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Topic Break Down

Topic No. of Questions

Topic 1, Manage workbook options and settings | 15

Topic 2, Manage and format data 16

Topic 3, Create advanced formulas and macros |4

Topic 4, Manage advanced charts and tables 19

Total 54
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QUESTION NO: 1 - (SIMULATION)
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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Overview:

Car Warranty

You are the supervisor for a Car Warranty Center. You use Excel to report employee hours and telephone calls.
Task 2:

On the Employee Hours worksheet, add a row to the table that automatically calculates total hours worked by all employees.

ANSWER: See the explanation for the answer

Explanation:
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On the Employee Hours worksheet, click any cell in the Employee Hours table. On the Table Design (Table) tab, in Table
Style Options, select Total Row.

In the new total row, open the drop-down in the Total Hours column (column J) and choose Sum. Excel inserts an
automatic table total (a SUBTOTAL formula) that sums all employees’ total hours and updates as the table data changes.

QUESTION NO: 2 - (SIMULATION)

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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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 columns B through E to two decimal places with
the US Dollar symbol ($) left-aligned and the decimal points aligned.

ANSWER: See the explanation for the answer

Explanation:

On the Qtr 1 worksheet, select all numeric cells in columns B:E that contain the quarterly revenue data, including the Total
row: B10:E15.

Answer: Apply the Accounting number format with the US dollar ($) symbol and 2 decimal places to B10:E15.
Accounting format places the dollar sign at the left edge of each cell and aligns the decimal points.
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QUESTION NO: 3 - (SIMULATION)

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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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.

ANSWER: See the explanation for the answer
Explanation:
On the Qtr 2 worksheet, select the pie chart. Go to Chart Design > Move Chart (in the Location group).

This moves the existing pie chart to a dedicated chart sheet named Qtr 2 Chart, without using the New Sheet button.

QUESTION NO: 4 - (SIMULATION)

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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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 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 new row.

ANSWER: See the explanation for the answer

Explanation:

On the Sold worksheet, click any cell in the existing table (the range with headers Item Type through Total).

This applies alternating row shading through the Excel table style. Because the data is formatted as a table, the banding
automatically adjusts when a row is inserted.
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QUESTION NO: 5 - (SIMULATION)

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 information in aworkbook.

Task 3:

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

ANSWER: See the explanation for the answer

Explanation:

On the Chart worksheet, select the Flavor Expenses, Income and Profit chart. Go to Chart Design > Select Data.

Under Legend Entries (Series), select Add.

Set Series name to Profits! $Gs3 (Total Profit).

Set Series values to Profits!$GS$4:$GS$23.

Select OK in the Edit Series dialog box, then select OK again in Select Data Source.

This adds the Total Profit series to the existing chart.
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