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QUESTION 1

Rename a table. Cell range B6:F29 Name: "Overview"

Correct Answer: Use the following steps to complete this task in explanation:
Step 1:Click cell B6, and shift-click cell F29.

Step 2: Click the Name box at the left end of the formula bar.

Step 3: Type: Overview. Press ENTER.
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QUESTION 2

Insert data from a text file.

Cell Al

File source Autumn.txt

Tab-delimited

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

Step 2:Click the Data tab, and click the From Text button.
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The Text Import Wizard starts.

Step 3:Make sure Delimited is select, and click Next.

- B
Text Import Wizard - Step1 of 3 |2 ||

The Text Wizard has determined that your data is Delimited.
If this is correct, choose Mext, or choose the data type that best describes your data
Original data type

Choaose the file type that best describes your data:
I - Characters such as commas or tabs separate each field,

() Fixed width - Fields are aligned in columns with spaces between each fie'd.

Start import at row: |1 1=/ File origin: | 437 : OEM United States E[

[] My data has headers.

Preview of file DAL Autumn. b,

Bacl Iext = Finish

Step 4:Make sure Delimiters: Tab is selected. Then click Next.
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Text Import Wizard - Step 2 6f 3 =

This screen lets you set the delimiters your data contains. You can see how your text is affected in the
preview below,

Delimiters

|| Semicolon D Treat consecutive delimiters as one
] comma
|:| Space
|:| Dthern

Text gualifier: |~ LT_I

Data preview

a) oe ary [Liss

Cancel ][ < Back

Step 5:Finish the wizard by click the Finish Button. Step 6: Confirm with OK in the Import Data dialog box.

5
Import Cata M

Select how you want to view this data in your workbook.
B @ Table
PivatTable Report
[ FivotChart
E- Only Create Connection
Where do you want to put the data?
@ Existing worksheet:
=sasi] (B

(") Hew worksheet

P

D Addthis data to the Data Model

Properties... | Cancel |

QUESTION 3
Formula. Insert text using a formula Cell K2 Use Function CONCATENATE Textl : "Students with no " Text 2: header of
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column F Absolute Reference
Correct Answer: Use the following steps to complete this task in explanation:
Step 1:Click K2andClick on the insert function button.

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

Insert Function m

Search for & function:

Iype & bnet description of what you want to do and then o
click Go

Orselect a gategur].r - B

Select afunction:

BAHTTEXT P
CHAR (il
CLEAN =

CONCATENATE
OUTCER

EXACT

COMCATENATE(text], text2...)
Joins several text strings into one text string.

Help onthis funcion

Step 3:In the Function Arguments dialog box in the Textl 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

4
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Function Arguments m

CONCATEMNATE

Textl § students with no | e
Text? @ = fext

Joins several text strings into one text string.

Textl: textl text2... are 1 to 255 test strings to be joined into asingle text
string and can be text strings, numbers, or single-cell references.

Formula result =

Help on this function [ oK J’ Cancel

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

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

i

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 EE— |

Format Cells...
Column Width...

Unhide

QUESTION 5

Add a worksheet After other worksheets Rename "Section 5"
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Correct Answer: Use the following steps to complete this task in explanation:

Step 1:Click on the New sheet button (in the left bottom corner).

a4 |

50|

READY  FILTER MODE

Step 2:Right-click on the new worksheet, and click Rename from the context menu.

Insert...

[elete
Move or Copy...
(T:J View Code

[EZ Protect Sheet..
Tab Color b

Hide

. - elect 4ll Sheets
Section3 | Sheet2 m oty

Step 3:Type: Section 5 Step 4:Press the enter key.
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