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Adatabaseis a collection ofinformationrelated to a particular subject.

A columnwithin a database that contains only one type of datais called Field.

Arowinadatabaseis called arecord, which consists of the information about one person or one object.
Fieldnameisacolumnlabel forthe field in a database.

A Formis a window or screen that contains numerous fields or spaces to enter, modify, and view onerecord at a
time.
Sorting means arranging the data eitherin anascending or descending order.

The Filter feature is one of the interesting features of Excel which helps you to display only those records that
meet the specified criteria and hide rest of the records.

Advanced Filter option is used to filter the data in multiple fields using specified criteria, to copy the filtered
records to a differentlocation, or to find unique records.

Data Validationis used torestrict the type of data or the values that users’ enterintoacell.

The Subtotal feature in a database helps us to manage, analyse, and extract specific information from rows o
related data.

PivotTableis apowerful tool for consolidating, summarising, and presenting the data.

CHANGING YOUR TOMORROW

Website: www.odmegroup.org Toll Free: 1800 120 2316
Email: info@odmps.org Sishu Vihar, Infocity Road, Patia, Bhubaneswar- 751024



0DM=»

ERESAlES it Fill in the Blanks

A. Fillintheblanks.

1. Adatabasehelpsthe Uuserto. ...y Fetrieve, sortand edit data as needed.

2. A s WINAOW OF @ screen that contains numerous fields or spaces to enter, modify,
andviewonerecordatatime,

B e 1S @ COIUMN [abel for the field in a database.
4. Torestrictthe type of dataandthe values while entering dataina cell, USe ... OPtiON,
5. Tosearchforarecordwithspecificvalue, click onthe ... DUttOnin aform,
B. e PIOVID@S a0 @asy way to present the data in a summarised way.
]| 2 PivotTable » Organise > Form s Field Name sCriteria @ Data Validation
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B. StateTrueorFalse.

1. Recordsrefertotherowsinthe database.

2. Fieldnamescanbeduplicatedinthe database.

3. Youcansortthedataonlyononefield.

4. Fieldrepresentsacolumninthe database.

5. Subtotalvaluesinthe database are calculated with Count function,

6. Inadatabase,onecannotrearrangethe dataaspertheneed.

7. Conditional Formatting setsa cells format according to the condition that you specify.
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(. Application-based questions.

1. KanikaisaChartered Accountant. Shelooks after the accounts of various companies and keeps their recordsin
Microsoft Excel. She does not have any idea on how to view only those records that she wants to see. Suggest
the feature of Microsoft Excel, using which she can performthistask.

2. Varunis maintaining the marksheet of his class in Microsoft Excel. The teacher has asked him to restrict the
marks enteries between 1and 100 in all the subjects. Which feature of Microsoft Excel should Varun use in
ordertoaccomplishthetask?
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A. Multiple-choice questions.

1. Whichamong thefollowing featuresis usedtofilter the datain multiple fields using a specified criteria?
a.AdvancedFilter b. Criteria ¢. Sorting

2. Whichbuttonunder Datatabis used to remove a duplicate value from one or more columns?
a.Remove b.Remove Data c. Remove Duplicates

3. Whichfeatureinadatabase providesan easy way to enter, modify, and view onerecord at atime?
a.Form b.Adding Subtotal c. Filter

4. Whichfeaturehelpsyouto display only those records that meet the specified criteria?
a.DataValidation b.Sort ¢. Filter

5. Which feature allows us to arrange the given data according to a particular field either in an ascending or
descending order?
a.DataForm b. Filter c.Sort
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B. Answerthe following questions.

1. Describe the term Database.
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5. Whatis a PivotTable? Describe its utility.
6. How is Advanced Filter different from Filter?
7. State the difference between a Field and Record.
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