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QUESTION NO: 1 - (SIMULATION)

Change the color theme.

MathTracker.xIsx Slipstream

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

Explanation:

Step 1: Click the PAGE LAYOUT tab, click Colors, scroll down and select Slipstream.
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Red Orange
Red

Red Violet
Violet

Viclet I
Median
Paper

Marquee
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Customize Colors...
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Office 2007 - 2010 |~/
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ANSWER: See Explanation Below For Answer

Explanation:

Step 1: Click the PAGE LAYOUT tab, click Colors, scroll down and select Slipstream.
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QUESTION NO: 2 - (SIMULATION)

Create a new named range. Cell range C7:C29.

Name: "Homework"

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

Explanation:
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Step 1: Click cell C7, and then Shift-click cell C29
Step 2: Click the Name box at the left end of the formula bar.

Step 3: Type: Homework. Press ENTER.
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ANSWER: See Explanation Below For Answer

Explanation:
Step 1: Click cell C7, and then Shift-click cell C29
Step 2: Click the Name box at the left end of the formula bar.

Step 3: Type: Homework. Press ENTER.
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QUESTION NO: 3 - (SIMULATION)

Change the color theme.

MathTracker.xIsx Slipstream

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

Explanation:

Step 1: Click the PAGE LAYOUT tab, click Colors, scroll down and select Slipstream.
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ANSWER: See Explanation Below For Answer

Explanation:

Step 1: Click the PAGE LAYOUT tab, click Colors, scroll down and select Slipstream.
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QUESTION NO: 4 - (SIMULATION)

Add conditional formatting.

Color Scales: Green —White-Red Color Scale
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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...

-

Tl J Top/Bottom Rules

= i

— |f§:| DataBars ’ L
= =
e | Color Scal »
| [gg| ColorScales
: -: Icon Sets ’
L ewrie. 2
E# Clear Rules v

IE] 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
Type: | Lowest Value ' Percentile :  Highest Value E'

Value: -_.[EL'E.IWEH value] |5G E ii'Highe:tt value]
Cotor | [=] |

o Theme el | e
0 EEEEEREN

[ ok || cance

% 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

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

= Lise 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

Value: | [Lowest value)

Color:

Preview:

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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N 3 ClearRules
[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
Type: | Lowest Value ' Percentile :  Highest Value E'

Value: -_.[EL'E.IWEH value] |5G E ii'Highe:tt value]
Cotor | [=] |

o Theme el | e
0 EEEEEREN

[ ok || cance

% 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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New Formatting Rule

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 unique or duplicate values

= Lise a formula to determine which cells to format

Edit the Rule Description:

Format all cells based on their values:

—_—

Format Style: |3.color Scale |_:_|

Midpain Maxtmum

Minimum } . neR
Cocerie - |Emoe——[<]

Type: Lowest Value - El

Value:

Color:

Preview:

QUESTION NO: 5 - (SIMULATION)
Create a table and modify the table styles.
Cell range B6:F29

Table Style Medium 4

Enable the First Column Style

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

Explanation:
Step 1: Click cell B6, and Shift-click cell F29.

Step 2: Click the Insert tab, and click the Table button.
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PAGE LAYOUT FORMULA!

Iﬁ' [ [& Shapes *
Kol -]
K- gy . i 1 PD SmartArt
PivotTable Recommended § Table ] PFictures Online
PivotTables Pictures @44 Screensho
Tables _ Iustrations
= = { Table (Ctri+T)

Create a table to organize and
4 B analyze related data.

Tables make it easy to sort, filter,
and format data within a sheet,

© Tell me more

B oW ke

Step 3: In the Create Table dialog box click OK.

[ Create Table x|

Where is the data for your table?
V] My table has headers

Step 4: In the Design tab, Table Styles select Table Style Medium 4.

i

I
i
NnOnn

I

Table Styles
| Table Style Medium 4 |

Step 5: In the Design tab enable First Column.
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VIEW DESIGM

+, Header Row | [ Farst Column I ¥ Filter Button

Total Row || Last Column

+ Banded Rows | Banded Columns

Table Style Options Table Styles
First Column
Display special formatting fior the
i first column of the table. B M 0 P Q R 5 T

ANSWER: See Explanation Below For Answer

Explanation:
Step 1: Click cell B6, and Shift-click cell F29.
Step 2: Click the Insert tab, and click the Table button.

TR
FILE nome L mserr B paGELavouT  FORMULAS

(e oo [& Shapes *
g B )L
J' _'? n L PDSmartArt

PivotTable Recommended § Table Pictures Online
Pictures &4+ ocreensho

PivatTables
Tables IMustrations

Table (Ctri+T)

C6 v s
Create a table to organize and

A B analyze related data. _

1 f Tables make it easy to sort, filter,

2 | and format data within 3 sheet,

3

4 © Tell me more

Step 3: In the Create Table dialog box click OK.
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Where is the data for your table?
V] My table has headers

Step 4: In the Design tab, Table Styles select Table Style Medium 4.

=

I

HHI

Table Styles
| Table Style Medium 4 |

Step 5: In the Design tab enable First Column.

VIEW DESIGN

¥ Header Row

Total Row

+ Banded Rows |

H I

[+ First Column " Filter Button | ——
e —rr—— |
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|| Last Calurn

| {afr gl

| Banded Columns |
Table Style Options Table Styles
First Column

Display special formatting fior the
first cofumn of the table. b ol o P Q R
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