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Compare two documents Doc1 and Doc2. (Accept all default settings).

Your Response:

Answer. Review tab .. Compare .. Compare .. select the documents by clicking on the folder buttons

Item 2 of 10

Remove the cover page

Your Response:

Answer. Insert tab .. Cover Page .. Remove current cover page

Item 3 of 10

- Specify that header should not get displayed on the first page.

Your Response: |

Answer: Double click on the header .. Header & Footer Tools .. Different First Page ..

Item 4 of 10

Compare two documents Doc1 and Doc2. (Accept all default settings).
Your Response: |

Answer: Revi tab .. ¢ - Comp - select the documents by clicking on the folder buttons

Item 5 of 10

Compare two documents Doc1 and Doc2. (Accept all default settings).

Your Response: |

Answer: Review tab .. Compare .. Compare .. select the documents by clicking on the folder buttons

Item 6 of 10

. Specify that header should not get displayed on the first page.

Your Response: [

Answer: Double click on the header .. Header & Footer Tools .. Different First Page ..

Item 7 of 10

Modify the page numbering to |, II, lll format.

Your Response: |

Answer: Insert tab .. Page Number .. Format Page Numbers ..

Item 8 of 10

Insert a Puzzle cover page

Your Response:

Answer: Insert tab .. Cover Page .. select from the list ..




Item 9 of 10
Modify the page numbering to |, I, lll format.
Your Response:

Answer. Insert tab .. Page Number .. Format Page Numbers ..

Item 10 of 10

Remove the cover page

Your Response:

Answer. Insert tab .. Cover Page .. Remove current cover page

Microsoft_CertifyMe_77-601_v2010-05-26_10q_by-paiva - Exam A - Visual CertExam Manager

BRIl x™)

Examination Score Report

Microsoft_CertifyMe_77-601_v2010-05-26_10q_by-paiva

CANDIDATE: Candidate Name
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ltem 1 of 45 [ Hide Answer | | Calculator |

On Sheet02, insert a formula in cell 13 to multiply the cell F3 by an absolute reference to the number in cell B23.

Your Response: |

Answer: Go to the cell mentioned - use * between the two other cells mentioned - add
$ signs to the one which should be used as absolute reference

Item 2 of 45 | Hide Answer | | Calculator |

Save this workbook, check compatibility and copy the incompatible items to a new worksheet.

Your Response: | |

Answer: Excel button - Prepare - Run Compatibility Checker - Copy to New Sheet - Save

ltem 3 of 45 | Hide Answer | [ Calculator |

Inspect the workbook for hidden personal information and remove the same.

Your Response: |

Answer: Excel button - Prepare - Inspect Document ..

ltem 4 of 45 [ Hide Answer | [ Calculator |

Apply the Green, Accent 5, Darker 25% to the Sheet01 tab.

Your Response: _'

Answer: Right click on the tab - Tab Color - choose the colour ..

tem 5 of 45 [ Hide Answer | [ Calculator |

On Sheet01, Create a custom number format for the cell range H3:H14 that displays the text GUST: before each
number.

Your Response: |

Answer: Select the range - right click - Choose format Cells - Select Custom from the
list - before the value in Type add "Dinar:" ..
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Item 6 of 45 | Hide Answer | | Calculator |

On Sheet 02, connect the two rectangles by a double arrow connector with a thickness of 2 points.

Your Response: |

Answer: Select the first rectangle - Insert tab - Shapes - choose the arrow - connect

the rectangles - Format tab - Shape Outline - Weight - More Lines - change the
Widch ..

ltem 7 of 45 | Hide Answer | | Calculator |

Apply the Layout 3 chart layout to the chart on Sheet01.

Your Response:

Answer: Select the chart - Design tab - Chart Layouts ..

ltem 8 of 45 | Hide Answer | | Calculator |

Enable formula display in Sheet02.

Your Response: [

Answer: Formulas tab - Show Formulas

ltem 9 of 45 | Hide Answer | | Calculator |

On Sheet 01, Filter the table to display records where the font colour in Code column is Red.

Your Response: [

Answer: Choose the small arrow for the heading of the column mentioned - choose
Filter by Color - select the colour mentioned ..

ltem 10 of 45 | Hide Answer | | Calculator |

Copy the first worksheet to a new workbook called Summary.

