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Question No : 1

You work as a Sales Manager for Young World Inc. You have created a sales report that
needs to be submitted to the head office. Before sending the report to your manager, you
want to ensure that the integrity of the document is maintained. You also want to place your
signature as shown in the image below:

2 B C D E 7
# Sales Members January February March Sale First Quarter
1 Rick Stuart 9340.00 £300.00 £524.00 91,164.00
2 Gary Peterson 544300 £438.00 549500 £1,376.00
3 Sita Padmanabhan $644.00 S670.00 5735.00 $2,049.00
4 Montek Singh 344,00 £415.00 4540.00 41,299.00
§ Sarah Andersan $345.00 4396.00 8412.00 41,153.00
Grand Total 57,041.00

\ : gfsiancs
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Which of the following steps will you take to accomplish the task?

A. Insert a Drawing object.

Add the signature image to the object.
Validate all data entries.

B. Insert a Signature Line object.

Place the digital signature on the Signature Line.
C. Insert a Text object.

Add the signature image to the object.
Add a read-only attribute to the workbook.
D. Insert a WordArt object.

Add the signature file to the object.
Protect the workbook.

Answer: B

Explanation:

In order to accomplish the task, you will have to take the following steps:

Insert a Signature Line object. This will provide a place to show the digital signature on the
document.

Place the digital signature on the Signature Line. This will ensure the integrity of the
document, and the image used will be shown in the document.

What is a digital signature? Hide

Wwww.ensurepass.com



Dumps with VCE and PDF (+Free VCE Software)

A digital signature is a technique to authenticate digital documents by using computer
cryptography. A digital signature not only validates the sender's identity, but also ensures
that the document's contents have not been altered. It verifies that the source and integrity
of the document is not compromised since the document is signed. A digital signature
provides the following assurances: Authenticity, Integrity, and Non-repudiation. Microsoft

Office 2007 Excel and Word provide a feature known as Signature line to insert a user's
digital signature on a document.

Question No : 2 HOTSPOT

You work as an Office Assistant for Pecuniary Inc. You have created a report in a
workbook in Excel 2007. You want to quickly format headings and titles in the workbook.

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

Click on the correct spot in the image. Doing so will place the target icon at the dicked spot.

Home Insert Fage Lt Formedas [al% ] Farw Wiew 2 x

-

oo *m1 v | oyl S5 Percentage -+ Pl Condmions Fommatting = J=ineet . E - ;]r J‘"}

1 B X xRN - % - % s | gEromatas Table - 1% Delete - | 3]

rE A EE - a3 =) Cen Stytes - e il
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Answer:
Click on the correct spot in the image. Doing so will place the target icon at the dicked spot.
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Arial -l - | g S Percentage - | By Conditional Formatting = | S=Insert - = ﬁr }}
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Cells Editing

According to the question, you have to quickly format headings and titles in the workbook.
In order to accomplish the task, you will have to take the following steps:
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Home Inzert Page Layout Formulas Diata Rl Wiew
Arial\ 11 v = = = ;3 General > J':L:J Conditional Formatting =
B I U-AN EE=EAH 8% 1i\WnnmatasTahle'
B[O A |[EER] ||| () Cell Styles +
Font ] Alignmernt F] Mumber s Styles

Click the Cell Styles option in the Styles group on the Home tab. This will open the pre-
formatted styles available with Excel. Choose the required option.

; Good, Bad and Neutral
I MNormal | Bad Good Neutral
Data and Model I
i_-!'-l:{lculation Jj Check C: 1[} Explanaton WT— ki ; Mote

Titles and Headings

Headin... Heading2 Heading3  Heading4  “ille Total g
Themed Cell Styles

20% - Acce... 20%-Acce.. 20%-Acce.. 20%-Acce. 20%-Acce. 20%-Acce.

40% - Acce... 40%-Acce.. 40%-Acce.. 40%-Acce.. 40%-Acce.. 40%-Acce..

Number Format
Comma Comma [0] Currency Currency [0]  Percent

o] | New Cell Style..,
| Merge Styles..

A cell style is a defined set of formatting characteristics available in Excel, such as fonts
and font sizes, number formats, cell borders, and cell shading. A cell style is used to apply
several formats quickly. It also ensures that cells have consistent formatting. Microsoft
Office Excel provides several built-in cell styles to apply on cells. Users can also modify
these styles to create custom cell styles.

Cell styles are based on the document theme that is applied to the entire workbook. If a
user changes the document theme, the cell styles are updated to match the new document
theme.

Reference. Microsoft Excel 2007 Help, Contents: "Apply, create, or remove a cell style"

Question No : 3 HOTSPOT
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Shelly works as an Office Assistant for Star Publishing Co. She creates a report that
includes a list of books, along with the author's name. By mistake, she enters the incorrect
spelling of an author's name that appears most often in the whole report. She wants to
change incorrect spelling of the author's name with the correct spelling in the whole report.
Choose the option that he will use to accomplish the task.

Click on tha comract spot in the image. Doing 50 will place the tanget icon at the chiciad spot.

e
b g
iy oy el
(B paste ey
Cheay »
Dot Shest
|k Erd... ChrileF
Raplace... CirlsH
GTo.. QrsG
¥

Answer:

Click on the corect spot in the image. Doing so will place the target icon at the clicked spot.

