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Advanced Excel

1.
Microsoft Excel: Data Analysis


You have a spreadsheet with the following fields: Department, Users, Computers, Applications, 


Errors, Date. You need to count how many computers failed in each department. Which of the 


following tools will automatically count the errors in ALL of the departments?

 FORMCHECKBOX 

A. Go to Data ->Sort

 FORMCHECKBOX 

B. Go to Data -> Filter

 FORMCHECKBOX 

C. Go to Data -> Group and Outline

 FORMCHECKBOX 

D. Go to Data -> Subtotal

 FORMCHECKBOX 

E. Go to Data -> PivotTable


2.
Microsoft Excel: PivotTables


There are several steps needed to make a PivotTable. Which of the following are correct?

 FORMCHECKBOX 

A. Select the labels and data

 FORMCHECKBOX 

B. Go to Data-> PivotTable

 FORMCHECKBOX 

C. Change the Layout

 FORMCHECKBOX 

D. Calculate Grand Totals using the Function Wizard


3.
Microsoft Excel: PivotTables


A PivotTable can be created from a spreadsheet or a Database.

 FORMCHECKBOX 

A. True

 FORMCHECKBOX 

B. False


4.
Microsoft Excel: PivotTables


A PivotTable can be filtered to show one, all, or selected Department data.

 FORMCHECKBOX 

A. True

 FORMCHECKBOX 

B. False


5.
Microsoft Excel: PivotTables


You can use the Page Field to filter information for all of the records.

 FORMCHECKBOX 

A. True

 FORMCHECKBOX 

B. False


6.
Microsoft Excel: PivotTables


Which of the following PivotTable options are correct?

 FORMCHECKBOX 

A. Grand Total for each column

 FORMCHECKBOX 

B. Grand Total for each row

 FORMCHECKBOX 

C. Autoformat

 FORMCHECKBOX 

D. Enable drill to details
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7.
Microsoft Excel: PivotTable


The data diagram lets you determine which labels go in the row or columns. The label that you drag 


into the Data section uses the COUNT function by default.

 FORMCHECKBOX 

A. True

 FORMCHECKBOX 

B. False


8.
Microsoft Excel: Data Analysis


Your spreadsheet has the following labels in Row 1: Month, Client, Product, Sales Rep, Amount. 


Which steps are needed to Filter the data for January's sales? Select all that are correct.

 FORMCHECKBOX 

A. Select the entire spreadsheet: labels and data

 FORMCHECKBOX 

B. Select Row 1 with the labels

 FORMCHECKBOX 

C. Go to Data-> Filter-> AutoFilter.

 FORMCHECKBOX 

D. Use the Filter on the Months label and select January


9.
Microsoft Excel: Data Analysis


Your spreadsheet has the following labels in Row 1: Month, Client, Product, Sales Rep, Amount. 


Which steps are needed to Subtotal the data for January's sales? Select all that are correct.

 FORMCHECKBOX 

A. Select the entire spreadsheet: labels and data

 FORMCHECKBOX 

B. Sort the data by Months

 FORMCHECKBOX 

C. Select Row 1 with the labels

 FORMCHECKBOX 

D. Go to Data-> Subtotal.

 FORMCHECKBOX 

E. For each change in Months use the SUM function


10.
Microsoft Excel: Data Analysis


When you create a subtotal, the information is outlined on the left hand side of the spreadsheet. 


You can use the outline to show or hide the details. The + sign means there is more to see. The – 


sign indicates that all of the rows are shown.

 FORMCHECKBOX 

A. True

 FORMCHECKBOX 

B. False


11.
Microsoft Excel: Formulas


A vertical, or VLookup uses the values in the columns. A horizontal, or HLookup, uses the data in 


rows

 FORMCHECKBOX 

A. True

 FORMCHECKBOX 

B. False
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