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Questions # 1:

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 Fresh
Feeds

Description Inventory Price Total

100814 Norbert's Niblets  Organic Gourmet Puppy Food 35S 35.99 S 107.97
100814 Norbert's Niblets  Qrganic Gourmet Kitten Food 33s 3599 § 107.97
100814 Norbert's Niblets  Organic Gourmet Dog Food 758 39.99 § 279.93
100814 Norbert's Niblets  Organic Gourmet Cat Food 45 39.99 S 159.96
100814 Norbert's Niblets  Organic Gourmet Horse Food 8 S 5499 § 439.92
100814 Norbert's Niblets  Organic Gourmet Pig Food 8 s 52.99 S 423.92
100814 Norbert's Niblets  Organic Gourmet Cow Food 8§ 59.99 § 679.92
A B & D E F G H | i K

W skus B Brand B Description B2 inventory B3 Price B Total -

2 | 110562 Hix Puppy/Kitten Puppy Chow 10 § 2499 § 249,90 TOTAL INVENTORY

3 110563 Hix Puppy/Kitten Puppy Chow w Beef 78 2999 § 209.93 | = Mix Puppy/Kitten WMix Dog W Hix Cat WLivestock

4 110564 Hix Puppy/Kitten Kitten Chow 10 $ 1999 $ 199,90

5 | 110565 Hix Puppy/Kitten Kitten Chow w/ Fish 85 2499 5§ 19992

6| 110566 Hix Dog DogChow 155 3499 § 52485

7 110567 Hix Dog Dog Chow wy Beef 95 3499 § 35991 Livestock

8 110568 Hix Dog Dog Chow for Older Dogs 3s 3799 §  113.97

9 110569 Hix Dog Dog Chow with Improved Teeth Clean 33 3799 §  183.97

10 110570 Hix Dog Dog Chow Deluxe 2$ 4599 § 9198

11 110571 Hix Cat Cat Chow 155 2999 § 44985

12 110572 Hix Cat Cat Chow w/ Fish 108 3299 § 32990

13 110573 Hix Cat Cat Chow for Older Cats 35 3299 $ 9897

14

15

16 1

1? e - - — —

18| 1 |

19

20

21

22

23

24

25

26

27

e | Feed Inventory = ..y
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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 from the table on on the Feed Inventory worksheet.

Options:

Answer
Answer:

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
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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) orClear 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

Questions # 2:

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.

100814 Norbert's Niblets  Organic Gourmet Puppy Food 38 35.99 $ 107.97
100814 Norbert's Niblets  Organic Gourmet Kitten Food 35 3599 $ 107.97
100814 Norbert's Niblets Organic Gourmet Dog Food 75 39.99 § 279.93
100814 Norbert's Niblets  Organic Gourmet Cat Food 4 8 39.99 5§ 159.96
100814 Norbert's Niblets  Organic Gourmet Horse Food 88 5499 % 439.92
100814 Norbert's Niblets  Organic Gourmet Pig Food 85 5299 § 423,92
100814 Norbert's Niblets  Organic Gourmet Cow Food 8 S 59.99 S 679.92
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A B C D E F G H | ] K

2 110562 Hix Puppy/Kitten Puppy Chow 10 % 2499 § 24990 TOTAL INVENTORY
3 ._....110563 HixPEp_pv!Kitten Puppy!_:hu_:ﬂg\rf Beef 78 2999 _10991 ® Mix Puppy/Kitten ®mMix Dog ®Hix Cat  mLivestock
4 | 110564 Hix Puppy/Kitten Kitten Chow 10 § 1999 $  199.90
5 | 110565 Hix Puppy/Kitten Kitten Chow w/ Fish 8S 2499 § 1999
6 | 110566 Hix Dog Dog Chow 155 3499 § 524.85
7 110567 Hix Dog Dog Chow w/ Beef 9§ 3499 § 35991 Livestock
& | 110568 Hix Dog Dog Chow for Older Dogs 35 3799 $ 113.97
g 110569 Hix Dog Dog Chow with Improved Teeth Clean 38 3799 $ 183.97
10 110570 Hix Dog Dog Chow Deluxe 28 4599 S 91.98
1| 110571 Hix Cat Cat Chow 15 S 2999 5 449,85
12 110572 Hix Cat Cat Chow wi/ Fish 10 $ 3299 $ 329.90
13 110573 Hix Cat Cat Chow for Older Cats 35 3299 $ 98.97
14
=
16
17
18|
19 — S —
20|
21 — — — — N—— _— —— — — — — —
22 — -—
23
24
25
26 J
27
+ 4 O

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.