8 l'h Cony ke
IE!. Baste Cuhi
Chady [
Dt Sheet
| End... ChiE
lrapiace... cuient |
GoTa.  OviG
¥

I.T@ atior.l:

Copy Chri+C

[ Paste Chri+¥
Clear 3
Delete. ..

Delete Sheet

¥

@4 Find... Chrl4F
Replace... Ckrl+H
Go To... Ckrl+G
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The Replace option on the Edit menu will open the Find and Replace dialog box with the
Replace tab selected. The options under the replace tab are used to find the specific text or
number and replace it with the other one on a worksheet.

Find and Replace Ei
Find  Replace ]
Fndwhat:  [Rikey =z
Replace with:  [Ricky] =l
Options >>
Replace gl |  Replace | Find Al Find Next Close

Perform the following actions in the Find and Replace dialog box to find the specific text or
number and replace it with the other one in a worksheet.

1. Enter text or number to be searched in the Find what text box.

2. In the Replace with text box, enter the text or number that will replace text or the number
in the Find what text box.

3. Click the Find All or Find Next button.

NOTE. Click the Find All button to get the list of all occurrences of text or the number that is
mentioned in the Find what text box.

4. Click the Replace All or Replace button to replace the all occurrences or highlighted
occurrence.

NOTE. The following message box will appear if a user clicks the Find All button, and then
the

Replace All button.

JH' Excel has completed k2 saarch and has made § replacements.

The Find opbion on the Edit menu will also open the Find and Replace dislog box with the Find tab selected.
Find and Replace BHE
Fiod | Regiace |
Fodwhat:  [Rikey| =l
Oplicns >
Frdal | [Endet | ase |

The options under the Find tab are used to only search text or number, Therefore, it is more appropnate to choose the Replace option on the
Edit menu when there is need to search for specific text or number and replace it with the other one.

Reference. Microsoft Excel Help, contents: "Find or replace text and numbers on a
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worksheet"

Question No : 4

Rick works as an Office Assistant for Tech Perfect Inc. He uses Microsoft Excel 2007 for
creating reports. He is working on a report in which he has used few macros. He saves the
report in macroenabled workbook format. Which of the following extensions will Excel use
to save the workbook?

A. Xlsm
B. xls

C. xlsx
D. xlIsb

Answer: A

Explanation:

In order to save the macro-enabled workbook, Excel 2007 uses the xlsm extension. The
new

Microsoft Office system breaks a file into different groups as document data, macro code,
and header information and saves them in separate compartments. It then combines these
compartments into a single file. Separating macro code from the data enhances the
security of the document. It enables users to prevent Excel 2007 from executing macro
codes that possibly can harm computers or data.

Question No : 5

You work as an Office Assistant for Media Perfect Inc. You are creating a report in Excel.
You have selected all worksheets available in the workbook as shown below:
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A B = D E
1 |Sales Report Media Perfect Inc.
2
4 |Doid 50000 $2000.00 $2, '?I','II'_'I oo $5400.00
5 iah $1.70000  $235000  $320000 $725000
[ k $250000 $275000  $R700000 $8.950.00
T |5orah $220000 $2750.00 $221000 $8750.00
g |5azha $3,100.00  $2200.00 $4,150,00 $10,150000
2 |Total £10,000.00 %£12.750.00 %17.760.00 $40.510.00
1] m \\
B '\.\?H‘am | Sheet2 eek3 Sheetd SheetS < ¥J
Ready Average: 6751666667  Count: 37 Sum: 162040

Now, you want to cancel the selection. Which of the following steps will you take to
accomplish the task with least administrative effort?

A. Click on one of the selected sheets.

B. Double-click on one of the selected sheets.

C. Click any unselected sheet.

D. Right-click the selected sheets.

Click the Ungroup Sheets option from the shortcut menu.

E. Click the Single Sheet options in the Sheet Options group on the Page Layout tab.

Answer: D
Explanation:

When multiple sheets are selected, Excel groups the sheet and the [Group] appears in the
title bar as shown below:

lﬂ ) - E SalesReportxlsx [Group] - Microsoft Excel
iﬁs
i!!f- Home Insert Page Layout Formulas ata Review Vir
E] H— _&,Orientatinn ¥ ":Br-_-::'-: s — wWidth:  Automatic -
1y Size = 4 Background | 3| Height: Automatic ~
Themes Margins S = £
v E|' - cpPrintArea - [ PrintTitles || E Scale: 100% T op
Themes F‘age Setup i Scale to Fit \E
| Al » (e ﬁr' Ealesﬁepur‘t

To unselect the sheet, you are required to click any unselected sheet. However, the
guestion states that all sheets are selected. In such a case, in order to unselect the sheets,
you will have to take the following steps:

Right-click the selected sheets.

Click the Ungroup Sheets option from the shortcut menu.
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Answer options B and A are incorrect. These options will not ungroup the sheets.
Answer option C is incorrect. The question states that all the sheets are selected. Hence,
no unselected sheet will be available.

Answer option E is incorrect. No option such as Single Sheet is available in Excel.
Reference. Microsoft Excel 2007 Help, Contents: "Select one or multiple worksheets"

Question No : 6

You work as a Sales Manager for Media Perfect Inc. You have created a sales report in a
workbook in Excel 2007. You want to display the file name with complete path of the
current document in Al cell as shown in the image below: Which of the following steps will
you take to accomplish the task?

