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QUESTION 1

Create a chart. To the right of the data Chart 3-D Clustered Column Exclude all filtered rows Horizontal Axis Labels:
"IDs" column in table Series 1: "Zero Scores" column in table.

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

Step 1:Click in a cellin the data table, and then click on the INSERT tab.

H D~ Qo3
GES HomE | INsERT f Pac

9 ® B

PivotTable Recommended Table  Pict
PivotTables

Tables

Step 2:Click Insert Column Chart, and select 3-D Clustered Column.

l'r:? IB';&" nE lﬂ A 1;

Recommended £ taina 'ower Line Col
Charts View
’-I_H_I_‘ HH I:IH eports Spar
_U) Cohimn

——\dn)ed 08
3-D Clustered Column
“ﬂﬂm Use this chart type to:

= Compare values across a few

I.ﬂ!lﬂ. Mor categores.

Use it when:
= The order of categories is not
impartant.

Step 3:If necessary move the chart to the right of the table. Step 4:Click the Select Data button.
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I

Switch Row Change Move
Column Chart Type = Chart
Data Type Location
Select Data
Change the data range included in
M py the chart.

Step 5:In the Select Data Source dialog box click the Switch Row/Column button, Deselect everything except IDs for
Horizontal Axis Labels, deselect everything excepts Series1 for Legend Entries (series), and click OK.

r &
Select Data Source Iilg

Chart data range: | =Sheet2!SBS6:5F529

I—.
[ | | & switch Row/Colurn [ )

Legend Entries [Series) Horizomial [Category) Axis Labels
[ #7add || MPedt || X Remove |« [»] [ Feait |
seriesl et D5

| Minimum

P

QUESTION 2

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 thelnserttab, and click the Table button.
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HOME IMSERT PAGE LAYOUT FORMULA!

& Shapes~
- r"|:| SmartArt

Pictures Online

PivotTable Recommended f Table

PivotTables Pictures i 2creensha
Tables Tllustrations
CE o Table (Ctrl+T)

Create a table to organize and
A E anayze related data.

{ Tables make it easy to sort, filter,
I | arnd furrmisl daba wilkiin g shieel
|
I

e R % R

| ﬂ Tell me more

Step 3:In the Create Table dialog box click OK.

r e
Create Table >

Where isthe data for your table?

My table has headers

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

Table 3tyles
Table Style Medium 4

Step 5:In the Design tab enable First Column.
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VIEW DESIGM

[+| Header Row [ Filter Button | =====

[ | Total Row [ | Last Calumn E E E E E

[+ Banded Rows [ | Banded Columns R

Table Style Options
First Column
Display special formatting for the
H 1 | first column of the table, M N a p 0 R 5 T

QUESTION 3

Formula Find the average score of all student ids without a zero homework score. Cell L2 Use Function AVERAGEIF
Range F7:F29 Criteria: "0" Average_range: "Homework"

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

Step 1:Click cell L2, and the click the Insert Function Button.

Jx
E e —F
1| __{Insert Functiont

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

r ? b,
Insert Function Lﬂ

Search fora functinn:

Type a brief description of what you want to do and then GO
oL B0

Or select a categoryg Statistical n

Select a function:

AVEDEY s
AVERAGE 7

AVERAGEIF

VLRSI
BETA.DIST

BETAINY =
AVERAGHF(range,criteria, average_range)

Finds averagefarithmetic mean] for the cells specified by a given condition or
criteria.

Help on this function

A .

Step 3:In the function Arguments dialog box click the reference button.
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Function Arguments M

AVERAGEIF

-

Range |
Criteria

Average_range

Finds everage(arthmetic mean] for the cells specified by a given condition or criteria.

Range is the range of cells you want evaluated.

Formula result =

Help on this funtion [ OK ] l Cancel

L F

Step 4:Click cell F7, shift-click cell F29, and press the enter key. Step 5:In the Function Arguments dialog box in the
Criteria box type: 0, in the Average_range box type: Homework, and click the OK button.
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X o [t =AVERAGEIF(FT:F29)

C D E | F _ G _ H
Function Arguments
FrF29

" 10.33333" o

i 6.5 il

28.75 o
13 2
5916067 0
32.5 5
58.5 9
58.5 0
110.5 17
136.5 21
162.5 25
188.5 29
2145 33
240.5 37
266.5 a1
292.5 as
318.5 49
344 5 53
370.5 57
396.5 61
4225 65
448.5 69
474.5 73
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Function Arguments

[P =

AVERAGEIF

Rangs |F7:F29 '
Criteria § 0 | _ i

Average_rangz =5

inrarge are used .

Formula result = 236, 7368421

Help an this function

Finds averagelarithmetic meanj for the cells specified by a given condition or criteria.

Average_range are the actual cells to be used to find the average. If omitted, the cells

12:0;1,0;1,0,0;3;0;0,0,0;0:0;0;0,0;0;0:0,0;
0
{10.8333333333333:6.5:78.75:13: 5.0916¢

236.7368421

QUESTION 4
Create a new named range.
Cell range C7:C29.

Name: "Homework"

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

Step 1:Click cell C7, and then Shift-click cell C29
Step 2:Click the Name box at the left end of the formula bar.

Step 3:Type: Homework. Press ENTER.

E 'E-) - r =
FILE HOME INSERT PAGE L

Calibri

- ¥ Farmat Painter

Clipboard T F

‘ﬁ“

A | E C I
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QUESTION 5

Apply a cell style Cell range A2:S2 Style 40% - Accent3

Correct Answer: Use the following steps to complete this task in explanation:
Step 1: Open the correct worksheet(Section 3 Worksheet).

Step 2: Click in cell A2.

Step 3: Press down the Shift key and click in cell S2.

Step 4:0n the Home tab, under Format, scroll down until you see 40% . Accent3, and click on it.

-'; : -/ | 20%-Accent2 20%- Accent3  20%- Accentd  20% - Accents
»

Conditional Formatas 40%- Accentl 40% - Accent2 40%-—Ament4

Formatting = Table~
Styes
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40% - Accents o
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