Options:

Answer
Answer:

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.
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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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Questions # 3:

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.

File Home Insert Pagelayout Formulas Data Review View Help

a2 v ﬁ: Production Costs (per pound)
A B C D E F G H J

Jelly Bean Factory

Production Costs (per pound)

Flavors B2 cCost B Markup BdPrice EIMargin K
- | Chocolate Fudge 2.32 1.80 6.50 4.18

Nutty Nuts 3.25 0.96 6.37 3.12
. Vanilla Bean 2.59 1.28 5.84 3.28

Pancake Syrup 2.59 1.25 5.83 3.24
i Caramel 2.05 1.80 5.74 3.69

Cinnamon Donut 2.34 1.65 5.68 3.54
) Mocha Coffee 1.98 1.80 5.55 3.57
| Black Bean 2.28 1.34 5.54 3.06
) Pistachio 2.36 1.20 5.20 2.84
3 Blueberry Chocolate 1.78 1.80 4.99 3.25
1 Red Hot Chili 1.77 1.80 4.98 3.59
5 Strawberry 1.76 1.80 4.93 3.17
5 Orange Cream 1.79 1.50 4.48 2.69
7 Mint 1.54 1.80 4.31 2.78
3 Peanut 1.46 1.80 4.09 2.83
) Cheesecake 1.35 1.80 3.78 2.43

Farahar Inrti a a0 a On o an e

 profits SN chart S

Hlect destination and press ENTER or choose Paste
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 information in aworkbook.

Taskl:

Display the Costs worksheet in Page Break Preview .. Then insert a page break between row
20 Cracker Jack and row 21 Raspberry Chocolate. Leavethe worksheet in Page Break Preview.
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Options:

Answer
Answer:

See the solution in Explanation below.

Explanation
To complete this task in Microsoft Excel 365, follow these steps to adjust your worksheet
layout.

Step 1: Switch to Page Break Preview

Open theCostsworksheet (as shown in your image).
Go to theViewtab on the top Ribbon.
In theWorkbook Viewsgroup, click onPage Break Preview.

Note: Your screen will change to show blue lines indicating where pages
currently end.

Step 2: Insert the Manual Page Break

LocateRow 21(the row containing "Raspberry Chocolate").

Click on therow header for Row 21to select the entire row. This ensures the break
is placedabovethis row, separating it from "Cracker Jack" (Row 20).

Navigate to thePage Layouttab on the Ribbon.
Click theBreaksbutton in the Page Setup group.

Selectlnsert Page Breakfrom the dropdown menu.
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Jelly Bean Factory #3

Procustan Costs [per o r

"‘l'.l: Checelate
Trogics

IR NN RN A RO SS oo N o W —

Filee Home Insert Page Layout Formulas Data Review View Help Table Design

IE ntolurs' @ [E ]E E% E ﬁ E:%‘.l] Fwidtn: lw

il - ? ) : =
Themes ﬂ Fons Margins Orientation Size  Print |Breaks|Background Print *]] Height: ]_Amornallc :
v [0 Effects v ¥ g v Aeav| ~ Titles  [E]Scale:  [100%
q Themes Pa?_e Setup Insert Page Break Scale to Fa I
i [Crocelate Fudce % I}E 5%""" : g
5[tk £ o 3 v
; t\T:r%EEim 2t LF] i@i Remove Page Dreak
? |Pancske Syup 259 125 503 3$J
i |Cavannal 216 ] 572 365
3 [Crmemon Dol 2W W6 553 36|
0 |Meccha Ceffee 1% 1E0 555 ggl
1 [Bacs Sean 3 - 1

azclie iy Crocl da s T e T emae i

Koy Lime

D 0 = 0 A e L) R S W T W T

Final Result

You will now see asolid blue linebetween Row 20 and Row 21. This indicates a manual
page break has been set. As per your instructions, leave the worksheet in this view.
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Questions # 4:

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.

