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QUESTION 1

Insert a picture. To the right of the data File source Books.jpg

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

Step 2:Click the INSERT tab, and then the Pictures command.

FILE HUME PAGE LAYOUT FORMULAS D&
1 i E ag & B

PivotTable Recommended Table JPicturesf Online Shapes SmartArt Scree

PivotTables Pictures = :
Tables [Hustrations
From File
19 .

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

0 Tell me more

(SR S R N e

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

QUESTION 2

Modify the cell format to date.

Cell range C2:S2

Type: 14-Mar

Locale (location): English (United States)

Correct Answer: Use the following steps to complete this task in 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 4:0n the Home tab, under Format, choose Format Cells.

77-420 PDF Dumps | 77-420 VCE Dumps | 77-420 Study Guide

2/10


https://www.leads4pass.com/77-420.html
https://www.leads4pass.com/77-420.html
https://www.leads4pass.com/77-420.html

https://lwww.leads4pass.com/77-420.html

Leads4 Pa ss 2024 Latest leads4pass 77-420 PDF and VCE dumps Download

EAU‘tﬂSum b
Fill = zY
Sort £
S L Clear~ Filter
Cell S5ize

'IC RowHeight...
' AutoFit Row Height

L] Column Width...
AutoFit Column Width
Default Width...

Visibility
Hide & Unhide L

| Organize Sheets
Benamne Sheet
Move or Copy Sheet...
Tab Color b
Protection
[i2 Protect Sheet...

D Lock Cell

€: Format Cells... :

Step 5: In the Format Cells dialog box, choose Date, 14-Mar, and Locale (location): English (United States). Click OK.
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Format Cells M
Mumber | Alignment I Font I Border I Fill I Protection
Categony:
General - | Sample
Mumber Del
Currency
tin T_?pg:
*3/14,/2012 -
Time =1 ]
Percentage *“Wednesday, March 14, 2012 |.-'E |
Fraction
Scientific I
Text
Special = |
Custom
| |
nglish [United States) E' 1
1 = > 000000000000 ]
|
| |
[ =

Date formats display date and time serial numbers as date values, Date formats that begin with
an asterisk (*] respond to changes in regional date and time settings that are specified for the
operating system. Formats without an asterizk are not affected by operating system settings.

QUESTION 3

Create a chart. To the right of the data Chart 3-D Clustered Column Exclude all filtered rows Horizontal Axis Labels:
"IDs" column in table Series 1: "Zero Scores" column in table.

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

Step 1:Click in a cellin the data table, and then click on the INSERT tab.

H - @

FILE HOME IMSERT Pad

b B B L

PivotTable Recommended Table  Pict
PivotTables

Tables

4|

Step 2:Click Insert Column Chart, and select 3-D Clustered Column.
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Recommended £ taina 'ower Line Col
Charts View
’-I_H_I_‘ |:l H l:l H eports Spar
_U) Cohimn

——\dn)ed 08
3-D Clustered Column
“ﬂ[@ Use this chart type to:

= Compare values across a few

t =3
l[h[ﬂ. Mot categorie

Use it when:
= The order of categories is not
impartant.

Step 3:If necessary move the chart to the right of the table. Step 4:Click the Select Data button.

i [

¥
Switch Row Change Maove
Column Chart Type = Chart
Data Type Location
Select Data
Change the data range included in
M p o the chart.

Step 5:In the Select Data Source dialog box click the Switch Row/Column button, Deselect everything except IDs for
Horizontal Axis Labels, deselect everything excepts Seriesl for Legend Entries (series), and click OK.
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Select Data Source

[P =

Chart data range: '_=5heet2!5E~5-E:5F529

i --—

Legend Entries [Series)

=]

EEEEr)

Horizomial [Category) Axis Labels

[ #add || MPedt [ X Remove | « [ =]

=

F

Seriesl

m

IDs

[[I™] Minimum
L Maximuml

| Hidden and Empty Cells |

QUESTION 4

Hide columns.

Column A.

Columns O through R.

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

Step 1:Right-click on the A column header, and select Hide from the context menu.
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Em Copy

iy Paste Options:
e

D

Paste Special...
Inzert

Delete

Clear Contents
E Format Cells...
Column Width...

Unhide

Step 2:Click on the O columns header, and then Shift-click on the R Column Header.

Step 3:Right-click in one of the cells in the high-lighted area, and select Hide from the Context menu.

Em Copy
il Paste Options: |
FD I—

Paste Special...

Insert

Delete
Clear Contents

Format Cells...
Column Width...

Unhide

QUESTION 5

Add conditional formatting.
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Color Scales: Green —White-Red Color Scale

Midpoint: Percentile, "70"

Maximum: Number, "25"

Correct Answer: Use the following steps to complete this task in explanation:
Step 1:Click cell C3

Step 2:Shift-Click cell S25.

Step 3:0n the Home tab, under Format, choose Conditional Formatting, and choose New Rule...

:-".'_\,. |
; - ST

| | Highlight Cells Rules »
RS iy

:T:| Top/Bottom Rules »
L he] — P

. i
— [&: DataBars Ei i
| -
] —=—,.,—= Color Scales b |
§ Icon Sets L
e fue. 3
D Clear Rules b

| [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. 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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B

Select a Rule Type:

= Furmal all celly based un Lheir velues
= 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
= Llse a formula to determine which cells to format

Edit the Rule Description:

Format all cells basgdss AL

Mimimum Midpoint Maximum
Type: |Luwes't"|.|"alue |E|i |Percen‘tire E” |Htghes‘t‘u’arue E“
Value: ||Lﬂwe5tvalue] |5EI |[Highe5f.va|ue]
Color: | | | || .|

preew Theme Clor | .

=il

| Standard Color
Em- = EERE
ke More Color=

L T | Green |

|
|
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r . = C Bl
New Formttng e ||l

Select a Rule Type:

+ Farmat all cells based on their values
= Farmat only cells that contain
= Farmat only top or bottom ranked values

= Format only values that are above or below average
= Format only unique or duplicate values
= Use a farmula to determine which cells to format

Edit the Rule Description:

Format all cells based on their values:
F t Style: | '
ormat Style: |3 Color Scale =

Minimum i Maximum

Type: | Lowest Value

Value: | {Lowest valug]
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