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QUESTION NO: 1 - (SIMULATION)

Formula.

Insert text using a formula

Cell K2

Use Function CONCATENATE
Text1 : "Students with no "
Text 2: header of column F

Absolute Reference

Answer: Use the following steps to complete this task in explanation:

Explanation:
Step 1: Click K2 and Click on the insert function button.

Step 2: Select Category: Text, the CONCATENATE function, and click OK.

. _ ; 1
Insert Function m

Search for a function:

| Type a brief description of what you want to do and then Go _

| click Go

Or select a 5ategn. El

Select a function:

CHAR (i
CLEAN -

Crrmecsrs——re

EXACT 4
CONCATENATE(textl text2,...)
Joins several text strings into one text string.

T g ey
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Step 3: In the Function Arguments dialog box in the Text1 box type: Students with no , and then click the Text2 reference
button, and click on the header of column F in the worksheet, press the enter Key

Function Arguments m

CONCATENATE

Textl § Students with no | | =

Text2 3

Joins several text strings into one text string.

Textl: textl text? .. arel to 255 text strings to be joined into a single text
string and can be text strings, numbers, or single-cell references,

Formula result =

Help on this function [ oK ] [ Cancel

Step 4: Press the OK button in the Function Arguments dialog box.

ANSWER: See Explanation Below For Answer

Explanation:
Step 1: Click K2 and Click on the insert function button.
Step 2: Select Category: Text, the CONCATENATE function, and click OK.
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Wisert Fanction <
Search for a function:

iT]ﬂ:n! a brief description of what you want to do and then Go i
| click Go

Or select a mttgn E

Select a function:

BAHTTEXT -
CHAR (3
CLEAN s

concreuss Se 2l i Rl B

EXACT X

CONCATENATE(tesxtl text,...)
Joins several text strings into one text string.

Helg 6 this fundtion —

Step 3: In the Function Arguments dialog box in the Text1 box type: Students with no , and then click the Text2 reference
button, and click on the header of column F in the worksheet, press the enter Key
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Function Arguments | P |

CONCATEMNATE

Textl § students with nc+1 :E‘ﬁ =

Text2 =

Joins several text strings into one text string.

Textl: textl text? .. arel to 255 text strings to be joined into a single text
string and can be text strings, numbers, or single-cell references,

Formula result =

Help on this fundtion [ oK J [ Cancel

Step 4: Press the OK button in the Function Arguments dialog box.

QUESTION NO: 2 - (SIMULATION)
Add conditional formatting.
Color Scales: Green —White-Red Color Scale

Midpoint: Percentile, "70" Maximum: Number, "25"

Answer: Use the following steps to complete this task in explanation:
Explanation:

Step 1: Click cell C3

Step 2: Shift-Click cell S25.

Step 3: On the Home tab, under Format, choose Conditional Formatting, and choose New Rule...
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Mormal

] |
| Highiight Cells Rules » |

-
p——

_! ;ﬁ Top/Bottom Rules
n |

' ﬁ Clear Rules
[E] Manage Rules...

Step 4: In the New Formatting Rule dialog box set Format Style to: 3-Color Scale, and set Minimum Color to Green.
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Select a Rule Type:

= Format all cells based on their values

= Format only cells that contain

= Format only top or bottom ranked values

= Format only values that are above or below average
= Format only unigue or duplicate values

= Use a formula to determine which cells to format

Edit the Rule Description:

Minimum Midpoint Maximum o .
Type: | Lowest Value E Percentile | Highest Value !

)
Value: -[luwest?aluel. |5ﬁ :EHighesfvalqu
Color: | - | | [=] | |

o e ol —
0 EEEEEEN

Lok ]| Cconce

% More Color-

{ Green |

Step 5: In the same dialog box set Midpoint type to Percentile, set Midpoint Value to 70, and set Midpoint Color to White.
Also set Maximum Type to Number, Maximum value to 25, and Maximum Color to Red. Finally click OK.
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Select a Rule Type:

= Format all cells based on their values

= Format only cells that contain

= Format only top or bottom ranked values

= Farmat only values that are above or below average
= Farmat only unique or duplicate values

= Lse a formula to determine which cells to format

Edit the Rule Description:

Format all cells based on their values:
Format Style: [3.ColorScale |

Minimum
Type: | Lowest Value

ANSWER: See Explanation Below For Answer
Explanation:

Step 1: Click cell C3

Step 2: Shift-Click cell S25.

Step 3: On the Home tab, under Format, choose Conditional Formatting, and choose New Rule...
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Mormal

] |
| Highiight Cells Rules » |

-
p——

_! ;ﬁ Top/Bottom Rules
n |

' ﬁ Clear Rules
[E] Manage Rules...

Step 4: In the New Formatting Rule dialog box set Format Style to: 3-Color Scale, and set Minimum Color to Green.
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Select a Rule Type:

= Format all cells based on their values

= Format only cells that contain

= Format only top or bottom ranked values

= Format only values that are above or below average
= Format only unigue or duplicate values

= Use a formula to determine which cells to format

Edit the Rule Description:

Minimum Midpoint Maximum o .
Type: | Lowest Value E Percentile | Highest Value !