Fle Home Insert Pagelayout Formulas Data Review View Help

42 v fx Production Costs (per pound)
A B C D E F G H I J

Jelly Bean Factory

Production Costs (per pound)

Flavors B2 cCost BMarkup BPrice ElMargin K
- Chocolate Fudge 2.32 1.80 6.50 4.18
 Nutty Nuts 3.25 0.96 6.37 3.12
+ Vanilla Bean 2.59 1.28 5.84 3.28
" | Pancake Syrup 2.59 1.25 5.83 3.24
i Caramel 2.05 1.80 5.74 3.69

Cinnamon Donut 2.34 1.65 5.68 3.54
) Mocha Coffee 1.98 1.80 5.55 3.57
| Black Bean 2.28 1.34 5.54 3.06
! Pistachio 2.36 1.20 5.20 2.84
3 Blueberry Chocolate 1.78 1.80 4.99 3.25
1 Red Hot Chili 1.77 1.80 4.98 3.59
5 Strawberry 1.76 1.80 4£.93 3.17
5 Orange Cream 1.79 1.50 4.48 2.69
7 Mint 1.54 1.80 4.31 2.78
3 Peanut 1.46 1.80 4.09 2.83
) Cheesecake 1.35 1.80 3.78 2.43

Farahare lndti a a0 a Qn e o e

 profits SN chart S

Hlect destination and press ENTER or choose Paste
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- W

13
14
15
16
17
18
19
20
21
22

23

A B C D

Flavors M Cost Bl Price Bl Sales B Expense Bl income B Total Profit K3
Chocolate Fudge 2.14 5.68 662 1416.68 3760.16 2343.48

Nutty Nuts 2.36 5.20 592
i‘u’anilla Bean 2.59 5.83 264
Pancake Syrup 1.78 4-99 264
ECarameI 1.76 4953 260
Cinnamon Donut 1.54 4.37 264,
[Mocha Coffee 2.56 5.84 204
Black Bean 1.46 4.09 233
iPistachiu 1.28 3.59 260
Blueberry Chocolate 2.32 6.50 143
Red Hot Chili 1.25 3.50 260
"itrawherry 2.28 5.34 178
|Orange Cream 0.35 1.16 662
IMint 2.05 5.74 140
|Peanut 1.98 5.55 143
Cheesecake 3.25 6.37 154
\Cracker Jack 177 4-96 143
Raspberry Chocolate 1.08 3.03 233
Cherry 1.35 378 178
Key Lime 1.79 448 154

Flavor Expenses, Income and Profit

mix=enes mnccme = lewiPren

LR )

:

1ges &0

Overview:

Jelly Beans

F

1397.12
6683.76
465.92
457.60
406.56
522.24
340.18
332.80
331.76
325.00
405.84
231.70
287.00
283.14
500.50
253.11
251.64
240.30
275.66

F

3078.40
1539.12
1317.36
1281.80
1140.48
1191.36
952.97
933.40
525.50
910.00
§50.52
767.92
8o03.60
793.65
gflo.gB
709.28
705.99
672.84
68g.932

““Hhmhumum

G

1681.:8.
855.36|
Ba7.44
B24.20
733.92
663.121
612.79
600.60|
597.74 |
585.00
544.68
536.22]
516.60
510.51!
480.48
456. 1:r|
J';'i-';-%'i‘
432.56/
J;h‘..:lﬁ‘
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A shop you manage sells gourmet jelly beans. You are tracking the amount of jelly beans sold
each quarter and summarizing the information in aworkbook.

Task 4:

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

Options:

Answer

Answer:

