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HEE#15

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
mformation in aworkbook.

Task 3:

On the Chart worksheet, include the Total Profit data on the Flavor Expenses, Income and Profit chart.

e

Y.

See the solution in Explanation below.

Explanation:

To include theTotal Profitdata in your existing chart on theChartworksheet, follow these steps:
Step 1: Navigate to the Chart

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

* Click once on theFlavor Expenses, Income and Profitchart to select it. When selected, you will see the Chart
DesignandFormattabs appear on the Ribbon.

Step 2: Open the Select Data Source Window

* Go to theChart Designtab.

* In theDatagroup, click on theSelect Databutton. This will open theSelect Data Sourcedialog box.

Step 3: Add the Total Profit Series

* In theLegend Entries (Series)section on the left side of the dialog box, click theAddbutton.

* AnEdit Serieswindow will appear:

* Series name:Click on theProfitsworksheet tab and select cellG3(which contains the header

"Total Profit").

* Series values:Clear any existing text in the box, then highlight the rangeG4:G23on theProfits worksheet (containing the actual profit
numbers).

* ClickOKon the Edit Series window.

* ClickOKagain on the Select Data Source dialog box to apply the changes.

Final Result

The chart will now display a third set of bars (likely orange, as seen in your preview) representing the Total Profitfor each flavor
alongside the existing Expense and Income data.

A2 #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.

Farm Feeds:

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

Task 3:

On the Feed Inventory worksheet, remove the hyperlink finctionality, but leave the text in cell C27.

He:

Y.

See the solution in Explanation below.

Explanation:

To completeTask 3: Remove the hyperlink functionality from cell C27 on the Feed Inventory worksheet, follow these specific steps
to ensure the text remains while the link is deleted.

Step 1: Select the "Feed Inventory" Worksheet

Ensure you are on the correct sheet by clicking theFeed Inventorytab at the bottom of the window.



Step 2: Navigate to Cell C27

Locate cellC27in the Description column. Based on your project files, this is likely a URL or a linked piece of text at the bottom of
the table.

Step 3: Remove the Hyperlink

You want to strip the "clickable" link without deleting the actual words mside the cell

* Right-clickdirectly on cellC27.

* From the context menu that appears, selectRemove Hyperlink(it is usually located at the very bottom of the list).

Step 4: Verify the Text Remains
The text should change from blue/underlined back to standard black text, but the characters themselves will stay in the cell.

AR #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.

Farm Feeds:

You are the assistant manager for a farm pet feed store. You are creating an inventory report.
Task 1:

Remove the conditional formatting fiom the table on on the Feed Inventory worksheet.

e

Y.

See the solution in Explanation below.

Explanation:

To completeTask 1: Remove the conditional formatting from the table on the Feed Inventory worksheet

, follow these steps:

Step 1: Select the Target Worksheet

First, ensure you are on the correct worksheet as specified in the instructions.

* Click on theFeed Inventorytab at the bottom of your Excel workbook.

Step 2: Select the Table or Data Range

You can remove formatting from the entire sheet, but to be precise with the "table," follow these sub-steps:
* Click anywhere inside the table (the area containing the SKU#, Brand, Description, etc.).

* PressCtrl + Ato select the entire table range.

Step 3: Access the Conditional Formatting Menu

* Go to theHometab on the top Ribbon.

* In theStylesgroup, click on theConditional Formattingbutton.

Step 4: Clear the Rules

* Hover your mouse overClear Rulesnear the bottom of the drop-down menu.

* A side menu will appear. SelectClear Rules from Selected Cells(if you have the table selected) or Clear Rules from Entire Sheetto
ensure all formatting is removed.

Final Result

Once clicked, any data bars, color scales, or highlight rules (like the light green shading seen in your screenshot) that were applied
via Conditional Formatting will be removed, leaving the standard table styling

AE #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.

Project 1

Overview:

Video Games

You are tracking video game popularity by compiling a workbook to document your findings.
Task 1:



On the Recent Releases worksheet, select all of the video game titles in the cell range named No Platform and delete their rows.
Retain all other cells on the worksheet.

-

ME:

Here are the complete solutions below.

Explanation:

Step-by-Step Instructions (Text Only)

Step 1: Activate the correct worksheet

* Open the Excel workbook provided for the project.

* At the bottom of the workbook, click the Recent Releases worksheet tab to make it active.
Step 2: Select the named range "No Platform”

* Click anywhere inside the worksheet.

* Go to the Formulas tab on the Excel ribbon.

* In the Defined Names group, click Name Manager.

* In the Name Manager dialog box:

* Locate the named range called No Platform

* Click No Platformto select it.

* Click Close.

* Excel will automatically highlight all cells included in the No Platform named range.
(Alternative method if allowed)

* Click the Name Box (left of the formula bar), type No Platform, and press Enter.
Step 3: Select entire rows for the named range

* With the No Platform cells selected:

* Move the cursor to the row numbers on the left side of the worksheet.

* Click the row number of one selected cell.

* Hold down the Ctrl key.

* Click each additional row number that corresponds to the selected No Platform cells until all required rows are selected.
Step 4: Delete the selected rows

* Go to the Home tab on the ribbon.

* In the Cells group, click the Delete drop-down arrow.

* Select Delete Sheet Rows.

Step 5: Verify the result

* Confirm that:

* All video gamre titles that had no platform information are removed.

* All remaining rows and worksheet content are intact.

* Ensure no extra cells, columns, or headers were deleted.

Final Result

* All rows associated with the No Platform named range are deleted.

* All other data on the Recent Releases worksheet remains unchanged.

* Task 1 is completed correctly according to Excel 365 simulation requirements.

A2 #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.

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
mformation in aworkbook.

Task 4:

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

-

M.



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.
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