
 

   Class Notes 

Class: IX Topic: SPREADSHEET APPLICATIONS 

(ELEMENTARY) 
Subject: INFORMATION TECHNOLOGY 

 

FORMATTING AND SORTING DATA (SESSION 3) 

 

 

1. What is formatting? Why/How is it useful? 

Ans:  The general arrangement of data is known as formatting. 

            Formatting provides worksheets a neater and more legible outlook. It can emphasize 

certain data, and can create a hierarchy of relative importance among different elements of 

data. 

2. List some common formats that you can use for formatting numbers. 

Ans: Several number formats can be applied to cells by using icons on the Formatting toolbar. 

Select the cell, then click the relevant icon. Some icons may not be visible in a default setup; click 

the down-arrow at the end of the Formatting bar and select other icons to display. 

 

Number format icons. Left to right: currency, percentage, date, exponential, standard, add 

decimal place, delete decimal place. 

3. How would you format monetary values so that currency symbol is shown? 

Ans:  

 Select the range of cells to be formatted. 

 Select cells on format menu. 

 Now Format Cells dialog box appears. 

 Click the numbers tab. 

 Select firstly Category of formats and then select or specify the additional information 

(here you have to select category as Currency and Format as desired currency format 

i.e. INR Rs. English (India) 

4. How will you format dates so that dates appear in a format similar to 26-January-

2022. 

Ans:  

 Select the cells you want to format. 

 Click command Format menu-> Cells or press shortcut key Ctrl+I. 

 From the format cell dialog that appears, click on the numbers tab. 

 Select the date category from the category box. 
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 For a format that is not listed ,click in the format Code text box and type your own 

format. 

5. What is conditional formatting? 

Ans: Conditional formatting is a feature that allows you to apply specific formatting to cells 

that meet certain criteria.  

6. List atleast three examples where conditional formatting is useful. 

Ans: Conditional formatting is usually used to mark cells with something based on the cell 

value. It can be marked by signs, colors, etc. 

Examples- 

               --Highlight Duplicates in Column. 

               --Highlight Duplicate Records in a List. 

               --Highlight Cells With Formulas. 

 

7. What is the use of sorted data? 

      Ans:  

Sorting is the process of arranging data into meaningful order so that you can analyze it 

more effectively. 

8. How many fields can you use for sorting data in Calc? 

Ans: You can sort by up to three columns or rows at a time.  

9. Is it possible to perform (i) case sensitive sorting?   (ii) columnwise sorting? 

      Ans: (i) Yes Possible (ii) Yes Possible. 

10. How will you accomplish case sensitive and column-wise sorting? 

Ans: Column-wise sorting: 

Select the Range of the table. 

Go to Data tab and then select Sort. 

Select sort criteria (i.e. sort by column name) 

 

Case-sensitive sorting: 

Follow all the steps of column-wise sorting and in the sort dialog box select option as case 

sensitive. 
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CHARTS AND GRAPHS (SESSION 4) 

 

 

1.State True or False: (Questions are present in page no. 177-178 of this chapter) 

i) True ii) True iii) True iv) True v) True vi) True vii) False viii) True ix) True x) True 

2. Ans: (b) 

3. Ans: (d) 

4. Ans:  Yes 

5. Ans:  Yes 

6. Ans:  No 

7. Ans:  Yes 

8.What are the different components of chart? Explain. 

 



 

9.Define the following terms: 

(i) Embedded Chart 

(ii) Chart Sheet 

Ans: 

 

11. (Questions are present in page no. 178-179 of this chapter) 

Ans: i) A1:A10 and B1:B10 

ii) Gives better pictorial aspect. 

iii) Favourite Food 

iv) Total income in Rupees. 

v) Column Chart 

vi) Bar Chart 

vii) Convey the same information as it is a circular statistical graph. 

12. (Question is present in page no. 179 of this chapter) 

      Ans:  

          i) Column Graph. 

          ii) Using Open Office Calc (Insert Chart option after entering the data in spreadsheet).  

 

N.B.:  

1. Students are instructed to write the above content in their computer notebook and 

prepare it as well. 

 


