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Exam MO-210: Microsoft Excel (Microsoft 365 Apps) —
Skills Measured

Manage worksheets and workbooks (25-30%)
Import data into workbooks

= jmport data from text files
* |mport data from online saurces

MNavigate within workbooks

= search for data within a workbook
= navigate to named cefls, ranges, or workbook elements
*  ingert and remove hyperlinks

Format worksheets and workbooks

=  modily page selup

= adjust row height and column width

®  customize headers and foaters

*  customize options and views

manage the Guick Access toolbar

display and modify worksheets in different views
freese workshest rows and columing

change window views

modify built-in workbook properties

Digplay formiulas

CE I ]

Prepare workbooks for collaboration and distribution

* selaprint area
=  fave and export workbooks in alternative file formats
= configure print settings

* nspect workbooks and correct issues

®  manage comments and notes

Manage data cells and ranges (25-30%)

Manipulate data in worksheets

P.S. Free & New MO-210 dumps are available on Google Drive shared by Fast2test: https:/drive.google.com/open?
id=13Lyd2I14 V{5AmWelov7a3v6tOQKrCd

One of'the key factors for passing the exam is practice. Candidates must use MO-210 practice test material to be able to perform at
their best on the real exam. This is why Fast2test has developed three formats to assist candidates in their MO-210 Preparation.
These formats include desktop-based MO-210 practice test software, web-based practice test, and a PDF format.

Microsoft MO-210 Exam Syllabus Topics:

Section Objectives
- Cell Operations

e 1. Insert and delete cells
e 2. Format cells and ranges

Topic 1: Manage Data Cells and Ranges - Data Management

e 1. Sort and filter data
e 2. Use find and replace
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- Tables

Topic 2: Manage Tables and Table Data e 1. Create and format tables
e 2. Modify table structure

- Formulas

e 1. Insert and edit formulas

e 2. Use cell references

Topic 3: Perform Operations with Formulas and Functions .
- Functions

¢ 1. Logical and lookup finctions
e 2. Use common Excel finctions (SUM, AVERAGE, COUNT)

- Chart Creation

Topic 4: Manage Charts ¢ 1. Modify chart elements and layout
e 2. Create charts fromdata

- Workbooks

¢ 1. Create and manage workbooks
e 2. Navigate within workbooks

Topic 5: Manage Worksheets and Workbooks - Worksheets

¢ 1. Format worksheets
e 2. Manage worksheet views

>> Microsoft MO-210 Cheap Dumps <<

Microsoft MO-210 Valid Exam Fee, Pass MO-210 Test Guide

Just choose the right Fast2test Microsoft MO-210 exam questions format demo and download it quickly. Download the Microsoft
MO-210 exam questions demo now and check the top features of Microsoft MO-210 Exam Questions. If you think the Microsoft
MO-210 exam dumps can work for you then take your buying decision. Best of uck in exams and career!!!

Microsoft Excel (Microsoft 365 Apps) Sample Questions (Q16-Q21):

NEW QUESTION # 16

Instructions

Exam Environment

Exam Interface and Controls

The exam panel provides access to the project task(s). Each project has an associated file in which you will perform the project
tasks.
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You are the administrative assistant for a retail company that is going out of business. You've been tasked to prepare a workbook

for the clearance sale.
Task 2:

Open a second window and view the two instances of the workbook side-by-side.

Answer:

Explanation:

See the solution in Explanation below.

Explanation:

To view two instances of your Excel workbook side-by-side, follow these steps:

Step 1: Open a Second Window

* Go to theViewtab on the Ribbon.

* In theWindowgroup, click onNew Window.

* Note: This creates a second view of your current file. You will notice the file name in the title bar now says "Filename - 2".
Step 2: Arrange Side-by-Side

* Navigate back to theViewtab.

* In the sameWindowgroup, click theView Side by Sidebutton.

* If the windows do not align automatically, clickArrange Alland selectVerticalto see them left-to-right.
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You should now see two separate windows of the same "Clearance Sale" workbook on your screen. Any change you make in one
window will instantly update in the other, allowing you to view different worksheets (like "Sold" and "Vehicles") at the same time.

NEW QUESTION # 17
Instructions



Exam Environment
Exam Interface and Controls
The exam panel provides access to the project task(s). Each project has an associated file in which you will perform the project
tasks.
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Overview:

Car Warranty

You are the supervisor for a Car Warranty Center. You use Excel to report employee hours and telephone calls.

TaskS5:

On the Average Call Time worksheet, create a 3-D Clustered Column chart that shows the call times for each Salesperson from
Mon through Fri. Insertthe Chart Title Average Call Time. Position the new chart below the table.

Answer:

Explanation:

See the solution in Explanation below.

Explanation:

To completeTask 5, you will create a 3-D Clustered Column chart on theAverage Call Timeworksheet to visualize the weekly
performance of each salesperson.

Step 1: Navigate to the Worksheet

Click on theAverage Call Timetab at the bottom of your Excel window to switch views.

Step 2: Select the Data Range

Youneed to select the names and the call times for all five days (Monday through Friday), butexcludethe

"Trend" colurn:



* Click and drag to select cellsA3 to F14.

