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QUESTION 1

Modify the document property. 

MathTracker.xlsx 

Subject "Homework" 

Correct Answer: Use the following steps to complete this task in explanation: 

Step 1:Click the File menu. 

Step 2:Select Info (if necessary) and click Show All Properties, 
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Step 3:In the Subject textbox type: HomeWork and click theReturn button. 

 

QUESTION 2

Add conditional formatting. 
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Color Scales: Green –White-Red Color Scale 

Midpoint: Percentile, "70" 

Maximum: Number, "25" 

Correct Answer: Use the following steps to complete this task in explanation: 

Step 1:Click cell C3 

Step 2:Shift-Click cell S25. 

Step 3:On the Home tab, under Format, choose Conditional Formatting, and choose New Rule... 

Step 4:In the New Formatting Rule dialog box set Format Style to: 3-Color Scale, and set Minimum Color to Green. Step
5:In the same dialog box set Midpoint type to Percentile, set Midpoint Value to 70, and set Midpoint Color to White. Also
set Maximum Type to Number, Maximum value to 25, and Maximum Color to Red. Finally click OK. 
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QUESTION 3

Formula. 

Find themaximum homework score for each student. 

Cell rangeE7:E29 

Use Function MAX 

Number 1: maximum homework score for each student on "Section 3" worksheet. 

Correct Answer: Use the following steps to complete this task in explanation: 

Step 1: Click cellE7, and the click the Insert Function Button. 

Step 2: In the Insert Function dialog box select Category Statistical, select function MAX, and click OK. 
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The function Arguments Dialog box appears: 

Step 3: Click on the Section 3 tab (left bottom part of the window). 

Step 4: Locate the data for the first student. This well be cell range C2 to N2. Click C2 and then Shift-click cell N2. Then
click the OK button. 
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Step 5: Copy cellE7 downwards until cellE29. 

Result will be like: 
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QUESTION 4

Insert a picture. To the right of the data File source Books.jpg 

Correct Answer: Use the following steps to complete this task in explanation: 

Step 1:Click in a cell to the right of the data. 

Step 2:Click the INSERT tab, and then the Pictures command. 
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Step 3:From the Insert Picture dialog box select the Books.jpg file. 

 

QUESTION 5

Crop the picture. 

Books.jpg 

Crop to Shape Snip Same Side Corner Rectangle. 

Correct Answer: Use the following steps to complete this task in explanation: 

Step 1:Click on the picture. 

Step 2:In the Format menu (which is displayedautomatically) click the Crop Command, select Crop to Shape, and click
Snip Same Side Corner Rectangle. 
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