1 C\Reports\[SalesRepon xiix])Shee 2

|

1 Sales Report Media Perfect Inc.

o

& Mark $200000 3275000 3370000 $8,450 00
7 David $1,00000 $1,900.00 $290000 $5,800.00
8 Marah  $1,75000 $2,35000 $3 20000 $7,300.00
? Sarah $2,20000 $2,750.00 $3,810.00 §8,760.00
10 Sasha $3210000 3290000 34135000 $10,150.00
11 Total $8,092.00,

A. Insert the following formula in cell Al: =filename("A1")

B. Click the Header & Footer option in the Text group of the Insert tab.

Select the Footer section.

Click the File Name option in the Header & Footer Elements group of the Design tab.
C. Click the Header & Footer option in the Text group of the Insert tab.

Select the Header section.

Click the File Name option in the Header & Footer Elements group of the Design tab.
D. Insert the following formula in cell A1: =cell("filename")

Answer: D
Explanation:
In order to display the current file name with its full path and the name of the current
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worksheet, type the following formula in the required cell: =cell("filename™)
Inserting the above formula in the cell A1 will display the file name as shown below:
Answer option A is incorrect. No such function as filename() is supported by Excel 2007.

A B 'i;
1 C:\Reports\[SaleskReport xlsx]Sheet2
2

LS

Answer options C and B are incorrect. These steps will insert the file name in the document
in the header and footer sections. However, the question clearly states that the file name
with full path is to be inserted in the Al cell. Hence, these steps will not accomplish the
task.

Reference. Microsoft Excel 2007 Help, Contents: “Insert the current Excel file name, path,
or worksheet in a cell”

Question No : 7

You work as an Office Assistant for Pecuniary Inc. You are creating a report in a workbook
in Excel 2007. The company borrowed a sum of $1000000 at 6% interest rate, which is to
be paid within 24 months. You are required to prepare a report in a workbook in Excel
2007, which shows the calculation of monthly installments to be paid to repay the loan.
Which of the following formulas will you use to accomplish the task?

A. PMT(1000000, 6/12, 24, 0, 0)
B. PMT(6/12, 24, 1000000, 0,0)
C. PMT(6%/12, 24, 1000000, 0, 0)
D. PMT(1000000, 6%/12, 24, 0, 0)

Answer: C

Explanation:

According to the question, you have to calculate monthly installments for repayment of loan
on principal amount of $1000000 borrowed at 6 percent fixed yearly interest rate to be paid
within 24 months. In order to accomplish the task, you will have to use the following
formula. PMT(6%/12, 24,

1000000, 0, 0)

A PMT() function is used in Excel to calculate payments due on a loan, assuming a
constant interest rate and constant payments.
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Syntax:

PMT (Rate, NoOfPayments, PV, FV, Type)

Here, Rate is the rate of interest to be divided by 12 for monthly payments.
NoOfPayments is the total number of payment for the loan.

PV is the principal value.

FV is the forward value. It is the left over at the end of the payment cycle, usually left blank.
Type is either 0 or 1 indicating whether payments are made at the beginning or at the end
of the month. Usually left blank which indicates 0 (end of month).

Answer options A and D are incorrect. These formulas contain incorrect syntaxes of the
function.

Answer option B is incorrect. It is required to provide rate of interest with percent symbol
(%) in the formula.

Question No : 8 HOTSPOT
You work as a Sales Manager for Rainbow Inc. You are working on a report in a worksheet

in Excel 2007. You want to insert flow-chart in the sheet. Mark the option that you will
choose to insert flowchart symbols in the report.

Chck on the cormect spot in the image. Doing so will placa the target icon at the ckcked spok.

-
e 1 Home Enaert Fage Layouk Formulas Data Review View L2

= | j &l cop At I i fle Line = gty Bana - a ) Tt B T
- —— [y stnpes - o Pie~ fo scatner - o) ) Heaoer & Footer Mg
PhvotTable Table || Ficure o Column o Hypeesiink
- I smanan = & Bar = i) Other Charts = Al wordast - i
- Charts - Link Teut
Answer:
Chick on the cormect spot in the image. Doing so will placa the target icon at the chcked spot.
- =
k% Home et Fage Layout Formulas Data Peview Wit Lo
E.I 0 A ﬂ fle Line = gty Bana - a ) Tet Bt T
o = e T 3
= _., # &b Pie = [ Srarner - S ] Header & Foater Mg
"n-UfTab ie Tuble F-’w " s Column o Hypesink
" Smartart = & Bar = i) Other Charts = Al wordast - i
{1 ) Charts - Link Teut
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vd F: Home Insert Page Layout Formulas Data Review Wiew Ll
o j (] Clip Art U Line = iy Area - Q [ Tt Box P
|4 ) :
——1 [y Shapes ~ @B Pie - |- Scatter - o ] Header & Footer g
PivotTable Table Pickure=— Column = T Hyperlink
- ) Smartart - SpBar~ L) Other Charts - Al Wordart - £
Tables lilustrations Charts L] Links Text

In order to accomplish the task, you will have to choose the Shapes option. Shapes are
simple objects provided by 2007 Microsoft Office to add them to a document. A single
shape or combined multiple shapes can be inserted in the document. The Office 2007
includes simple shapes such as lines, basic geometric shapes, arrows, equation shapes,
flowchart shapes, stars, banners, and callouts. Users can add text, bullets, numbering, and
Quick Styles to these shapes after inserting them in the document. Take the following steps
to add a shape in a document:

