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QUESTION 1

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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Modify the cell formatting of cell J9 to display the text on two lines. 

Correct Answer: See explanation below. 

Explanation: 

1.

 Select the cell J9 where you want to modify the formatting. 

2.

 On the Home tab in the Cells group click on Format. 

3.

 Specify a row height by clicking Row Height and then typing in the desired height of 2 lines in the Row Height box. 

References: 

https://support.office.com/en-us/article/Wrap-text-in-a-cell-2A18CFF5-CCC1-4BCE-95E4-F0D4F3FF4E84 

 

QUESTION 2

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. 

Add a new worksheet named “$1,000 Donors” to the workbook. 

Correct Answer: See explanation below. 
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Explanation: 

1. Select the plus icon at the bottom of the screen. OR 

1. Select Insert from the Home tab, then click Insert Sheet. References: 

https://support.office.com/en-us/article/Insert-or-delete-a-worksheet-19d3d21e-a3b3-4e13-a422d1f43f1faaf2 

 

QUESTION 3

SIMULATION 

Project 6 of 7: Bike Tours 

Overview 

You are the owner of a small bicycle tour company summarizing trail rides that have been booked for the next six
months. 
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In cell M9 on the “Summer Bookings” worksheet, insert a function that calculates the number of groups 

containing 12 or more people even if the order of the rows is changed. 

Correct Answer: See explanation below. 

Explanation: 

1. In cell M9, on the “Summer Bookings” worksheet, insert the following COUNTIF formula: “=COUNTIF (G6:G24, >=
12”)” 

References: 

https://support.office.com/en-us/article/count-numbers-greater-than-or-less-than-a-number-453b0ccc-
cfaa4332-ad02-6e148e01aa0a 

 

QUESTION 4

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 “Customers by Order” worksheet, use an Excel data tool to remove all records with duplicate “CustomerID”
values from the table. Do not remove any other records. 

Correct Answer: See explanation below. 

Explanation: 
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1.

 Select the cells in the “CustomerID” column which you want to have checked for duplicates. 

2.

 Select Remove Duplicates from the Data tab. 

3.

 Select the “CustomerID” column which you want to have checked under the Columns options. 

4.

 Click OK. 

References: 

https://support.office.com/en-us/article/Find-and-remove-duplicates-00E35BEA-B46A-4D5D-B28E66A552DC138D 

 

QUESTION 5

SIMULATION 

Project 6 of 7: Bike Tours Overview 

You are the owner of a small bicycle tour company summarizing trail rides that have been booked for the next six
months. 
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Insert page numbering in the center of the footer on the “Summer Bookings” worksheet using the format Page 1 of ?. 

Correct Answer: See explanation below. 

Explanation: 

1. On the “Summer Bookings” worksheet, click Header and Footer from the Text group situation on the 

Insert tab. 

2.

 Click Click to add footer which would display the Header and Footer tools which gets added to the Design tab. 

3.

 Specify where the page number should be by selecting the Center section box. 

4.
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 On the Design tab in the Header and Footer Elements group, click Page Number. 

5.

 The placeholder and[Page] will appear in the selected section, to add the total number of pages type the word of
followed by the space in the Header and Footer Elements group after clicking Number of Pages, then the placeholder
and[Page] of and[Pages] appear. 

6.

 Click anywhere outside the header or footer area to display the page numbers in Page Layout View. 

7.

 Once you are done working in the Page Layout View, click Normal in the Workbook Views group situated on the View
tab. OR You can also click Normal on the status bar. 

References: 

https://support.office.com/en-us/article/Insert-page-numbers-on-
worksheets-27A88FB9-F54E-4AC4-84D7BF957C6CE29C 
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