
ICT CLASS 5  

ANSWER KEY OF BOOK EXERCISES 
Chapters 5,6,7,8 and 9 

 

CHAPTER 5 – INTRODUCTION TO MS EXCEL 2007   

-  Click Start 5 Textbook 

 

EXERCISE 
A. Fill in the blanks with the correct word. 

1. Font size and style are used to define a character’s format. 

2. In Right alignment the text is aligned from the right had side. 

3. Sound files can be added to a presentation using Insert tab. 

4. Slide Show runs the slides in full screen mode. 

5. Pictures and Clip Art are Graphics that can be easily inserted in slides. 

B. Match the following. 

1 Copying a Text e  a Justified 

2 Slide Show c  b Font size 

3 Alignment a  c Use Slide Show tab 

4 Format feature b  d Use Insert tab 

5 Clip Art d  e Ctrl + C 

 

C. Differentiate between: 

 

Superscript  Subscript  

Reduces the size of the text and lowers it to the 
bottom of the current line.  

For example, X2 and 5th - where 2 and ‘th’ are 
superscripts.  

Reduces the size of the text and lowers it to 
the bottom of the current line.   

For example, H2SO4, and Log10 – where 2, 4 
and 10 are the superscripts.  
 
 

Cut, Paste options  Copy, Paste options  

Cut and paste option is used to move text from 
its current place to another location.  

It is used also for moving slides, graphics and 
many other objects.  

Copy and paste option is used to make a 
copy or duplicate of text to another location.  

It is used also for copying slides, graphics 
and many other objects.  
 



Bold  Italic  

To make text appear as darker in bold style. 
For example: The word ‘cat’ will appear as ‘cat’ 
when applied the bold font style.  

To make text appear slanted to its right 
side.  

For example The word ‘cat’ will appear as 
‘cat’ when applied the italic font style.   

Left  Justified alignments  

Here the text is aligned from the left edge and 
ragged from the right edge.  

Here the text is flushed both left and right. 
Thus neither the left nor the right edge of the 
text appears ragged.  

Adding bullets  Adding numbers to a list  

To write data in the form of bullets ‘Bullets’ 
option is used.    

To write data in the form of either numbers 
or letters ‘Numbering’ option is used.  

 

D. Answer the following questions. 

1. What do you mean by moving and copying a slide?  
  

• Moving a slide: To cut and move a slide from one place and then paste it 

to another location.  

• Copying a slide: To copy a slide and paste it to another location so that 

another duplicate copy is made.  

2. Give a one-step solution to copy the text format and not the text from 
one part of the text to another?  

Ans. Use the Format Painter tool.  

3. What is text alignment?  
  

The text alignment refers to the text layout within a paragraph with respect to 

document margins.   

4. How can you change the background of the slides?  

1. Select the slide for changing the background  

2. Click on Design tab  Background group  Background styles 

dropdown list  Format background …. Option  

3. The Format Background dialogue box appears.  

4. Click on the colour dropdown list and select the new background color.  

  

5. What do you mean by slide transitions?  



Slide transition is the animated way in which slides appear one after the other 

in a slide show.  

 
 
CHAPTER 6 – INTRODUCTION TO MS EXCEL 2007   

Page 96-97  Click Start 5 Textbook 

 
EXERCISE 

A. Fill in the blanks with the correct word. 

1. MS Excel is an application software. 

2. MS Excel stores the data in the form of tables. 

3. Formula Bar displays the formula of  an active cell. 

4. Columns in MS Excel are labeled as letters. 

5. The mouse pointer changes to a plus sign on the worksheet. 

B. Give one word for: 

1. Intersection of a row and a column  Cell 

2. Extension of an Excel worksheet  .xlsx  

3. A collection of continuous cells  cell range 

4. First cell address of a worksheet  A1 

5. Bar that displays the formula   Formula Bar 

6.   

C. Name the following parts of the MS Excel 2007 Window 

 

1 Office Button 2 Title Bar 

3 Tab 4 Name Box 

5 Cell or Active Cell 6 Row 

7 Column 8 Sheet Tab 

9 Status Bar  10 Cell E7 

 

D. Answer the following questions. 
 

Q16. How do you differentiate between a workbook and worksheet?  
 