Your Response:

Answer: Right click on the sheet tab - Move or Copy - select the workbook from the
drop down list - select the checkbox Create a Copy - Ok




ltem 11 of 45 | Hide Answer | | Calculator |

Share the workbook. (Accept all other default settings).

Your Response: I }

Answer: Review tab - click on Share Workbook - on the Editing tab select the checkbox
- Ok

ltem 12 of 45 | Hide Answer | [ Calculator |

Remave duplicate records from Sheet02.

Your Response: ' i

Answer: Select the range of cells mentioned - choose the column that may have
duplicates - Ok ..

ltem 13 of 45 | Hide Answer | | Calculator |

On Sheet 05, restrict the cell range B20:B22 to accept only text four characters in length.

Your Response:

Answer: Select the range - Data tab - Data Validation - Choose Text Length from the
drop down list - equal to from next list - type the number _.

ltem 14 of 45 | Hide Answer | [ Calculator |

Clear all conditional formatting rules from the active worksheet.

Your Response:

A.I'ISWEE Home tab - Conditional E‘omt:inq - Clear Rules - Clear Rules from entire
sheet

ltem 15 of 45 [ Hide Answer | | Calculator |

Add the title Costs 2007 below the horizontal chart axis on Sheet01

Your Response:

Answer: Select the chart - Layout tab - Axis Titles - choose the option required -
type the title given ..

Item 16 of 45 [ Hide Answer | [ Calculator |

Protect the worksheet using Furquan as the password and allow users to edit the cell range C3:C10 only. (Accept
all other default settings).

Your Response: lr

Answer. Select the range - Review tab - Allow Users to Edit Ranges - Protect Sheet
button - write the password ..




IanUasussus
Nsiglusinsu Microsoft Excel 2010



NMisUs:iSuwalnsumisidnaususanges
Microsoft Powerpoint 2010 Advanced course

1lge9ns

Uszansi i lunnsdssiunalassnisudngmsssuuimaluladiansaumeuazipietnseusuvinda e
Microsoft Powerpoint 2010 Advanced course sxmdnasudi 8- 9 WoAANIEY 2553 Tiadinausy
pandalna’ dnindneisnisuazimalulad fulineusuisznavdiag ndgnisaeuiames Wn3ainis
Anmn ananasd Bwdhiiiunaenwinll dininenisuazmelulagiaisaumne 41w 20 Au

NGNAIBEN
sza1ng® 1 lunnslsviiunalpsanns AendgNnIsAaNfomes WNATINN9ANET anangs
@autinREvswiall d1inaneiznisuazmalulatiansduns aruau 19 A Asiluenay 95

v v
VENKLANBUTH

4' oy ’ [ 3 [ = o 1% 1
iAsaNNa g lunIsinusIusINTaya H 1 atiy 1Hun
WU T RUARLee ansaesuLdeUn N uuLUNIATduLsTN0uAN 5 5YAL (Rating Scale) Aa NAN
dl o Y i "
ngm 11n Uunans des uazieangna uiaili 3 neuAs
dl v 1]

ABUN 1 TRLAFIULAAR

AOUTN 2 ANAAWILANUNNTELIN

AOUN 3 FDLANBLUZINNLAN
AUIUERBLLLUADUDINTINNA 19 AL

F13797 1 daxaduypna

dayadiuynna AU Satay
LWA
T8l 9 47.37%
N 10 52.63%
ALY
0-31 6 31.58%
487 3 15.79%
9-151 3 15.79%
16-20 1 1 5.26%
207 3l 6 31.58%
NNSANEN
194, 0 0%
ey 0 0%
ETIREE 12 63.16%




