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40. When do you use the fill handle?
A) To quickly fill in several type of data.
B) To cut data from a cell.
C) To copy format from a cell to another.
D) To fill cells by color.
41. How do you use the fill handle?
A) By double clicking on it.
B) By right clicking on it.
C) By dragging across or down.
D) By pointing on it.
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Excel's conditional formatting feature (available in Excel 97 or later) offers an easy
way to apply special formatting to cells if a particular condition is met. This feature is
even more useful when you understand how to use a formula in your conditional
formatting specification.
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G b o) sl i e oslaiwl Sheet wbaslxe )giws Jl osbio cpl Glr 3103 s ) T wledbl
S b o )5

S ol S s ) 50 Sheet s s WOorkbook os 5 56 Jl s )

(P-YE JSib) s bzl ) Protect Sheet ai 35 oo b soie 3l Y

Insert...
Delete
Rename
Move or Copy...
&gl | view Code
(&g Protect Sheet... [, |
Tab Color 3
Hide
Unhide...

Select All Sheets |
| Sheet1 Sheetz - Sheets 7.
Protect Sheet ai S V- P& JGis
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Soib e oslauwl Allow all users... Gise il slaais 35 1o skiie ¢yl (Sl 30 s

Protect

Protect worksheet and contents of locked cells

Password ko unpratect sheet:

Allovs all users of this warksheet to:
Select locked cells

Select unlocked cells

Format cells

Faormat columns

Format rows

Insett columns

Insert rows

Insert hvperlinks

Delete columns

Delete rows |

l

OO

i Ok I[ Cancel J

Protect Sheet ai S I-Fd JGis

Select unlocked cells 5 Select locked cells ai, 33 95 ¥-Yd Jsib ys Jle lgic ay

J&8 sladslw aislel 5o sy 03,5 s w9 VB auls &S Sise cpl & .l o Dbkl
ST ol ) oauis Jad 9 oaub

Jb Confirm Password ,sls OK aess buwss 9T 3wl 5 515 3050 jo) 03,5 Sl Jl s &

Confirm Password

Reenter password to proceed,

Caution: IF vou lose or Forget the passward, it cannat be
recovered, Ik is advisable to keep a list of passwords and
their corresponding workbook and sheet names in a safe
place. (Remember that passwords are case-sensitive, )

L [0] 9 I[ Cancel J

Confirm Password sl -t G
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Microsoft Office Excel

': The cell or chart that yvou are trying to change is protected and therefore read-only.

To modify a protected cell or chart, first remove protection using the Unprotect Sheet command {Review tab, Changes group). You may be prompted for a password,

Confirm Password sl F-PY G

393 Hlais)se whiuss 5 03,5 Z)b wbélxe wlls Jl ) Sheet silgs oo Sls o0 b s jo) &5 5 )8
A4S Jlocl Waosls s

DS b b ) Jal e Sheet o, (Unprotect) gs 5 zols wdasdlze Sl sl 0

S ol IS sy )0 Sheet s sy )

(P-YA Jsib) awis bl I Unprotect Sheet i, 35 woaub Jb 5o Jl Y

Insert...
Delete
Eename
Maove or Copy...

G5l | View Code

|@ Unprotect Sheet... %
Tab Color ]
Hide

Unhide...

Select All Sheets |
|_sSheetl 7Snestz - Sheets 77 4
Unprotect Sheet a4y i5” F-FA G

sl Sheet b aws s)ls )als ¢l )3 b jwey (¥-Y4 JSib) 3550 Jb Unprotect Sheet ,sls ¥
28 Jlocl Sheet slaosls 55, 1) olssds il s Suilsise 0T Il pus Ssib Zob wlbdlxe

Unprotect Sheet

Password: || |

E K I[ Cancel J

Unprotect Sheet st F-F9 G
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-6 Web wilzxan ACCESS ileMbl KL sisle 0sSLsS @bie I ) (laosls wuwl )sls EXcel ast
w3 > Get External Data o5 ,5 slaasss Sl ) shiio oyl sl p 238 3)ly Jles Sheet ss ... 5 Like slo
S 50 JWs Jlie O b 1) wlbidec ol plsil Jal e -3 5ib 50 oslenwl Data

