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QUESTION 1

Configure page layout options.

Cell range B3:S25.

Set Print Area.

Enable the Gridlines Print option.

Correct Answer: Use the following steps to complete this task in explanation:
Step 1:Click in cell B3, and then shift-click in cell S25.

Step 2:0n the Page Layout tab, in the Page Setup group, click Print Area, and then click Set Print Area.
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Step 3:Still in the Page Layout tab, Enable the Gridlines Print option.
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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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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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QUESTION 3

Apply a style to the chart.

Chart.

Chart Styles Style 7

Correct Answer: Use the following steps to complete this task in explanation:
Step 1:Click on the chart.

Step 2:0n the Design tab, in the Chart Styles group, click theStyle 7chart style.

CHART TOOLS Bookl - Excel
REVIEW VIEW DESIGM FORMAT

Chart Styles

| StyleT

QUESTION 4

Insert the instructor\\'s name for column B.
Cell B5.

Use Function RIGHT

Text: B2

Absolute reference

Num_chars: "16"
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Correct Answer: Use the following steps to complete this task in explanation:
Step 1:0pen the correct worksheet (Summary Worksheet).
Step 2:Click in cell B5.

Step 3:Click on the insert function button.

B5 N

Step 4:In the Insert Function Dialog box select the Category Text, scroll down and click on the function RIGHT, and click
OK.

Insert Function m
Search for a function:

lype a briet description of what you want to do and then

| click Go

Select afunction:

NUMBERVALUE
PROFER
REPLACE

SUBSTITUTE

RIGHT{text, num_chars)
Returns the specified number of characters from the end of a text strng.

Help onthis function

Step 5:In the Function Arguments Dialog box in the Text box type B2, in the Num_chars type 16, and click OK.

s
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i N
Function Arguments m
RIGHT
@ = - -

15

MNum_chars s

Returns the specified number of characters from the end of a text string.

MNum_chars specifies how many characters you want to extract, 1 if omitted.

Formula resutt =

Help on this fundion ll

QUESTION 5

Formula. Insert text using a formula Cell K2 Use Function CONCATENATE Textl : "Students with no " Text 2: header of
column F Absolute Reference

Correct Answer: Use the following steps to complete this task in explanation:
Step 1:Click K2andClick on the insert function button.

Step 2:Select Category: Text, the CONCATENATE function, and click OK.

Insert Function m

Search for & function:

Iype a bnet description ot what you want to do and then o
click Go

Or select a gategur].r E':[

Select afunction:

BAHTTEXT -
CHAR |—|
CLEAN ==
i

CONCATENATE

LA =k

BEdACT 5
COMCATENATE(textl, text2...)
Joins several text strings into one text string.

Help onthis funcdion
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Step 3:In the Function Arguments dialog box in the Textl box type: Students with no , and then click the Text2 reference
button, and click on the header of column F in the worksheet, press the enter Key

Function Arguments @Iﬂ

CONCATEMNATE

Textl § students with no | e
Text? @ = fext

Joins several text strings into one text string.

Textl: textl text2... are 1 to 255 test strings to be joined into asingle text
string and can be text strings, numbers, or single-cell references.

Formula result =

Help on this function [ oK J’ Cancel

Step 4:Press the OK button in the Function Arguments dialog box.
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