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QUESTION NO: 1

You work as an Office Assistant for Dreams Unlimited Inc. You use Microsoft Excel 2013 for creating various types of
reports. You have created a report in the format given below:

Y B C D
1 Sales Person * | Bxceeded lan Quota) | Beceeded Feb Qupta » BExceeded Mar Quota hod
2 [Mark Yes Ma Mo
3 (Sarah Yes Yies Mo
4 David Yes Tes Yes
5 [Sacha Na Yies Yes
& Formula Description (resuit)

Counts how many sales people axceeded both thelr January and February Guota

-

In the A7 cell, you are required to put a formula so that it can fulfill the description provided in the B7 cell.
Which of the following formulas will provide the required result?

A. COUNTIF(B2:C5,"=Yes")

B. COUNTIFS(B2:C5,"=Yes")

C. COUNTIF(B2:B5,"=Yes",C2:C5,"=Yes")

D. COUNTIFS(B2:B5,"=Yes",C2:C5,"=Yes")

ANSWER: D

Explanation:

In order to get the required result, you will have to insert the following formula in the B7 cell:
COUNTIFS(B2:B5,"=Yes",C2:C5,"=Yes") Only Sarah and David have exceeded their January and February quotas,
therefore the formula will provide 2 as the result.

Incorrect Answers:

Answer options A, B: This formula will count all the cells that have the value "Yes" in the range B2:C5. As multiple criteria are
not applied in the formula, it will provide 6 as the result. In the A7 cell, you are required to put a formula so that it can fulfill
the description provided in the B7 cell.

Which of the following formulas will provide the required result?
C: The COUNTIF function of Excel does not support multiple criteria.

References: https://support.office.com/en-us/article/countifs-function-dda3dc6e-f74e-4aee-88bcaa8c2a866842
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QUESTION NO: 2 - (SIMULATION)

SIMULATION

Create a PivotTable

Cell range B4:1299 on "Montly_Billing" worksheet
New Worksheet "Billing_Pivot"

ROWS: "Office", "Name"

VALUES: Sum of "Charge", Average of "Duration", Count of "Duration”

ANSWER: Use the following steps in explanation.

Explanation:

Step 1: In the name box type B4:1299 (or Click cell B4, shift-click cell 1299).

Step 2: Click the INSERT tab, click the PivotChart button, and select PivotChart.

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

- - e .3 = -l . S [
|_(_j‘! o) =] L& 3 17 - - % -!:I B Line
I : = :l':'-.": v ol .'i d = i" Column
PhvotTable Recommended Table [llustrations Apps  Recommended . Power | r
PivotTables " v Charts & - 5" Win/Loss
Tables Charts 2
S e [ ot e
JX |\ T PivotChart
A B C D E E G H Use PivotCharts to graphically
summarize data and explore
1 Bi"i“g Month cornplicated data.
- Al A

Step 3: In the Create PivotChart dialog box make sure New Worksheet is select, and click OK.
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r S : -
Create PivotChart X

Choose the data that you want to analyze

@ Select a table or range
Table/Range: ﬁmmng'ﬁm ; e

) Use an external data source

Choose Connaction..

Connection nama;

Choose where you want the PivotChart to be placad
@ New Worksheet

) Evisting Worksheet
Location: | _ $|

Choose whether you want to analyze multiple tables

2

|| Add this data to the Data Model

Step 4: Rename the worksheet by right-clicking on the sheet name (bottom left corner), select Rename from the context
menu, and type: Billing_Pivot

insert...

[ Delete

hename

Move or Copy...
::ﬂ View Code
£ Protect Sheet...

Hourly_Rates

lect All Sheets

e

Step 5: Select the fields Office and Name.
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PivotChart Fields

Choose fields to add to report:

Start
| End

.| Time

| Duration
| Charge

v X

& -

Step 6: Click-and-drag the Charge field to the Values area.
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PivotChart Fields v X

Choose fields to add to report: s+ I

|v| Office
[+ Name
[ ] Date
[_] Start
| | End

[ | Time

| | Duration

Drag fields between areas below:

Y FILTERS | Il LEGEMD (SERIES)

= AXIS (CATEG.. | £ VALUES

:E_}fﬁca ¥ | |j5um of Charge ~
= |

Mlarma

Step 7: Click-and-drag the Duration field to the Values area, then click on the new Sum of Duration box, and select Value
Field Settings.
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Move Up

Drag fields between ar Maove to Beginning

Y FILTERS 7

Y Moveto Report Filter

= Move to Axis Fields (Categories)

Il Move to Legend Fields (Series)
Hide Value Field Buttons on Chart
Hide All Field Buttons on Chart

= AXIS{CATEG.. | »< Remove Field

Office |

-
Mame b

Step 8: In the Value Field Settings box, select Average, click OK.