1.Click on the Shapes option in the lllustrations group on the Insert tab. This will open the
list of shapes available in Office 2007.
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| Insert wge L3

| | & Clip Art
L@Shapes*

L o

Hlustrations _|

2. Choose the required shape from the list.

B S R e R

ODOOADOH( B
LRl J4 #

Block Armows

DAL LEPRIT
€ dvnpD DIl
HHa

Equation Shapes

=R

Flowchart
OCO0<LUO0 LT da\
oCoCNBEBE X 6 AVED
QOO

Stars and Banners
SRR AS SR ROFOFHEOE IS
L2 &8 () ) [T ORI

Callouts

Question No : 9
You work as a Sales Manager for Deep Lake Inc. You create a report in Excel 2007. This

report will be used by your sales team members to fill daily sales data. You save the report
with the name Daily Sales Report. After saving the report, you share it to all your team
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members. You want to validate entries in some of the cells in the report. You open Daily
Sales Report and try to validate one of the cells. However, you find that the validation
option is not enabled.

e
hm D
K B =

Rem o Data  |Consolidate \WhatIf
"u"E||II.',|E|‘tIIIIr'|' Anawm'

I
/4("!3 Circle Irvalid Data _
J | '132 Clear Validation Circles |

You want to have validation in place in the shared workbook. Which of the following steps
will you take to accomplish the task?

A. Disable protection of the sheet.

Apply validation rules.

B. Enable protection for the sheet.

Apply validation rules.

C. Disable sharing of the sheet.

Apply validation rules.

D. Select all the cells that need to be validated.
Ensure that no validation rules are applied previously.
Apply validation rules.

Answer: C

Explanation:

Microsoft Excel does not allow validating a cell after a sheet is shared. In order to
accomplish the task, you will have to take the following steps:
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Peu.e‘-\»\gw

| 8l Protect snd Share Workbook

== g Allow Users to Edit Ranges
Protect  Protect Share 5
Sheet Workbook = Workbook @ Track Changes =

Char -,|.—-‘\

2. Onthe Editing tab, select the Allow changes by mare than one user at the same time check-box, and then click OK.

<3 Shiow All Comments

Share Workbook ﬂ

Editing I.Mw-nccd |

F_ﬁvd‘mhﬁme&mmm&hmtm. Tl'isl
allows workbook merging, |

WW\MMWM

we (Exchusneal - 8/4/2008 1:33 PM

Disable sharing of the sheet.

Apply validation rules.

Microsoft Excel 2007 allows sharing of a workbook in order to allow multiple users to edit a
workbook simultaneously. By using this feature, the owner of the workbook does not have
to worry about changes, as the shared workbook keeps the original data, all edits,
additions, and deletions. How to share a workbook?

Take the following steps to share a workbook:

1.Click the Share Workbook option in the Changes group on the Review tab. This will open
the Share Workbook window.

After sharing a workbook, the following features cannot be modified: workbook and
worksheet protection, macros, data validation, charts, pictures objects, hyperlinks,
scenarios, outlines, subtotals, data tables, PivotTable reports, merged cells and conditional
formats. However, these features used prior to sharing a workbook will work in the shared
workbook.

Answer option A is incorrect. It is not mentioned in the scenario that protection is applied on
the sheet.

Answer option B is incorrect. Enabling protection for the sheet will not enable you to apply
validation. The question clearly states that you have shared the workbook. After sharing of

workbook, validation cannot be modified.
Reference: Microsoft Excel 2007 Help, Contents: "Overview of sharing and collaborating on
Excel data"
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Question No : 10

You work as an Office Assistant for Media Perfect Inc. You are creating a report in Excel.
The report worksheet will include the sales made by all the sales managers in the month of
January.

A B

1 Sales Report

2

3 Jaiim e ¥ 1RUc -
4 David $1,000.00|
5 Mariah $1,700.00 |
& Mark $2,500.00|
7 Sarah $2,200.00|
8 Sasha $3,100.00|
9 Total $10,500.00,,

In the worksheet, you are required to place a pictorial representation displaying the
percentage of total sales made by each sales manager in January. Which of the following
charts will you use to accomplish the task?

A. Line
B. Pie
C. Bar
D. Column

Answer: B

Explanation:

In order to accomplish the task, you will have to insert a pie chart in the worksheet. Excel
provides a pie chart facility to display data that is arranged in one column or row on a
worksheet. Pie charts display the size of items in one data series, proportional to the sum
of the items.
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January Sale

180080
= farvedl
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R,
* Earmh
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€5

Thie ibems in thie pie chart ane displayed a3 a parcontage of the whale pie.

Angwer opton D15 incorrect. Excel provides column chart facity to display data that 15 arranged in columns or rows on & workshaet. [n column
charts, categories are organized along the honzontal avas and values along the vertical axis.

First Quarter Sale

15,000 00
BADM 00
! FLE00 00 Ll
ey —=
T
s e S o
diveeity Pabdeaey  Mard Eaieh

Viansha

Column charts are used for showing data changes over a period of time or for illustrating comparisons among ems.
Answer option A is incormect. Excel provides a column dhart facility to display data that is arranged in columns or rows on a worksheet., Line

charts are used to display continueows data over time, set agamst a commaon scale. In a line chart, category data is distributed along the
horizontal axis, and all value data is distributed alang the verbcal aws. Line charts are ideal for showing trends in data at equal intervals.

