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QUESTION 1

Sort and Filter. Apply a sort and a filter to the table. Cell range B6:F29 Sort Column Zero Scores Order Largest to
Smallest Column IDs Order Smallest to Largest Filter Hide students ids with no zero scores. 

Correct Answer: Use the following steps to complete this task in explanation: 

Step 1:Click a cell in the table. 

Step 2:On the Home tab select the Sort and Filter button, and select Custom sort (needed to sort on more than one
column at a time). 

Step 3:In the Sort dialog box select Sort by: Zero Scores, Order: Largest to Smallest, and click the Add Level button. 
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Step 4:Select then by: Ids, Order: Smallest to Largest, and click the OK button. Step 5:Click the Zero Scores column
header header arrow, select Number Filters, and clickDoes not Equal. 

Step 6: In the Custom AutoFilter enter 0, and click OK 
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The result will look like: 

 

QUESTION 2

Formula. 

Find the minimum homework score for each student. 

Cell range D7:D29 

Number 1: minimum homework score for each student on "Section 3" worksheet. 

Correct Answer: Use the following steps to complete this task in explanation: 

Step 1: Click cell D7, and the click the Insert Function Button. 

Step 2: In the Insert Function dialog box select Category Statistical, select function MAX, and click OK. 

Formula. 

Find the minimum homework score for each student. 
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The function Arguments Dialog box appears: 

Step 3: Click on the Section 3 tab (left bottom part of the window). 

Step 4: Locate the data for the first student. This well be cell range C2 to N2. Click C2 and then Shift-click cell N2. Then
click the OK button. 
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Step 5: Copy cell D7 downwards until cell D29. 

Result will be like: 
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QUESTION 3

Create a hyperlink to another worksheet. 

Cell A2. 

Cell reference "A3" 

Sheet reference "Section 3" worksheet. 

Correct Answer: Use the following steps to complete this task in explanation: 

Step 1:Click cell A2. 

Step 2:On the Insert tab, in the Links group, click Hyperlink. 
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Step 3:In the Insert Hyperlink dialog box, in the Type the cell reference: type A3, select Cell Reference \\'Section 3\\',
and click OK. 

 

QUESTION 4

Create a table and modify the table styles. Cell range B6:F29 Table Style Medium 4 Enable the First Column Style 

Correct Answer: Use the following steps to complete this task in explanation: 

Step 1:Click cell B6, and Shift-click cell F29. 

Step 2:Click theInserttab, and click the Table button. 
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Step 3:In the Create Table dialog box click OK. 

Step 4:In the Design tab, Table Styles select Table Style Medium 4. 

Step 5:In the Design tab enable First Column. 
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QUESTION 5

Rename a table. Cell range B6:F29 Name: "Overview" 

Correct Answer: Use the following steps to complete this task in explanation: 

Step 1:Click cell B6, and shift-click cell F29. 

Step 2: Click the Name box at the left end of the formula bar. 

Step 3: Type: Overview. Press ENTER. 
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