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QUESTION 1

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 H[]ME PAGE LAYOUT FORMULAS DA
g B E g & B o

Picturesfl Online Shapes SmartArt Scree

PivotTable Recommended Table

PivotTables Pictures = :
Tables [Hustrations
From File
19 .

Insert piciures from your computer
[ S R L D | orfrom other computers that you're
connected to.

a Tell me more i

(SR S R N e

Step 3:From the Insert Picture dialog box select the Books.jpg file.

QUESTION 2

Modify the document property.

MathTracker.xIsx

Subject "Homework"

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

H S -
FILE HOME IMSERT
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db Cut cal
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Faste i
- ¥ Format Painter
Clipboard T
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Step 2:Select Info (if necessary) and click Show All Properties,

Bookd - Excel
Book1
Protect Workbook Properties ~
} Caontrol what types of changes people can make to this workbook. Size 11 4KB
Protect : A 5

Wor k- Title Add a title
Tags Add a tag
Categories Add a category

@ Inspect Workbook Related Dates

Before publishing this file, be aware that it contains

Check for ¥ Document properties, authar's name and absolute path Lt Modiied Tocay 20 P
Issues - B Hidden rows Created Yesterday, 7:08 PM
Active Filters Last Printed

¥ Caontent that people with disabilities are unable to read

Related Pecple

Account

= Versions Author
Opti o .
it O‘ B Today, 9:20 PM (autosave) -
Manage = Add an auther
Versions ~ u_ﬁ- Today, 9:08 PM (autosave) Last Modified By -

B5 Today, 8:50 PM (autosave)

ﬂ_,L‘ Today, 8:38 PM [autosave)

IJ_:' Today, 6:44 PM (autosave) Related Documents

4 Open File Location

ow All Properties

Browser View Options
Al Pick what users can see when this workbook is viewed on the Web,
Browser View
Options

Step 3:In the Subject textbox type: HomeWork and click theReturn button.

Boold - Excel
Book1
Save Protect Workbook Properties ~
‘.’ Control what types of changes people can make to this workbook. Size 11.4KB
Save As Proteot Titl Add 2 til
Wor kv itle idd a tizle
o Tags Add a teg
fin
Comments Add comments
Template
Share @ Inspect Workbook ?
¥ e : : ; Status
Eefore publishing this file, be aware that it contains: Cat 3
Export Checl for % Document properties, author's name and absolute path .
[ssues - - L Subject
Hidden rows
Clase Active Filtars Hyperlink Base
Cantent that people with disabilities are unable to read Company Specify the company

QUESTION 3
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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

A

0--

Il Zero Scores !
B ...............D

QUESTION 4

Crop the picture.

Books.jpg

Crop to Shape Snip Same Side Corner Rectangle.

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

Step 2:In the Format menu (which is displayedautomatically) click the Crop Command, select Crop to Shape, and click
Snip Same Side Corner Rectangle.
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QUESTION 5

Formula. Insert text using a formula Cell K2 Use Function CONCATENATE Textl : "Students with no " Text 2: header of
column F Absolute Reference

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 a bnet description of what you want to do and then | Co
| click Go

Orselect a gategur].r r B

Select afunction:

BAHTTEXT &

CHAR |_|

CLEAN g .
[]

CONCATENATE

¥jmEs

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

Help onthis funcion
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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 m

CONCATEMNATE

Textl § Students with n::u| e

Joins several text strings into one text string.

Textl: textl text2... are 1 to 255 test strings to be joined into asingle text
string and can be text strings, numbers, or single-cell references.

Formula result =

Help on this function [ oK J’ Cancel

Step 4:Press the OK button in the Function Arguments dialog box.
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