Workbook Worksheet 

An Excel file is known as a Workbook. It 
can hold many Worksheets. The default 
workbook is Book1 

Worksheet is a collection of cells in the 
form of rows and columns. There are by 
default 3 worksheets in a workbook. 

 

Q17. What is the purpose of a Formula Bar?  
Ans. Formula Bar displays the formula or the data of an active cell. 
 

Q18. How do you exit MS Excel 2007 application?  



Ans. Office Button  Close    Exit 
 
Q19. Name any five options given in the Office Button drop-down list.  
Ans.  Save, Save As, Open, Close and Exit. 
 

 

CHAPTER 7 – EXPLORING MS EXCEL 2007   

Page 111-112 Click Start 5 Textbook 

 
EXERCISE 

A. Fill in the blanks with the correct word. 

1. The cells can be inserted using Insert option. 

2. The row can be deleted using Delete option. 

3. Autofill feature helps us to generate a data series. 

4. A cell can be resized using Format option. 

5. The shortcut menu appears when the cell is right clicked. 

 

B. State whether the following sentences are True or False. 
 

1. You cannot resize the column width.    FALSE 

2. The Delete dialog box shows three options.   FALSE 

3. Left, Right and Center are the three types of vertical alignments in      

MS Excel 2007.    FALSE 

4. The Auto Fill feature can be used with numbers only.   FALSE 

5. Editing of the cells can be done using Cut, Copy and Paste commands. 

TRUE 
 

C. Match the following. 

 

1 Fill Handle b  a Vertical alignment 

2 Delete row c  b Generates the data series 

3 Delete cells d  c Use Home tab 

4 Center align e  d Shifts the cells up or left 

5 Top align a  e Horizontal alignment 

 

D. Answer the following questions. 

Q11. How do you insert a new column in a worksheet?  

( i.) Select Column label        (ii.)  Home  Cells Group   Insert  Insert Sheet Columns  



Q12. If you add a row to the Excel sheet, the total number of rows still remains the 
same. Why?  
Ans.  It is just that the data is shifted to the next row. 

Q13. Explain the auto fill feature in MS Excel 2007. 
Ans. The Auto Fill feature allows you to quickly fill the cells with repetitive or 

sequential data such as dates, numbers, days of week and months. It is done by 

using the Fill Handle of the selected cell. 

Q14. In MS Excel what are the different options available in the Insert dialog box?  
Ans.  While inserting cells following four options are available. 
Shift Cell Right   2. Shift Cells Down    3. Entire Row    4. Entire Column 
 

Q15. How do you resize a cell in MS Excel 2007?  
Ans.   Select the cell then click on    
        Home  Cells Group  Format  Row Height or Column Width 
        Enter the column size and row width      OR 
       Drag the line on the right of the column label or drag the lower line of the row label.  
  
 

CHAPTER 8 – THE INTERNET  

Page 127-128 Click Start 5 Textbook 

EXERCISE 

A. Fill in the blanks with the correct option. 

 

1. Internet stands for interconnected network. 

2. Virus is a program that is loaded onto your computer without your knowledge 

and runs against your wishes. 

3. Antivirus programs periodically check your computer system for the known 

types of viruses. 

4. Internet Explorer is a series of graphical web browsers developed by 

Microsoft. 

5. URL (Uniform Resource Locator) specifies where a specified website is 

available and the way for retrieving it. 

 

B. Match the following. 

1 Anti-virus C  A Electronic mail 

2 URL D  B Designed by Microsoft 

3 Email A  C Saves the computer from virus 

4 Internet Services E  D Web address 

5 Internet Explorer B  E Online banking 
 



C. Distinguish between the following. 
 

1. Virus and Anti-virus 

Virus Antivirus 

 Virus is a program or piece of 

code that makes the computer 

run against your instructions.  