03 el 030 0 )83 Sguels Alddla Hs A ) it (Jold 5 ) d9a g0 wileMbl rn._!)l.) Jad Jlo opl s
la.yf Mls ola Sheet
(=Y JSb) puiS 5o SOlS From Text ass's g5 Data w3 )5 A

T Y —_—
\-—"/ Home Insert Page Layout Formulas | Data l Reviey
E e a 3-:3—% ¥ E [ E ”_@ Connections

2 |
! |— |_ %P Properties
From  From | From | From Other Existing Refresh o
Access Web | Text | Sources~ | Connections || An~ == Edit Links
Get External Data Connections

From Text aass F-F- G

PU 5 Jomo 03l (al 03 (YY) JSib) 3950 Jb Ja 038 )ls 5 oyuss 512 Import Text File sts oy
.f.gfup_iﬁlflmpoﬂmg@,),oa)foﬂssl)uuok}glé

Import Text File

Lok in: |@ Desktop V| @~ X iE-
R BMy Documents
.ﬁé .
i My Computer
Bﬂ'y' RBEBI:'Z QMy Netwark Places
ocuments E
Desktop
f
My Documents
E_l File pame: | v |
My Computer | Files of bype: |Text Files v |
Caor [ s
4

Import Text File aoss F-F) G
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Text Import Wizard — ,sl5 Import aess o3 piid Sl Gy 3ls plol L Sileabsis wlgs 5o 3 gab 0

(P-PY JSib) s eib e L Step 1 of 3

Text Import Wizard - Step 1 of 3

The Text Wizard has determined that your data is Delimited.

If this is correct, choose Mext, or choose the data bype that best describes vour data.
Original data kype

Choose the file type that best describes your data:

- Characters such as commas or tabs separate each Field,
() Fixed width - Fields are aligned in columns with spaces between each field,

Skart import at row: DI File arigin: 437 : OEM United States R

Preview of file C:\Documents and Settingsikatayoun KamangariDeskkopil.bxt.

1 BundayZ ]
ondayd =
uesdayh |
EI ednesdayt

hursdays

=

= Back ‘ Mext = I[ Einish J

Text Import Wizard — Step 1 of 3 st P-FF G

Eoboe 93 aae Sly Next asss o) S5 L V3l pl Vs Wesls Jpus Jl gw &
PPV JSh)

o3bw (GaRYsim K b bl Site Jod ) Ia....fucuusul) Vi 0 lan LISDE als jo (> 0

Next aass 59, S5 L Tab Sl als ¢l )3 JoIs eed & sl oad plil TAD auls w53

AP-YE JS) 2T05 Ginles & pow ala po b ouiS 5o Suls
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Text Import Wizard - Step 2 of 3

This screen lets vou set the delimiters vour data contains, You can see how wour text is affected in the preview
below,

Delimiters
Tab
[ semicolon |:| Treat consecutive delimiters as one
[ comma
|:| Space

[ other: l:l

Text gualifier: ~

Data preview

Eunday o]
Flonday §|
Tuesday I
[Tedne=sday

Thursday

|k

[ Cancel ][ < Back ]L Mexk = J[ Einish

Text Import Wizard — Step 2 of 3 st F-FV G

Text Import Wizard - S

This screen lets vou select each column and set the Data Format.
Column data Format

(®) General

0O ‘zeneral’ converts numeric walues to numbers, date values to dates, and all
Text remaining values to bext,

() Do nak import column (skip)

Daka preview

Ceperal

[E

[ Cancel ][ < Back ] Mexk =

Text Import Wizard — Step 3 of 3 st P-F& G
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Import Data

Where do wou want to put the data?
() Existing worksheet:

=z

() Mews worksheet

[P;Dperties... ] l a4 ] ’_ Zancel ]

Import Data st -0 i

D23 50 plis ) Jle el slaesls 93,5 3l Jl slasges Y-Y7 i

A Bl ¢ | D |
Sunda 2
Monday 3
Tuesday 5
Wednesday 6

5
8
2

Thursday
Friday
Saturday

[=[||~] 5N

-
"
N
.
°
c
C
¢
<
o~
T®
‘§

LS )l 9 Lyygim A jdouw »YI S SiRo Jguol (Hlwlivh ¥-1)

