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QUESTION 1

SIMULATION 

Project 4 of 7: Car Inventory 

Overview 

You manage the office of a used car business. You have been asked to prepare the inventory list for a big 

annual sale. 
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The discount price is 95 percent of the price. Modify column J to show the discount price for each car. 

Correct Answer: See explanation below. 

Explanation: 

1.

 In cell J10 on the “Car Inventory” worksheet enter “=G10 *.95” OR “=G10 * 95%”. 

2.
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 Select cell J10, hold the Shift key on your keyboard, and use the down arrow key until all the cells the formula is
required to be applied (J40). 

3.

 Hold down the Ctrl key on your keyboard and press D which would “copy down” the formula for the rows below. 

OR 

1.

 In cell J10 on the “Car Inventory” worksheet enter “=G10 *.95” OR “=G10 * 95%”. 

2.

 Select cell J10, then Right-click and select Copy, OR click Copy from the Clipboard group situated on the Home tab. 

3. 

Paste the formula by selecting Paste from the Clipboard group situated on the Home tab, OR Right-click then select
Paste, OR click Paste from the Clipboard group situated on the Home tab, then click Paste Special and select Formulas,
OR you could select Values for the formula results instead. 

4.

 Verify that the cell references in the formula are as desired. 

References: 

https://www.excelforum.com/excel-general/745891-calculate-discount-for-full-column.html 

https://support.office.com/en-us/article/move-or-copy-a-formula-1f5cf825-9b07-41b1-8719-bf88b07450c6 

 

QUESTION 2

SIMULATION 

Project 7 of 7: Farmers Market 

Overview 

You are the Director of a local farmers’ market. You are creating and modifying charts for a report which shows the
amounts and variety of products sold during the season. 
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On the “Summer Sales” worksheet, switch the rows with the columns on the first column chart. 

Correct Answer: See explanation below. 

Explanation: 

1.

 Select the first row OR column on the “Summer Sales” worksheet and Copy either from the Home tab OR by pressing
Ctrl+C on the keyboard. 

2.

 Select the first cell where you want to paste the data, then click on the arrow next to Paste situated on the Home tab,
then select Transpose. 

3.

 Pick a spot with enough space to paste your data, the copied data will overwrite the already existing data that is already
there. 

4.

 Once completed, you can delete the original data if desired. 
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References: 

https://support.office.com/en-us/article/Transpose-data-from-rows-to-columns-or-vice-versa-in-Excel-
forMac-9c16dd55-ed1a-4aa2-8b74-b1b9211e2ede 

 

QUESTION 3

SIMULATION 

Project 3 of 7: Tree Inventory Overview 

You are updating the inventory worksheet for a local tree farm. 
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Configure the worksheet so that row 9 and the WordArt remain visible as you scroll vertically. 

Correct Answer: See explanation below. 

Explanation: 

1.

 Select the cells below the rows and to the right of the columns you want to keep visible, which in this case is row 10
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and column H. 

2.

 Click Freeze Panes from the Freeze Panes group in the View tab. 

References: https://support.office.com/en-ie/article/Freeze-panes-to-lock-rows-and-columns-
dab2ffc9-020d-4026-812167dd25f2508f 

 

QUESTION 4

SIMULATION 

Project 2 of 7: Donor List 

Overview 

You are an executive assistant for a non-profit organization named Bellows College. You are updating a workbook
containing lists of donors. 

Arrange the worksheets so that “$5,000 Donors” is first. 

Correct Answer: See explanation below. 

Explanation: 

1.

 Click Sort Sheets from the Worksheet group in the Kutools Plus tab. 

2.

 Click the Alpha sort button OR the Alpha Numeric Sort button in the Sort Sheets dialog box, the results can be
previewed in the New sheets tab order list box. 
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3.

 Use the Move up or Move down button to manually change the order of the sheets so that the “$5,000 Donors”
worksheet is first in the New sheet tabs order list. 

4.

 Click OK once satisfied with the results. 

References: 

https://www.extendoffice.com/product/kutools-for-excel/sort-worksheets-in-one-workbook-in-alphabeticalorder.html 

 

QUESTION 5

SIMULATION 

Project 5 of 7: City Sports Overview 

The city events manager wants to analyze the enrollment changes over the past five years for various adult and youth
sports programs. You have been tasked to prepare tables for the analysis. 
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Add the Alternative Text Title “Adult Enrollment” to the “Adult_Program” table. 

Correct Answer: See explanation below. 

Explanation: 

1.

 Right-click the text title “Adult_Program” and click Format Object then click Alt Text. 

2.

 Type “Adult Enrollment” in the Title box as desired. 

3.

 Click OK. 

References: 

https://support.office.com/en-us/article/add-alternative-text-to-a-shape-picture-chart-smartart-graphic-orother-
object-44989b2a-903c-4d9a-b742-6a75b451c669#bkmk_o2016_2013 
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