Value Field Settings

Source Mame: Duration

Custom Name: i.ﬂweragl: of Duration

Summarize Values By | Show Values ﬁs_\'

Summarize value field by

Choose the type of calculation that you want to use to summarize
data from the seietted_field _

 Sum ~
Min
Product 2

—
2

L a

Step 9: Again click-and-drag the Duration field to the Values area, then click on the new Sum of Duration box, and select
Value Field Settings.
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Drag fields between ar

Y FILTERS

i -4

Move Up

Maove to Beginning

Move to Report Filter

Move to Axis Fields (Categories)
Mave to Legend Fields (Series)
Hide ¥alue Field Buttons on Chart
Hide All Field Buttons on Chart

= AXIS (CATEG.. | X Remove Field

Step 10: In the Value Field Settings box, select Count, click OK.

-
Value Field Settings

Source Mame: Duration

Custom Name: | Count of Duration

Summarize Values By | Show Values As

Summarize value field by

Choose the type of calculation that you want to use to summarize
data from the selected field

[ E

Min
Product
o = [T

The result will look like:
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Row Labels n

sum of Charge Avera

e of Duration Count of Duration

7 sum of charge | Average of Duralion Count of Duratian.

- 510 6350 4.5
Carvallo E00 4.25 1 -
Cook i7s 435 1
13500
Devoe 800 4.25 1
Hong 375 425 g
2500
Krebs 375 4,25 1
Lee 450 4.25 g .
Ris 3375 425 g
‘Grand Total 6350 435 7 1000
=1
s B B
Casvallo Cool

DeVoe Hong  Krebs
510

Lee
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PivotChart Fields ¥

Choose fields to add to report: o~

Iv| Office
'v| Name
[| Date
| Start
] End
] Time
'V Duration
lv| Charge

Drag fields between areas below:

T FILTERS 1l LEGEND (SERIES)
T Values v |

= AXIS (CATEG.. | X VALUES
Office > | |5umuf£harge - |

Name i | |Avﬂag°eafﬂu..ﬂ [
| Count of Dura... * |
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Rick works as an Office Assistant for Tech Perfect Inc. The company has a Windows- based network. Rick is creating a
project through Microsoft Excel 2013. The project on which he is working has 98 project tasks and 57 team members. Rick
wants to check the progress of his project quickly and easily.

Which of the following will Rick use to accomplish the task?
A. Gantt Chart Template

B. Form control

C. Trust Center

D. Accounting template

ANSWER: A

Explanation:

The Gantt Chart Template Deluxe Edition for Excel is used to generate quick and easy Gantt charts that define the progress
of a user's projects containing up to 100 project tasks and team members.

Incorrect Answers:

B: A form control is an original control that is compatible with old versions of Excel, beginning with Excel version 5. 0. It is
designed for use on XLM macro sheets. It can be used when a user wants to simply interact with cell data without using VBA
code and when he wants to add controls to chart sheets. By using form controls, the user can run macros. He can attach an

existing macro to a control, or write or record a new macro. These controls cannot be added to UserForms, used to control
events, or modified to run Web scripts on Web pages.

C: Trust Center is where a user can find security and privacy settings for Microsoft Office 2013 programs.
D: The accounting template is used for numbering months of a financial year to period numbering.

It is used to compare month to month, actual v budget, quarter to quarter, year to year variances. It is the initial point for
other reports that need the use of months.

References: https://excel-gantt-chart-template-deluxe.soft112.com/

QUESTION NO: 4

You work as an Office Assistant for Blue Well Inc. The company has a Windows-based network. You want to filter data in a
PivotTable report without opening drop-down lists to find the items that you want to filter. For this purpose, you are using a
slicer. After filtering the data, you want to delete the slicer.