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 theDatatab 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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A F F G H I I
EQl Flavors Brrice Blsales Ml Expense R Income Rd Total Profit Kd|
4 |Chocolate Fudge 2.4 5.68 € 21| sortSmallest to Largest
5 |[Nutty Nuts 2.36 5.20 e
6 Vanilla Bean 2.59 5.83 d ;,l Sort Largest to Smallest
7 Pancake Syrup 1.78 4-99 #  Sortby Color ‘
8 Caramel 1.76 4.53 2
g |(Cinnamon Donut 1.54 432 r
10 Mocha Coffee 2.56 5.84 |
11 Black Bean 1.46 4.09 ]
12 | Pistachio 1.28 3.59 3 : 5
13 Blueberry Chocolate 2.32 6.50 Number iteers Equals—.
14 Red Hot Chili 1.25 3.50 : Search Does Not Equal...
15 | Strawberry 2.28 5.34 . 3 etect A Iy
16 Ofange Cream 0.35 1.16 4 (A 269)-’.) ' Greater Than.
17 {Mint .05 5-74 1 {4 280.00 Greater Than Qr Fqual To-
18 |Peanut 1.98 5.55 ¥311.85
19 Cheesecake 3.25 6.37 (v 414.26 Less Than..
20 |Cracker Jack Rers 436 '?%432'54 Less Than Or Equal To...
21 Raspberry Chocolate 1.08 3.03 V45435
22 [Cherry 1.35 3.78 ¥ 456.17 Between...
ev ] ¥ 480.48
23 |Key Lime 1.79 4.48 1 et Top 10.
profits [If8 :
-—E——-—Its + OK Cancel Above Average
Ready & Accessibility: investigate .
Below Average
=) Project3/7
® AA J 3/ Custom Filter... |
A 4 D 3 F G
3 EVLLE B Cost B rrice [Blsales Bl Expense Bllincome Bl Total Profit K
4 Chocolate Fudge 2.14 5.68 662 1416.68 3760.16 2343.48
5 |Nutty Nuts 2.36 5.70 552 1357.12 3078.40 1681.28
6 Vanilla Bean 2.59 5.83 264 683.76 1539.12 f55.36
7 Pancake Syrup 1.78 4.99 2064, 463.92 1317.36 847.44
8 |Caramel 1.76 4.93 260 457.60 1281.8Bo B24.20
g Cinnamon Donut 1.54 4.32 264 406.56 1140.48 733.92,
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.

Questions # 5:

Instructions
Exam Environment

Exam Interface and Controls
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The exam panel provides access to the project task(s). Each project has an associated file in
which you will perform the project tasks.

File  Home Insert Pagelayout Formulas Data Review View Help

& cut |Calibri 11 AN E= -=-| v 25, wrap Text |General ~| E
[ copy - B J U~vidy Ov Ay === =3 EMegesCenter v BB~ % 9 % B Condition:
<¥ Format Painter Formatting
Clipboard I~ Font N Alignment ~N Number I
A19 v i S
A B 1= D 2 | F G H

&-‘iuitar Stores

Qtr 1 Revenue (by Location)

W O =~ oh v bk Wwh =

Location

\Ml College Campus 149321 411912
IAl Downtown 87023 166592 210292 463907
(8l Eastside 54979 75369 53996 184344
LlER West Central 53120 114082 90063 257265
14 BRIV 292765 313594 367217 973576
15 2291004,

< > IQt”_ Qtr 2 +

Ready 'ﬁ;’c Accessibility: mvestigate

Qtr 2 location revenue

College Campus

Downtown
Valley
Easlside

West Central

Overview:
Guitar Stores

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

Task 2:
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Without using the New Sheet button, move the pie chart on the Qtr 2 worksheet to its own
chart sheet named Qtr 2 Chart.

Options:

Answer
Answer:

See the solution in Explanation below.

Explanation

To move the pie chart to its own dedicated chart sheet without using the "New Sheet"
button, follow these steps:

Step 1: Select the Pie Chart

Click anywhere on the Pie Chart located on the Qtr 2 worksheet. This action will activate
the contextual chart tabs on the Ribbon.

Step 2: Open the Move Chart Dialog

Once the chart is selected, look at the top of your Excel window:

Go to the Chart Design tab (this tab only appears when a chart is selected).

On the far right of the Ribbon, in the Location group, click the Move Chart button.
Step 3: Configure the New Chart Sheet

A Move Chart dialog box will appear. To move the chart to its own sheet:

Select the New sheet: radio button.

In the text box next to "New sheet:", delete the default text and type Qtr 2 Chart.

Click OK.
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File Home Insert Pagelayout Formulas Data Review View Help

- E B = o)
L) Insert  Delete Format Find &

- M ¥ & Clear~ Selectv

Clipboard [ Font Alignment Number Styles Colls Editing
v fe
Qtr 2 location revenue
Qtr2 chart [P + i 4
Ready % Accessibility: investigate —_——

Excel will create a new sheet tab at the bottom of your workbook named Qtr 2 Chart that
contains only the pie chart, scaled to fill the entire page.

