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Microsoft Excel (Microsoft 365 Apps) Sample Questions (Q29-Q34):

NEW QUESTION # 29

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 2:

Add the value New Rates to the Title property of the docurment.

Answer:

Explanation:

See the solution in Explanation below.

Explanation:

To add a value to theTitleproperty of an Excel document, you need to access the Backstage view. This metadata is helpful for
organizing and searching for files.

Step-by-Step Solution

* Click on theFiletab in the top-left corner of the Excel ribbon.

* Ensure thatInfois selected in the left-hand sidebar.

* On the right side of the screen, you will see a section labeledProperties.

* Locate the field namedTitle. If it says "Add a title," click directly on that text.
* TypeNew Ratesinto the text box.

* Click anywhere else on the screen or pressEnterto save the property.

* Click theBack arrowin the top-left corner to return to your worksheet.
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NEW QUESTION # 30
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 gournet jelly beans. You are tracking the amount of jelly beans sold each quarter and summarizing the
mformation in aworkbook.

Task 4:

Filter the Profits worksheet to display only flavors with Total Profit that are Above Average.

Answer:

Explanation:

See the solution in Explanation below.

Explanation:

To filter theProfitsworksheet to display only the flavors with aTotal Profitthat isAbove Average, follow these steps:

Step 1: Access the Profits Worksheet

* Click on theProfitsworksheet tab at the bottom of the Excel window.

Step 2: Apply the Above Average Filter

* Look at theTotal Profitheader (CellG3). If you don't see a small drop-down arrow next to it, go to the Datatab and clickFilter.
* Click theFilter Drop-down Arrowin theTotal Profitheader cell.



* Hover your mouse overNumber Filtersin the menu that appears.
* From the side menu, selectAbove Average.
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Step 3: Verify the Results

* Excel will automatically calculate the average of all values in the "Total Profit" colurn and hide any rows that fall below that
number.

* You will notice the row numbers on the left are now blue, indicating a filter is active.

NEW QUESTION # 31

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 # 32

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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- Feed Inventory
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.
Answer:
Explanation:
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.

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

* ClickOK.

Final Result
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NEW QUESTION # 33
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:
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.

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.

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