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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 in the Sales office at ABC.com. You use Microsoft Office Excel 2010 to create and edit workbooks.
Your workbook has multiple worksheets and each worksheet has many rows of information.

You want to make several formatting changes to every cell in the workbook. You need to ensure that every cell has the
same formatting.

What is the easiest way to apply several formats to the cells throughout a workbook?

A. You should consider selecting all cells and selecting the Format option on the Home tab.
B. You should consider pressing Ctrl + A and configuring the required formatting options.
C. You should consider using the Cell Styles function on the Home tab.

D. You should consider using the Custom Views function on the View tab.

Correct Answer: C

QUESTION 3

Kara Lang works as the Financial Controller at ABC.com. She is using Microsoft Office Excel 2010 to edit multiple
workbooks. She has workbooks open from different shared folders on the network.

Kara often works on the same set of workbooks simultaneously and it takes her some time to connect to each folder
location and open the individual workbooks.
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Kara has asked you to recommend a solution that makes opening the workbooks simpler and less time consuming.
Which of the following solutions should you recommend?

A. You should recommend that Kara moves all the workbooks to a single folder.

B. You should recommend that Kara creates shortcuts to all the workbooks and saves the shortcuts to a single folder.
C. You should recommend that Kara creates a new workbook that contains references to the workbooks.

D. You should recommend that Kara creates an Excel Workspace that references the workbooks.

Correct Answer: D

QUESTION 4

You work as the Sales Assistant at ABC.com. The Sales Manager has sent you a workbook containing a sales report
and asked you to edit it. You open the sales report using Microsoft Office Excel 2010.

You are currently using the default Normal view to view the workbook. You have seen a printed version of the sales
report. The printed version has a page header that contains the title of the sales report. However, you cannot see the
header

when viewing the workbook in normal view.

Which Excel view would display the header and footer placeholders while allowing you to edit the cells in the
worksheet?

A. Full Screen view.

B. Print Preview.

C. Page Break Preview
D. Page Layout view.

Correct Answer: D

QUESTION 5
Your work at ABC.com includes the preparation of company spreadsheets using Microsoft Office Excel 2010.

You are preparing a financial report that will be emailed to company managers. You want to add a background image of
the company logo to the spreadsheet. The background image should not be printed if a manager decides to print a

copy

of the spreadsheet.
How should you configure the spreadsheet?

A. You should use the Picture function on the Insert tab.
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B. You should use the Background function on the Page Layout tab.
C. You should use the Text Box function on the Insert tab.

D. You should use the SmartArt function on the Insert tab.

E. You should use the Effects function on the Page Layout tab.

Correct Answer: B
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