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QUESTION 1

Rename the title of the chart.

Chart

Text "All Zero Scores"

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

Step 2:Click on the Chart title.

Step 3:Changeby typingthe title to:All Zero Scores

{ All Zero Scores |

QUESTION 2

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

Cell B5.

Use Function RIGHT

Text: B2

Absolute reference

Num_chars: "16"

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

Step 2:Click in cell B5.

Step 3:Click on the insert function button.

BS - fx
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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 fundion:

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

dick Go

orseta egonfliet ]

Seledt afunction:

NUMBERVALLE
PROPER
REPLACE

SUBSIITUTE

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

Help on this function

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

r B
Function Arguments m
RIGHT
o) = - -

- 16

Num_chars s

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

s

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

Formula result =

Help on this funcion lI

QUESTION 3

Formula. Insert text using a formula Cell K2 Use Function CONCATENATE Textl : "Students with no " Text 2: header of
column F Absolute Reference
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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 & bnet description of what you want to do and then o
click Go

Orselect a gategur].r E[

Select afunction:

BAHTTEXT s
CHAR (il
CLEAN =

CONCATENATE

LA Sk

EXACT e
COMCATENATE(textl, text2...)
Joins several text strings into one text string.

Help onthis funcion

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 [ilﬂ

COMNCATEMNATE

Textl § Students with nu| Fre
Text2? . @ = ftext

4

Joins several text strings into one text string.

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

Farmula result =

Help on this funciion [ oK J’ Cancel
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Step 4:Press the OK button in the Function Arguments dialog box.

QUESTION 4

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 Functiont

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.

Insert Function m

Search for a function:

IYPe 3 DNeT aescripiian of Wnat you want to 4o ana tnen 30
| click 5o

Or select 3 categoryl Statistical I I

Select afurction:

LOGHORM. DIST -
LOGHORERN. INY

Bt

§ hlAMA B |

. -
{| MIN{numberl,number,...
Returns the smallest number in a set of values. lgnores logical va'ues and

text.
|
[ |
[ Help on this fundion | Cencel
E -

The function Arguments Dialog box appears:
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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.

= X & Jr | =MIN('section3'!C2:N2)

12
10431 5 10 15 20 25 30 35 dﬂ.j A5 50 55 60
Function Arguments . ® # - - &lﬂ 20 22 24
. 10 11 12
o 50 55 60
Mumberl ‘Section 3'1CZ:N2| %) = (24,6810,12,14,16,18,20,22,24]

AR T , 90 99 108
Mumber2 l = mumbes 130 143 156
170 187 204
210 231 252
250 275 300
o | 290 319 348
Retumes the smallest numaer in a set of values Tgnares lngical values and feut. | 330 363 336
¥ | 370 407 -

Numberl: numberl, number2,.. are 1 to 255 numbers, empty cells, logical values, or
text numbers for which you want the minimum. i 410 451 492
e 450 435 540
| 430 539 588
Formula result = 2 I 530 583 636
Help on this function | 570 627 684
- - — — G — = — ! 610 671 732

Step 5: Copy cell D7 downwards until cell D29.

D7 . Jr || =MiN('section 3'1c2:N2)
| B c D E F

1|

2 |

3 {

4 |

5 |

6 | Average Minimum Maximum

7 i

8 | i 6.5

9 | 325

Result will be like:
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Average Minimum Maximum
EIE |
6.5
r |3
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

Ea kR
34.5
370.5
396.5
422.5
448.5
474.5

r

iﬁi.ﬁ-’ﬁiﬁ-ﬁiﬁ'mfmiu Mo

HBBB2YYBE

QUESTION 5

Modify the cell format to date.

Cell range C2:S2

Type: 14-Mar

Locale (location): English (United States)

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.
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Step 4:0n the Home tab, under Format, choose Format Cells.

2 AutoSum - A
%] Fill = zY
Sort &
§ & Clear~ Filter
Cell Size

I[ Row Height...
' AutoFit Row Height
10 Column Width...
AutoFit Column Width
Default Width...
Visibility
Hide & Unhide k
|| Organize Sheets
Eename Sheet
Meove or Copy Sheet...
Tab Color 3
Protection
[i2 Protect Sheet...
[6] Lockcell

€: Format Cells... :

Step 5: In the Format Cells dialog box, choose Date, 14-Mar, and Locale (location): English (United States). Click OK.
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Forrat Cetis |- S
- 1
Mumber Ai!gnmmtl Font I Border I Fill IPmter:tIun
Categony:
General - | Sample
Mumber Del
Currency
tin T_?'pg: "
"3/14/2012 i
Time
Percentage *“Wednesday, March 14, 2012 |E| !
Fraction
scientific i
Text
Special = ]
Custom
i L B |
L English [United States) IEI |
: e 2 |
|

an asterisk (*] respond to changes in regional date and time settings that are specified for the
operating system. Formats without an asterizk are not affected by operating system settings.

i
' -
[ |
i Date formats display date and time serial numbers as date values, Date formats that begin with

]
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