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https://youtu.be/I4Cz6H311Mc
B. Write these sentences in the active voice.
2. The dry leaves were put into the compost pit by the gardener.
The gardener put the dry leaves into the compost pit.
3. Five goals were scored by Asad in the football match against Bharat High School.
Asad scored five goals in the football match against Bharat High School.
4. The news of the tsunami was broadcast by BBC.
BBC broadcasted the news of the tsunami.
5. A portrait of Jawaharlal Nehru is being painted by Susan.
Susan is painting a portrait of Jawaharlal Nehru.
6. The last over of the match was bowled by Irfan Pathan.
Irfan Pathan bowled the last over of the match.
7. Prizes were given away by the chief guest.
The chief guest gave away prizes.
8. The programme was broadcast by Star Plus.
Star Plus broadcasted the programme.
9. The patients of this ward are treated by Dr Nayar.
Dr Nayar treats the patients of this ward.
10. The traditional Assamese hat, japi, is worn by tea pluckers in Assam.
Tea pluckers in Assam wear the traditional Assamese hat,japi.
11. This house was built by my grandfather.
My grandfather built this house.
12. The actors have been trained by Charu Ghosh.
Charu Ghosh has trained the actors.

C. Write these sentences in the passive voice.
1. Sunita is singing a song.
A song is being sung by Sunita.

2. Sudhir accepted the gift.
The gift was accepted by Sudhir.
3. Grandfather watered the plants.
The plants were watered by grandfather.
4. Salim is polishing the wooden dining table.
The wooden dining table is being polished by Salim.
5. Vishal and Vivek have painted the fence.
The fence has been painted by Vishal and Vivek.
6. Mala has won a gold medal in the swimming competition.
A gold medal has been won by Mala in the swimming competition.
7. Arjun kicked the ball.
The ball was kicked by Arjun.
8. Mother is making some spinach soup.
Some spinach soup is being made by mother.
9. The tourists are buying some souvenirs.
Some souvenirs are being bought by the tourists.
10. A bird took away my ribbon for its nest.
My ribbon was taken away by a bird for its nest.
11. The pilot made an important announcement.
An important announcement was made by the pilot.
12. The farmer ploughed the fields.
The fields were ploughed by the farmers.
E. Rewrite the sentences in the passive voice. Remember that in the passive voice we do not always
mention the doer of the action.
1. Leena, Sheryl, Vinod and Chetan loaded a boat with fishing nets.
Fishing nets were loaded into a boat by Leena, Sheryl, Vinod and Chetan.
2. Vinod and Leena picked up the oars.
The oars were picked up by Vinod and Leena.
3. They rowed the boat swiftly towards the middle of the river.
The boat was rowed swiftly towards the middle of the river by them.
4. Sheryl and Chetan let down the fishing nets.
The fishing nets were let down by Sheryl and Chetan.
5. They threw a bagful of bait over the floating nets.
A bagful of bait was thrown over the floating nets.
6. They saw a large number of fish moving into the nets.
A large number of fish were seen moving into the nets.
7. The four quickly pulled up the nets.

The nets were pulled up quickly by the four.
8. Vinod and Leena rowed the boat back to the shore.
The boat was rowed back to the shore by Vinod and Leena.
9. They loaded the fish on a small cart.
The fish was loaded on a small cart.
10. They sold the fresh fish at a good price.
The fresh fish was sold at a good price.
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1. If a=2 and b=3, find the value of:
a) 5a2- 2ab
b) 2a – 3b
2. If x= 1, y = 2 and z = 5, find the value of:
a) 3x – 2y + 4z
b) 2x2y - 5yz + xy2
3. If p= -2, q = -1 and r=3 , find the value of:
a) P2 + q2 – r2
b) 3p2q + 5pq2 + 2pqr
4. Write the coefficient of:
a) p in -2pqr
b) y2 in 8xy2z
5. Write the numerical coefficient of:
a) ab
b) 7xyz
6. Write the constant term of:
a) 3x2 + 5x + 8
b) 2x2 – 9
7. Identify the monomials, binomials and trinomials in the following:
a) -2xyz
b) xy + yz + zx
c) 2x + 1
8. Write all the terms of the algebraic expressions:
a) 4x5 – 6y4 + 7x2y – 9
b) 9x3 – 5z4 +7x3y - xyz

CHAPTER -8 Editing A Worksheet (Part I)
COMPUTER
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ASSIGNMENT 17
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A. Fill in the blanks:
1.The appearance of Date and Time on a worksheet depends on the Format
applied to the cell.
2. To repeat most commands or actions, press F4 function key.
3. To maximize the worksheet, press ctrl + F10 key combination.
4. Enter and Cancel buttons appear on the Formula Bar.
5. When you use F2 key for modification, the insertion point appears at the End
of cell entry.
6. To enter date and time together, separate them with space.
B. State True or False:
1. Copying refers to moving data from one place to another. F
2. Ctrl+ A key combination is used to select a row. F
3. Auto Fill is a feature to copy data simply by dragging the fill handle to the cells to
be filled in. T
4. To turn on Overtype mode, press the Insert key from the keyboard. T
5. Copy, Cut and Paste buttons are present in the Font group. F
6. To insert a new column in Excel sheet, select Add button on the Insert tab. F
7. You can edit the contents of a cell in the Formula Bar. T
Application Based Questions:
1. Ritu has created progress reports of the students of her class in Microsoft Excel
2010. But she has forgotten to add an important column in the table. Suggest the
option that will help her to insert a new column without disturbing the existing table
settings.
1. To insert a single column, Ritu should select the column or cell to the left of which
a new column is to be inserted. Click on the Insert drop-down arrow in the Cells

group on the Home tab and choose the Insert Sheet Columns option. Excel inserts
blank column to the left of the selected column.