)
Value: -[luwest?aluel. |5ﬁ :EHighesfvalqu
Color: | - | | [=] | |

o e ol —
0 EEEEEEN

Lok ]| Cconce

% More Color-

{ Green |

Step 5: In the same dialog box set Midpoint type to Percentile, set Midpoint Value to 70, and set Midpoint Color to White.
Also set Maximum Type to Number, Maximum value to 25, and Maximum Color to Red. Finally click OK.
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Select a Rule Type:

= Farmat all cells based on their values

= Format only cells that contain

= Format only top or bottom ranked values

= Farmat only values that are above or below average
= Format only unique or duplicate values

= Lse a formula to determine which cells to format

Edit the Rule Description:

Format all cells based on their values:
Format Style: |3.Color Scale -

Minimum
Type: | Lowest Value

QUESTION NO: 3 - (SIMULATION)

Insert a picture.

To the right of the data File source Books.jpg

Answer: Use the following steps to complete this task in explanation:
Explanation:
Step 1: Click in a cell to the right of the data.

Step 2: Click the INSERT tab, and then the Pictures command.
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- HOME - PAGELAYOUT ~ FORMULAS DA
i S ===
| =p SS l s rl rll|i| o)

- ==
PwatTabIe Recommended Table Plcturﬁ Online SHEFIE SmartArt Scree

PivotTables ictures -
Tables IMlustrations
From File
019 4

Insert pictures from your computer
B C D | orfrom other computers that you're
connected to.

0 Tell me more 1

[ % R %

Step 3: From the Insert Picture dialog box select the Books.jpg file.

ANSWER: See Explanation Below For Answer

Explanation:
Step 1: Click in a cell to the right of the data.
Step 2: Click the INSERT tab, and then the Pictures command.

HDME PAGE LAYOUT FOEMULAS Da

E B BO=Lo ™ a

=
Plcturﬁ Online 5Shapes SmartArt Scree

PivotTable Recommended Table

PivotTables ictures -
Tables Mustrations
From File
019 4

Insert pictures from your computer
B C D or from other computers that you're
connected to,

0 Tell me more P

[ % R % T

Step 3: From the Insert Picture dialog box select the Books.jpg file.

QUESTION NO: 4 - (SIMULATION)

Add a header and the date for each of the columns (assignments) in the range.
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Cell B2.

Text "Date”.

Cell Range C2: S2

Text: "22-Aug, 29-Aug,...12-Dec"

Answer: Use the following steps to complete this task in explanation:
Explanation:

Step 1: Click Cell B2. Type the text: Date

Step 2: Click cell C2. Type the text: 22-Aug

Step 3: Click cell D2. Type the text: 29-Aug

Step 3: Click cell C2, then shift-click cell D2.

A B L D £

L | -

Step 4: Copy until cell S2 (by dragging from cell D2 to cell S2).
| J K L N N o P Q

30ct 100ct 17-0ctl 240ct  31-Oct T-Nov.  14-Nov  21-Nov  28-Nov

ANSWER: See Explanation Below For Answer

Explanation:

Step 1: Click Cell B2. Type the text: Date
Step 2: Click cell C2. Type the text: 22-Aug
Step 3: Click cell D2. Type the text: 29-Aug
Step 3: Click cell C2, then shift-click cell D2.

A B C D £

- T Y
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Step 4: Copy until cell S2 (by dragging from cell D2 to cell S2).

| J K L N N L4 P Q R 3 1

30ct 100ct 17-0ctl 240ct  31-Oct T-Nov.  14-Nov  21-Nov  28-Nov 5-Dec 12%

QUESTION NO: 5 - (SIMULATION)

Apply a cell style
Cell range A2:S2
Style 40% - Accent3

Answer: Use the following steps to complete this task in explanation:

Explanation:

Step 1: Open the correct worksheet (Section 3 Worksheet).
Step 2: Click in cell A2.

Step 3: Press down the Shift key and click in cell S2.

Step 4: On the Home tab, under Format, scroll down until you see 40% . Accent3, and click on it.

' EE T
i_;ET . _'J 20% - Accent2  20%- Accentd  20% - Accentd  20% - AccentS  20% - Accentib

Conditional Furmatﬂs A0% - Accentl  40% - Accent2 -4{}95 Accentd  40% - AccentS o

Formatting~ Table~

ANSWER: See Explanation Below For Answer

Explanation:

Step 1: Open the correct worksheet (Section 3 Worksheet).
Step 2: Click in cell A2.

Step 3: Press down the Shift key and click in cell S2.

Step 4: On the Home tab, under Format, scroll down until you see 40% . Accent3, and click on it.

' EE T
i_;ET ._H'J 20% - Accent2  20%- Accentd  20% - Accentd  20% - AccentS  20% - Accentib

Conditional Furmatﬂs A0% - Accentl  40% - Accent2 -4{}95 Accentd  40% - AccentS o

Formatting~ Table~
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