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Chapter 9 

Spreadsheet Software 

Short Questions 

 

 
1. What is a spreadsheet, and what are its basic features? 

A spreadsheet is a software tool used for organizing, analyzing, and storing data in a tabular format. 

Essential features include cells, columns, rows, and functions for calculations. For instance, imagine using 

a spreadsheet like Microsoft Excel to create a class attendance tracker where each student's attendance 

is recorded in individual cells. 

2. How do a workbook and worksheet differ? 

A workbook is an entire file (e.g., "Grades.xlsx") containing multiple worksheets, each serving a specific 

purpose. For example, you might have one worksheet for recording test scores, another for attendance, 

and so on. 

3. Define active and passive cells in a spreadsheet. 

The active cell is the currently selected one, where you might be entering or editing data. Passive cells are 

others awaiting interaction; they are not currently selected. 

4. Compare word processors and spreadsheets. 

Word processors, like Microsoft Word, are primarily used for handling text. In contrast, spreadsheets, 

such as Microsoft Excel, focus on numerical data, calculations, and analysis. 

5. Differentiate between functions and formulas in a spreadsheet. 

Functions, such as SUM or AVERAGE, are predefined operations in a spreadsheet. Formulas are 

combinations of operators and cell references created by users. For instance, in a worksheet tracking 

student grades, a formula might calculate the average score using the AVERAGE function. 

6. How to write formula in Excel/worksheet? 

formulas are entered in the worksheet cells and must begin with an equal (=) sign. The formula is written 

in the formula bar. The formula include equal sign (=) , addresses and operator as follows. 

=A1+A5 will add the contents of cells A1 and A5. 

6. What are cells referenced in a spreadsheet, and what are the major differences between relative and 

absolute referencing? 

Cells in a spreadsheet are identified by their column letter and row number (e.g., A1). In relative 

referencing, when you copy a formula to another cell, the references adjust based on their relative 

position. For example, if you have "=A1+B1" in cell C1, copying it to D1 becomes "=B1+C1." Absolute 

referencing keeps the reference constant; if you have "=A$1+B$1" in cell C1, copying it to D1 remains 

"=A$1+B$1." 
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7. How do you create a Pie chart in a spreadsheet, and what could it represent, using your class fellows' 

SSC examination marks as an example? 

To create a Pie chart, select the relevant data range, such as names and corresponding marks in different 

columns, go to the "Insert" tab, and choose "Pie Chart." For instance, imagine using this feature to 

represent the percentage distribution of different subjects in your class's SSC examination results. 

8. Define named ranges in a spreadsheet and explain how they can simplify the worksheet. Provide an 

example. 

Named ranges are user-defined labels for specific cell ranges in a spreadsheet. They simplify formulas and 

enhance readability. For example, instead of using "=SUM(A1:A10)" for a range of sales data, you can 

define a named range "Sales" for A1:A10 and use "=SUM(Sales)" for clarity and simplicity. 

10. What are the advantages of using spreadsheet programs? 

Spreadsheet programs offer efficient data organization, automatic calculations, data analysis through 

charts, improved collaboration, and quick updates. Consider a scenario where you're using a spreadsheet 

to track monthly expenses – it allows you to organize data, automatically calculate totals, visualize 

spending patterns with charts, collaborate with others, and easily update figures as needed. 

11. What is Cell in MS Excel? 

A cell in MS Excel refers to the intersection of a row and a column in a spreadsheet. It is the basic unit of 

data storage and can contain various types of information, such as text, numbers, or formulas. 

12. Charts and Their Uses in MS Excel: 

Charts in MS Excel are graphical representations of data. They visually summarize and display information 

from a worksheet, making it easier to analyze trends, patterns, and relationships in the data. 

Uses: Charts are used to illustrate data in various formats such as bar charts, pie charts, line charts, etc., 

providing a visual representation for better understanding and decision-making. 

13. Label and Values in MS Excel: 

Label: In MS Excel, a label refers to text that identifies a particular data point or category. Labels are often 

used to describe the contents of rows and columns. 

Values: Values in MS Excel are numerical data that can be used in calculations. They represent the 

quantitative aspect of the data. 

14. What is the Most Powerful Feature of Spreadsheet and Why? 

Formula and Function Capability: The ability to create and use formulas and functions is considered one 

of the most powerful features of spreadsheets. It enables users to perform complex calculations, 

automate tasks, and analyze large sets of data efficiently. 
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15. Fill Handle in MS Excel: 

   The fill handle is a small square at the bottom-right corner of a selected cell or range in MS Excel. It is 

used to quickly fill adjacent cells with a series, pattern, or copied content. 

16. Alignment in MS Excel: 

   Alignment in MS Excel refers to the positioning of data within a cell. It includes options such as left-align, 

center-align, right-align, and text orientation, allowing users to format the appearance of cell contents. 

17. Argument in MS Excel: 

   An argument in MS Excel is a value, cell reference, range, or text that is provided to a function or formula 

to perform a calculation. Functions use arguments to produce results based on the input provided. 

18. Linking Worksheet in MS Excel: 

   Linking worksheets in MS Excel involves creating a connection between cells or ranges in different 

worksheets. This allows for the automatic updating of information in one worksheet when changes are 

made in another, providing a dynamic link between the two. For example, we want to add two values in 

two different sheet we will write formula as follows: 

A1+ Sheet2 ! A2 

19. Commonly used Function and their description 

 


