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1. [answer1] can be used to narrow down the data in your worksheet, allowing you to view only the information you need.

Answer 1: Filters

2. Filters are not cumulative, which means you can apply multiple filters to help narrow down your results.

True
False*

3. Fortunately, Excel includes many advanced filtering tools, including [answer1], [answer2], [answer3], and [answer4], which can narrow your results to help find exactly what you need.

Answer 1: search
Answer 2: text
Answer 3: date
Answer 4: number filtering

4. [answer1] can be used to display more specific information, such as cells that contain a certain number of characters, or data that excludes a specific word or number.

Answer 1: Advanced text filters

5. The Subtotal command allows you to automatically create groups and use common functions like SUM, COUNT, and AVERAGE to help summarize your data.

True*
False

6. When you create subtotals, your worksheet it is divided into different [answer1]. 

Answer 1: levels


7. If you no longer want to use subtotaling, you'll need remove it from your worksheet.

True*
False

8. To remove all groups without deleting the subtotals, click the Group command drop-down arrow, then choose Keep Outline.

True
False*

9. Tables can improve the look and feel of your workbook, but they'll also help to [answer1] your content and make your data easier to use.

Answer 1: organize

10. There are six options: Header Row,Total Row, Banded Rows, First Column, Last Column, and Banded Columns.

True*
False
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