First Quarter Sale

(EE ]
[T

[FECT o
[T

3 [T ;‘J__/ —id
11,008 [R———
T
mt
™

405 002
e

& hne chart showld be used where category labels are text, and are representing evenly spaced values sudch as months, quarters, or years,

Angwer option C is incorrect. A bar chart is a feature provided in excel to graphically display data that is arranged in columns or rows on a
worksheet, Bar charts are used for illustrating comparisons among individual items.

January Sale
ety PO E—
e——
et P
* Samserp
=]
000 §1,00000 {2,000 00 §100000 §4,.00000

Bar charts ara usaful where aws labals are long.

Question No : 11

You work as an Office Assistant for Net Perfect Inc. You are working on Excel 2007 to
create a sales report for the current week. Your workbook contains four worksheets. You
have tabulated data in the first sheet. In the second worksheet, few cells contain formulas
that refer to the first worksheet.

www.ensurepass.com



Dumps with VCE and PDF (+Free VCE Software)

You want to view both worksheets side-by-side to see how modifying data in the first
worksheet changes the formula's result in the second sheet.

Which of the following steps will you use to accomplish the task?

A. Save a copy of the workbook with a different name.

Open both copies in Excel.

Use the Arrange Horizontal option in the Arrange Windows dialog-box.

B. Click the New Window option on the View tab's Window group.

Use the Arrange Vertical option in the Arrange Windows dialog-box.

C. Select both the sheets.

Click the Landscape Orientation option on the Page Layout tab's Page Setup group.
D. Save a copy of the workbook with a different name.

Open both copies in Excel.

Use the Arrange Vertical option in the Arrange Windows dialog-box.

Answer: B

Explanation:

Excel 2007 provides the facility to open more than one copy of a workbook at a time. This
option is very helpful when you need to simultaneously view two worksheets every time you
want to see how modifying data in a worksheet changes the formula's result in the other
worksheet. According to the question, you want to view both the worksheets side-by-side.
In order to accomplish the task, you will have to take the following steps:

Wiew

{ ‘; _ e s __-'kl _“1 }_- Flsplit || 1) View Side by Side [=2 -
e =y = = Hide ud} synchronous Scrolling &

Zoom 100% Toomto N rrange Freeze 4 q Sawe Switch
Selection | Window | Panes~ fide | slgResetWindow Position | workspace Windows -

Toom Window

& Use the Arrange Vertical option in the Arrange Windows dialog-box.

Wik

B Arrange Windows EHE |} == =4
I bt
T 1

Arrange prrange Freeze
" Tiled Al Paries -
" Harizontal 1
 rtcal

g " Cascade
g [ windows of active workbook | - o

QK I Cancel | 83 a7

Zot

Click the New Window option on the View tab's Window group.

These steps will open a second copy of the workbook and arrange both copies side-by-side
in a single Excel window. If the original workbook's name is SalesReport, Excel 2007 will
display the name of original workbook as SalesReprort:1 in the title bar and SalesReport:2
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on the second workbook's title bar. When you change data in a sheet of any workbook, the
formula result will reflect on the respective sheet of the other workbook. Changes done in
either of the workbook will reflect on the other.

Answer options D and A are incorrect. Saving a workbook with a different name will make
two different individual workbooks. These workbooks will have separate identity. Hence,
the changes done in one of the workbooks will not be reflected on the other.

Answer option C is incorrect. Setting orientation of a sheet to Landscape will not work for

this situation. Landscape orientation is a part of layout option that is used to define how
data will be printed on a sheet of paper.
Reference:

"http://www.allpm.com/modules.php?op=modload&name=Newsé&file=article&sid=1813"

Question No : 12 HOTSPOT

You work as an Office Assistant for Media Perfect Inc. Your responsibility includes creating
sales reports for the Sales department. You use Excel 2007 to create these reports. You
have created a yearly sales report. The fragment of the report is shown below:

A 8 C ] E F ] H

Bales Hepart Media Peifect Ing,

= = - - - o - - - -

4 D 0000 L0000 $IMO00  pRAING  gATA00  g2S0R00  $lESaN0  gwstew -
5 Mariah FLTO000  FIIG000  BAI0GOG.  $LI0ON0 $RSN000  4RATI00 peiSam U 8
& Mark BREOO0 4270000 £A7RO00  $RSS000  $AOTOO0  BAATION 45470 LT ¢
ERETT 20000 4275000  GAEN00  $E7EG00  SATMOD  gAENN B507LA $1agrRn

& Sugha SR FLIONN0 BARO0N GO0 FSSS00 GRACLSE  BNEIES iEmE
4 Total FI0,000000 12750000 $17, 76008 F0510.00 1951600 $2L409.60 $ZIEIRE GAEELIE $19

As the repart is quite wide, printing this report involves three &4 size pages. You want the first column {column &) to repeat in every printed
pagi. Mark the option that you will chaose to acamplish the task.

Click on the commect spot in the image. Doing so will place the target ion at the dicked spaot.

