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QUESTION 1

Create a new named range.

Cell range C7:C29.

Name: "Homework"

Correct Answer: Use the following steps to complete this task in explanation:
Step 1:Click cell C7, and then Shift-click cell C29

Step 2:Click the Name box at the left end of the formula bar.

Step 3:Type: Homework. Press ENTER.
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QUESTION 2
Change the color theme. MathTracker.xIsx Slipstream
Correct Answer: Use the following steps to complete this task in explanation:

Step 1:Click the PAGE LAYOUT tab, click Colors, scroll down and select Slipstream.
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QUESTION 3
Formula.

Find the minimum homework score for each student.

Cell range D7:D29

Number 1: minimum homework score for each student on "Section 3" worksheet.
Correct Answer: Use the following steps to complete this task in explanation:

Step 1: Click cell D7, and the click the Insert Function Button.
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Step 2: In the Insert Function dialog box select Category Statistical, select function MAX, and click OK.

Formula.

Find the minimum homework score for each student.

Insert Function M

Search for a function:
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MIN{numberl, number2,...|

Returns the smallest number in a set of values. Ignores logical vaues and
teut,
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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 cell D7 downwards until cell D29.
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QUESTION 4

Formula. Find the average of each student\\'s homework scores.

Cell range C7:C29

Use Function AVERAGE

Number 1: all homework for each student on "Section 3" worksheet "22-Aug 12-Dec"

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

Step 1:Click cell C7, and the click the Insert Function Button.
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Step 2:In the Insert Function dialog box select Category Statistical, select function AVERAGE, 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).
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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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= 13
Returns the average (arithmetic mean) of its arguments, which can be numbers or names, arrays, or references
that contain numbers.

Numberl: numberl,number2,... are 1 to 255 numeric arguments for which you want
the average.

Formula result = 13
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Step 5:Copy cell C7 downwards until cell C29.

M| =

BN =l &N = Ll

Result will be like:



Avera ge

& 13
¥ 6.5
32.5
13
6.5
2.5
58.5
84.5
110.5
136.5
162.5
188.5
214.5
240.5
266.5
292.5
318.5
344 5
370.5
396.5
4225
448.5
a74.5|

QUESTION 5

Insert a row.

Directly below current row 1.

Correct Answer: Use the following steps to complete this task in explanation:
Step 1: Open the correct worksheet (Section 3 Worksheet)

Step 2: Click on a cell in row 2.

Step 3: Right-click in the cell, and select Insert from the context menu.

Step 4: In the Insert Dialog box select Entire row, and click OK.



F =
Insert @I&J

[nsert
(") Shift cells right

Shift cells down

(") Entire column

0K J I Cancel

QUESTION 6

Modify the cell format to date.

Cell range C2:S2

Type: 14-Mar

Locale (location): English (United States)

Correct Answer: Use the following steps to complete this task in explanation:
Step 1: Open the correct worksheet(Section 3 Worksheet).

Step 2: Click in cell A2.

Step 3: Press down the Shift key and click in cell S2.

Step 4:0n the Home tab, under Format, choose Format Cells.
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Step 5: In the Format Cells dialog box, choose Date, 14-Mar, and Locale (location): English (United States). Click OK.
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Date formats display date and time serial numbers as date values, Date formats that begin with
an asterisk (*] respond to changes in regional date and time settings that are specified for the
operating system. Formats without an asterizk are not affected by operating system settings.

QUESTION 7

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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QUESTION 8

Formula.

Count the number of 0 homework scores for each student.

Cell range F7:F29

Use function COUNTIF

Range: all possible homework scores for each student on "Section 3" worksheet.
Criteria: 0

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

Step 1: Click cell F7, and the click the Insert Function Button.
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Step 2: In the Insert Function dialog box select Category Statistical, select function COUNTIF, 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.Press
Enter.
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Step 5:In the Function Arguments Dialog box, in the Criteria field type: 0. Then click the OK button. Step6: Copy cellF7
downwards until cellF29.
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Counts the number of cells within a range that meet the given condition.

Criteria is the condition in the form of a number, exprzssion, or text that defines
which cells will be counted.

Formula result = 2
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QUESTION 9



Add a header and the date for each of the columns (assignments) in the range.
Cell B2.

Text "Date".

Cell Range C2: S2

Text: "22-Aug, 29-Aug,

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

Step 1:Click Cell B2. Type the text: Date Step 2: Click cell C2. Type the text: 22-Aug Step 3: Click cell D2. Type the text:
29-Aug Step 4:Click cell C2, then shift-click cell D2.
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Date 22-Augl  29-A
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Step 5:Copy until cell S2(by dragging from cell D2 to cell S2).
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QUESTION 10

Apply a style to the chart.

Chart.

Chart Styles Style 7

Correct Answer: Use the following steps to complete this task in explanation:
Step 1:Click on the chart.

Step 2:0n the Design tab, in the Chart Styles group, click theStyle 7chart style.
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QUESTION 11

Create a table and modify the table styles. Cell range B6:F29 Table Style Medium 4 Enable the First Column Style
Correct Answer: Use the following steps to complete this task in explanation:

Step 1:Click cell B6, and Shift-click cell F29.

Step 2:Click thelnserttab, and click the Table button.
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Step 3:In the Create Table dialog box click OK.
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Step 4:In the Design tab, Table Styles select Table Style Medium 4.

Table styles
Table Style Medium 4

Step 5:In the Design tab enable First Column.
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QUESTION 12

Modify the document property.

MathTracker.xIsx

Subject "Homework"

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

Step 1:Click the File menu.
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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.
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