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The safer , easier way to help you pass any IT exams.
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Step 1: Select the Chart Type button
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Step 2: Select Pie chart.

2.Add a header to the worksheet with Investment Analysis appearing at the left of the header, and the
page number appearing at the right. In the footer, include the current data in the center.
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Ed Microsoft Excel - Future ¥alue Analysis O] =]
File Edit \iew Insert Format Tods Data  ‘Window  Help Type a question For help = o @ €
e HE|< vz -|B Ziaa -0 -[Bl7 U E=S=E H-A- 2
Al - # Future Walue Analysis
A B | C | D | E | F | £} | E
1 |Future Value Analysis
2
3 |Initial Investment 250000%
4 |Muonthly Contribution 10000%
5
B Years to invest
7 2 4 B g 10
8 4% 545167 5 600,41 B 045 B3 B 492 85 B,939.07
9 B% 550125 564999 B 095 21 B.542.43 B 985.65
10 8% 5 550.683 5 B39 57 B 14579 B.5592.01 7.0358.23
11 10% 5 600,41 574915 B 195 37 £ 541,59 7 087 81
12 12% 554999 5,798.73 B 244 85 6 591.17 713739
13 14% 569957 5,848 31 B 294 53 B,740.75 7.186.97
14 it it 16% 674915 5,897 B9 B 344 11 B,790.33 7 .236.55
15 18% 679873 5947 47 b 3593 59 B,539.91 7,286 3
16 20% 584831 5,997 .05 B 443 27 B8589 49 733571
17 22% £ 897 B9 6,045 53 B 492 85 B,938.07 738529
18 24% 5847 47 B,096.21 B 542 43 953 b5 7 434 87
19 2R% 6 897 05 B,14579 B &5 01 7033 23 7 484 45
20 28% B 04663 B,195.37 B B41.59 7 087 81 753403
21 0% 509521 B 244 95 B B31.17 7.137.39 7 BE361] -
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Step 1: Select the View menu.
Step 2: Select the Header and Footer command.
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Step 4: Click in the Left section text box.

2

To Format kext: select the text, then choose the font button,

To insert a page number, date, time, file path, filkname, or kab name: position the
insertion point in the edit bog; then choose the appropriate button, Cancel

Toinsert pickure: press the Insert Pickure butkon, To Formak your picture, place the
cursaor in the edit box and press the Format Fickure button,

Al @4 Blol alslol @

Left section: Center section; Right section:

- %[Page] - |j

Step 6: Click in Center section text box. Step 7: Click the Page number button. Step 8: Click OK. Step 9:
Click the Custom Footer button.

ToFormat bext: seleck the text, then choose the Font buttan.
Toinsert a page number, date, time, file path, filename, or tab name: position the =

insertion point in the edit boi, then choose the appropriate button, Cancel |
Toinsert picture: press the Insert Pickure button, To Format waour picture, place the

cursar in the edit box and press the Format Pickure button,
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Left seckion: Center seckion; Right section:
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3.Clear the contents of the quarterly values for France in the range B9:E9.
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A1 - B Sting Ray Products
A BE | € [ B [ € T F [& =

1 |Sting Ray Prbducts —
2 |Sales by Country {in thousands)

3

4 |Region 1st Quarier 2nd Quarter 3rd Quarter 4th Quarter Total Goal

5 |United States 7236 3234 7236 2922 2Bz28 23

B |Canada h.235 3,156 5,235 2844 16470 2367

7 |Brazil 3,234 3078 3,234 2766 12312 24

8 |United Kingdorm 1233 3000 1233 2RB38 8154 2363

9 |France 723k 2922 5235 3,156 18549 25

10 |Japan & 235 2 844 3,234 113132369

11 [China 3,234 2 7ER 1,233 7233 2B

12 |Argentina 1233 2 bad 7236 11,157 123,70

13 |Total 33876 23 Aoh 33,876 106 516 i
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Answer:

Step 1: Click cell B9.

Step 2: Press the Shift key and click cell E9.
Step 3: Press the Delete key.

4.Delete the content in the cell range A9:F9. Then, add 1 row before Europe. Add England and Ireland in
cells A9 and A10. Finally, copy the formula in cell F8 to cells F9 and F10.

Fd Microsoft Excel - revenue projections i | Ellﬂ
@__hl File Edt Miew Imsett  Format  Tools Data  Window  Help Type aquestion for help = o & X

DEE‘(?Ev?AriaI vlnvﬂfgggg Hﬂ*{}f"'é*}f

F3 - & 1/7/1990
A [ 8 T © T 5 T E WG] B T3

1 Acme Publishing, Inc.

2 Revenue Projections by Region

i Date: I1f'?;"1999.|

5 |[Region 1st Quarter 2nd Quarter 3rd Quarter 4th Quarter Total Goal

E |United States 7 23R 3234 7 23R 2502 20R28 23

7 |Canada 5235 3,156 5 235 28440 16470 23 57

g |Brazil 3234 3 075 3234 &,766 12312 o4

9 |United Kingdorn 1,233 3,000 1,233 2 Bo5 8,154 23 63

10 |Europe 7236 2922 5.235 3,186 18549 25

11 [Japan 5,235 2844 3234 11,313 /23 65 i
12 |China 3234 2. 7Bh 1,233 7,233 2h

13 |Argenting 1,233 2 kg 7236 11,157 123,70

14 | Total 33876 23 kR 33,876 105,816 a3
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Answer:

Step 1: Click cell A9. Step 2: Press the Shift key and click cell F9. Step 3: Press the Delete key. Step 4:
Click cell A10. Step 5: Select the Insert menu. Step 6: Select the Rows command. Step 7: Click cell A9.

Step 8: Type England and hit the Enter key. Step 9: Type Ireland and hit the Enter key. Step 10: Click the
cell F8.

4th Quarter Total Goal
2922 Z20BZ58 23
2844 16470 23 A7
27660 12312 24
2,5883,58
3,156 18,54 26

11,313/23 69

5.In cell A3, type Date: and enter 01/07/99 in cell F3 as a date. When you are finished, enter the following
revenue projections in cells D6 through EG6 respectively. D6: 278927 E6: 344981
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Fd Microsoft Excel - revenue projections i | Ellﬂ
@_hl File Edt Wiew Imsett  Format  Tools  Dakta  Window  Help Type a question for help = o @ X
O <f =~ 2 ad 10 - B 7T U EE=EEH H--A-7
= - o
A | B | i | D E | F | & | H 3‘

1 |Acme Publishing, Inc.

2 Revenue Projections by Region

3

4

5 |[Region 1st Quarter Znd Quarter 3rd Quarter 4th Quarter  Total

B |Lnited States 7236 3234 ! 10,470

7 |Canada 5235 3,156 5,235 2844 16470

g |Brazil 4234 3 075 3234 &,766 12312

8 |United Kingdom 1,233 3,000 1,233 2 Bo5 8,154

10 |Europe 7236 2922 5,235 3156 18549

11 |Japan 5,235 2,844 3,234 11,313 i
12 | China | 3,234 2,766 1,233 7,233

13 | Argentina 1,233 2 ka8 7 23k 11,167

14 |Total 33,576 23588 26 540 11454 95658
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Answer:

Step 1: Click cell A3.
Step 2: Type Date: and press enter.
Step 3: Click cell F3.

Step 4: Type 01/07/99 and press enter.

Step 5: Click cell D6.

Step 6: Type 278927 and press the Tab key.
Step 7: Type 344981 and press Enter.
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