Which of the following steps can you take to accomplish the task? Each correct answer represents a complete solution.
Choose all that apply.

A. Click the slicer that you want to delete on the Options tab in the Slicer type group.
B. Click the Macro setting, and then delete the slicer from the Macro-enabled slicers list.
C. Click the slicer, and then press Delete.

D. Right-click the slicer, and then click Remove .
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ANSWER: CD

Explanation:

Take one of the following steps to delete a slicer:

1. Right-click the slicer, and then click Remove .

2. Click the slicer, and then press Delete.

Incorrect Answers:

Answer options A, B: These are invalid answer options.

References: https://support.office.com/en-us/article/use-slicers-to-filter-data-249f966b-a9d5-4b0fb31a-12651785d29d

QUESTION NO: 5

You work as an Office Assistant for Blue Well Inc. The company has a Windows-based network.

You want to quickly filter data in a PivotTable report without opening drop-down lists to find the items that you want to filter.
For this purpose, you are required to use a slicer.

Which of the following are the ways that you can use to accomplish the task? Each correct answer represents a complete
solution. Choose all that apply.

A. Create a copy of a slicer connected with the PivotTable.
B. Create a slicer connected with the PivotTable.
C. Create a slicer by disabling Macros associated with the PivotTable.

D. Use an existing slicer connected with another PivotTable.

ANSWER: ABD

Explanation:

The various ways to use or create slicers to filter PivotTable data in an existing PivotTable are as follows:
1. Create a slicer connected with the PivotTable.

2. Create a copy of a slicer connected with the PivotTable.

3. Use an existing slicer connected with another PivotTable.

Incorrect Answers:

C: This is an invalid answer option.

References: https://support.office.com/en-us/article/use-slicers-to-filter-data-249f966b-a9d5-4b0fb31a-12651785d29d
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QUESTION NO: 6

You work as an Office Assistant for Blue Well Inc. The company has a Windows-based network. You are creating a chart in
Excel 2013. You want to show the slope of data points in the chart to know the trend of the Business Intelligence data range.

Which of the following will you use to accomplish the task?
A. Trendline

B. Sparkline

C. Backstage view

D. Line charts

ANSWER: A

Explanation:

A trendline is defined in Excel 2013. It is a data visualization tool to display the trend of a particular data range. It is used to
show the slope of data points in a chart. There are various types of trendlines, such as linear trendlines, exponential
trendlines, and linear forecast trendlines.

Incorrect Answers:

B: A sparkline is defined as a tiny chart in the background of a cell. Unlike charts on an Excel worksheet, sparklines are not
objects. It is used because data presented in a row or column is useful, but patterns can be hard to spot at a glance. It is
used to display a trend based on adjacent data in a clear and compact graphical representation by taking up a small amount
of space. The benefit of using the sparklines is that these can be printed when a user prints a worksheet that contains them.
This feature is not available in charts.

C: The Microsoft Office Backstage view is used to replace the traditional file menu with a new approach that uses In and Out
features for efficiency. The improved Ribbon enables users to access their preferred commands rapidly and create custom
tabs to personalize the way they work.

D: Excel provides a column chart facility to display data that is arranged in columns or rows on a worksheet. Line charts are
used to display continuous data over time, set against a common scale. In a line chart, category data is distributed along the
horizontal axis, and all value data is distributed along the vertical axis. Line charts are ideal for showing trends in data at
equal intervals.
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First Quarter Sale

4,500 00
$4.000 00
$32.50000

$2.00000 -
j 250000 | - / — ¥ P

.‘_\ W &
‘-;l: a0.00 ‘___,.-F"""'. “ M grigh

$1,500 00
Mg
$1,000.00
$50000 $arod
$000
Jarvwpry Febuvars M ook
Hiandhs

C:\Documents and Settings\Administrator\Desktop\1.JPG

A line chart should be used where category labels are text, and are representing evenly spaced values such as months,
quarters, or years.

References: http://excel.officetuts.net/en/training/trendlines

QUESTION NO: 7 - (HOTSPOT)

HOTSPOT

You work as an Office Assistant for Blue well Inc. The company has a Windows-based network. You want to create a VBA
procedure for the open event of a workbook. You are required to set the security level temporarily for enabling all macros.