330 9 03,5 e | s rse GBS )l b 5 by siw 4o s Juilsise Sinly & Excel asl o s
A T

(348 axe e oy 9 03,5 bl ) paus Sdx Auwilgs e) Sl bl b oT laxl jlaw 93 )5 Saxe Sl
(P-YY JSb) S b 0T soie b awis Suls Format aass 9, Cells 05,5 Home s »s Guuw
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[#] Fill -
o2 Clear -

Cells

0 Row Height...
AutoFit Row Height

= Column Width...

AutoFit Column Width

Default Width...
Visibility
| Hide & Unhide 3
Organize Sheets

Rename Sheet

Move or Copy Sheet...

. Tab Color 4

Protection

¥ AutoSum T ﬁr [ﬁ

Sort & Find &
Filter = Select ~

Hide Rows

Hide Columns
Hide Sheest
Unhide Rows
Unhide Columns

Unhide Sheet...

(&g
Lock Cell

@- Format Cells...
abgy o slody iS5 Format ssio os Hide & Unhide ai s~ F-FV G

Protect Sheet...
L

ixe o wlxul sl yow b sl awS ol 1) Hide Rows aiy 35 Hide & Unhide a5 I
Ol s 0a,8 bl ) oo ase (Sla paw) phaws Jslxe yaw 93 daze w5 BT sl Aisb e
S ol 1) Unhide Rows i35 Hide & Unhide ac goxe 55

Home »,u')éw;.;a».(o,im S b ) aws ol ol lasl jloaws Ao ju8 gimw USS Saxe Sl
I, Hide Columns ai, ;5 Hide & Unhide slaai, 35 5l 5 05,5 <suls Format ass's 55, Cells o5 ,5

9 Wazme U35 VDT Gl Aisb e ke o bl sy siw b wsiw (F-YY JSb) aws bl
Unhide ai,35 Hide & Unhide slaai 35 Sl 5 05,5 bl ) oaub iz (S giw) o gims ) glxe o giuw
.S bl | Columns
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Acgaze Jl dazme 03,8 VLT sl p digb e Hixe oaub bl slaSheet L, Sheet (¥-1d Jsib)
als b (Y-YA JSb) S5ib 50 JL Unhide )sls .aws ol ) Unhide Sheet ai, 55 Hide & Unhide
OK aass 590 9 03,8 bl ) pss)se Sheet .sgib e 0303 35 ol s oo Lae slaSheet

Unhide

Unhide sheet:

Sheetz

i oK i[ Cancel ]

Unhide ssls” F-FA i

q

$3,5 Jd 1) Sld b s 3xs Sheet (auls axio jl oslaiwl b Ylgi o 4395 .
348 oolamwl yu) (S )3 LS Jl ) sk ¢l sl 22

Ctrl + PageDown :3s; Sheet o

Ctrl + PageUp :Jus Sheet o

T35 3)ly Yy sosls Sheet sia 3 Ylo jod Ylgi oo LT ¥
Wosls LT 31 % 03 Gums 9 03,5 wilsiil ) 4353 50 slaSheet laul SIS ol el sl ol o Fuly
g yo Dl s o bl slaSheet ey sT gled ) ol a5 3 gub e abhadle .awis )l 1)

£3,15 3939 Sheet szl gl sl 35 LT ¥
Shift + F11 :aL
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SIS yinsl 31

o= L 0lssise us b (8 iy Slass bl Sheet Ydd ks sslgs se yislaa Workbook ,a as LuT il

PV JSib) 3 sab 50 oaleiwl Excel Options ,als il ek ol el sl -3ls Gl 331 (YOD) slass

olis L ¥ lase Include this many sheets ssac )al5 auis o caalie P-Y4 Jib s a5 Hshiles

S G5 OK 4y (59 s Sl Gy - 3u8 5 YOO B ) Jlolozeds &4 1) s ¢yl duil gl 5o a8 50

Excel Options

Iy
ﬁ B;! Change the most popular options in Excel.