Iniart Page ot Fodmiilad Data Redew
=5 % 1 =7
y E (= o — o 0=
i < J — Ll ) n
Margine Ortntation Sz Peirt  Breaks Background Print
= ~ = Arga T = Tethes
Pape Setup a

Answer:
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B [ o E F G H
Media Pevivct ine.

i o R O e S
el I e TN 0 EET . M - S - e - 2 Gauytey S
L] F T 200000 1390 00 5,400 00 250 o E LT L
& FLTO000 FL300.00 FRITROG F7I FARR0N FRATI 0 IR B ]
E 2000 32,7000 B2 TR FEI) 00 FHOTR00 BAATT 0N EATD AT &
£ S20000  BITSA00  BIENOD  4ETEAND  S41SI00  gAGMN BEO7IM $aETEn
g 00 f Rkt f e LI LS00 RS  Lheal s S0 [~
4 Toal £10,000000 $12,750.80 $17,760.08 $40.510.00 19,5500 $21489.60 FIIEINGE  REAEELIE $19

A5 the report 15 quite wide, printing this report involves three &4 size pages. You want the first column {codumn &) bo repeat in every printed
page. Mark the option that vou will choose to acomplish the task.

Click on the cormect spot in the image. Doing so will place the tanget ioon at the dicked spat.

It Page tipout | Foemuiag DAty Reigw __*

e N S R

- =
Margins Orientation  Size  Print Breaks Eav:t’g'ouncl Frink

5 - = AaT T Titles 1
Pape Setup al =)

Explanation:

Insert Page Layout Farmulas Data Review 2

OB Chs @ E

Margins Orientation Size Print. Breaks Background
' > = Area = > Titles

Page Setup c Is

The question states that the report is quite wide and takes three pages to print. You are
required to repeat column A in each printed page. In order to repeat the column in every
printed_page, you will have to take the following steps:

=

Print

Titles
”

# In the Columns to repeat at left option, provide the required column value.

pagesetp ________________________ HEH|
Page | Margins | HeaderfFooter  Sheet |
Print area: | =
Print titles

Rows torepeat sttop: | =
Columns to repeat at left: [$a:44| =5

Choose the Print Titles option in the Page Setup group on the Page Layout tab. This will
open the Page Setup window.
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These steps will enforce Excel to repeat column A at the left side of each printed page.

Question No : 13

You work as an Office Assistant for Peach Tree Inc. Your responsibility includes creating
sales incentive report of all sales managers for every quarter. You are using Microsoft
Excel to create a worksheet for preparing the report. You have inserted the sales figures of
all sales managers as shown in the image given below:

A e o e o b O  F

1  Incentive Sheet
2]
3 |incentive Percentage 10

First Sale
7 Name January|February |March |Quarter Sale|incentive
8 [Mark $2,000.00]  §2,450.00]52,700.00 $7.150.00
9 |David $2,100.00]  $2,200.00/52 300.00 $6,600.00
10 [Mariah $1,950.00] $2150.00/52,310.00 $6.410.00
11 |Sarah $2,300.00]  §2.700.00/83,100.00 £8.100.00
12 |Sasha $2.500.00] S2.840.00]{83400.00 §8.740.00

You have to calculate the first quarter incentives for all sales managers. The incentive
percentage (provided in cell B3) is fixed for all sales managers. The incentive will be
calculated on their total first quarter sales. You have to write a formula in the cell F8. Then
you will drag the cell border to the cell F12 to copy the formula to all the cells from F8 to
F12. In the first step, you select the F8 cell. Which of the following formulas will you insert
to accomplish the task?

A. =B3/100 * $E$8
B. =$B$3/100 * E8
C. =&B&3/100 * E8
D. =B3/100 * E8

E. =B3/100 * &E&8

Answer: B

Explanation:

In order to accomplish the task, you will have to insert the following formula: =$B$3/100 *
ES8

According to the question, the formula will be inserted in cell F8 and then the cell's border
will be dragged to the F12 cell. Furthermore, the incentive percentage is fixed for all sales
managers and the value is provided in the cell B3. You will have to insert a formula that
refers to the B3 cell as an absolute Reference. For this you will have to type currency
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symbol ($) before the row name and column number. In order to accomplish the task, type
the following formula in the cell F8: =$B$3/100 * E8

When absolute reference is used for referencing a cell in a formula, dragging cell's border
to another cell does not change the cell's reference.

Answer option D is incorrect. This formula references the B3 cell as a relative Reference.
After inserting the formula, when the cell's border is dragged, it will change the cell
reference relatively.

Answer options C and A are incorrect. Ampersand symbol (&) is not used for referencing
cells in Excel.

Question No : 14

You work as a Sales Manager for Tech Perfect Inc. You are creating a weekly sales report.
Before finalizing the report, you want to verify the correctness of all formulas that are used
in the report.

For this, you want to print the report displaying all formulas, instead of their values. Which
of the following steps will you take to accomplish the task?

A. Click the Show Formula option in the Formula Auditing group on the Formula tab.
Use the Print option to print the report.

B. Select the Show Formula option in the Print dialog box.

C. Click the Print Formula option in the Formula Auditing group on the Formula tab.
Use the Print option to print the report.

D. Select the Print Formula option in the Print dialog box.

Answer: A
Explanation:
In order to accomplish the task, you will have to take the following steps:

%3 Trace Precedents |3 Show Formulas —=
“ffTran:e Depen "f;j;:- Error Checking = o
Watch

J;", Remowe Arrows = gﬁ;}' Evaluate Formula | \findow

Formula Auditing

Click the Show Formula option in the Formula Auditing group on the Formula tab
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Use the Print option to print the report.
Show Formula is a toggle option to display or hide formulas in a worksheet. Alternatively,

you can use the Ctrl + * keys to show/hide the formula.
Answer options C, B, and D are incorrect. No such options are available in Excel 2007.
Reference. Windows Excel 2007 Help, Contents: "Hide or display formulas”

Question No : 15 HOTSPOT

You work as an Office Assistant for Media Perfect Inc. You are creating a report in a
workbook in Excel 2007. You have to insert a Venn-diagram in a worksheet. Mark the

option you will choose to accomplish the task.