Questions # 6:

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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Fle Home Insert Pagelayout Formulas Data Review View Help

a2 v i 0/ fr Production Costs (per pound)

B G D = £ G H I J

Jelly Bean Factory

Production Costs (per pound)
Flavors Markup B Price EIMargin K3

- Chocolate Fudge 2.32 1.80 6.50 4.8
- Nutty Nuts 3.25 0.96 6.37 312

. Vanilla Bean 259 128 i o SrT 3.28_[
i !Pancake Syrup 2.59 1.25 5.83 3.24
+ (Caramel e - 2.05 1.80 574 369
| rCinnamon Donut 2.34 1.65 5.68 3.54
) Mocha Coffee _ o 9% 80 5.55 3.57
| Black Bean L2280 134l 554 2.6/
) Pistachio 2.36 1.20 5.20 2.84
3 i%eberry Chocolate 1.78 1.80 4.99 3.25
! Red Hot Chili 1.77 1.80 498 3.59
5 |Strawberry 1.76 1.80 4.93 317
, OrangeCream 179 150 448  2.69|
7 Mint_ : 1.54 1.80 4.31 278
3 Peanut AR 146 1.80 4.09 2.83
) Cheesecake 1.35 1.80 3.78 2.43

3 - o R ks PR3 a Qn . R

Hlect destination and press ENTER or choose Paste

A B G D E F G
EW Flavors M Cost Bl Price Bl sales EExpense nlncome B Total Profit Bl
4 Chocolate Fudge 2.14 5.68 662 1416.68 3760.16 2343.48|
5 |Nutty Nuts 2.306 5.20 592 1357.12 s078.40 1681.28
& |Vanilla Bean 2.59 .83 264 683.76 1539.12 855.36|
7 |Pancake Syrup 1.78 4.99 264, 465.92 1327.36 Ba7.44
8 Caramel 1.76 4.93 260 457.60 1281.80 824.20|
g | Cinnamon Donut 1.54 4.32 264 406.56 1140.48 733.92
10 Mocha Coffee 2.56 5.84 204 522.24 1191.36 66g.12
11 |Black Bean 1.46 4.09 233 340.18 9532.97 G1z2.79
1z |Pistachio 1.28 3.59 260 332.80 933.40 Goo.6o|
13 | Blueberry Chocolate 2.32 6.50 143 331.76 §25.50 597.74
14, |Red Hot Chili 1.25 3.50 260 325.00 910.00 585.00
15 |Strawherry 2.28 5.34 178 405.84 550.532 544.68
16 QOrange Cream 0.35 1.26 6632 231.70 767.92 536.232
17 |Mint 2.05 5.74 140 287.00 8io3.60 516.60
18 Peanut 1.98 5.55 143 283.14 793.65 510.51
19 Cheesecake 3.25 6.37 154 500.50 5fo0.9B 400.48
20 |Cracker Jack 1.77 4.96 143 253.11 709.28 456.17
21 |Raspberry Chocolate 1.08 3.03 733 251.64 705.99 454.35
22 Cherry 1.35 3.78 178 240.30 672.84 432.56
23 |Key Lime 1.79 %.48 154 375.66 685.932 414.26
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Flavor Expenses, Income and Profit

mixoens mncome  w lossl Presd

“Hlunumm‘“‘“

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 information in aworkbook.

Task 5:

Group the Profits, Costs, and Chart worksheets and change the tab color to Pink, Accent 4.

Options:

Answer
Answer:

See the solution in Explanation below.

Explanation

To group multiple worksheets and change their tab colors simultaneously in Microsoft
Excel 365, follow these steps:
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Step 1: Group the Worksheets

Look at the worksheet tabs at the bottom of your Excel window.

Click on the first tab,Profits.

Hold down theCtrlkey on your keyboard.

While holdingCtrl, click on theCoststab and then theCharttab.

Note: You will notice all three tabs now have a white background, indicating

they are grouped together.

Step 2: Change the Tab Color

Right-clickon any of the selected (grouped) tabs.

Hover your mouse overTab Colorin the pop-up menu.

In the color palette that appears, locate theTheme Colorssection.

Find and selectPink, Accent 4(this is usually the 8th color in the top row of the

Theme Colors section).