Formulas
Proafing Top options for working with Excel
Save Show Mini Toolbar on selection ()

Enable Live Preview (i)
Advanced .

|:| Show Developer tab in the Ribbon (i)
Customize Always use ClearType
Add-Ins Color scheme:
Trust Center ScreenTip style: | Show feature descriptions in ScreenTips L |

Resources Create lists for use in sorts and fill sequences: Edit Custom Lists...

When creating new workbooks

Use this font: |Aria| v|
Font size:

Default view for new sheets: | Normal View R
I Include this many sheets: I

Personalize your copy of Microsoft Office

User name: |Katayoun Kamangar |

Choose the languages you want to use with Microsoft Office: Language Settings...

L OK I[ Cancel ]

a3 Workbook G sleSheet (6 x5 i Slass s -9 LG

£3,5 5 0T )3 b 9 oals Juisl 5,55 Workbook a; 1, Sheet 5 plgi 0 LT D
O S b ) suade 9 lase Workbook . 5 Workbook a; Sheet b Jlasl (sl s sl o gy

s bzl ) Move or Copy ais 35 waub Jb G sie 3l 9 03,5 el WS b 50 Sheet s )
(P-E) JSib) S i 50 SL Move or Copy sals (¥-£- i)
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Insert...
Delete
Rename
| Move or Copy...

View Code

4l

Protect Sheet...
Tab Color k
Hide

Unhide...

Select All Sheets

Move or Copy ayif” F-&- JGib

Move or Copy

Move selecked sheets
To boak:

|Bc-ok1

Before shest:

Sheetz
Sheet3
{move to end)

[ create a copy

i a4 i[ Cancel J

Move or Copy osts™ V-&1) JGis

1) suoiio WOrkboOK ols .aas 5o i 1) S sWOrkbook as el .TO bOOK (s 5ie )35 ¢yl 03
& 9 oaub anils o WOrkbook Ji ybais s se Sheet (yis) ¢l b .aws Suls OK aes's 590 9 03 55 bzl

b oo Jlasl suaie Workbook
o3 Sheet jl o8 K (F-19 i) swis ol 1) Create a copy ai 35 Move or Copy ,sls ys 51

Sgib 50 bl suaie Workbook
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To help you find specific information in large spreadsheet files, it is often useful to
color code the tabs of worksheets containing related data. Similarly, you can use
different colored tabs to differentiate between sheets containing unrelated
information.

a5 Rlaas p Seibise JuSis (a3 ) Sheet salass Jl )l b Workbook s as Excel Ll o @
2% .35l e Worksheet LMool silosud JuSibs Vol 9 s (3L dlass Jl g Al Sean JB
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39- What is the best topic for this paragraph?
A) Finding specific information
B) Related data
C) Color the tabs of worksheet

D) Unrelated information
40- Why do we color the tabs of worksheet?

A) To help you find specific information in large spreadsheet files.
B) To make them more colorful.

C) To save them quickly.

D) To hide them.
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You can convert the contents of a cell that contains a formula so that the calculated
value replaces the formula. If you want to freeze only part of a formula, you can
replace only the part you don't want to recalculate. Replacing a formula with its result
can be helpful if there are many or complex formulas in the workbook and you want
to improve performance by creating static data.
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27.When replacing a formula with its result can be helpful?
A) If there are many or complex formulas in the workbook.
B) If there are very simple formulas in the workbook.
C) Replacing a formula with its result is impossible.
D) It can’t be helpful.
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A Bubble chart is a variation of a Scatter chart in which the data points (data points:
Individual values plotted in a chart and represented by bars, columns, lines, pie or
doughnut slices, dots, and various other shapes called data markers. Data markers
of the same color constitute a data series.) are replaced with bubbles. A Bubble chart
can be used instead of a Scatter chart if your data has three data series, each of
which contains a set of values. In a Bubble chart, the size of the bubbles is
determined by the values in the third data series.
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22. In the Bubble chart, data points are shown by ...........

A) bars

B) points

C) bubbles

D) doughnut slices
23. A Bubble chartis similarto............

A) Doughnut chart

B) Pie chart

C) Column chart

D) Bar chart
24. Which property of bubbles is determined by the values in the third data series?