Byaynin 6 31.58%

Beynyien 1 5.26%
AN

2714138 4 21.05%

YARAINIANLIATIL ALY 15 78.95%

B39 2 NM9Ll9zLHUAReNI09EFUNNTALINAD AN ARLTIUAIWN1TELITH

WEUTINNT AR WUTE AL AN AR LAY

A@AE  4.50-5.00  UNILDS

= =3
Nﬂ’l’]&l‘W\‘iW‘ﬂi@N’]ﬂW@qﬁ
' A = ~ =
ANLRRNE 3.50-4.49 NHIEIDON Nﬂ'ﬁ’]ﬁJ‘W\‘i‘W‘ﬂi@N’]ﬂ
1 Q‘I =3 al ==&
ATLRANE 2.50-3.49 NNIEDN Nﬂ"ﬂﬂWﬂW'ﬂl@ﬂ’]uﬂ@qﬂ
1 dl =3 a =&
A@AE  1.50-249  wNnede  dAfuNenalailag
' A = = = Y A
ANLRRNE 0.50-1.49 NN Nﬂ'ﬂ’]&lW\‘iW‘ﬂi@H‘ﬂﬁW]Zﬁﬂ
sedumnianela / annganuidinla / nstiaaonag i g selemd
« - o wnige | wn [dhunans| e | tesdian | Aniede
UIslhAuAINAALAL i ’
TEAU
Geuaz) | Geuaz) | Geway) | Geway) | Geway) | (Geuaz)
ANUINENT
- o o - 3.00 14.00 2.00 0.00 0.00 4.05
1. NNTLBTENAAULALAATNNTANURIINEING N
(15.79%) || (73.68%) || (10.53%) || (0.00%) || (0.00%) || (81.05%)
N B 600 | 1200 | 1.00 0.00 0.00 4.26
2. ﬂqﬂq?ﬂ'ﬂﬁuqﬂLu@'ﬂﬂﬂﬂ]mL@uLL@gm?\Tﬂﬁ‘iLﬂu N
(31.58%) || (63.16%) || (5.26%) || (0.00%) | (0.00%) || (85.26%)
. o o . 6.00 11.00 2.00 0.00 0.00 4.21
3. a1 nwmnzan Wnladne 11N
(31.58%) || (57.89%) || (10.53%) || (0.00%) || (0.00%) || (84.21%)
o o - 6.00 10.00 3.00 0.00 0.00 416
4. mmmmummﬂmmdﬂa‘zmu N
(31.58%) || (52.63%) || (15.79%) || (0.00%) || (0.00%) || (83.16%)
_ . - 400 | 1000 | 4.00 100 | 000 | 3.89
5. MMYUINTHAINUIULNEINDLURNISAN N
(21.05%) || (52.63%) || (21.05%) || (5.26%) | (0.00%) || (77.89%)
4.00 6.00 7.00 1.00 1.00 3.58
6. L‘ﬂﬂ@q?ﬂ?‘éﬁﬂﬂUﬂ"l?U??ﬂ’]ﬂL‘Vill’]z@ll N
(21.05%) || (31.58%) || (36.84%) || (5.26%) || (5.26%) || (71.58%)
4.03
799 270
(80.53%)
suanNFaNNiila
. . 4 1.00 2.00 4.00 6.00 6.00 226 |,
1. A3 avndinlaluisestineuniseusy fin
(5.26%) |[(10.53%) || (21.05%) || (31.58%) || (31.58%) || (45.26%)
. . P 8.00 8.00 3.00 0.00 0.00 4.26
2. ﬂ’)']llqﬁ: ﬂ’)']llL”Ilqbl@el.ul,ﬁ\@\?uﬂﬂ\'mqi‘ﬂlﬁﬂ N
(42.11%) || (42.11%) || (15.79%) || (0.00%) || (0.00%) || (85.26%)