Mark the option that you will choose first to accomplish the task.

Hot Area:
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:{i Booklxlm - Microsoft Excel = =

“ Home Insert New Tab Page Layout Formulas Data Review Wiew Developer Team & ﬂ = 2

e eeem T4 @ =] = |hss” |3 Properties | ! “f Import Y
Y | oy i —}{. L = I Cab j i}(-
| ki C A O -,Q_J‘.I!t'\-h' Code &) Exvpanisnan Packs .
Visus! Macros Agd-Ins  COM Insert Design Source Doqument
Basic i &Y Add-Ing . Mode § Run Dialog F \ Fansl
Lode Add-In antrol Wl ity
' I
ANSWER:
}_;_l;l Booklxsim - Microsoft Excel = O

“ Home Insert New Tab Page Layout Formulas [rata Review Wiew Developer Team & ﬂ = @ &

| # | 5 Properties ] f IR Import .

— : .
ot | p— ] A0 i B
ben & 58 9F B ai . 1= 1% 0.
= “ 3 : a == | "l \view Code & Bxpanzion Packs
Wisusl Macros Add-Ins COM Insert Design Source Document
Basic & Add-Ing v Mode H RunDialog ! | Panel
Lode Add.ln antrol WL ity
v I
Explanation:

References: https://support.office.com/en-us/article/change-macro-security-settings-in-excela97c¢09d2-c082-46b8-b19f-
€8621e8fe373

QUESTION NO: 8
You work as an Office Assistant for Blue Well Inc. The company has a Windows-based network.
You want to make a slicer available for use in another PivotTable.

Which of the following steps will you take to accomplish the task? Each correct answer represents a part of the solution.
Choose all that apply.

A. Click the Insert Slicer arrow, and then click Slicer Connections on the Options tab in the Sort & Filter group.

B. In the Slicer Connections dialog box, clear the check box of any PivotTable fields for which you want to disconnect a
slicer.

C. In the PivotTable Connections dialog box, select the check box of the PivotTables in which you want the slicer to be
available.

D. Click the slicer that you want to share in another PivotTable.

ANSWER: C D
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Explanation:

References: https://support.office.com/en-us/article/use-slicers-to-filter-data-249f966b-a9d5-4b0fb31a-12651785d29d

QUESTION NO: 9

You work as an Office Assistant for Tech Perfect Inc. You are working in a spreadsheet. You are facing a problem that when
you type in a function and press Enter, the cell shows the function as you typed it, instead of returning the function's value as
shown below:

Which of the following is the reason that is causing the above problem?

A. You are inserting a new column, next to a column that is already formatted as text.
B. Excel is trying to reference an invalid cell.

C. You are inserting a new column, next to a column containing Dates or Times.

D. The lookup_value or the array you are searching resides in a cell containing unseen spaces at the start or end of that cell.

ANSWER: A

Explanation:

The Excel Won't Calculate My Function error occurs when a user types in a function and presses Enter, the cell shows the
function as the user typed it, instead of returning the function's value. The reason that causes this problem is that the cells
containing the formula are formatted as 'text' instead of the 'General' type. This happens when the user inserts a new
column, next to a column that is already formatted as text due to which the new column inherits the formatting of the
adjacent column.

Incorrect Answers:

B: The Lookup Function Won't Copy Down to Other Rows error occurs when a user uses a function in one cell and it works
perfectly but when he attempts to copy the function down to other rows, he gets the #REF error. The #REF! error arises
when Excel tries to reference an invalid cell. This error occurs if the user has referenced an entire worksheet by clicking on
the grey square at the top left of the worksheet. For Excel, this reference range is 1 to 1048576. Since the references are
Relative References, Excel automatically increases the row references when this cell is copied down to other rows in the
spreadsheet.

C: The Cell Shows a Date or Time Instead of a Number error occurs because the cell that contains the formula is formatted
as a 'date’ or 'time' instead of a 'General' type or a number. This situation arises because a user has inserted a new column,
next to a column containing Dates or Times, the new column has 'inherited' the formatting of the adjacent column.

