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QUESTION 1

Your work at ABC.com includes the preparation of company documents using Microsoft Office 2010. You are using
Microsoft Office Excel 2010 to create a workbook. 

The workbook contains sensitive information. You want the word CONFIDENTIAL to be displayed on every page when
the workbook is printed. 

You have a picture file named confidential.gif that contains the required CONFIDENTIAL message. 

What should you do with the picture file? 

A. You should use the Insert Picture function and select confidential.gif. 

B. You should insert the picture file as a background using the Background function on the Page Layout tab. 

C. You should insert the picture file into a header using the Headers and Footers function on the Insert tab. 

D. You should insert the picture file as a watermark using the Watermark function on the Page Layout tab. 

Correct Answer: C 

 

QUESTION 2

You work as the Sales Manager at ABC.com. You are using Microsoft Office Excel 2010 to create a workbook. 

The workbook will be used to track deployments of the company\\'s product to customers. The workbook will be updated
by members of the deployment team and by other users in the Sales department. 

You want to be able to view the changes made to the workbook. You save the workbook to a network location and
enable the Track Changes option. 

Some users complain that when they open the workbook, it opens in Read Only mode. 

How can you ensure that multiple users can open the workbook in Edit mode? 

A. You should consider adding a History worksheet to the workbook. 

B. You should consider selecting the Group option on the Data tab. 

C. You should consider selecting the Protect Workbook option on the Review tab. 

D. You should consider selecting the Share Workbook option on the Review tab. 

Correct Answer: D 

 

QUESTION 3

You work as the Finance Manager at ABC.com. It is the end of the financial year and you are auditing the accounts for
the last year. You have imported the records from last year\\'s company bank statements into a Microsoft Office Excel
2010 

Latest 77-882 Dumps | 77-882 Practice Test | 77-882 Braindumps                                2 / 7

https://www.lead4pass.com/77-882.html
https://www.lead4pass.com/77-882.html
https://www.lead4pass.com/77-882.html


https://www.lead4pass.com/77-882.html
2022 Latest lead4pass 77-882 PDF and VCE dumps Download

workbook. 

You want to list all payments to a partner company named Weyland Industries with the category name of Services. 

How can you configure the workbook to display only the records that contain Weyland Industries and Services? 

A. You should consider making use of the Sort Ascending function. 

B. You should consider making use of the Sort Descending function. 

C. You should consider making use of the AutoFilter function. 

D. You should consider making use of the Hide function. 

Correct Answer: C 

 

QUESTION 4

Sally works as an Accounts Administrator at ABC.com. She is using Microsoft Office Excel 2010 to edit a workbook. The
workbook contains four worksheets as shown below. 

Sally selects all four worksheets as shown below. 

Sally wants to cancel the selection so she clicks on one of the worksheets. However, the four worksheets remain
selected. 

Sally calls you and asks how to cancel the selection. 

Which two of the following options could you advise Sally to do? Choose two. Each answer represents a complete
solution. 

A. You could advise Sally to click on an selected worksheet. 

B. You could advise Sally to double-click on one of the worksheets. 

C. You could advise Sally to click on the tab of any of the worksheets. 

D. You could advise Sally to right-click on the tab of a worksheet and select the Ungroup Sheets option. 

Correct Answer: CD 
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QUESTION 5

You work in the Sales office at ABC.com. You use Microsoft Office Excel 2010 to create company sales reports. 

It is the end of the financial year and you are working on a final sales report for the year. A copy of the report will be
handed out to Sales Account Managers and Senior Management for discussion in an annual Sales Review meeting. 

There are five worksheets in the workbook, one worksheet for each quarter and a fifth worksheet with combined totals
and analysis of the quarterly figures. 

You have entered all the data for each quarter and configured tables for the data. On the fifth worksheet, you have
included graphical representations of the data using various types of charts. 

You now want apply a consistent formatting across the entire workbook. You want to give the workbook a professional
look by applying graphics effects, light colors and easy to read fonts. 

What is the easiest way to prepare the workbook? 

A. You should configure a custom view to the workbook. 

B. You should apply a Theme to the workbook. 

C. You should use the Cell Styles function. 

D. You should select all the cells in the first worksheet and apply suitable formatting. Repeat the process for the
remaining worksheets. 

Correct Answer: B 

 

QUESTION 6

You work as the Financial Controller at ABC.com. You are using Microsoft Office Excel 2010 to edit multiple workbooks.
You have workbooks open from different shared folders on the network. 

You want to arrange the workbook windows so that you can view the titles of all the workbooks that you have open. 

How should you configure the view? 

A. You should select the Switch Windows option on the View tab. 

B. You should select the Split option on the View tab. 

C. You should click the Arrange All button on the View tab and select the Cascade option. 

D. You should click the Arrange All button on the View tab and select the Vertical option. 

Correct Answer: C 

 

QUESTION 7

You work as an Office Assistant at ABC.com. You are using Microsoft Office Excel 2010 to edit a workbook. The
workbook was created by the Sales Manager who has asked you to fill in the sales figures in the table. When you click
in one of the cells, you see a message as shown below. 
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What function did the Sales Manager use to configure the alert message? 

A. The Protect Workbook function. 

B. The Share Workbook function. 

C. The Data Validation function. 

D. The Allow Users to Edit Ranges function. 

Correct Answer: C 

 

QUESTION 8

You work as the Sales Manager at ABC.com. You are using Microsoft Office Excel 2010 to create a document. The
document will be sent to other users in the Sales department when completed. 

The Excel workbook contains three tabs with data on each tab. The tabs are named Sheet1, Sheet2 and Sheet3. 

While working on Sheet1, you navigate to the Review tab and click the Protect Sheet button. You leave the default
options, enter a password and click ok. 

What effect will this have on the workbook? 

A. Users will not be able to make any changes to either Sheet1, Sheet2 or Sheet3 without entering a password. 

B. Users will need a password to make changes to Sheet2 or Sheet3. 

C. Users will need a password to open the workbook. 

D. Users will need a password to make changes to Sheet1. 

E. Users will only see Sheet2 and Sheet3 when they open the workbook. 

Correct Answer: D 
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QUESTION 9

Your work at ABC.com includes the preparation of workbooks using Microsoft Office Excel 2010. 

You have finished a lengthy report about product sales for the past year and project sales for the next year. The
workbook lists the name of a product multiple times. 

The company releases a new version of the product and the product name is changed to reflect the update. 

You want to use the Replace dialog box to change every instance of the product name throughout the spreadsheet. 

Which of the following key combinations opens the Replace dialog box? 

A. Ctrl + R 

B. Ctrl + B 

C. Ctrl + H 

D. Ctrl + F 

Correct Answer: C 

 

QUESTION 10

You work as the Sales Manager at ABC.com. You are using Microsoft Office Excel 2010 to create a workbook. 

The workbook will be used to track deployments of the company\\'s product to customers. The workbook will be updated
by members of the deployment team and by other users in the Sales department. 

You need to restrict the type of information that users can enter into the workbook. You want to ensure that customer\\'s
names are spelt correctly by using a list for users to select from and you want to limit the cells that users can enter 

numbers into. You also want users to be presented with a message when they enter invalid data. 

Which function of Excel should you use? 

A. You should use the Format function on the Home tab. 

B. You should use the Data Consolidation function on the Data tab. 

C. You should use the Data Validation function on the Data tab. 

D. You should use the Protect Workbook function on the Review tab. 

Correct Answer: C 
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