Practical Assignment
Time: 1 Hour

Question 1. Create a new folder on the Desktop named "Practical 2026".

MS Word Assignment

Questions 2. Type the following paragraph exactly as given below using the following
formatting:

Font: Calisto MT

Font Size: 10

Line Spacing: 2.5

Heading: Use a font size of 26 for the heading, and apply the same effects to the
paragraph.

Type the paragraph exactly as shown below without making any changes. After
completing the document, save it as a PDF in the "Practical 2026" folder.

A\t fieiall [Imiellisemes

Artificial Intelligence (AI) is a technology that enables computers to perform tasks that normally require
human intelligence. It can learn, solve problems, recognize speech and images, and make decisions. Al is

widely used in healthcare, education, banking, and L INAINIE UK 1 A 1 IU LN . It makes

work faster, improves accuracy, and helps save time.

MS Excel Practical

Question 3. Complete the assignment below using Microsoft Excel. 45
Use of Formulas - Sum, NestedIf, Counta, Countif, Sumif, Vlookup

NAME | DEPARTMENT BASIC DA2.5% HRA3.5% Prl5% TOTAL GRADE
RAM COMPUTER MANAGER 5000 125 175 50 5250 | D
SHYAM | COMPUTER SUPERVISOR 8000 ? ? ? ? ?
MANQJ | COMPUTER PION 3000 ? ? ? ? ?
POOJA ELECTRICAL GUARD 6000 ? ? ? ? ?
RAHUL ELECTRICAL CASHER 8000 ? ? ? ? ?
RAKESH | ELECTRICAL ACCOUNTANT 9000 ? ? ? ? ?
ASHISH FINANCE MANAGER 10000 ? ? ? ? ?
MANISH | FINANCE GUARD 5000 ? ? ? ? ?
Q.1 HOW MANY EMPLOYEE IN COMPUTER, FINANCE, ELECTRICAL DEPARTMENT Use of Countif
Q.2 HOW MANY BASIC SALARY IN COMPUTER DFPARTMENT ONLY? Use of Sumif
Q.3 MANOJ, ASHISH POST & GRADE Use of Vlookup

Q.4 IFTOTAL SALALRY IS GREATER THEN 20000 THEN "A", IF TOTAL SALARY GREATER THEN 10000 THEN "B",
OTHERWISE "C"

Q.5 HOW MANY EMPLOYEE IS MANAGER & GUARD? Use of Countif

Question 4. Create a “Sales Data Report”.

15