D: The Failure to Look Up Values in Excel error occurs when a user gets an unexpected error while trying to look up or
match a lookup_value within an array and Excel is not able to recognize the matching value. If the lookup_value or the array
the user is searching resides in a cell, the user can have unseen spaces at the start or end of that cell. This will create the
situation where the contents of the two cells that the user is comparing look the same but extra spaces in one of the cells
cause the cells to have slightly different content. The other reason is that the contents of the cells that are being compared
may have different data types.

References: http://www.excelfunctions.net/FunctionWontCalculate.html
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QUESTION NO: 10 - (SIMULATION)
SIMULATION

Use a function to insert a value in a cell.
Cell range E2:E44

The "Level" of each employee

Function LOOKUP (vector form)
Lookup_value: "$/Hour" (Column D)

Lookup_Vector: Lower Limit row from table.

ANSWER: Use the following steps in explanation.

Explanation:

Step 1: Click cell E2, and click the Insert Function button.

; @

o |
Insert Function
Level

Name Base Rate

Cook $75.00
Estrada §75.00
Hong §75.00
Krebs $75.00
Lee $90.00

Valverde $90.00
Wickham $90.00

Step 2: In the Insert Function dialog box select Category Lookup & Reference, select function LOOKUP, and click the OK
button.
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Search for a funcion:

' Type a brief description of what you want to do and then Go
click Go :

Or select @ categoryf Lookup & Reference n

Select a function:

HLOOKUP -
HYPERLINK
INDEX

| OFFSET >
LOOKUP(...)

Looks up a vaiue either from a one-row of one-column range or from an
array. Provided for backward compatibility.

Help on this function

& .

Step 3: In the Select Arguments dialog box make sure lookup, value, lookup vector, result vector is select and click OK.

Arguments

LOOKUP
This fundion has multiple argument lists. Please select one of them.

ArQUmen

licokup value.lookup vector.result vector
0OKUP_valUue,array

Hielp o this furction

s |

Step 4: For Lookup_value click cell D2, for Lookup_vector select cells 112:K12, for Result vector cells 111:K11, and click the
OK button.
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X o v -LOOKUP(DZ112:K12,111:K11)

C D E F G H : ! K L M N
Base Rate

SIHour Level

s7s.00 (Sza0d1i:k1y) |

575.00 575.00 LastUpdate
$75.00  $75.00

$75.00  $75.00

To =
Dollar &

le Eﬂﬂ.{lﬁ m-\m e i RN
*0.01013 ¥ 1.00000

m 49000  590.00
S120.00 S120.00
$120.00 512000
$125.00 5125.00
5135.000 5135.00
514000  5140.00
516000  5$160.00
$330.00 $330.00 LookuP

$350.00  $350.00 Lookup_value D2 & -

| $375.00 $375.00 Lookup_vector 11 2:K12 = {0,200,800]

$380.00 $380.00 Result_veckor nik1t @ = §1.23
S675.00  S675.00

$595.00 $695.00 .
Looks up @ value either from a one-row o one-column range of fTrom an array. Provided Tor backward

ST25.00 S725.00 compatibility.
t m'm Smm RH.I.IH:_'II'EI:IJDI’ £ 1 range that contamns ﬂnh‘ Ne AW Or Eﬂlumﬂl the same size as
5$750.00  5730.00 Lookup_wector.
'$1,600.00 51,600.00
$1,650.00 $1,650.00
a ¥7.825.00 s
nﬁzs.ﬂn zﬁ.'ﬂ | | Hels oo this fundion Cancel |

| ¥7.825.00 579.27 h, &

Lowrer Limit

Function Arguments

Formula result =

Step 5: Click cell E2, click in cell reference 112 in the formula field, and press the F4 key (to make 112 an absolute reference.

X v K =L00xup¢f;|31:,:u-sf11}

C D | LOOKUP(lookup_value, lookup_vector, [result_vector])
N LOOKUP{lookup_value, array)

LastUpdate

Step 6: Make K12, I11 and K11 absolute references using F4 in the same way. Result will be:

=L OOKUP(D2,51512:5K512,51511:5K511)

F G
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Step 7: Click cell E2, and copy downwards to E44.

Jx | =tookup(D2,$15L:

(- B~ T — O~ R - A - B~ - -~

Result will be like:
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