
Advance Excel (Sorting) (Chapter 1) 

Class Notes 
Class: 6 Topic: Advance Excel (Sorting) (Chapter 1)  

          and Advanced PowerPoint (Chapter 2) Subject: Computer studies 

 
 

Fill in the blanks: (question no. A, present in page number 11 in your computer textbook) 
 

1. Sorting is the process of arranging data in in ascending or descending order on the basis of  

  one or  more columns. 

2. You can access sorting feature by clicking on data tab > sort and filter group > sort. 
 

3. Sort buttons are present on the data tab and home tab. 
 

Answer the following questions: (question no. C, present in page number 12 in your computer textbook) 
 

1. What is sorting? 
 

Ans: -Sorting means arranging. Sorting data refers to the process of arranging data, either in 

ascending order or in descending order. Sorting can be done on numbers or text or both. 
 

2. What are the ways in which sorting can be performed? 
 

Ans: -There are three ways to perform sorting on any list: 
 

i) Click on data tab > sort and filter group > sort. 
 

ii) Use the sort buttons on the home tab > editing group > sort and filter. 
 

iii) By right clicking the selected data range. 
 

3. Write the steps to perform sorting using a sort buttons on the home tab. 
 

Ans:-Step 1: Click on home tab. Step 2: Select editing group. Step 3: Select sort & filter 
 

4. Write the steps to perform sorting using a sort buttons on the Data tab. 
 

Ans:-Step 1: Click on data tab. Step 2: Select sort and filter group. Step 3: Select sort. 
 

Identify and explain the following:(question no. D , present in page number 12 in your computer textbook) 
 

1. Ans: -The symbol is known as "sorting in descending order". By using this we can arrange 

the data (number or text or both) in descending order. 
 

2. Ans: -The symbol is known as "sorting in ascending order". By using this we can arrange 

the data (number or text or both) in ascending order. 

Write T for true or F for false:(question no. E, present in page number 12 in your computer textbook) 
 

Answer: 1->F, 2->T, 3->F, 4->T, 5->F, 6->T 
 

Out of the four options given below tick the correct option:(question no. A, present in page number 12 

and 13 in your computer textbook) 
 

Answer: 1->d, 2->a, 3->c, 4->a, 5->a, 6->a, 7->c, 8->d 



 

 

Chapter 2 advance PowerPoint: - 

Answer the following questions: - 

1) Write some applications of PowerPoint. 
 

Solution: 

 

 Use PowerPoint to Make Tutorials. For the purpose of training or educational 

contexts, PowerPoint can be easily used to create worksheets and tutorials. 

 Use PowerPoint Presentations as a Digital portfolio. 

 

 Prepare nice Animations using PowerPoint. 
 
 

2) write the steps for creating a blank presentation. 
 

Solution:  

click layout and go to blank. 
 

Or, 

 alternatively, you can also click 

 

Home tab then slides then new slide and then blank. 
 

3) write two methods to open PowerPoint. 
 

Solution: 

 

Method 1: 

 

Open PowerPoint by clicking on search charm>type PowerPoint 2013. 
 

Method 2: 

 

Double clicking on the PowerPoint icon on desktop. 
 

4) write two methods to run a slideshow. 
 

Solution: 

 

Method 1: 

Go to slideshow > start slideshow> from beginning or from current slide. 

Method2: 

  Press F5 

Fill in the blanks: 

 

1.  icon on the Insert tab is known as Text Box. 

 

 



 

2.  icon is also known as Slide Show. 

3. The slideshow for a PowerPoint presentation can be run from the first slide using the 

F5 function key. 

4. The new slide option is present in the Home tab. 

 

Out of the four options given below tick the correct option:(question no. A , present in page number 

19 and 20 in your computer textbook) 

1. In MS office 2013 you can open PowerPoint by selecting . 

 Answer: search charm > type PowerPoint 2013 

 

2. Blank presentation option appears in the . 

 Answer: file tab> new> blank presentation 

 

3. Blank slide layout can be selected by on the slide in slide pane. 

 Answer: right clicking 

 

4. Shortcut to insert the new slide in PowerPoint is . 

 Answer: Ctrl + M 

 

5. From current slide option is present in . 

 Answer: slide show tab 

 

6. From beginning option is present in . 

 Answer: slide show tab 

 

7. If you want to start the slide show from 1st slide (in the current screen), which is the 

right option to do that? 

Answer: option c is the correct answer. 

 

8. If you have to insert one video in a PowerPoint slide (in the current screen, which icon 

should you choose? 

Answer: option b is the correct answer. 

 

Match the following layout: (question no. B, is present in page number 18 in your computer  

textbook) 
 

Answer: 1 -> c, 2-> d, 3 -> a, 4 -> b 

 

 

 

This content is absolutely prepared at home 

 
 

N.B.: students are instructed to write the above content in their computer notebook and prepare it. 

 

 
 


