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QUESTION 1

You work as an Office Assistant for Tech Perfect Inc. The company has a Windows-based network. You are creating a
business report by using. Microsoft Excel 2010. You have arranged sales data as shown below:

Fa B 65 B E
1 Target Achieved {In USS)
a3
2 # HMName 2008 @ﬂg 2010
3 1 Rick 46,9 P 78,000 82,000
4 2 hlark ] &3, 300 110,300
a 3 &dam & ,120 99,200 99,700
b 4 &da (,E’ 47,200 61,500 99,900
! 5 Andy 49,000 69,200 llEl,E_SD
a & David 47,000 J1,100 1110 :

You want to provide pictorial representation of the trend of the sales data in front of each row. Which of the following
actions will you take to accomplish the task with the least amount of administrative burden?

A. Use stand-alone slicers.

B. Configure form controls.

C. Create sparklines.

D. Create a PivotTable report.

Correct Answer: C

W
§ Mame 2008 2009 g@ll] Trends
Rick 46,3010 ?EJEIEIDQG 82,000 _—"
2 Mar< 42,500 EB,%’ IIHE0E]
3 Adamn 36,120 oa 99,7000
4 Ada 47,200 ﬁﬁEl,SDD 2l H 01 1|
5 Ancly 49,00 69,2001 110,250] ———pmae
& David 4°7.0010 71.100  111.000 e '

In order to accomplish the task with the least amount of administrative burden, use sparklines. Sparklines, introduced in
Microsoft Office 2010, are tiny charts that can fit in a cell. The sparklines can be used to show trends in a small amount
of

space. The sparklines visually summarize trends alongside data.

The sparklines can be added through the Insert tab.

Answer option A is incorrect. Stand-alone slicers are referenced from Online Analytical Processing (OLAP) Cube
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functions. These stand-alone slicers can be connected with any PivotTable in future. They can be added by using the
slicer

button on the Ribbon. They need to be manually linked into grids as required.

Answer option B is incorrect. A form control is an original control that is compatible with old versions of Excel, beginning
with Excel version 5. 0. It is designed for use on XLM macro sheets. It can be used when a user wants to simply
interact

with cell data without using VBA code and when he wants to add controls to chart sheets. By using form controls, the
user can run macros. He can attach an existing macro to a control, or write or record a new macro. These controls
cannot

be added to UserForms, used to control events, or modified to run Web scripts on Web pages.

Answer option D is incorrect. A PivotTable report is used to summarize large amounts of data, to analyze numerical
data, and to answer unexpected questions about data.

QUESTION 2
You work as a Sales Manager for Rainbow Inc. You are working on a report in a worksheet in Excel 2010.

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:

Hot Area:
Insert Page Layou: Formulas [rata Fleniew Wiew
W
| ElEl LY shapes - m firre ~ gy Area 1% Line Ll @
Figal WIE { i =
: FF] 2| smartart WS Fle v |:-: Scatter - e column | == -
PiwotTaale Table Pictutr= g s Colyir & : A e Slicer | Hyperlink
- Art @t Screenshot v {6@‘ = Bar - QOtherCharts' M Win/Loss
Tabkles Hlustrations Charts I Sparklines Filter Links
Correct Answer:
Ihsert Page Layaus Farmulas [ata Rewiew e
W
| ElEl Y shapes = firte ~ p Area v ¥ Line :‘l @
Figal WIE { i =
: FF] 2| smartart R |- scatter - e column | == -
PiwotTaale Table Pictutr=: Tlipg C ol i - : s Slicer | Hyperlink
- At @st Screenshot {Sﬁg‘ &0 Bar r q_')CltherlChartsv [t in/Loss
Tabiles Hustrations Charts & Sparklires Filter Lirks
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Home Insett Page Layout Formulas Drata Review Wiewy

ﬁﬂ r?f: bl %% . ﬂ e Line ~ il Area - 7% Line E QJ

— 23 srnartart @B Pie ~  [:: Scatter - = Column —
PivotTable Table Picture Clip .. Colurmn Slicer Hyperlink
- apt et Screenshot v - E-Eharv I_)Other Charts = ]EWinfLu:uss
Tables Ilustrations | Charts G| Sparklines | Filter | Links
1. Click on the Shapes option in the llustrations group on the Insert tab. This will open list of shapes avail

| Insert h Page La

=

| Picture

18] Clip &t ©©
|LGJ Shapes = ||
T s | \g

Tlustrations @

2. Choose the required shape fram the list,

[k

QUESTION 3

Block Arrows

COCNRP X ¢ AVED
QE0Oo

Stars and Banners
NS AGDODHHES
o 2 (H) () [T R R

Callouts

SR

m@@@g@v%@@ﬂa@%&i

You work as an Office Assistant for Tech Perfect Inc. You are working in the spreadsheet of the company\\'s high selling

products. You

are trying to intersect two ranges that do not intersect each other. Which of the following errors will be

occurred in this situation?

