Last column is ________ 

2. The Last cell address is ___________ 

3. The last row is ____________ 

4. The cell next to Z5 is ___________ 

5. The address of first cell is __________ 

 

B. Identify the type of reference:      2 

 1. $BA56 

 2. AC$32 

 3. AAZ965 

 4. $BD$3210 

 

C. Fill in the blanks:        5 

1. If A1:A5 contain the numbers 6, 20, 13, 25 and 36 then 

Average(A1:A5;60) will display______________.  

2. The formula “=MIN(C1:C5)” stored in cell C6 when copied to cell 

D6 changes to ______________.  

3. In _______________referencing, the reference changes rows and 

columns automatically when it is copied to a new cell.  

4. The default extension of a workbook created using a LibreOffice 

Calc spreadsheet is _____________.  

5. The formula in cell A2 is =B2+C3. On copying this formula to cell 

C2, C2 will change to _____________.  

D. Study the spreadsheet given below and answer the questions: 5 

 

1. Write formula to calculate the average score of LSG in first 3 

matches in cell H7. 

2. Write formula to find the highest score from the overall team. 

3. Write the formula to calculate the total runs scored by SRH in cell 

G10. 

4. Which type of chart will be used to represent this information? 

5. Write the formula to calculate the difference between runs of DC 

and MI in match number M3 and M5 respectively. 

E. Answer these questions:     1 x 3 = 3 

1. Cell D5 contains the formula =$B$5+C5 and this formula is copied 

to cell E5, what will be the copied formula in cell E5? 

2. Write the steps to insert a chart in Calc. 

3. Represent Bar chart & XY Scatter chart. 

  



SECTION – B 

A. Answer these questions:      5 

1. What are the different forms of communication? 

2. What are the channels of communication?. 

3. What are the steps involved in communication? 

4. What are the forms of non-verbal communication? 

5. What is meant by Effective communication? 

 


