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QUESTION 1

Insert a picture. To the right of the data File source Books.jpg 

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

Step 1:Click in a cell to the right of the data. 

Step 2:Click the INSERT tab, and then the Pictures command. 

Step 3:From the Insert Picture dialog box select the Books.jpg file. 

 

QUESTION 2

Modify the cell alignment settings. 

Cell range B3:B25 

Horizontal: Right (Indent) 

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

Step 1:Click cell B3. 

Step 2:Shift-click cell B25 

Step 3:Right-click somewhere in the B3-B25 cell range, and choose Format Cells from the context menu. 
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Step 4:In the Format Cells dialog box click the Alignment Tab, change Horizontal: to Right (Indent), change Indent: to 1,
and then click the OK button. 
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QUESTION 3

Add a worksheet After other worksheets Rename "Section 5" 

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

Step 1:Click on the New sheet button (in the left bottom corner). 

Step 2:Right-click on the new worksheet, and click Rename from the context menu. 
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Step 3:Type: Section 5 Step 4:Press the enter key. 

 

QUESTION 4

Crop the picture. 

Books.jpg 

Crop to Shape Snip Same Side Corner Rectangle. 

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

Step 1:Click on the picture. 

Step 2:In the Format menu (which is displayedautomatically) click the Crop Command, select Crop to Shape, and click
Snip Same Side Corner Rectangle. 
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QUESTION 5

Change the color theme. MathTracker.xlsx Slipstream 

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

Step 1:Click the PAGE LAYOUT tab, click Colors, scroll down and select Slipstream. 
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