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QUESTION 1

Add conditional formatting.

Color Scales: Green —White-Red Color Scale

Midpoint: Percentile, "70"

Maximum: Number, "25"

Correct Answer: Use the following steps to complete this task in explanation:
Step 1:Click cell C3

Step 2:Shift-Click cell S25.

Step 3:0n the Home tab, under Format, choose Conditional Formatting, and choose New Rule...

| | Highlight Cells Rules »
RS iy

:T:| Top/Bottom Rules »
L he] — P

— == DataBars L
| -
] _=—=—= Color Scales b |
§ Icon Sets L
e fue. 3
|__.,| Clear Rules b

| [E] Manage Rules...

Step 4:In the New Formatting Rule dialog box set Format Style to: 3-Color Scale, and set Minimum Color to Green. Step
5:In the same dialog box set Midpoint type to Percentile, set Midpoint Value to 70, and set Midpoint Color to White. Also
set Maximum Type to Number, Maximum value to 25, and Maximum Color to Red. Finally click OK.
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Select a Rule Type:

'-

= Furmal all cells based un Lheir velues

= Format only cells that contain

= Format only top or bottom ranked values

= Format only values that are above or below average
= Format only unigue or duplicate values

= Use g formula to determine which cells to format

Edit the Rule Description:

Preview

Format all cells basgdss EATEL
Mimimum Midpoint Maximum
Type: |Luwes't"|.|"alue |E|i |F’ercen‘tire E” |Htghes‘t‘u’arue E“
Value: ||Lﬂwe5tvalue] |5EI |[Highe5tva|ue]
Colar !—EI_I || .|
! Theme Colors

| Standard Color
EE- = EENE
E.-,l Mare Color=

| Green |
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Select a Rule Type:

+ Farmat all cells based on their values
= Farmat only cells that contain
= Farmat only top or bottom ranked values

= Format only values that are above or below average
= Format only unique or duplicate values
= Use a farmula to determine which cells to format

Edit the Rule Description:

Format all cells based on their values:
Format Style: EE!-Colur Scale E'i

Minimum

Type: | Lowest Value

Value: | {Lowest valug]

QUESTION 2

Insert a picture. To the right of the data File source Books.jpg

Correct Answer: Use the following steps to complete this task in explanation:
Step 1:Click in a cell to the right of the data.

Step 2:Click the INSERT tab, and then the Pictures command.

FILE HOME PAGE LAYOUT FORMULAS D&

ig B = bg ¥ B &
PivotTable Recommended Table JPicturesf Online Shapes SmartArt Scree
PivotTables Pictures = :
Tables Mustrations
019 & From File

Insert pictures frem your computer
B C O or from other computers that you're |
connected to.

a Tell me more r

o fad S —
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Step 3:From the Insert Picture dialog box select the Books.jpg file.

QUESTION 3

Moadify the cell alignment settings.

Cell range B3:B25

Horizontal: Right (Indent)

Correct Answer: Use the following steps to complete this task in explanation:
Step 1:Click cell B3.

Step 2:Shift-click cell B25

Step 3:Right-click somewhere in the B3-B25 cell range, and choose Format Cells from the context menu.

A |_ B C | B | E

gg{!!ElE_l

pn o Jxas %S

S8 B 1 = M- p -0 om0

1]

2 |

3

4

5

6

g sajgﬁ Cut

:? S8 Ey Copy

12 Sa T'_b, Paste Options:

13 B

14 Sa O

15 Sa Paste Special...

16 Eﬁl Insert...

17 Sal

18 E"‘téj Delete...

19 Sal Clear Contents

2 Sa _

e S = Quick Analysis

2 Sa  Filter b
23 Sal

24 Sal Sort b
25 S8l |7 Insert Comment

26 |

27 | "'Fﬂm

28 | Pick From Drop-down List...
295 Define Mame..,

30 |

3 | & Hyperlink...

=n |
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Step 4:In the Format Cells dialog box click the Alignment Tab, change Horizontal: to Right (Indent), change Indent: to 1,
and then click the OK button.