A B C D E F G H
Jelly Bean Factory #3%

2 Production Costs (per pound)

3 Blcost EMarkup Bl Price Margin B

4 |Chocolate Fudge 1.80 6.50 418

5 |Nutty Nuts e 0.96 6.37 312

& |Vanilla Bean EE Delete 1.28 5.84 3.28

7 |Fancake Syrup 1.25 5.83 3.24

g |Caramel B Bename 1.80 5.76 3.69

g |Cinnamon Donut Move or Copy... 1.65 5.68 3.54

10 Mocha Coffee 1.80 5.55 3.57

11  Black Bean [ view Code 1.34 5.34 3.06

12 |Fistachic 7 1,20 5.20 2.84

13 |Blueberry Chocolate i 3.21

14 |Red Hot Chil e 7 Theme Colors 319

15 |Strawberry Hide H B EnEE ;9

16 |Orange Cream 2.69

17 |Mint . 2.78

18 |Peanut Select All Sheels i I I I l I I i‘. l 2.63

15 |Cheesecake ] ; _

Pink, Accent 4, Lighter 40%

Ungroup Sheets

Profits Ce... —are *  Standard Colors

Step 3: Ungroup the Worksheets
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To finish,right-clickon any of the tabs again.

SelectUngroup Sheetsfrom the menu.

Alternatively, you can click on any worksheet tab that is not part of the group to
ungroup them.

Final Result

TheProfits,Costs, andCharttabs will now all display the samePink, Accent 4color at the
bottom of your workbook.

Would you like me to help you with the next task or another project?

Questions # 7:

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.

A B & D E F G
Clearance @E
[ —————
2
3 i Description v
4 |Applionce Blender HFXCO1 4 36.69 146.76
3 |Appliance Coffee Maker HFX008 2 393 78.6
é |Appliance Coffee Maker [French Press) HFX010 3 31.13 93.3%
/ | Appliance Grill (Eleclic) HFXC04 | 19.41 19.41
8 |Appliance Grill (Gas) HFX006 4 13.28 53.12
9 |Appllance Halr Dryer HFX007 10 17.02 170.2
10 | Appliance Microwave HFX012 ? 51.47 463.23
11 | Appliance Refrigerator HFX014 7 29.7 2079
12 | Appllance Toaster HFX003 5 23.02 115.1
13 |Hectronics Compuler (Desklop) HFX018 4 39.36 157.44
14 |Electronics Computer (Laptop) HFX015 3 18.43 55.29
15 |BElectronics MP3 Player HFX022 5 35.72 178.6
14 |Electronics Video Game Console HFX020 5 29.7 148.5
17 |Fumiture Beanbag Chair HFX037 2 11.12 22.38
18 |Fumiture Bed (Full) HFX045 7 12.2% 86.03
19 |Fumiture Bed (King) HFX04% 7 45.72 320.04
Sle Vehicles + .y ]

Ready ';.P:( Accessibiiy; Investigate

Overview:

Clearance Sale
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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 4:

On the Sold worksheet, format the table so that every other row is shaded. Use a technique
that automatically updates the formatting if you insert a newrow.

Options:

Answer
Answer:

See the solution in Explanation below.

Explanation

To ensure every other row is shaded and that this formatting updates automatically when
new rows are added, you should use theBanded Rowsfeature within theTable
Designoptions.

Since your data is already formatted as a Table (indicated by the filter arrows in the
header row), follow these steps:

Step-by-Step Solution
Select the Table: Click anywhere inside the data on theSoldworksheet (for
example, cellB5). This will make the contextual "Table Design" tab appear in the
Ribbon.
Go to Table Design: Click on theTable Designtab at the top of the Excel window.
Enable Banded Rows: In theTable Style Optionsgroup, check the box

labeledBanded Rows.

Why this works:

Automatic Updating: Because this is a Table feature rather than manual cell
shading, if you insert a new row between existing data, Excel will automatically re-
calculate the "every other row" pattern to maintain the shading.

Consistency: This method ensures that even if you sort or filter the data, the
alternating stripes remain consistent visually.
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Verification

Look at your table; you should see that rows 4, 6, 8, etc., have a different background
color than rows 5, 7, 9. Try right-clicking a row and selectinglnsertto see how the shading
shifts automatically to maintain the pattern.

Questions # 8:

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.