A. #VALUE!

B. #NAME?

C. #NULL!

77-888 Study Guide | 77-888 Exam Questions | 77-888 Braindumps 4/8


https://www.geekcert.com/77-888.html
https://www.geekcert.com/77-888.html
https://www.geekcert.com/77-888.html

VCE & PDF https://lwww.geekcert.com/77-888.html
2022 Latest geekcert 77-888 PDF and VCE dumps Download

GeekCert.com

D. #DIV/0!

Correct Answer: C

The #NULL! error is produced by Excel when a user attempts to intersect two ranges that do not intersect each other.
This error can be resolved by reviewing the formula and then either by changing the variables to ensure that the user is
getting a valid intersection or by using the Excel Iferror function to identify a null range and take the required action.
Answer option D is incorrect. Excel #DIV/0! is produced when a formula attempts to divide by zero and a division by
zero produces infinity that cannot be represented by a spreadsheet value. This error can be corrected or overcome by
using the Excel IF function to identify a possible division by zero and produce an alternative result. Answer option A is
incorrect. The #VALUE! Excel formula error occurs when any of the variables in a formula is of the wrong type. To
correct this error, it is required to check each individual part of the formula to make sure that the correct argument types
are used. If the function contains nested functions, the best way is to copy each of the arguments into a separate cell to
check what they evaluate to. If the formula contains a number of terms, break down each term further to find out its
components, until the source of the error is found. Answer option B is incorrect. The #NAME? error occurs when Excel
encounters text in a formula and tries to interpret that text as a reference, a named range, or a function name but is not
able to recognize the text as any of these. The best way to approach the #NAME? Excel function error is to check the
correct spelling of the function names, references, and named ranges and to check that the variables used as text
values are entered in double quotes. If the formula contains nested functions, it is required to check the results of these
individually, until the source of the error is identified.

QUESTION 4

You work as an Office Assistant for Media Perfect Inc. You have created a spreadsheet in Excel 2010 and shared it with
the other employees of the company. You select the Encrypt with Password option as a protection measure for the
document you are sharing. Now, you have to specify a password in the Password box in the Encrypt Document dialog
box appeared for editing the document. But you have forgotten the password. What will happen in this situation?

A. You will use a new password.

B. You will ask Microsoft to retrieve the password.

C. You will fetch the password from the list in which you have saved it.

D. You will create a new document.

Correct Answer: C

The various Protect Workbook options are as follows:

1.

Mark as Final: This option is used to make the document read-only. When a spreadsheet is marked as final, various
options such as typing, editing commands, and proofing marks are disabled or turned off and the spreadsheet becomes
read-only. This command helps a user to communicate that he is sharing a completed version of a spreadsheet. This
command also prevents reviewers or readers from making inadvertent modifications to the spreadsheet.

2.

Encrypt with Password: When a user selects the Encrypt with Password option, the Encrypt Document dialog box

appears. In the Password box, it is required to specify a password. Microsoft is not able to retrieve lost or forgotten

passwords, so it is necessary for a user to keep a list of passwords and corresponding file names in a safe place.

3.
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]

Protect Current Sheet: This option is used to select password protection and permit or prohibit other users to select,
format, insert, delete, sort, or edit areas of the spreadsheet. This option protects the worksheet and locked cells.

4.

Protect Workbook Structure: This option is used to select password protection and select options to prevent users from
changing, moving, and deleting important data. This feature enables a user to protect the structure of the worksheet.

5.

Restrict Permission by People: This option works on the basis of Window Rights Management to restrict permissions. A
user is required to use a Windows Live ID or a Microsoft Windows account to restrict permissions. These permissions
can be applied via a template that is used by the organization in which the user is working. These permissions can also
be added by clicking Restrict Access.

6.

Add a Digital Signature: This option is used to add a visible or invisible digital signature. It authenticates digital
information such as documents, e-mail messages, and macros by using computer cryptography. These signatures are
created by specifying a signature or by using an image of a signature for establishing authenticity, integrity, and non-
repudiation.

@ Bookl - Microsoft Excel o = 2
Home Insert Mew Tab Page Layout Farmulas Data Reviews Wiew Developer Team & @ B !

Lﬂ Save . ——— ="

Informatinn about Bookl AR

E{ Save A3 I

Lj O[:IEFI # permissions - 5 .............._._.i__ e

£ close | ’L?i?J Aryone can open, copy, atid change - T R =)

atry part of thiz workbook,

l ! Protect o Pra O
o perties -
! |I Size Mot saved

Rece nt‘ | T Mark as Final & Titie
| | | Let readers know the warkbook is{ Tags

and make it read-only,
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[+ ew = i
l_LﬂT | Encrypt with Password bt
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Answer option D is incorrect. You can create a new document with the same details but it will increase the overhead
and is a very time consuming process. Answer option D is incorrect. You can create a new document with the same
details but it will increase the overhead and is a very time consuming process.
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QUESTION 5

Rick works as an Office Assistant for Tech Perfect Inc. He is creating a user form through Microsoft Excel 2010. 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 this issue, he wants to record the sequence of actions to perform a certain task and to
play them back in the same order. Which of the following actions will Rick take to accomplish the task?

A. He will use the Trust Center bar.

B. He will use the Evaluate Formula tool.

C. He will put the workbook in a trusted location.

D. He will create and run a macro.

Correct Answer: D

A macro is defined as a tool that permits a user to automate tasks and add several functionalities to forms, reports, and
controls. For example, if a user adds a command button to a form, he associates the button\\'s OnClick event to a
macro,

and the macro consists of the commands that are to be performed by the button each time it is clicked. 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 B is incorrect. Evaluate Formula is a formula examination tool provided by Microsoft Excel. This tool is
useful for examining formulas that do not produce any error but are not generating the expected result.

Answer options A and C are 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 wheneverthe 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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