 Antivirus is a program used to protect 

the main memory of a computer against 

infection by virus 

 

2. Backward tool and Forward tool 

Backward Tool Forward Tool 

When you have browsed multiple pages 
and you wish to move to the previous 
page then the Backward tool is used.  

After viewing the previous web pages if you 
want to move to the next page then click on the 
forward tool.  

 

3. Web page and website 

Web Page Website 

Web page is a page of information 
on the Internet that forms a 
website or a part of website. 

A website is a collection of related web 
pages, images, videos and sounds. 

 

D. Answer the following questions. 
 

1. Explain any two uses of the Internet. 

Ans. Uses: 1. Communication   2. Research     3. Shopping     
 

2. Give full form of the following 

ISP Internet Service Provider WWW World Wide Web 

URL Uniform Resource Locator GUI Graphic User Interface 
 

3. What is the difference between a computer virus and an Internet Virus? 

Computer Virus Internet Virus 

Virus is a program or piece of code that 
makes the computer run against your 
instructions.  

Internet Virus is a harmful program that 
is sent to different people through the 
Internet in the form of emails or links. 

 

 

 

 



4. List any three rules of netiquette. 

Ans.  1.  Avoid downloading mails from an unknown sender.  
  2. Do not use bad language while mailing or chatting.  
  3. Do not upload pictures that are objectionable. 

 

5. Write the appropriate relation. 

If Infection: Virus 
Then Protection : Antivirus 

 

CHAPTER 9 – LEARNING ALGORITHMS   
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EXERCISE 

A. Fill in the blanks with the correct option. 

1) Flowchart and Pseudocode are tools of an Algorithm. 

2) Pseudocode means False Code. 

3) Symbols are used to make flowchart. 

4) Flow Chart is a graphical representation of an algorithm. 

5) Pseudocode does not follow any standard for writing the instructions. 

 

B. Match the following. 

1 Sequence c  a Flow of information 

2  d  b False Code 

3  a  c Instructions written one after the other 

4 Iteration e  d Process 

5 Pseudocode b  e Instructions are repeated 

 

C. Rearrange the Pseudocode in the proper order. 

1.        Start 
Display “Charge Fine depending on the Speed” 
Calculate Speed 
Display “Program Ends” 
If speed > 60 
Display “Pay the Fine” 
Otherwise 
Display “Good Practice” 
Input Distance, Time 
End if 

  End 
 



Ans.    Start 
  Display “Charge Fine depending on the Speed” 
  Input Distance, Time 
  Calculate Speed 
  If Speed > 60   
  Display “Pay the Fine” 
  Otherwise 
  Display “Good Practice” 

End if 
 End 
 

2.    Start 
Display “Looping Ends” 
Do While I > =  1 
Display I 
Let I = I -1 
End Loop 
Let I = 5 
Display “Display numbers from 1 to 5 in reverse order” 

  End 
 

Ans.    Start 
Display “Display numbers from 1 to 5 in reverse order” 
Let I = 5 
Do While I > =  1 
Display I 
Let I = I -1 
End Loop 
Display “Looping Ends” 

  End 
 
 

D. Answer the following questions. 

 

Q1. What do you mean by an Algorithm?  

Ans. It is a step by step process of doing a task. 

Q2. What is a flowchart? Make a symbol to represent a process and an input. 

Ans. It is a graphical representation of an algorithm.   

 

 

Q3. Give any two advantages and disadvantages of using a flowchart.  

Process  Input/Output Box 



Advantages Disadvantages 

 Easier to understand. 

 Problems can be analyzed effectively. 

 Making diagrams takes a lot of time. 

 If changes are required then it may require 

redrawing completely. 

 

Q4. What is a Pseudocode? Give an example.  

Ans. Pseudocode means ‘False Code’. It is generally written in simple English like 

statements to represent the logic of a program.  

Q5. Give any two advantages and disadvantages of using a Pseudocode.  

Advantages  Disadvantages  

 Closer to programming code, so easier 

to understand. 

 Can be constructed quickly. 

 Difficult to understand and manipulate. 

 There is no uniform Pseudocode. 

 