2. Surabhi wants to reduce her weight. Her dietician has suggested her to maintain a
weekly diet chart. What method should she follow to fill week days automatically in
the table?
Ans2. Surabhi can use the Auto Fill feature to accomplish the task. She should type
'Sunday' Position the pointer at the lower right corner of the cell. The mouse pointer
will change into a thin black "+" cross. Hold down the left mouse button and drag the
fill handle up to the destination cells.
D. Multiple Choice Questions:
1. To select the entire worksheet, press the ___ key combination.
a) Ctrl+A
b) Ctrl+S
c) b.Ctrl+D
2. Ctrl+V key combination is used to _____the cell contents.
a) Undo
b) Cut
c) Paste
3. When you finish editing within a cell, Excel returns to___
a) Edit
b) Ready
c) Finish
4. To select a range, hold down the _____ key and click on adjacent cells.
a) Shift
b) Ctrl
c) Alt
5. _____ is the shortest key to undo the last action.
a) Ctrl+Z
b) Ctrl+Y
c) Ctrl+X

6. To enter the digits as text, you have to begin the entry with an _____ mark.
a) Question
b) Apostrophe
c) Exclamation

E. Answer in one word or one sentence:
1. What is the function of Clear button in editing group?
Ans1. The Clear button in Editing group is used to clear the contents of the selected
cell.
2. Which function key is used to edit the cell contents?
Ans2. F2 key
3. How can you enter date and time together in a cell?
Ans3. To enter date and time together in a cell, separate the date and time with
space.
Answer the following:
Q1. How will you make modification in cell contents using the Edit mode?
Answer To change the contents in Edit mode,
1. Select the cell. Double-click inside the cell. The data is also displayed in the
Formula Bar.
2. The insertion point will blink within the cell. Position the pointer at the desired
place and change the contents. Press the Enter key. The changes will be entered
in the Current cell.
Q2. Explain the method to insert multiple columns in a worksheet.
Answer To insert multiple columns,
1. Select the column or cell to the left of which new columns are to be inserted.
2. Select the same number of columns that you want to insert. Then, click on the
Insert drop-down arrow in the Cells group on the Home tab and choose the
Insert Sheet Columns option. Excel inserts blank column to the left of the
selected column.
Q3. What is the function of Undo and Redo commands?
Answer After making modifications in a cell, you may wish to cancel the changes and
retrieve the previous data. To undo the last action(s) performed, the Undo command
is used.

The Redo command is used to quickly reverse the last action(s) that you have done
using Undo command.

04. How will you select a range and non-adjacent cells in a Worksheet?
Answer4. To select a range (Adjacent Rows/ Columns) in a worksheet,
1. Select the first row/column, then hold down the Shift key while you select the
last row/column.
2. To select non-adjacent rows/columns, click the row/column, then hold down
the Ctrl key while select the other rows/columns for selection.
Q5. How will you move data in a worksheet using dragging method?
Answer 5. To move data in a worksheet using dragging method,
1. Select a cell or a range of cells.
2. Position the mouse pointer at the edge of the selected cells. The pointer will
change from a black cross symbol to move pointer symbol. Drag the selected
cell or a range of cells to a new destination, and release the mouse button.
3. The data will be moved to a new location.
Q6. Explain any two methods for copying data.
Answer 6. Copying refers to duplicating data, i.e., text, numbers, formulae, either in
the same worksheet or in a different worksheet. There are two methods of copying
data1. Using Copy and Paste commands
2. Using Auto Fill feature
Q7. What is Auto fill? How can it applied?
Ans7. The Auto Fill is the easiest method to fill data in cells automatically. To use
Auto Fill feature, position the pointer at the lower right corner of the cell. The mouse
pointer will change into a thin black "+" cross. Hold down the left mouse button and
drag the fill handle up to the destination cells.
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Q1. Give reasons for the following.
1. Stem in cacti and succulents is green and fleshy.
2. Petals are brightly coloured and sweet scented.
3. Some leaves in pea form thread-like structures.
Q2. Skill based questions.
1. Why do roots of pea, bean and gram plants have root nodules? How are these nodules
formed?
2. What will happen if Vaseline is applied to the under surface of a dicot leaf?
3. Which whorls of a flower are called its essential parts and why?
4. Why is iodine solution used to test the presence of starch in a leaf?
5. Flowers that open in night are white in colour. Why?
6. Some flowers produce nectar . Why?
Q3. Activity question:
Draw a well labelled diagram to show root system and shoot system in a flowering plant.
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https://youtu.be/AojL5JB2cxM
1- Define the following:a) Mountains
b) Plains
c) Plateau
d) Erosion
e) Fold Mountains
f) Block Mountains
2- Activity:Draw , colour and label the diagram of Volcano.

