AEEH|7IEE2MO0-2102HE QIS A 2QIZEHT

EHPS LAMS Commercial Negotistion i

A0 E 2 LaM5 2| ALA S| A X 2 5
Al MM J
~ ~—

CIPS LAMS {Commercial

4 A g

MR PR RLANI N LA N S AN

Fast2testi= 0424+ O|Microsoft 21EMO-21021 B Al Aot FE Ao ZF £F0| & & LCH Fast2testd &S M
BB o2 o{HER A7t Hestn EX Hste YdMo|x ol 58 g4 JYaLUct £3 FoiF YHFE Ll
O|E HZIg w4 Qe 7|38 W24 UALICH Microsoft 21ZMO-210 QIS AIH M A = ofF o{Z&LIct xt7]of
U= HEE SHEAE MBS 4T3 XIEZHE HWEHE MY L ch HYES AIZ0H0] A|RolA H3&+ Aasl
Cl. Fast2testA| & 2 A2t Ero|of & 2 m{H E $ X} & 0| . Fast2test Microsoft 2185 MO-21021F A X2 & 100% I A
Hzrg =gt

Microsoft MO-210 Al &2 O{EH St& < U271 DUS0|A B ERFast2testE ME5H M L. Fast2teste B2 2
EO|ITRIBAIEHE SAlI5to] MBS & o F &= Ao|EQLCt 21 Z & & 2|Microsoft MO-210A|BCHH| HZ &=
Microsoft MO-210AI1 & & ZHEFSHAH THA S = § & 0| |0 =EZ|LICH Fast2test 8| BT &= 2 F B EF MEIIEO|
oHEo{H OFF AIBEAXM e MBS E2 ol F =4LCh

>>MO2102tH 8 QIZS AR <<

MO-2102t88t OIS XIE 100% Al IA 7lsstHa 28

2 E|Fast2test 0| M= o2 B2 E8HEl ol F 2|5t 1 Alzt Hogtnt HHE & U F2 CiM 2 ors R &Lt
Fast2testol| A{ &= Microsoft MO-21021 Z A| & #2471 0| E 2 &1l X © 2 Microsoft MO-210A IS HASIES =R
A&Lct ool o 20| CHE MOIEHME #HHHZIAZE ENS 42 HOIX| ol2fE EAHAEEXETSHA
5l Fast2test & Zd Q| LIC}. Fast2teste| At 2 BHo| Al MHA 0|1 & =& ClolEUZdLICt.


https://www.dumptop.com/Microsoft/MO-210-dump.html
https://kr.fast2test.com/MO-210-premium-file.html
https://kr.fast2test.com/MO-210-premium-file.html
https://kr.fast2test.com/MO-210-premium-file.html

%| &l Microsoft Office Specialist: Microsoft Word Expert MO-210 F 2 M &
22X (Q27-Q32):

AR #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.

Project 1

Overview:

Video Games

You are tracking video game popularity by compiling a workbook to document your findings.
Task 4:

Convert the table on the Recent Releases worksheet to a cell range.

e

Y.
Here are the conplete solutions below.
Explanation:

Step 1: Select the Table

* Navigate to theRecent Releasesworksheet.

* Clickanywhereinside the data table (for example, click on the text "A Little to the Left").

* Note:You do not need to highlight the whole table; just clicking one cell inside it is enough to activate the hidden menu.

Step 2: Go to the "Table Design" Tab

* Look at the Ribbon at the very top of the Excel window.

* Because you clicked inside the table, a new tab calledTable Design(or sometimes justDesign) will appear on the far right side of
the Ribbon.

* Click on theTable Designtab.

Step 3: Click "Convert to Range"

* In theTable Designtoolbar, look for theToolsgroup (usually on the left side).

* Click the button labeledConvert to Range.

Visual Reference:

Step 4: Confirm the Action

* A confirmation dialog box will pop up asking;'"Do you want to convert the table to a normal range?"

* ClickYes.

Result:The table finctionality (like the little filter arrows next to the headers) will disappear, but the cell colors and data will remain
exactly where they are. The data is now a standard "Range."

HEE #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 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.

HE #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:

Guitar Stores

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

Task 1:

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

Explanation:

To achieve the look where the dollar symbol is lefi-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.

* Tn 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 colunn, making it easier to read
large lists of numbers.

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

the symbols.
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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 3:

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

HE:
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See the solution in Explanation below.

Explanation:

To completeTask 3: Remove the hyperlink finctionality from cell C27 on the Feed Inventory worksheet, follow these specific steps
to ensure the text remains while the fink 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 colunn. Based on your project files, this is likely a URL or a Iinked 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 #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:

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 3:

Configure the Sold worksheet so rows 1 through 3 remain visible as you scroll vertically.
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See the solution in Explanation below.

Explanation:

To keep rows 1 through 3 visible while you scroll down the "Sold" worksheet, you will use theFreeze Panes feature.
Step-by-Step Solution

* Select Row 4: Click on the row number4on the far left of the screen to select the entire row.

* Note: In Excel, "Freeze Panes" freezes everythingabovethe currently selected row.

* Navigate to the View Tab: Click on theViewtab in the top Ribbon menu.

* Click Freeze Panes: In theWindowgroup, click theFreeze Panesbutton.

* Select Freeze Panes: From the drop-down menu, select the first option,Freeze Panes.

Verification

Scroll down the worksheet using your mouse or the scroll bar. You should notice that the "Clearance Sale" header and the "Ttem
Type/Description/etc." header row (rows 1-3) stay locked at the top of the screen while the data in row 4 and below moves.
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