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What does the Sort function in Excel do?
A) Changes the font style of the text

B) Organizes data in a specific order
C) Deletes unwanted data

D) Merges multiple cells

Ans: B) Organizes data in a specific order

Which of the following sorting options is available in Excel?
A) Sort by color B) Sort by font size
C) Sort by column width D) Sort by data validation rules

Ans: A) Sort by color

What is the purpose of the "Filter" function in Excel?
A) To automatically format the data in the sheet

B) To hide rows that do not meet a specified condition
C) To change the layout of the worksheet

D) To sum the values of selected rows

Ans: B) To hide rows that do not meet a specified condition

Where can you insert a header or footer in Excel?
A) View tab B) Insert tab
C) Page Layout tab D) Data tab

Ans: C) Page Layout tab

Which of the following elements can be added to a header or footer in
Excel?

A) Page number B) File path
C) Date and time D) All of the above

Ans: D) All of the above

10.

What does the "Repeat Header Rows" feature in Excel do?
A) It repeats the header on every worksheet

B) It repeats the header row on every printed page

C) It changes the font of the header row

D) It freezes the header row at the top of the worksheet

Ans: B) It repeats the header row on every printed page

What is the maximum number of rows you can repeat as headers in MS

Excel?
A) 1 row B) 2 rows
C) Any number of rows D) 3 rows

Ans: C) Any number of rows

What does the "Page Break View" in Excel allow you to do?
A) View the document in print preview

B) Change the page margins

C) Adjust the position of page breaks manually

D) Merge cells across pages

Ans: C) Adjust the position of page breaks manually

What is the default page orientation in Excel?
A) Landscape B) Portrait

C) Custom D) A4

Ans: B) Portrait

What is the purpose of the "Page Setup" options in Excel?
A) To format the text

B) To adjust how the worksheet will appear when printed
C) To apply conditional formatting

D) To sort data
Ans: B) To adjust how the worksheet will appear when printed