Clhick on the cormect spot in the image. Doing so will place the target icon at the dicked spot.

SV
d"r x Harme Insert Page Layout Farmusiyg Data Flevimas Wimwy L
'| j ] ciip Art e Lre = il Aren - Q Bl Text Box ¥
] = ¥
] L Fhapes = ol e - [ Sotier = - ] Header & Faater hig
Hypedink

ProotTable Table Pictuine Cobuimn

= cmartart B gar = ) Other Charts -
3 -

Tabiles Miiydrations Char

A warar - 7]
Link: Tt

Answer:
Click on the correct spot in the image. Doing so will place the target icon at the dicked spot.
e
= x|  Hame Insert Page Layout Farmulal Drata Favdew Wisw o3
-| j &l cip Ant i Lire = il Aven = Q B et B =
£l i; : £ el L shapes = do e [ seatmer - ='-I=" ] Heager & Footer bgg
m". able Table uulll__._ .(l-‘lal'tf‘-rtJ Cabumn = B u e Chiars Hypedink JWOIM-I X 0o
Tables Nigsiraticns Charts . Links Teat
E nation:
kx|  Hame Insert Page Layaut Formulas Data Rewi et Wik w
J “‘j 8] clip &rt “ i Line = gl Area = 0 [=1] Text Box -5
11 || -
: - i 4 Shapes ~ @B Pie - [ Scatter - =g _] Header & Faoter *gg
PiwvotTable Table Picture [ Column Hyperlink
. t| Smarthrt - BpBar- §) OtherCharts - Al Wordart - 2
Tahles TlListrations Charts e Links Text

In order to accomplish the task, you will have to choose the Smart Art option. Through the
Smart Art option in Office 2007, you can insert complex graphics such as a Venn-diagram
in a document. Smart Art is a group of easily editable and formatted diagrams. This is a

new option of Excel 2007. There are 115 preset Smart Art graphics layout templates, such
as List, Process, Cycle, Hierarchy, etc. Smart Art graphics can automatically change their
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colors, fonts, and effects to match the document's theme.
The Smart Art option appears under the Insert tab.

Ingrt Fagwe Lwyout Farmulat Duta ] View

SR gheD MO @ 1) 4

Pturg  Chip  Thapst tma Colimn  Limg (= Bar  Ares  Soalter Other  Myperiind Text Hesder WardA
Art - = ' = - ’ - Charts = Box & Footer =
S kErBOAR CHar = ird 3

. L

Chaoe & SemastArt Graphsc

e g @ &

3 Prooeds
¥ Cyde - .:..

Merarchey
iy Relsonsho Lt
g
l-\...l i “ . | .n I“hm
S, - Pyvad HH -H Liss B shiny thee redlaficnsheg bo g -

certral sdea in 4 Crtlosl progresson
Eachh o Ete st Four brees of Lol
texl cornespords bo & wedas o pe

ihiges, bl Lowel 2 hant adgeart ©i &

Pyramic]
L\ 4 rectanglar shape b the sck of the
- wedkon o pue shage . Unused et
- v donst ot alDadr, but pemagd

w|  avalable B you S Lipoute j

.

Each Smart Art graphic maps the text outline onto the graphic and automatically resizes
the graphic for best fit. A number of quick styles can be used for each graphic shapes.
Users can also manually change Smart Art graphics colors, fonts, and effects to match the
document's theme.

Reference. Microsoft Excel 2007 Help, Contents: "Learn more about Smart Art graphics”

Question No : 16

Jenny works as Chief Operating Officer for Tech Perfect Inc. Her responsibilities include
monitoring company's sales data and analyzing them to offer the best possible solution to
meet the sales target set by the management.

She often requires opening two workbooks simultaneously. One workbook contains yearly
sales target figures and the other one includes the actual sales figures. Which of the
following steps should she take to reduce the burden of opening these files individually?
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A. Copy the data of one workbook and paste it into a separate sheet in the other workbook.
B. Place the files in a USB drive.

C. Create a workspace containing reference of both workbooks.

D. Place both workbooks at the same location.

Answer: C

Explanation:

In order to reduce the burden of opening workbooks individually, Jenny should create a
workspace containing reference of both the workbooks.

What is a workspace?

A workspace is an Excel file that allows users to open several files at once. If a user
requires opening a set of workbooks to open simultaneously, he should create a workspace
of those files. Excel creates a single file that reference to several workbooks. Whenever
users open a workspace created, all the files referenced in it will open simultaneously. A
workspace file is saved with the .xlw extension.

Question No : 17

You work as an Technician in Tech Perfect Inc. You are creating a report in Microsoft
Excel. You protect the worksheet elements in the worksheet. Which of the following
functionalities will be achieved by your action?

A. It will limit the access to the worksheet.

B. It will restrict users to make any changes in the worksheet.
C. It will hide the confidential data.

D. It will encryypt the data.

Answer: B

Explanation:

Protecting the worksheet elements will restrict users to make any changes in the
worksheet.