E) The color

F) The position

G) The size

H) All properties
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| Input Message || Errar Alert |
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Data Validation

Settings ;| Errar Alert

Showe input message when cell is selected

when cell is selected, show this input message:
Titlz:

Input message:
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Data Validation

| Settings || Input Message

Show error alert after invalid data is entered

When user enters invalid data, show this error alert:
Skyle: Title:
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Sorting Excel 2007 Data on a Single Column

You may find data in an Excel 2007 worksheet easier to view if it's sorted on a
particular column, in ascending or descending order. Excel sorts in the following
pattern: numbers, spaces, special characters (such as ! “# $ % & * < = >) and finally,
alphabetic letters.

Sorting data in ascending order sorts text from A to Z; numeric information from low
to high; and dates with the earliest date first. Sorting data in descending order sorts
text from Z to A; numeric information from high to low; and dates with the most recent
date first.
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A) just numbers

B) just dates
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A) FromZto A

B) With the earliest date

C) from high to low

D) with the most recent date first
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1.  Why you may want to apply different formatting on your data?
A) To make them easy to save
B) To make them easy to print
C) To make them easy to read
D) To make them good looking

2. What is more important when you print a colored text or cell shading by a black-
and-white printer?

A) Size of file

B) Number of colors are used

C) Using colors that contrast well

D) We can’t print a colored text or cell shading by a black-and-white printer.
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Enter text or a number in a cell

1. On the worksheet, click a cell.
2. Type the numbers or text that you want to enter, and then press ENTER or
TAB.

Tip To enter data on a new line within a cell, enter a line break by pressing

ALT+ENTER.
line break 23 b
pressing o3ls Hlis

1o y3
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On a worksheet, you can specify a column width of O (zero) to 255. This value
represents the number of characters that can be displayed in a cell that is formatted
with the standard font. The default column width is 8.43 characters. If the column
width is set to 0, the column is hidden.

You can specify a row height of 0 (zero) to 409. This value represents the
height measurement in points (1 point equals approximately 1/72 inch). The default
row height is 12.75 points. If the row height is set to 0, the row is hidden.
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display 03l iules
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By default, Microsoft Office Excel provides three worksheets in a workbook,

but you can insert additional worksheets or delete them as needed. You can also
change the number of worksheets that appear by default in a new workbook.

The name (or title) of a worksheet appears on its sheet tab at the bottom of the
screen. By default, the name is Sheet1, Sheet2, and so on, but you can give any

worksheet a more appropriate name.
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Do not format numbers when you enter them in formulas. For example, if the

value that you want to enter is $1,000, enter 1000 in the formula. If you enter a
comma as part of a number, Excel treats it as a separator character. If you want
numbers displayed so that they show thousands or millions separators, or currency
symbols, format the cells after you enter the numbers.

value PIREIN
comma JsS »s b8
treat O3S s,
separator IRV RN
currency REPPRSVRN
symbol slos
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3-D Surface: This chart shows a 3-D view of the data, which could be imagined as a

rubber sheet stretched over a 3-D Column chart. It is typically used to show
relationships between large amounts of data that may otherwise be difficult to see.
Wireframe 3-D Surface: A variation of the 3-D Surface chart that appears in black

and white. Without color in the surface, a wireframe chart shows only the lines.
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When you use the Subtotals feature, you aren’t restricted to having the values in the

designated field added together with the SUM function. You can instead have Excel
return the number of entries with the COUNT function, the average of the entries with
the AVERAGE function, the highest entry with the MAX function, the lowest entry
with the MIN function.

feature WA
restricted 393=e
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instead NN
return BRUISSH
entries EYCXYEGVS
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Making a worksheet easy to read or scan

To present all of your data on the printed pages, make sure that the data is visible on
the screen. For example, if text or numbers are too wide to fit in a column, the printed
text will be truncated and the printed numbers will appear as number signs (##). To
avoid printing truncated text and number signs in place of text, you can increase the
column width to accommodate the data, or you may want to increase the row height
by wrapping the text to fit the column width, to make the text visible on the screen

and on the printed pages.
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