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1. 

 

Answer: 

 

Step 1: Select the Chart Type button 

 
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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Answer: 

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. 

 
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. 
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3.Clear the contents of the quarterly values for France in the range B9:E9. 
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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. 

 
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. 

 

 

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 E6 respectively. D6: 278927 E6: 344981 
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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. 

 

 


