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QUESTION 1

You work as a Sales Manager for Tech Perfect Inc. You are creating a report for your sales team 

Using Microsoft Excel. You want the report to appear in the following format: 

You want the Remark column to be filled through a conditional formula. The criteria to give the remark is as follows: 

If the sales of the First Quarter are greater than or equal to 1200, display "Well Done" If the sales of the First Quarter is
less than 1200, display "Improve in Next Quarter" 

You have done most of the entries in a workbook. You select the F2 cell as shown in the image given below: 

Which of the following conditional formulas will you insert to accomplish the task? 

A. =IF(E2>=1200,"Improve in Next Quarter","Well Done") 

B. =IF(E2=1200,"Well Done","Improve in Next Quarter") 

D. =IF(E2>1200,"Improve in Next Quarter","Well Done") 

Correct Answer: C 

In order to accomplish the task, you will have to insert the following formula in the F2 cell: 
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=IF(E2>=1200,"Well Done","Improve in Next Quarter") Answer option A is incorrect. This will display the wrong
messages for the given conditions. 

The first expression after the logical condition is returned by the IF function when the condition is TRUE. 

Answer option B is incorrect. This formula will not accomplish the task as the logical condition is not correct. The
specified condition in this formula is testing for values less than or equal to 1200. Whereas, the question\\'s requirement
is to 

evaluate values greater than or equal to 1200. 

Answer option D is incorrect. This formula will not accomplish the task because of the two reasons. 

First, the equal sign is missing in the condition. Second, the expressions are not in the correct order. 

 

QUESTION 2

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.

 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.
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 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. 

 

QUESTION 3

You work as an Office Assistant for Blue Well Inc. The company has a Windows-based network. You want to filter data
in a PivotTable report without opening drop-down lists to find the items that you want to filter. For this purpose, you are
using a slicer. After filtering the data, you want to delete the slicer. Which of the following steps can you take to
accomplish the task? 

Each correct answer represents a complete solution. Choose all that apply. 

A. Click the slicer that you want to delete on the Options tab in the Slicer type group. 

B. Click the Macro setting, and then delete the slicer from the Macro-enabled slicers list. 

C. Click the slicer, and then press Delete. 

D. Right-click the slicer, and then click Remove . 

Correct Answer: CD 

Take one of the following steps to delete a slicer: 

1.

 Right-click the slicer, and then click Remove . 

2.

 Click the slicer, and then press Delete. 

Answer options B and A are incorrect. These are invalid answer options. 

 

QUESTION 4

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. 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. Which of the following steps
will you take to resolve the problem? Each correct answer represents a part of the solution. 

Choose all that apply. 

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

B. Delete the column having the TRIM function. 

C. Copy the contents of the new column and paste them on the top of the original column by using paste > special >
values sequence. 
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D. Create a new column subsequent to the one with the additional spaces in it. 

E. Use the TRIM function in the new column. 

Correct Answer: BCDE 

In this situation, you will take the following steps: 

1.

 Create a new column subsequent to the one with the additional spaces in it. 

2.

 Use the TRIM function in the new column to get rid of extra spaces. 

3.

 Copy the contents of the new column and paste them on the top of the original column by using paste > special >
values sequence. 

4.

 Delete the column having the TRIM function. Answer option A is incorrect. This is an invalid answer option. 

 

QUESTION 5

You work as an Office Assistant for Tech Tree Inc. You have created a report in a workbook in Microsoft Excel 2013.
You want to summarize a large amount of data to analyze numerical data and to answer unexpected questions about
your data in the Business Intelligence (BI) report that you are working with. For this purpose, you are required to create
a PivotTable. 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. Click OK. 

B. Choose Select a table or range under Choose the data that you want to analyze. 

C. Select the Macro-enabled checkbox in the Insert Security dialog box, and then click OK. 

D. Click PivotTable or click the arrow below PivotTable, and then click PivotTable in the Tables group on the Insert tab. 

E. Click a cell in the cell range that contains data for using worksheet data as the data source. 

Correct Answer: ABDE 
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