Protecting, hiding, and locking are not intended to help secure or protect any confidential
information that you keep in a workbook. It only helps to obscure data or formulas that
might confuse other users and prevents them from viewing or making changes to that data.

Answer options D, C, and A are incorrect. Protecting the worksheet elements will not
achieve any of these functionalities.
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Question No : 18

You work as a Sales Manager for Media Perfect Inc. You have created a report in a
workbook in Excel 2007. You want to ensure that the Al cell displays the current time
whenever you open the workbook. For this, you select the Al cell. Which of the following
formulas will you insert to accomplish the task?

A. PMT()
B. NOW()
C. TIME()
D. TIMEVALUE()

Answer: B

Explanation:

In order to accomplish the task, you will have to insert the NOW() function in the Al cell.
The NOW() function, in Excel, returns the time when the workbook was last opened. It
means, if this function is used in a workbook, its value will change every time the workbook
is opened. The NOW() function is not updated continuously. The value changes only when
the worksheet is calculated or when a macro that contains the function is run.

Answer option C is incorrect. The TIME() function returns the decimal number for a
particular time. Answer option A is incorrect. PMT() is a function used in Excel to calculate
payments due on a loan, assuming a constant interest rate and constant payments.
Answer option D is incorrect. The TIMEVALUE() function returns the decimal number of the
time represented by a text string.

Reference. Microsoft Excel 2007 Help, Contents: "NOW"

Question No : 19
You work as a Sales Manager for Net World Inc. You are creating a sales report in Excel

2007. You want to create the report while keeping an eye on how it will look in printed
format. Which of the following views will you have to work on?

A. Page Layout
B. Normal
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C. Print Preview
D. Page Break

Answer: A

Explanation:

In order to fulfill the requirement of the question, you will have to work on Page Layout
View.

Page Layout View is one of the several views provided by Excel 2007. This view has been
introduced in Excel 2007 to enable users to create a worksheet while keeping an eye on
how it will look in printed format. Users can work with page headers, footers, margin
settings in the worksheet in this view. It also enables a user to place various objects, such
as charts, at the place where the user wants to print them.

Various page setup options are also available in this view. It enables users to quickly set
the worksheet page for printing purposes.

Answer option B is incorrect. The Normal view will not allow you to work on your worksheet
while showing how it will appear in printed format.

Answer option D is incorrect. Although the Page Break view will show the print breaks of
the worksheet pages, it will not provide different printing options to work on.

Answer option C is incorrect. There is no such view as Print Preview in Excel 2007.
Reference: Microsoft Excel 2007 Help, Contents: "What's new in Microsoft Office Excel
2007"

Question No : 20

You work as an Office Assistant for Media Perfect Inc. You are creating a report in
Microsoft Excel 2007 to submit it to your manager. You have used several formulas in the
report. You want to see which formula is referring to a cell. Which of the following steps will
you take to accomplish the task?

A. Select the cell. On the Formulas tab in the Formula Auditing group, click Watch Window.
Click Add Watch.

B. Select the cell. Choose the Trace Precedents in the Formula Auditing group in the
Formula tab.

C. Select the cell. On the Formulas tab in the Formula Auditing group, click Evaluate
Formula.

D. Select the cell. Choose the Trace Dependents in the Formula Auditing group in the
Formula tab.

Answer: D
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Explanation:
In order to accomplish the task, you will have to take the following steps:
Select the cell.

[ % | "I . SalesFoep clix = Microsoft Excel
-:'.“' % Home Erea et Fage Layout Farmulad Data Review Wiew
j' E AuteSum = B Logical = L oL }5) L Defing Name = w0 Tryge Precedents m
f_; Racentiy Used = (A Teat - - = i L 4." Trace Dependents "'i.. -
Broert “iZ tarme
Fundtiern B8 Finsndal - 5 Oate 2eTime = {3~ | pmanager B9 Create rrnr-::l:rt-y‘.;i Femuwe Arrows = ()
Function Library Diefined Mo Formasla Ausdding
i . f | =86+CE
A B = [¥) E F 3 H |
1
2 Janwuary February Total Sale
3 Mark SIL,000.00 525000.00 S47,000.00
4 David 519,000.00 521.000.00 540,000.00
5 Sarah $18,500.00 520,000.00 538 s-uu.uu/
6 Maria $12,000.00 $19,000.00f 381,000.00]
T |Martha £14.500.00 518,500,000 533,000.00
g Al $21,000.00  524,000.00 5,000.00
9
5234,500.00

v
L=

Choose the Trace Dependents in the Formula Auditing group in the Formula tab.

The Trace Dependents option is used to see which formulas refer to the value in the
selected cell.

Answer option B is incorrect. The Trace Precedents option is used to see which cells
provide values for the formula in the active cell.

Answer option A is incorrect. It will not accomplish the task as Watch Window is used to
monitor the value in a cell. It provides users a convenient way to inspect, audit, or confirm
formula calculations and results in large worksheets/workbooks.

Answer option C is incorrect. Evaluate Formula is a tool for examining formulas that do not
produce an error, but also not generating the expected result.

Reference. Microsoft Excel 2007 Help, Contents: "Display the relationships between
formulas and cells"

Question No : 21 HOTSPOT
You work as an office assistant for Brain Brigade Inc. You are creating an excel sheet. You

use the fill handle quite often to fill or copy series of values to cells. Every time you use the
fill handle, the Auto Fill button appears. You do not want to display the Auto Fill button. You
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