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UNIT 4
Advanced Features of MS —EXCEL
EXERCISES
a. What is the term used to re-arrange data in an Excel sheet in either ascending/descending order?
0 Rearrange (i) Arrange (iii) Sorting (iv) Filtering
(iii) Sorting

Which tab in Excel allows you to Sort data in Excel?
0 HOME (i) DATA (i) REVIEW (iv) VIEW
(ii) DATA

Which tab allows you to Filter data in Excel?
0 HOME (i) DATA (i) REVIEW (iv) VIEW
(ii) DATA

Under which button is the Goal Seek option present in Excel?

0 Future Analysis (i) What-If Analysis (iii) Where-If Analysis (iv) None of these
(i) What-If Analysis

Which option of the Print panel allows you to specify the number of copies to be printed?

® Copies (ii) Number (iii) Both (a)and (b) (iv) None of these
(i) Copies

2. True(T) or False (F).

a.
b
C.
d
e
3. Fill

a
b
c.
d
e

Rearranging data in either ascending/descending order in an Excel Sheet is called Sorting.-T
Advanced Filtering allows you to filter out data depending upon a condition.

The REVIEW tab is responsible for Filtering of data.-F

The FILE tab allows you to get hardcopy of a workbook or a worksheet.-T

Vertical and Horizontal are the two possible orientations for getting hardcopy of aworksheet.-T

in the blanks.

For printing a document click on the FILE tab.

The What-If-Analysis button is present in the Data Tools group of the DATAtab.

Filtering of data is used to display only selected amount of data (a subset of data) within a cellrange.
The Sort dialog appears when you click on the Sort button of the DATAtab.

The Sort & Filter group is present in the DATA tab.

4. Answer the following.

a.
Ans.

b.

Ans.

o A~ w DN

Ans.

Ans.

What is Sorting?
Sorting is the process of rearranging data in a group of cells in either ascending or descendingorder.

Write the steps involved in Sorting a group of data in ascending order depending upon the values of the third
column.

The following steps are involved :

Highlight the data, by selecting the group of cells).

Click on the Sort button of the Sort & Filter group in the DATA tab.

You will be presented with the Sort dialoglbox giving more options.

Select the Column to Sort by drop-down list an lect the third column.

From the Sort On drop-down list, select Values and from the Order drop-down list, select Smallest to Largest in
case you want to sort it in ascending order otherwise you may select Largest to Smallest in case you want to
sort it in descending order.

Click on the OK button to sort the cell range.

What is Filtering? How do you perform filtering in its simplest form?

Filtering of data is used to display only selected amount of data (a subset of data) within a cellrange.

In its simplest form simply select one of the heading within the range and from the ‘Sort & Filter’ group of the
DATA Tab click on the ‘Filter’ button to apply the filter.

What is Custom Filtering?

Custom Filter is a more flexible way of providing a condition for filtering. It is performed using the ‘Custom



Filter’ dialog which is activated from the ‘Filter’ drop down list.

e. How do you print an Active Sheet in Excel?
Ans. The following are the steps involved in printing a Active Sheet in Excel:
1. Open an Excel file.
2. Click on the FILE Tab and from the Backstage view, click on Print option.
3. From the Settings section, select the option ‘Print Active Sheets’ to get a printout of the currently active
sheet.
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