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QUESTION 1

You work as a Help Desk Technician for Dreams Unlimited Inc. Martha, a Sales Manager, is creating a sales report in
Microsoft Excel. The report contains many worksheets. Martha has used many formulas in her report. She wants to
monitor a cell which contains a formula. The formula refers to many other cells that are located in different worksheets in
the report. She wants to know the effects on the cell when the values in different sheets change. She requests that you
help her out to accomplish the task. Which of the following steps would you suggest she take in order to accomplish the
task?

A. Click the New Window option in the Window group on the View tab. Click the Arrange All option in the Window group
on the View tab. Select the Vertical option.

B. Select the cell which is to be monitored. On the Formulas tab in the Formula Auditing group, click Watch Window.
Click Add Watch.

C. Click the New Window option in the Window group on the View tab. Click the Arrange All option in the Window group
on the View tab. Select the Cascade option.

D. Select the cell which is to be monitored. On the Formulas tab in the Formula Auditing group, click Evaluate Formula.
Correct Answer: B
In order to accomplish the task, she should take the following steps: Select the cell which is to be monitored.

On the Formulas tab in the Formula Auditing group, click Watch Window. Click Add Watch. Answer option D is incorrect.
Evaluate Formula is the formula examination tool provided by Microsoft Excel. This tool is useful for examining formulas

that do not produce an error but are not generating the expected result.
Answer options A and C are incorrect. Clicking the New Window option in the Window group on the View tab opens an
instance of the workbook within the Excel window. This is useful when you work on different worksheets, and at the

same

time you want to navigate among them.

QUESTION 2
You work as a Sales Manager for Maini Industries. Your company manufactures and sells
construction equipment. You have to create a report that will show the highest selling items of

each month. The report will be in the following format:
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A B C ] E F & H
Mox Sale
1 Mionth 2007 | = |(HemlD) = |lHem Mame * |Total Sale = ) )
2 anuary 107 |Props $2,000.00 D & [ ¥
3 |February 107 [Props $3.450.00 107 Props
4 [March 103|Werticnl Spans $£4.532.00 102 Seaffolding:
5 April 'Il:.'ﬁ-i':}m-:I.Wec!ge $4,000.00 103 Vearticol Spom
& Moy 107 |Frop: $5.540.00 104 Hovizonal Spans
£ Juns 101 fFraps $6,503.00 105 Qulck Wedge |
B duly 104 Horizantal Spans 702100
9 Augqust 104 |Horizonal Spons $4,880.00
10 [Septamber II:I-IiIHI:Ir izomal Spon: $7.010.00
11 [October 105|GuickWedge $7,500.00
12 ‘MHovembar 107 IF‘rup: $7.510,00
13 |Dacember ]':'5-EE'UIICI Wedge $8,535.00

In a workbook, you create a table named Item_table as shown below:

107 Props

102 Scaffoldings
103 Wertical Spans
104 Herizontal Spar
105 CickWedge

You fill in the required entries in the workbook.

A B C D
Max Sale
1 Menth 2007 | - [(temiD)| - |tem Name |~ |Toral Sale -
2 January 101 | $2.000.00
3 |Fekruary 107 [ $3.450.00
4 March 103 $4.532.00
5 Aprl 105 $4.000.00
& [Whay 101 15.540.00
F |lunz 107 $4.503.00
8 | luly 104 $7.021.00
7 Augqust 104 $4.880.00
10 September 104 $7.0710.00
11 [Octaber 105 $7.500.00
12 Morember 107 $7.51000
13 |December 105 $8.535.00

For the third column of the sheet, you want to use formulas to fill in the values. You want the

cells in the third column to get automatically filled with the names corresponding to ItemID in the second column. You

want the exact values to be filled in the column. You select the C2 cell in the third column.

Which of the following formulas will you enter in order to accomplish the task?
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A. =VLOOKUP(B2,Item_table,2,FALSE)

B. =VLOOKUP(B2,Item_table,2, TRUE)

C. =VLOOKUP(2,Item_table,B2,FALSE)

D. =VLOOKUP(2,Item_table,B2, TRUE)

Correct Answer: A

In order to accomplish the task, you will use the following formula:
=VLOOKUP(B2,ltem_table,2,FALSE)

Answer option B is incorrect. According to the question, you want the exact values in the column.

The TRUE value in the range_lookup argument provides the approximate match. Answer options C and D are incorrect.
The VLOOKUP functions used in the formulas have wrong syntaxes.

QUESTION 3

You work as a Sales Manager for Rainbow Inc. You are working on a report in a worksheet in Excel 2013. You want to
insert flow-chart in the sheet. Mark the option that you will choose to insert flow- chart symbols in the report.
Explanation: In order to accomplish the task, you will have to choose the Shapes option. Shapes are simple objects
provided by Microsoft Office to add them to a document. A single shape or combined multiple shapes can be inserted in
the document. The Office includes simple shapes, such as lines, basic geometric shapes, arrows, equation shapes,
flowchart shapes, stars, banners, and callouts. Users can add text, bullets, numbering, and Quick Styles to these
shapes after inserting them in the document. Take the following steps to add a shape in a document:

