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EE #23

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.

Overview:

Jelly Beans

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

Task 2:

Use a builtin Excel feature to copy all of the formatting of cell range A2:G2 located on the Profits worksheet and apply that
formatting to cell A2 on theCosts worksheet.

Y-

Y.

See the solution in Explanation below.

Explanation:

To transfer the formatting fiom theProfitsworksheet to theCostsworksheet while maintaining consistency, follow these steps:
Step 1: Copy the Source Formatting
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* Click on theProfitsworksheet tab at the bottom of your Excel window.

* Select the cell range A2:G2.

* On theHometab, in theClipboardgroup, click theFormat Pamnterbutton (it looks like a paintbrush).

* Tip: Your cursor will now have a small paintbrush icon next to it, indicating the formatting is

"loaded" and ready to be pasted.

Step 2: Apply Formatting to the Destination

* Click on theCostsworksheet tab (the one shown in your provided image).

* Click directly onCell A2(the cell containing "Production Costs (per pound)").

* Excel will automatically apply the formatting across the range starting from A2 to match the original source.
Final Result

The cell range in theCostsworksheet should now match the style (font, background color, and borders) of the Profitsworksheet. The
grey shading currently visible in your image in rangeB2:G2will be replaced by the style from the first sheet.

EE #24

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.

Overview:

Clearance Sale

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.

He:

MH.

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.

* Ifthe windows do not align automatically, click Arrange Alland selectVerticalto see them left-to-right.

Verification

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.

BE#25

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.

Overview:

Clearance Sale

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.

Task5:

On the Vehicles worksheet, in the Code colurmn cell B4, create a formula that returns the two lefimost letters of the vehicle style
displayed in cell D4.



-

Y.

See the solution in Explanation below.

Explanation:

To extract specific characters from the start of a text string in Excel, you use theLEF Tfunction.
Step-by-Step Solution

* Navigate to the Worksheet: Click on theVehiclesworksheet tab at the bottom of your Excel window.
* Select Cell B4: Click on celB4(under the "Code" colurmmn).

* Enter the Formula: Type the following formula exactly as shown: =LEFT(D4, 2)

* Press Enter: Once you press Enter, Excel will look at the ""Vehicle Style" in cellD4and return only the firsttwoletters.
Explanation of the Formula

* LEFT: This is the function used to start counting characters from the beginning (left side) ofa cell

* D4: This tells Excel which cell contains the text you want to extract from (the Vehicle Style).

* 2: This specifies the number of characters you want to retrieve.

HE #26

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.

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.

Tasks:

On the Rentals worksheet, configure the heading row in the table so that entries wider than the colunm wrap to multiple lines.

He:

MH.

See the solution in Explanation below.

Explanation:

To ensure that the text in your heading row (the table headers) is fully visible without changing the column width, you will use
theWrap Textfeature.

Step-by-Step Solution

* Select the Header Row:In your "Rentals" worksheet, click and drag to select the cell range A2:F2(the orange heading row
containing "Capacity," "Fleet Name," etc.).

* Navigate to the Home Tab:Ensure you are on theHometab of the Ribbon.

* Apply Wrap Text:

* Look for theAlignmentgroup.

* Click theWrap Textbutton (usually represented by an "ab" icon with a curved arrow).

* Verify the Result:The text in your headers will now automatically wrap to muiltiple lines if' it exceeds the current width of the
column.

AE #27

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.

Overview:

Clearance Sale

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 1:

On the Sold worksheet, insert a new column before column A.



HE:

Y.

See the solution in Explanation below.

Explanation:

Task 1: Insert a new colunn before column A

To insert a new colunn at the very beginning of your worksheet, follow these steps:

* Select Column A: Click directly on the letter' A'at the top of the first column to select the entire column.

* Open the Insert Menu: There are two ways to do this:

* Option A (Right-Click): Right-click anywhere on the selected column and chooselnsertfrom the context menu.

* Option B (Ribbon): On theHometab, go to theCellsgroup, click the arrow next tolnsert, and selectInsert Sheet Columns.

Verffication
Once completed, your original "Ttem Type" column (previously Column A) will shift toColun B, and you will have a brand new,
emptyColumn Aat the start of your worksheet.
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