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QUESTION 1

Jack wants the rows containing the name Tom and product Jam. There are thousands of entries in the log. Plowing
through all the records will be time taking. Which option can be used to view only the relevant records? 

A. Autofilter 

B. Find 

C. Sort 

D. All filter 

Correct Answer: A 

Autofilter is used to filter the record as per the condition by hiding the rest. Defining different filters, you can compare
data in multiple ways, so you can glean vital information without wasting vital time. 

Answer options B and D are incorrect. There are no such options defined in Excel to filter the records. 

Answer options C is incorrect. The Sort function is used to arrange the records in ascending or descending order. 

 

QUESTION 2

Which of the following can be defined as easy-to-use filtering components containing a set of buttons that enable users
to quickly filter data in a PivotTable report, without opening drop-down lists to find the items to filter? 

A. Accounting templates 

B. ActiveX controls 

C. Form controls 

D. Slicers 

Correct Answer: D 

Slicers are defined as easy-to-use filtering components containing a set of buttons that enable users to quickly filter data
in a PivotTable report, without opening drop-down lists to find the items to filter. 

When a user uses a regular PivotTable report filter to filter on multiple items, the filter indicates only that multiple items
are filtered and the user has to open a drop-down list to find the filtering details. However, a slicer clearly labels the filter 

that is applied and provides details so that the data displayed in the filtered PivotTable report can be easily understood. 

Answer option B is incorrect. ActiveX controls are used on worksheet forms, with or without the use of VBA code, and
on VBA UserForms. 

They are used when a user needs more flexible design requirements than those provided by Form controls. They have
extensive properties that can be used to customize their appearance, behavior, fonts, and other characteristics. The
user 

can control different events that occur when an ActiveX control is interacted with. He can also write macros that respond
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to events associated with the ActiveX controls. When a user interacts with the control, the VBA code runs to process
any 

events that occur for that control. The ActiveX controls cannot be added to chart sheets from the user interface or to
XLM macro sheets. It is not possible to assign a macro to run directly from the ActiveX control. Answer option C is
incorrect. 

A form control is an original control that is compatible with old versions of Excel, beginning with Excel version 5. 0. It is
designed for use on XLM macro sheets. It can be used when a user wants to simply interact with cell data without using 

VBA code and when he wants to add controls to chart sheets. By using form controls, the user can run macros. He can
attach an existing macro to a control, or write or record a new macro. These controls cannot be added to UserForms, 

used to control events, or modified to run Web scripts on Web pages. 

Answer option A is incorrect. The accounting template is used for numbering months of a financial year to period
numbering. It is used to compare month to month, actual v budget, quarter to quarter, year to year variances. It is the
initial point 

for other reports that need the use of months. 

 

QUESTION 3

You work as an Office Assistant for Peach Tree Inc. Your responsibility includes creating sales incentive report of all
sales managers for every quarter. You are using Microsoft Excel to create a worksheet for preparing the report. You
have inserted the sales figures of all sales managers as shown in the image given below: 

You have to calculate the first quarter incentives for all sales managers. The incentive percentage (provided in cell B3)
is fixed for all sales managers. The incentive will be calculated on their total first quarter sales. You have to write a
formula in the cell F8. Then you will drag the cell border to the cell F12 to copy the formula to all the cells from F8 to
F12. In the first step, you select the F8 cell. Which of the following formulas will you insert to accomplish the task? 

A. =andBand3/100 * E8 

B. =B3/100 * E8 

C. =B3/100 * andEand8 

D. =$B$3/100 * E8 

E. =B3/100 * $E$8 

Correct Answer: D 

In order to accomplish the task, you will have to insert the following formula: 

=$B$3/100 * E8 

According to the question, the formula will be inserted in cell F8 and then the cell\\'s border will be dragged to the F12
cell. Furthermore, the incentive percentage is fixed for all sales managers 

and the value is provided in the cell B3. You will have to insert a formula that refers to the B3 cell as an absolute
reference. For this you will have to type currency symbol ($) before the row 

name and column number. In order to accomplish the task, type the following formula in the cell F8: 
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=$B$3/100 * E8 

When absolute reference is used for referencing a cell in a formula, dragging cell\\'s border to another cell does not
change the cell\\'s reference. Answer options B and E are incorrect. This formula references the B3 cell as a relative
reference. 

After inserting the formula, when the cell\\'s border is dragged, it will change the cell reference relatively. 

Answer options A and C are incorrect. Ampersand symbol (and) is not used for referencing cells in Excel. 

 

QUESTION 4

You work as a Help Desk Technician for Net Perfect Inc. You use Excel 2013 to create different reports for your
company. Drag and drop the appropriate methods for efficient data entry in front of their descriptions. 

Select and Place: 
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Correct Answer: 
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Excel provides multiple methods for fast data entry into a worksheet. These data entry techniques help users to quickly
enter data wherever required. The following methods help users in speeding-up their data entry work: 

AutoFill: The AutoFill feature recognizes the series a user wants to enter and fills the series when the fill handle is
dragged. 

FillSeries: In FillSeries method, a user enters the first two values in a series and then by selecting both the cells and
dragging the selected cells through the fill handle, extends the series. AutoComplete: The AutoComplete feature
provides 

users a facility to enter few words in a cell. If this entry matches with any of the entries done before in other cells, it
suggests users for the same. The user can press the Enter key to get the same entry in the cell. Pick from Drop-down
List: The 
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Pick from Drop-down List option displays the unique entries from the column of a cell. A user can choose an entry from
the list to quickly fill the entry. 

Ctrl + Enter: Ctrl + Enter key combination is used to quickly fill a range of cells with the same entry. For this, select a
range of cells to contain the same data, type the data in the active cell, and press Ctrl + Enter keys 

 

QUESTION 5

You work as an Office Assistant for Tech Perfect Inc. You are working in the spreadsheet of the company\\'s high selling
products. You want to find out the matching values in the columns. While doing so, you get an unexpected error that
when you attempt to look up or match a lookup_value within an array; Excel is not able to recognize the matching value.
You want to store sets of values as text and convert sets of data to text by using Excel\\'s Text To Columns tool. Which
of the following steps will you take to accomplish the task? 

Each correct answer represents a part of the solution. Choose all that apply. 

A. Select the Text to Columns option from the Data tab at the top of the Excel workbook. 

B. Select Text and click the Finish button in Column Data Formats. 

C. Select the Delimited option and click Next 

D. Make sure that all delimiter options are unselected, and then again click Next. 

E. Remove the unseen spaces at the start or end of the first Macro cell. 

F. Select the cells to convert their data to text. 

Correct Answer: ABCDF 

In this situation, you will take the following steps: 

1.
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 Select the cells to convert their data to text. 

2.

 Select the Text to Columns option from the Data tab at the top of your Excel workbook. 

3.

 Select the Delimited option and click Next. 

4.

 Make sure that all delimiter options are unselected, and then again click Next. 

5.

 Select Text and click the Finish button in Column Data Formats. 
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