F N
Format Cells M

Font | Border | Fill | Protection

Text aignment Orientation

Harizoptal: + .

;Bnttnrn E

| JusLily disbribbuled

+ o Mo

Text control + '

[C] Wrap text 0 - :_ Degrees
[ shrink to fit
[T] Merge celis
Right-to-left
Text direction:

Context E

G

QUESTION 4

Create a hyperlink to another worksheet.

Cell A2.

Cell reference "A3"

Sheet reference "Section 3" worksheet.

Correct Answer: Use the following steps to complete this task in explanation:
Step 1:Click cell A2.

Step 2:0n the Insert tab, in the Links group, click Hyperlink.
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Links
Add a Hyperlink [(Ctrl+K)

A= > 4 WordAr

: Df‘ Signatur

Text Header )

Box & Footer [ Object
Text

Create a link in your document for
quick access to webpages and files,

Hyperlinks can alzo take youto
places in your document,

| 6 Tell me more

Step 3:In the Insert Hyperlink dialog box, in the Type the cell reference: type A3, select Cell Reference \\'Section 3\\',

and click OK.
[P [ |
Inzert Hyperink M
Link to: Text to display: | 'Section 3'143
Type the cell reference:
Existing File
or Web Page
Or select a place in this document:
= Ei--CE| RETE[ENCE
= - |Z'Se=:tiun E‘r'l
Place in This R
Document S
| L. 'Section 5'
D ¥ Defined Mames
Create New
Document
E-mail
Address
Y
QUESTION 5

Formula Find the average score of all student ids without a zero homework score. Cell L2 Use Function AVERAGEIF
Range F7:F29 Criteria: "0" Average_range: "Homework"

Correct Answer: Use the following steps to complete this task in explanation:

Step 1:Click cell L2, and the click the Insert Function Button.
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Jx
& e —F
— __Insert Function®

Step 2: In the Insert Function dialog box select Category Statistical, select function AVERAGEIF, and click OK.

r e,
Insert Function m

Search fora functinn:

Type a brief description of what you want to do and then Go
LR 5D .

Or select a categoryg Statistical ﬂ

Select a function:

AVEDEV -
AVERAGE W

AVERAGEIF

LAY, -'I. i
BETA.DIST
BETAINY i

AVERAGHF(range,criteria, average_range)
Finds average(arithmetic mean)] for the cells specified by a given condition or
criteria.

Help on this fundion

e .

Step 3:In the function Arguments dialog box click the reference button.

-
Function Arguments @Iﬁ

AVERAGEIF

Average_range

Finds everage(arthmetic mean] for the cells specified by a given condition or criteria.

Range is the range of cells you want evaluated.

Formula result =

Help on this fundion [ OK ] [ Cancel

e F

Step 4:Click cell F7, shift-click cell F29, and press the enter key. Step 5:In the Function Arguments dialog box in the
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Criteria box type: 0, in the Average_range box type: Homework, and click the OK button.

X o [t =AVERAGEIF(FT:F29)

Function Arguments
FrF29

" 10.33333" o

§ 6.5 Tl

28.75 o
13 2
5916067 0
32.5 5
58.5 9
58.5 0
110.5 17
136.5 21
162.5 25
188.5 29
2145 33
240.5 37
266.5 a1
292.5 as
318.5 49
344 5 53
370.5 57
396.5 61
4225 65
448.5 69
474.5 73
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Function Arguments - Iilg

AVERAGEIF

Rangs |F7:F23 &)
Criteria [ =0

[10.8333333333333:6.5;28.75:13:5.916¢
2367363421

Finds averagelarithmetic meanj for the cells specified by a given condition or criteria.

12:0;1,0;1,0,0;3;0;0,0,0;0:0;0;0,0;0;0:0,0;

Average_rangz

Average_range are the actual cells to be used to find the average. If omitted, the cells
inrarge are used .

Formula result = 236, 7368421

Help an this function

- F— = 2
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