File  Home Insert Pagelayout Formulas Data Review View Help

_2"' - Calibri 11 AN E == 25, Wrap Text General -
LB(OW g I U ) A —r g — ; .~ — EMPrqea('me = % 9 .-_B 0 Condition:
=2 vy LA ~ = = = 1= 1=  EiMe . Center  ~ e v [
<¥ Format Painter ' Formatting
Clipboard N Font [ Alignment [ Mumber I
A13 v i I
A B C D E F G H
1
2
3
4
5 -
: uitar ores
7
8 Qtr 1 Revenue (by Location)
EH Location [ - |
'R College Campus 108086 149321 154505 411912
AN Downtown 87023 166592 210292 463907
12 |IZHECD 54979 75369 53996 184244
(EN West Central 53120 114082 90063 257265
14 NEUEY 292765 313594 367217 973576
Y Total 2291004,
1£

oo B8

Ready ﬁ Accessibility; investigate

Overview:
Guitar Stores

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

Task 1:

Page 22 of 26



On the Qtr 2 worksheet, in cell F10, insert a column sparkline showing the sales trend from Apr
through Jun. Apply Gold, Sparkline Style Accent 2,Darker 25% to the sparkline. Copy the
sparkline to the remaining cells in the column, F11:F14.

Options:

Answer
Answer:

See the solution in Explanation below.

Explanation

here is the step-by-step solution for Task 1:
Step 1: Navigate to the Correct Worksheet

Click on theQtr 2worksheet tab at the bottom of the Excel window to ensure you are
working on the correct data set.

Step 2: Insert the Column Sparkline

Click on cellF10(this is where the first sparkline will reside).
Go to thelnserttab on the Ribbon.
In theSparklinesgroup, click onColumn.

A dialog box will appear. ForData Range, select the cells representingApr through
Junfor the first row (likelyB10:D10).

Ensure theLocation Rangeis set to$F$10.

ClickOK.

Step 3: Apply the Specific Sparkline Style

With cellF10still selected, a newSparklinetab will appear at the top of your Ribbon.

Click on theSparklinetab.

Click theMorearrow (the small downward arrow at the bottom right) of
theStylesgallery to see all options.

Hover over the styles to find the specific name:Gold, Sparkline Style Accent 2,
Darker 25%.
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Click to apply it.

File  Home |Insert Pagelayout Formulas Data Review View Help Table Design Sparkline

}:—_\ 3 1: I—_ﬂ- 1: High Point First Point Zs
v A ] m_n
4 . T oo br nho b owhe b who tr wh lr wh g

Edit Line Column| Win/ Low Point Last Point |Il'| 1 |Iu| 1 |I|l| ] |I|-| ] |Il'| ] |I|'| ] Eh‘
Data ~ Loss Negative Points
Sparidine Type Show i b
5 y Illll"'llllll “|'||-'|' Ll |||l||_.|||III I"'lr'lhlll lallllﬂllilll IIIII"'IIIIII
F10 v i Jx "
A B c D |||| lal Gold, Sparkline Style Accent 2, Darker 25% § || J
I [ L I |
1 I Choose a visual style for the selected |
2 sparkline group.
3 ' ‘ P | ""||--|m|' i ||l||r_llnlll
4
: Guitar St
[ UI ar ‘ ‘ " I ll]lll"llllll I|||||"|||III I'I|||"|I'I|I I'|'||!'||'I|I I'I'II"IIIIII
7
8 Qtr 2 Revenue (by Local
W Gt i O T P T P
U8 Location n Apr n May n e e UL e e

il College Campus 11,099.00 16,426.00 73,935

LAl Downtown 15,788.00 17,572.00 36,205.uw R R Tr AT

(PH Eastside 6,587.00 4,157.00 15,930.00 10,744.00

B} West Central 5,915.00 7,608.00 19,512.00 13,523.00

14 KELEY 57,976.00 65,820.00 27,899.00 123,796.00 .

Step 4: Copy the Sparkline to Remaining Cells

Select cellF10.

Hover your mouse over theFill Handle(the small green square in the bottom-right
corner of the cell).

Click and drag the handle down to cellF14.

Excel will automatically generate sparklines for the other locations (Downtown,
Eastside, etc.) using the same style and corresponding data rows.

/Guitar Stores

Qtr 2 Revenue (by Location)

Trend

Location [ - | Total B

College Campus 11,099.00 16,426.00 73,935.00 27,525.00
Downtown 15,788.00 17,572.00 36,205.00 33,360.00
Eastside 6,587.00 4,157.00 15,930.00 10,744.00
West Central 5,915.00 7,608.00 19,512.00 13,523.00
Valley 57,976.00 £5,820.00 27,899.00 123,796.00 _ g
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