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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:

Car Warranty

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

Task 3:

Add a function to the Overtime column cell H4 on the Employee Hours worksheet that will display the word Yes if the value in cell
J4 1s higher than 40hours. otherwise display the word No. Copy the function from H4:

HI6.
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See the solution in Explanation below.

Explanation:

To completeTask 3, you will use thelF functionto create a logical test that checks the total hours worked and returns a specific text
result.

Step 1: Navigate to the Correct Cell

Ensure you are on theEmployee Hoursworksheet and click on cellH4(the first cell under theOvertime colummn).
Step 2: Enter the IF Function

Type the following formula into cellH4:

=IF(J4>40, "Yes", "No")

Breakdown of the formula:

* J4>40: This checks if the value in theTotal Hourscolunmn is greater than 40.

* "Yes": The value to display if the condition isTrue.

* "No" The value to display if the condition isFalse.

Step 3: Copy the Function (H4:H16)

Since your data is formatted as an Excel Table, the formula might automatically fill down. Ifit doesn't, follow these steps to copy it to
the remaining cells:

* Click on cellH4to select tt.

* Hover your mouse over thebottom-right cornerof the cell until the cursor turns into athin black cross (+).

* Click and dragthe handle down to cellH16.

* Release the mouse button to apply the logic to all employees.

Final Check

* Emilio (J4 = 38): Cell H4 should now displayNo.

* Evan (J5 = 50): Cell H5 should now displayYes.
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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.

Farm Feeds:

You are the assistant manager for a farm pet feed store. You are creating an inventory report.
Task 2:

Import NewFeeds.txt located in the GMetrixTemplates folder as a table on a new worksheet.
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See the solution in Explanation below.
Explanation:



To completeTask 2: Import NewFeeds.txt as a table on a new worksheet, follow these exact steps in Microsoft Excel 365:
Step 1: Open the Import Tool

* Go to theDatatab on the top Ribbon.

* In theGet & Transform Datagroup, click onFrom Text/CSV.

Step 2: Locate the File

* A file browser window will open. Navigate to theGMetrixTemplatesfolder.

* Select the file namedNewFeeds. txt.

* ClickImport.

Step 3: Configure the Import Preview

* A preview window will appear. Excel should automatically detect the delimiter (usually a tab or comma).

* Ensure theFile OriginandDelimiterlook correct in the preview.

* Instead of clicking "Load," click thearrow next to the Load buttonand selectLoad To....

Step 4: Import as a Table on a New Worksheet

* In thelmport Datadialog box that appears, select the radio button forTable.

* Under "Where do you want to put the data?", selectNew worksheet.

* ClickOK.

Final Result

Excel will create a brand new sheet (e.g., "Sheet2") and place the contents of NewFeeds.txt inside a formatted Excel Table.
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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.

Project 1

Overview:

Video Games

You are tracking video game popularity by compiling a workbook to document your findings.

Task 3:

On the Top 20 Videos worksheet, apply the cell style 60% - Accent 1 to the top 5 video games located in cell range A4:C8 Here
are the complete solutions below.

IEfi#:
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Step 1: Select the Data Range

* Navigate to theTop 20 Videosworksheet.

* Click on cellA4(this contains the rank "#1").

* Hold your left mouse button down and drag diagonally to cellC8(this contains the year "2018").

* Release the mouse button. The range from Rank #1 (Minecraft) to Rank #5 (Super Smash Brothers Ultimate) should be
highlighted.

Step 2: Open the Cell Styles Gallery

* Make sure you are on theHometab of the Ribbon (at the top of the window).

* Look for theStylesgroup (usually near the middle-right of the ribbon).

* Click theCell Stylesbutton (it may look like a dropdown arrow or a box showing style previews).

Step 3: Apply "60% - Accent 1"

* In the gallery that opens, look under the "Themed Cell Styles" section.

* Locate the first column of accents (usually blue or the primary theme color).

* Find and click on60% - Accent 1.

Result:The background color of the top 5 rows in your table will change to a lighter shade (likely light blue or orange, depending on
the workbook theme), matching the style requirement.

B #28
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.

Project 1

Overview:

Video Games

You are tracking video game popularity by compiling a workbook to document your findings.
Task 5:

Insert a Footer that displays today's date on the right and then return to Normal view.
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Here are the complete solutions below.

Explanation:

Project 1: Video Games - Task 5 Solution

Task:Insert a Footer that displays today's date on the right and then return to Normal view.

Step 1: Open the Header & Footer View

* Go to thelnserttab on the Ribbon.

* Look for theTextgroup (usually near the right side).

* Click on theHeader & Footerbutton.

* Note:This will automatically switch your screen to "Page Layout" view, and you will see the header area at the top of the page.
Visual Reference:(Look for this icon in the Insert tab) [ Header & Footer | Step 2: Navigate to the Footer

* You are currently in the Header. You need to go to theFooter.

* On theHeader & Footertab (which appears in the Ribbon when you are i this mode), click the button labeledGo to Footer.
* Alternative:You can simply scroll down to the bottom of the page until you see the footer boxes

"Click to add footer".

Visual Reference:(Button in the Navigation group) [ Go to Footer ]

Step 3: Select the Right Section

* The footer is divided into three boxes: Left, Center, and Right.

* Click inside theRightbox.

Visual Reference]| Left Box | [ Center Box ] [ *Click Here (Right Box)* ] Step 4: Insert the Current Date

* With your cursor flashing in the right footer box, look at theHeader & Footertab in the Ribbon.

* In theHeader & Footer Elementsgroup, click theCurrent Datebutton.

* You will see the code &[Date] appear in the box. This is correct; it will turn into the actual date once you click away.

Visual Reference:(Icon looks like a small calendar) [ Current Date | -> Displays as &[Date] Step 5: Return to Normal View
* Clickanywhere inside the worksheet cells(outside the footer area) to apply the change.

* Go to theViewtab on the Ribbon.

* In theWorkbook Viewsgroup (far leff), click onNormal.

Visual Reference:(View Tab > Workbook Views) [ Normal |

Result:You have successfully added the date to the footer. In "Normal” view, you won't see the footer anymore, but it is there and
will appear when printed.
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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.

Project 1

Overview:

Video Games

Youare tracking video game popularity by compiling a workbook to document your findings.
Task 2:

On the Top 20 Videos worksheet, change the width of colurn C to 2.

Ef#:
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Here are the complete solutions below.

Explanation:

Step-by-Step Instructions

* Navigate to the Correct Worksheet:

* Click on the tab labeled Top 20 Videos at the bottom of the Excel window to ensure you are on the correct sheet.

* Select Colunmn C:

* Click on the letter C in the colunn header to select the entire column.

* Open Column Width Settings:

* Method A (Ribbon): Go to the Home tab. In the Cells group (towards the right), click Format.

Select Column Width... from the dropdown menu.

* Method B (Right-click): Right-click directly on the colunm header "C". A context menu will appear. Click Column Width...
* Enter the Width:

* A small dialog box labeled "Column Width" will appear.

* Type 2 in the box.

* Click OK.

Visual Verification

Before: Column C (containing the "Year" data) is likely wider, fitting the four-digit years comfortably.

After: Column C will become very narrow. The "Year" header and the dates (like 2011, 1984) might display as hashes (####)
because the column is now too narrow to display the numbers, or the text will simply be cut off. This is expected behavior for the
exam task; do not widen it back out unless instructed to do so.
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