Harme Insert Page Layout Formulas Data Rewviewy Wiewn
]3| e | | El@ 0P shapes - iy Line = |y Area - ¥ Line ;rl @
' s B 2 smartart @B Fie v |- Scatter ~ B Column | == e
PiwotTable Table Picture Clip .., Column = LA Slicer | Hyperlink
- apt st Screenshot - - &p Bar T l_)Other Charts = jEWln.-"Lu:uss
Tables Ilustrations Charts I Spatklires Filter Links
I
Hot Area:
Hame Insert Page Layout Formulas Data Rewviewy Wienn
]§| P | | Ell@l Gy shapes - e Line = gy Area = ¥ Line ;.-l @
| o | | R T = g
: s - T2 smartart @B Fie ~ ||:-: Scatter - i Column | == -
PiwotTable Table Picture Clip .. Column =2 e Slicer | Hyperlink
- apt | st Screenshot - - &0 Bar T l_)Other Charts = jEWln.-"Lu:uss
Tables Illustrations Charts I Sparklires Filter Links
I

Correct Answer:
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Hame Insert Page Layout Formulas Data Rewviewy Wienn
=] | B ElE Gy shapes= iy Line = |y Area - W% Line = @
J4_jL BERE | | | HE] —‘:fl ﬂﬁ ; Ty —'| .
g 22| Smartart & Pie - EScatterT fle Column — sl
PivotTable Table | Picture Clip .. Calumn = T Slicer | Hyperlink
- apt | st Screenshot - - = Bar~ I_) Other Charts = | W8 wWindloss
Tables Illustrations Charts * ___S_par}:lines Filter | Links

QUESTION 4
You work as an Office Assistant for Tech Perfect Inc. You are working in a spreadsheet.

You are facing a problem that when you type in a function and press Enter, the cell shows the function as you typed it,
instead of returning the function\\'s value as shown below:

Which of the following is the reason that is causing the above problem?

A. You are inserting a new column, next to a column that is already formatted as text.
B. Excel is trying to reference an invalid cell.

C. You are inserting a new column, next to a column containing Dates or Times.

D. The lookup_value or the array you are searching resides in a cell containing unseen spaces at the start or end of that
cell.

Correct Answer: A

The Excel Won\\'t Calculate My Function error occurs when a user types in a function and presses Enter, the cell shows
the function as the user typed it, instead of returning the function\\'s value. The reason that causes this problem is that
the cells containing the formula are formatted as \\'text\\' instead of the \\'General\\' type. This happens when the user
inserts a new column, next to a column that is already formatted as text due to which the new column inherits the
formatting of the adjacent column. Answer option D is incorrect. The Failure to Look Up Values in Excel error occurs
when a user gets an unexpected error while trying to look up or match a lookup_value within an array and Excel is not
able to recognize the matching value. If the lookup_value or the array the user is searching resides in a cell, the user
can have unseen spaces at the start or end of that cell. This will create the situation where the contents of the two cells
that the user is comparing look the same but extra spaces in one of the cells cause the cells to have slightly different
content. The other reason is that the contents of the cells that are being compared may have different data types.

Answer option B is incorrect. The Lookup Function Won\\'t Copy Down to Other Rows error occurs when a user uses a
function in one cell and it works perfectly but when he attempts to copy the function down to other rows, he gets the
#REF error. The #REF! error arises when Excel tries to reference an invalid cell. This error occurs if the user has
referenced an entire worksheet by clicking on the grey square at the top left of the worksheet. For Excel, this reference
range is 1 to 1048576. Since the references are Relative References, Excel automatically increases the row references
when this cell is copied down to other rows in the spreadsheet. Answer option C is incorrect. The Cell Shows a Date or
Time Instead of a Number error occurs because the cell that contains the formula is formatted as a \\'date\\' or \\'time\\'
instead of a \\'General\\' type or a number. This situation arises because a user has inserted a new column, next to a
column containing Dates or Times, the new column has \\'inherited\\' the formatting of the adjacent column.

QUESTION 5
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Rick works as an Office Assistant for Tech Perfect Inc. He is creating a user form through Microsoft Excel 2013. While
creating forms for a number of users, he is required to repeat some of the actions multiple times. It is a very time
consuming process. To resolve the issue, he has created a macro to record the sequence of actions to perform a
certain task. Now, he wants to run the macro to play those exact actions back in the same order. Which of the following
steps will Rick take to accomplish the task?

Each correct answer represents a part of the solution. Choose all that apply.

A. Click on the \'Macros\\' icon in the \\'Developer\\' tab under the \W'Code\\' category to run a Macro.

B. The Macro will be run in any worksheet of the Workbook.

C. Put the workbook in a trusted location.

D. The Macro dialogue box appears on the screen which contains a list of Macros in it. Select the Macro to run and click
the Run button.

E. Run the created Macro by using the shortcut key specified while creating the Macro.

Correct Answer: ABDE

Take the following steps to run a Macro:

1.

Click on the \'Macros\\' icon in the \\'Developer\\' tab under the \W'Code\\' category to run a Macro.

2.

The Macro dialogue box appears on the screen which contains a list of Macros in it.

Select the

Macro to run and click the Run button.

3.

The Macro will be run in any worksheet of the Workbook.

4,

A user can run the created Macro by using the shortcut key that he has specified while creating the Macro. The macro
records the user\\'s mouse clicks and keystrokes while he works and lets him play them back later. The macro can be
used to record the sequence of commands that the user uses to perform a certain task. When the user runs the macro,
it plays those exact commands back in the same order. Answer option C is incorrect. The benefit of connecting to
external data from Microsoft Excel is that a user can automatically update Excel workbooks from the real data source
whenever the data source is updated with new information. It is possible that the external data connection might be

disabled on the computer. For connecting to the data source whenever a workbook is opened, it is required to enable
data connections by using the Trust Center bar or by putting the workbook in a trusted location.
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