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QUESTION 1

SIMULATION 

Project 1 of 7: Tailspin Toys Overview 

You recently opened an online toy store. You have sold products to 500 individual customers. You are evaluating
customer data and order data. 
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On the “Orders” worksheet, enter a formula in cell J2 that uses an Excel function to return the “OrderTotal” value of the
individual order that has the highest “OrderTotal” value. 

Correct Answer: See explanation below. 

Explanation: 
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1.

 Select the cell J2 where you want the highest “OrderTotal” value to be. 

2.

 Type in the formula: =MAX(G1:G550). 

References: 

https://support.office.com/en-us/article/calculate-the-smallest-or-largest-number-in-a-
range-45fe249f-96c3443b-8e9f-87f16c48462c 

 

QUESTION 2

SIMULATION 

Project 3 of 7: Tree Inventory Overview 

You are updating the inventory worksheet for a local tree farm. 
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Configure the worksheet so that row 9 and the WordArt remain visible as you scroll vertically. 

Correct Answer: See explanation below. 

Explanation: 

1.

 Select the cells below the rows and to the right of the columns you want to keep visible, which in this case is row 10
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and column H. 

2.

 Click Freeze Panes from the Freeze Panes group in the View tab. 

References: https://support.office.com/en-ie/article/Freeze-panes-to-lock-rows-and-columns-
dab2ffc9-020d-4026-812167dd25f2508f 

 

QUESTION 3

SIMULATION 

Project 4 of 7: Car Inventory 

Overview 

You manage the office of a used car business. You have been asked to prepare the inventory list for a big annual sale. 
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Simultaneously replace all instances of the text “Pickup” with the text “Truck”. 

Correct Answer: See explanation below. 

Explanation: 

1.

 Click Find and Select from the Editing group situated on the Home tab. 

2.
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 Click Replace. 

3.

 Type the text “Pickup” in the Fine what box. 

4.

 Click Options to further define the search, specify the “Car Inventory” worksheet select Sheet in the Within box. 

5.

 Type “Truck” in the Replace with box. 

6.

 Click Find All, and then click Replace All. 

7.

 Finalize by clicking OK. 

References: 

https://support.office.com/en-us/article/find-or-replace-text-and-numbers-on-a-worksheet-0e304ca5-ecef4808-b90f-
fdb42f892e90 

 

QUESTION 4

SIMULATION 

Project 2 of 7: Donor List Overview 

You are an executive assistant for a non-profit organization named Bellows College. You are updating a workbook
containing lists of donors. 
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Beginning at cell A5 of the “$5,000 Donors” worksheet, import the data from the tab-delimited source file,
contributors.txt, located in the Documents folder. (Accept all defaults.) 

Correct Answer: See explanation below. 

Explanation: 

1.

 Select cell A5 of the “$5,000 Donors” worksheet where you want the source file to be imported to. 

2.

 Click on File, then select Open. 

3.

 Select Text Files from the Open dialog box. 

4.

 Locate the contributors.txt file in the Documents folder, then double-click it. 

5.

 Click Finish to complete the operation. 

References: 

https://support.office.com/en-us/article/Import-or-export-text-txt-or-csv-files-5250ac4c-663c-47ce-937b339e391393ba 

 

QUESTION 5

SIMULATION 
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Project 3 of 7: Tree Inventory Overview 

You are updating the inventory worksheet for a local tree farm. 

Hide rows 29 and 30. 

Correct Answer: See explanation below. 

Explanation: 
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1.

 Select the rows you want to hide, in this case rows number 29 and 30 by clicking on them. 

2.

 Right-click on the selected rows then click Hide. 

References: 

https://support.office.com/en-us/article/Hide-or-show-rows-or-columns-659c2cad-802e-44ee-a614dde8443579f8 
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