pumsinanag i ldlsslaa

. dioe . 400 | 1200 | 3.00 0.00 0.00 4.05
1. thagn il lunnsd fuimanls NN
(21.05%) || (63.16%) || (15.79%) | (0.00%) | (0.00%) | (81.05%)
o P — = 200 | 1500 | 2.00 0.00 0.00 4.00
2. @a1:130 1AUEnE wustinuniNe syl 1N
(10.53%) || (78.95%) || (10.53%) | (0.00%) | (0.00%) | (80.00%)
. . ' ) 300 | 1400 | 200 0.00 0.00 4.05
3. Hanusiulanstinaaangn il Vs Tamd an
(15.79%) || (73.68%) || (10.53%) | (0.00%) || (0.00%) || (81.05%)
4.03
79U Hn
(80.70%)
AutlseAninaw
Y . L 300 | 1200 | 400 0.00 0.00 3.95
1. N3 WLENTURUANUTNN 1N
(15.79%) || (63.16%) || (21.05%) | (0.00%) || (0.00%) || (78.95%)
. . . 3.00 8.00 8.00 0.00 0.00 3.74
2. N191/928N1UNY BIUEIAHATAINUDULANUTING P
(15.79%) || (42.11%) || (42.11%) | (0.00%) | (0.00%) || (74.74%)
N . 3.00 9.00 7.00 0.00 0.00 3.79
3. ADUNATDIALATH A NIANIZAN N
(15.79%) || (47.37%) || (36.84%) | (0.00%) | (0.00%) || (75.79%)
. . . 3.00 9.00 7.00 0.00 0.00 3.79
4. Jan / gunsallunisiln HAnumNizan an
(15.79%) || (47.37%) || (36.84%) | (0.00%) || (0.00%) || (75.79%)
. 300 | 1000 | 6.00 0.00 0.00 3.84
5. 3282191 1 NN9DUTN/ANNUIR AN AN N
(15.79%) || (52.63%) || (31.58%) | (0.00%) | (0.00%) | (76.84%)
. - v 300 | 1100 | 500 0.00 0.00 3.89
6. MuNAMNNana lalun1rausNATIT 11N
(15.79%) || (57.89%) || (26.32%) | (0.00%) | (0.00%) | (77.89%)
283
FRRY {n
(76.67%)

ARLAUBLUSIANNLAN

=
1. ANTNLRE




nwNAanNssuNIsausy

Microsoft Powerpoint 2010 Advance Course




NwAANSsUNIsausy (sia)



MwARANssuUNIsausy (8a)
Microsoft Powerpoint 2010 Advance Course



Hoas N suniUisuslasu

D e L e s

| e i i e e g e

LN“W! _x%- ;«3 ;\ﬂ l:ng!gh & @ ﬂ_‘ % & @‘ @

Chart Type Template  Row/Column Data Dot
7 D Chart Lipsuty
Shdes Outlng | x| 3{
B ?
2 ﬂ

e
PN
0 (cety -
Pd9-07F ch "
“ Hame Insert Detign Tranutions Animateony Shide Shaw Review Wiew Aaddny Acrobat Design Layout Format
ot Area - — O rape Fin - A
By Format Sebection @ @ ane | [m] | - [ Rnags Outine - & | 1
M = = 7 | Theme Cotors ?
Cusmend 5 Shape Styles | EEREEEE Aerange S
= | I I
| Standard Colors !
m fEEEEm
.'E Mo Outhne
E ®  More Outsee Cotors... — +  we @

= - mamstnunwaiSomséinu U 2552

= Daghes *
a >

mmdwiviuden 12332 —
mmahrrie T
Qs o piiad o
e
200 +

Nt Wizt




Bl e v e T —— e ———_— iond < Microsoft PowerPoint

Wt Davign  Traeationt  Animatiser  SideShew  Review  View  Addw Accts
= & cw 2l Layout - ) 3 P
2 a com - = By dy 2 5, Replace =
aste B secsen- | @ U 8 e 8- Aa | A F 3 i Sesect =
4 Font Editing
Jasrselawinund 2552
e
LY g o —
! )
lmnd‘-i_ il 2332 e g — _—r
2 . L L ...— ._.- ..u l_.-— =
TLLLLI-LL"_._._
: o P £ _.v P
i ,r"’ . 4 £ o ‘,‘,
z ¥ ’ f & Fd
Sevemmniien 12392 ‘\-,' "Jf

[Ciieis] L rose Sactoround Grapmaes

fu‘Lr‘ .'11‘ J

MIRINY
NIIFEITU
wATuaf
d1eduULne
uRMsAaans

Tamanianisviieu
lai65naa




Tebniiani  Anwwatignd  SdeShew  Meoem  View Adddm Aasbat

™ ] - e o] S [

lAsudnsuuL

Lawmn

o v ] i |, | oy [ ey ] >

|°m e ey o i gt
e b e o b

. -

UF | [t -

n1suinag
wuld e

Anduaineinisasudnisiinaa



Shasvudagdau

ltem 1 of 42 | Hide Answer | | Calculator |

Remove duplicate records from Sheet02.