* Note:This includes the header row (Salesperson, Mon, Tue, etc.) and all employee rows down to Michael.
Step 3: Insert the 3-D Clustered Column Chart

* Go to thelnserttab on the Ribbon.

* In theChartsgroup, click thelnsert Colunn or Bar Charticon (it looks like small vertical bars).

* Under the3-D Columnsection, select the first option:3-D Clustered Colunm.
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Step 4: Add the Chart Titke
* Click once on the default text that says "Chart Title" at the top of the new chart.
* TypeAverage Call Timeand pressEnter(or click outside the text box).
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Step 5: Position the Chart

* Hover your mouse over a blank area of the chart (the chart area).

* Click and drag the chart so it is positionedbelow the table.

* Placement Tip:Usually, starting the chart around row 17 or 18 is ideal so it doesn't overlap your data.

NEW QUESTION # 18
Instructions



Exam Environment

Exam Interface and Controls

The exam panel provides access to the project task(s). Each project has an associated file in which you will perform the project
tasks.
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Overview:
Motorhome Rentals

Your company rents motorhomes. The motorhomes rent year-around at different prices. You are preparing pricing worksheets to be
shared with others.

Task 4:

Save the Rentals worksheet as a CSV (comma delimited) file named Rentals.csv to the GmetrixTemplates folder.

Answer:

Explanation:

See the solution in Explanation below.

Explanation:

To save a specific worksheet as a CSV file, you need to use theSave Asfunction. This allows you to change the file format froma
standard Excel Workbook to a Comma Separated Values file.

Step-by-Step Solution

* Ensure you are currently on theRentalsworksheet (look for the tab name at the bottom of your screen).

* Click theFiletab in the top-left corner.

* SelectSave Asfrom the left-hand menu.

* ClickBrowseto open the File Explorer window.

* In the File Explorer, navigate to theGmetrixTemplatesfolder (usually located in your Documents folder).

* In theFile namebox, typeRentals.

* Click theSave as typedrop-down menu and selectCSV (Comma delimited) (*.csv).

* ClickSave.

* Note:If Excel displays a warning message stating that some features in your workbook might be lost when saving as CSV,
clickYesto continue.
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NEW QUESTION # 19

Instructions

Exam Environment

Exam Interface and Controls

The exam panel provides access to the project task(s). Each project has an associated file in which you will perform the project
tasks.
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Overview:

Jelly Beans

A shop you manage sells gourmet jelly beans. You are tracking the amount of jelly beans sold each quarter and summarizing the
information in aworkbook.

Taskl:



Display the Costs worksheet in Page Break Preview .. Then insert a page break between row 20 Cracker Jack and row 21
Raspberry Chocolate. Leavethe worksheet in Page Break Preview.

Answer:

Explanation:

See the solution in Explanation below.

Explanation:

To complete this task in Microsoft Excel 365, follow these steps to adjust your worksheet layout.
Step 1: Switch to Page Break Preview

* Open theCostsworksheet (as shown in your image).

* Go to theViewtab on the top Ribbon.

* In theWorkbook Viewsgroup, click onPage Break Preview.

* Note: Your screen will change to show blue lines indicating where pages currently end.

Step 2: Insert the Manual Page Break

* LocateRow 21(the row containing "Raspberry Chocolate").

* Click on therow header for Row 21to select the entire row. This ensures the break is placedabovethis row, separating it from
"Cracker Jack" (Row 20).

* Navigate to thePage Layouttab on the Ribbon.

* Click theBreaksbutton in the Page Setup group.

* Selectlnsert Page Breakfrom the dropdown menu.
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Final Result
You will now see asolid blue linebetween Row 20 and Row 21. This indicates a manual page break has been set. As per your
instructions, leave the worksheet in this view.

NEW QUESTION # 20

Instructions

Exam Environment

Exam Interface and Controls

The exam panel provides access to the project task(s). Each project has an associated file in which you will perform the project
tasks.
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Overview:
Motorhome Rentals




Your company rents motorhomes. The motorhomes rent year-around at different prices. You are preparing pricing worksheets to be
shared with others.

Task 1:

Add Open to the Quick Access Toolbar.

Answer:

Explanation:

See the solution in Explanation below.

Explanation:

Here are the step-by-step instructions to add theOpencommand to your Quick Access Toolbar in Excel 365:

Step-by-Step Solution

* Look at the very top-left corner of your Excel window (above theFileandHometabs). This area is the Quick Access Toolbar.

* Click the smalldownward-pointing arrow(Customize Quick Access Toolbar) located at the right end of the toolbar. 3. A drop-
down menu will appear with a list of common commands.

* Find and click onOpenin the list.

* A checkmark will appear next to "Open," and theOpen icon(a yellow folder) will now permanently appear in your Quick Access
Toolbar for easy access.

NEW QUESTION # 21

Our MO-210 learming materials are known for instant download. You can get the download link and password within ten minutes
after purchasing, therefore you can start your learning as quickly as possible. Besides, MO-210 exam dumps contain most of
knowledge pomts of the exam, and it will be enough for you to pass the exam, and in the process of practicing MO-210 Exam
Dumps, your professional ability will also be improved. We offer you free update for 365 days after purchasing, The latest version
for MO-210 training materials will be sent to your email automatically.
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