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Chapter: - 4 Advanced Features of MS Excel 2013 
 Important terms:- 

 

 

 
   Answers of Choose the correct answer:- 

(1)- c    (2)- b    (3)- c 
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Answers of Fill in the blanks:- 

  (1)Conditional Formatting         (2) Home  (3) Filtering (4) Custom Filter 

 

C.  Answer the following questions:- 

1. Answer:- Sorting feature is the special feature in excel, with 

the help of it we can arranged data in ascending or 

descending order in the worksheet. Sorting display all data in 

a particular order, but filtering feature display only selective 

data that satisfies a given condition. 

2. Answer:- It is a type of filter which display data that 

satisfies more than one condition for a column. 
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3. Answer:- There are two ways to filtering data are :– 

1)  Text Filter :- This option is used to filter the data 

based on text. 

2) Number Filte:- This option is used to filter the data 

based on number. 

4. Answer:- Conditional formatting is a feature in Excel that 

let us apply formatting, such as cell shading or font colour 

to a cell when the cell contents satisfy a given condition. It 

appear in the style group on the home tab. 
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