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QUESTION 1

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  20% - Accente g
7 F)

Conditional Formatas 40%- Accentl 40% - Accent2 ﬂﬂ%-hc-::entd 40% - Accents G:

Formatting = Table~
Styes

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.
Jx

— __Insert Function™

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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Insert Function M

Search for a function:

IYPe 3 DNeT aescripiian of Wnat you want to 4o ana tnen | o
| click 5o [

Or select 3 categorny

Select afurction:

LOGNORM.DIST -~
LOGNORK.INY

MAX

LY |

Returns the smallest number in a set of values. Ignores logical vaues and

[|
| ]
[ ]
|| MIN(numberlnumber2,..]
Il text.

|

[ |
[ Help on this fundion | Cencel
E [ 3

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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i X &/ fJr | =MIN(Section3'ic2:N2)
B C D | E F G H I J K L M
3
A
10431 5 10 5. 20 g5 a0 35, A A5 50 55
Function Arguments . ® . - & M k 20 22
MIN 10 11
- _ 50 55
Mumberl | ‘Section 3'1C2:M3] = {24,6,810,12,14,16,18,20,22,24) e =
Mumber2 w7 = mumbes 130 143
170 187
3 210 231
B 250 275
s B 290 319
Retumns the smallest numner in a set of values. Tgnares lngical values and feut. | 330 363
¥ | 370 407
Numberl: numberl, number2,.. are 1 to 255 numbers, empty cells, logical values, or
text numbers for which you want the minimum, B 410 451
Bl s 450 495
b 490 539
Formula result = 2 L. . 530 5a3
Help on this function || 570 627
= — i — — — = — ! 610 671
Step 5: Copy cell D7 downwards until cell D29.
D7 - jr =MIN('Section 3'/C2:N2)
A E & D E F
1|
2 |
3
4 |
5 |
6 | Average Minimum Maximum
i v =
7 ] |&13
: -
g | 6.5
g | 325
Result will be like:
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Averlage rMinimum Maximum
P13

" el
r L3
32.5

13

6.5

32.5
58.5

B4.5
110.5
136.5
162.5
188.5
214.5
240.5 37
266.5 41
292.5
3185
4.5
370.5
396.5
422.5
44B8.5
474.5

BEEBEYSERE v e e e

HBBB2YYBE

QUESTION 3

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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FILE HOME IMSERT PAGE LAYOUT
ﬂ I o |
b ;'E o | Calibri -l
E% C_u - e ————— B
Paste | 3 .
% % Format Painter
Clipboard T Font
;
A B [ D
1
QUESTION 4

Insert data from a text file.

Cell AL

File source Autumn.txt

Tab-delimited

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

Step 2:Click the Data tab, and click the From Text button.

H - &- =
FILE HOME INSERT PAGE LAYQUT FORMULAS DATA

- = i ||= Conneclions p,l
B llel & Ei leg f
9] [22| Properties
From From § From §From Other Existing Refrésh . =
Access Web I Text § Sources~  Connections  All= |t Edit Links
2 ernal Data Connectiors
Al Get Data From Text

Import data from a text file,
A | B I Lt E F

i

The Text Import Wizard starts.

Step 3:Make sure Delimited is select, and click Next.
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- m
Teut Import Wizard - Step 1 of 3 P ||

The Text Wizard has determined that your data is Delimited.

If this is correct, choose Mext, or choose the data type that best describes your data

Original data type

Choose the file type that best describes your data:
@ :Delimited: - Characters such as commas or tabs separate each field.

(| Fixed width - Fields are aligned in columns with spaces between each fie'd.

Start import at row: |1 : File origin: 437 : OEM United States E

|:| My data has headers.

Preview of file Do\ADAUtumn. b,

BoJoeMaryLisa

1
2|
5 |
4
s |

Step 4:Make sure Delimiters: Tab is selected. Then click Next.
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Text Import Wizard - Step 2 of 3

B

preview below,

Delimiters

| Semicolon

This screen lets you set the delimiters your data contains. You can see how your text is affected in the

] Treat consecutive delimiters as one

Comma )
l:' T Text gualifier: |~ IEI
|:| Space L -
|:| Dthern
Data preview
a) oe ary [Liss

Cancel ][ < Back

Step 5:Finish the wizard by click the Finish Button. Step 6: Confirm with OK in the Import Data dialog box.

P

Import Cata

EN=5=)

B @ Table

[ PivatChart

Select how you want to view this data in your workbook.
PivatTable Report

E- Only Create Connection
Where do you want to put the data?
@ Existing worksheet:

=5As1] E-3
(") Hew worksheet

D Addthis data to the Data Model

Properties... | Cancel |

QUESTION 5

Sort and Filter. Apply a sort and a filter to the table. Cell range B6:F29 Sort Column Zero Scores Order Largest to
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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 2:0n the Home tab select the Sort and Filter button, and select Custom sort (needed to sort on more than one
column at a time).

? EH - O X

Sign inf

T

el
E
v i
Y Filt=r —
t' cl Custom Sort
| Choose more o tions, such as
Y- Re £

(= sarting by multiple columns or
rows, and case-sensitive sorts,

T |"

Step 3:In the Sort dialog box select Sort by: Zero Scores, Order: Largest to Smallest, and click the Add Level button.

B E ™
Sort >

"'ﬂ Add Level }( Delete Level ] I E@ Copy Level l @ Dptions... My data has headers

Column Sart On
Sort by T

| §| Values

| ok || conc

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.
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Sort =
B: v | [/] My data has headers

Column Sort On Order
Sort by | Zero Scores i |Values Ei |Largest to Smallest E':

Values Ei Smallest to Largest B

’ +%l Add Level l [ x Delete Level ] l E|:E“| Copy Level l

I Then by

C o

B Average B3 minimum B3 Maximum B3 zero score H
12a11" 581 2| Sort Smallzst to Largest

= F .
= rlﬂaﬂ%ﬂﬁiiili Sort Largest to Smallest

: 1.- - : Sort by Color b
12438 5.916666 < L ~ _

ﬁa’i Mumber Elters k Equals...
1 - T
: f’i |Search ol Does Mot Equal...

1-"-Hi1 (3elect All] Greater Than..,

Step 6: In the Custom AutoFilter enter 0, and click OK

Custom AutoFilter M

Show rows where:
Zero Scores

@ And () Qr
Use 7 to represent any single character
Use * to represent any series of characters

[

The result will look like:
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