Your Response: | i

Answer. Select the range of cells mentioned - choose the column that may have
duplicates - Ok ..

Iltem 2 of 42 | Hide Answer | [ Calculator |

On Sheet 01, Filter the table to display records where the font colour in Code column is Red.

Your Response:

Answer: Choose the small arrow for the heading of the column mentioned - choose
Filcer by Color - select the colour mentioned ..

ltem 3 of 42 [ Hide Answer | | Calculator |

Share the workbook. (Accept all other default settings).

Your Response:

Answer: Review tab - click on Share Workbook - on the Editing tab select the checkbox
- Ok

ltem 4 of 42 | Hide Answer | | Calculator |

Show the formula bar.

Your Response:

Answer: Go to View tab - select the checkbox from Formula Bar

Item 5 of 42 | Hide Answer | | Calculator |

Inspect the workbook for hidden personal information and remove the same.

Your Response: ‘

Answer: Excel button - Prepare - Inspect Document ..

ltem 6 of 42 | Hide Answer | | Calculator |

Mark the workbook as final.

Your Response:

Answer: Office Button - Prepare - Mark as Final




ltem 7 of 42 [ Hide Answer | | Calculator |

On Sheet02, insert a formula in cell I3 to multiply the cell F3 by an absolute reference to the number in cell B23.

Your Response:

Answer: Go to the cell mentioned - use * between the two other cells mentioned - add
$ signs to the one which should be used as absolute reference

ltem 8 of 42 | Hide Answer | | Calculator |

On Sheet02, remove all comments from the cell range B2:H14.

Your Response:

Answer: Select the range - Review tab - Delete

Item 9 of 42 | Hide Answer | | Calculator |

On Sheet04, Insert a function in cell H16 to total the values in cell range H3:H14 only if Box is in cell range C3:C14.

Your Response:

Answer: Go to the cell mentioned - use the formula Sumif ()

tem 10 of 42 | Hide Answer | | Calculator |

Copy the cell range A1:H14 from the first worksheet and paste its formats only on a new worksheet.

Your Response:

Answer. Copy the range - go to the sheet mentioned - right click in the first cell of
the range - Paste Special - choose the option given in the question

ltem 11 of 42 | Hide Answer | | Calculator |

For Sheet01, Subtotal the data in the cell range B2:H14. Average the data by Cost (column F) and Payable Amount
(Column H) for each Type (Column C), and add page breaks between each Type.

Your Response: | |

Answer. Select the range - Data tab click on Subtotal - choose the function and other
items - select the checkbox for Page break between Groups - Ok

Item 12 of 42 | Hide Answer | | Calculator |

Display the totals row for the table on Sheet06

Your Response:

Answer: Design tab - select the checkbox for Total Row




ltem 13 of 42 | Hide Answer | | Calculator |

View Sheet01 at 120% magnification.

Answer: View tab - Zoom ..

Item 14 of 42 [ Hide Answer | | Calculator |

Apply the Layout 3 chart layout to the chart on Sheet01.

Your Response: ]

Answer: Select the chart - Design tab - Chart Layouts ..

ltem 15 of 42 [ Hide Answer | | Calculator |

Hide the formula bar.

Your Response: '

Answer: Go to View tab - remove the checkbox from Formula Bar

ltem 16 of 42 [ Hide Answer | | Calculator |

Modify the chart size on Sheet01 to be 3 inches wide and 4 inches high.

Your Response:

Answer: Select the chart - Format tab - change the size .

ltem 17 of 42 [ Hide Answer | | Calculator |

On Sheet 05, restrict the cell range B20:B22 to accept only text four characters in length.

Your Response:

Answer: Select the range - Data tab - Data Validation - Choose Text Length from the
drop down list - equal to from next list - type the number ..

ltem 18 of 42 | Hide Answer | | Calculator |

On Sheet02, Apply the Table Style Dark 4 to the cell range B2:H14 and remove the header row.

Your Response: {

Answer: Select the range - Home tab - Format as Table - choose the style mentioned -
Design tab - remove selection of checkbox for Header Row
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