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Skills Measured

Manage worksheets and workbooks (25-30%)
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Navigate within workbooks

= search for data within a warkbook
= navigate to named coils, ranges, or workboolk elemaents
*  insert and remove hyperlinks

Format worksheets and workbooks

= modify page setup

= adjust row height and column width

®  customize headers and footers

*  customize options and views

manage the Quick Access toolbar
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freese worksheet rows and columing

change window views

mmeoddify built-in workbook properties
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Prepara workbooks for collaboration and distribution
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= save and auport workbooks in alternative file formats
= configure print settings

®  inspect workbooks and carrect issues

= manage cemments and notes

Manage data cells and ranges (25-30%)

Manipulate data in worksheets
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Microsoft Excel (Microsoft 365 Apps) Sample Questions (Q28-Q33):

NEW QUESTION # 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.

Farm Feeds:

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

Task 4:

On the Organic Feed worksheet, format the data range A3:F10 as a table that has headers. Apply the Lime, Table Style Light 14
format.

Answer:

Explanation:

See the solution in Explanation below.

Explanation:

To completeTask 4: Format a range as a table with a specific style on the Organic Feed worksheet, follow these steps:
Step 1: Select the "Organic Feed" Worksheet

Navigate to the correct worksheet by clicking theOrganic Feedtab at the bottom of the Excel window.

Step 2: Select the Data Range

Highlight the specific range mentioned in the task:

* Click and drag your mouse to select cells fromA3toF 10.

* Ensure the selection includes the header row (SKU#, Brand, Description, etc.) and all data rows down to row 10.
Step 3: Format as Table

* Go to theHometab on the Ribbon.

* In theStylesgroup, click theFormat as Tablebutton.

Step 4: Apply the Specific Table Style

* A gallery of styles will appear. Look for theLightsection.

* Find and click onLime, Table Style Light 14(this is usually the last style in the second row of the Light section, featuring a lime
green header).

Step 5: Confirm Headers

* A small "Format As Table" dialog box will pop up.

* Ensure the checkbox forMy table has headersischecked.

* ClickOK.

Final Result

The data range will now be converted into a finctional table with filter buttons in the header row and the lime green styling applied.

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.

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
nformation 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 overNumrber Filtersin the menu that appears.

* From the side menu, selectAbove Average.

Step 3: Verify the Results

* Excel will automatically calculate the average of all values in the "Total Profit" column 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 # 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.

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 document.

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. Ifit 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.

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.

Overview:

Guitar Stores

Youand a partner own several Guitar Stores. You are analyzing your revenue fiom the past two quarters.

Task 1:

On the Qtr 1 wprksheet, apply a number format to display the numbers in columns B through E to two decimal places with the US
Dollar symbol ($) left-aligned and the decimal points aligned.

Answer:

Explanation:



See the solution in Explanation below.

Explanation:

To achieve the look where the dollar symbol is left-aligned and the decimal points are perfectly aligned vertically, you need to apply
theAccountingnumber format. This is a standard requirement for professional financial statements.

Step 1: Select the Data Range

* Ensure you are on theQtr 1worksheet.

* Using your mouse, click and drag to select the range fromB10 to E14. This range covers all the monthly revenue data for the
various locations.

Step 2: Open the Number Format Options

You can do this quickly using the Ribbon or with more precision via the Format Cells dialog:

* Go to theHometab on the Ribbon.

* In theNumbergroup, click the smallDialog Box Launcher(the tiny arrow in the bottom+-right corner of the group). Alternatively, you
can pressCtrl + 1on your keyboard.

Step 3: Configure Accounting Format

Once theFormat Cellsdialog box appears:

* SelectAccountingfrom theCategorylist on the left.

* Set theDecimal placesto2.

* In theSymboldropdown menu, ensure$ English (United States)is selected.

* ClickOK.

Key Difference: Accounting vs. Currency

* Accounting Format:Aligns the$ symbol to the far leftof the cell and thedecimal points verticallyin a column, making it easier to read
large lists of numbers.

* Currency Format:Places the$ symbol immediately to the lefof the number, which does not allow for uniform vertical alignment of
the symbols.

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.

Overview:

Guitar Stores

You and a partner own several Guitar Stores. You are analyzing your revenue from the past two quarters.

Task 1:

In the Qtr 1 worksheet change the configuration of the Q1 Location Revenue chart so that it displays the months on the x-axis and
the revenue on they-axis.

Answer:

Explanation:

See the solution in Explanation below.

Explanation:

To swap the data on the axes so that the months appear on the x-axis and the revenue values appear on the y- axis, you will use
theSwitch Row/Columnfeature in Excel

Step 1: Select the Chart

* Go to theQtr 1worksheet.

* Click once on the border of theQ1 Location Revenuechart to select it. This will reveal theChart Design andFormattabs on the
Ribbon.

Step 2: Switch Row/Colunm Data

* With the chart selected, click on theChart Designtab at the top of the window.

* Locate theDatagroup on the right side of the Ribbon.

* Click theSwitch Row/Colunmbutton.

Step 3: Verify the Change

* The X-Axis (Horizontal):Should now display the month labels (Jan, Feb, Mar).

* The Legend:Should now display the differentLocations(College Campus, Downtown, etc.) as the colored series.

* The Y-Axis (Vertical):Will automatically scale to represent the revenue values.



NEW QUESTION # 33

God wants me to be a person who have strength, rather than a good-looking doll. When I chose the IT industry I have proven to
God my strength. But God forced me to keep moving. Microsoft MO-210 examis a major challenge in my life, so I am desperately
trying to learn. But it does not matter, because I purchased Prep4sures's Microsoft MO-210 Exam Training materials. With it, [ can
pass the Microsoft MO-210 exam easily. Road is under our feet, only you can decide its direction. To choose Prep4sures's
Microsoft MO-210 exam training materials, and it is equivalent to have a better future.

MO-210 Latest Exam Question: https//www.prep4sures.top/MO-210-exam-dumps-torrent. html

With our MO-210 study materials, you can have different and pleasure study experience as well as pass MO-210 exam easily, By
browsing the past sales records, we can proudly announce that the pass rate of the customers who purchase MO-210 practice
materials reach to 98%, Microsoft Certification MO-210 Exam helps you to test your knowledge and over the exam anxiety, Try
Free Demo OfMO-210 Exam Questions Before Purchase: There are multiple companies offering MO-210 exam material in the
market, so we totally understand your inquisitiveness that whom to trust.

In the Spotify app, look in the left sidebar for the Collection heading, MO-210 Or, it is predetermined because the reason given is
basically only understood as chaos ~Point: Does cognition need to be a scherm?

Popular Certification MO-210 Exam to pass Microsoft Excel (Microsoft 365
Apps) - Recommend by Many People

With our MO-210 Study Materials, you can have different and pleasure study experience as well as pass MO-210 exam easily, By
browsing the past sales records, we can proudly anmounce that the pass rate of the customers who purchase MO-210 practice
materials reach to 98%.

helps you to test your knowledge and over the exam anxiety, Try Free Demo Of MO-210 Exam Questions Before Purchase: There
are multiple companies offering MO-210 exam material in the market, so we totally understand your inquisitiveness that whom to
trust.

In order for each user to find a learning method Certification MO-210 Exam that suits them, we will provide you with a targeted
learning version and study plan.
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