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You work as a Sales Manager for Media Perfect Inc. You have created a sales report in a
workbook in Excel 2007. You want to display the file name with complete path of the
current document in A1 cell as shown in the image below: Which of the following steps will
you take to accomplish the task?
 

 
 
A. Insert the following formula in cell A1: =filename("A1") 
B. Click the Header & Footer option in the Text group of the Insert tab. 
Select the Footer section. 
Click the File Name option in the Header & Footer Elements group of the Design tab. 
C. Click the Header & Footer option in the Text group of the Insert tab. 
Select the Header section. 
Click the File Name option in the Header & Footer Elements group of the Design tab. 
D. Insert the following formula in cell A1: =cell("filename") 
 

Answer: D

Explanation:  

In order to display the current file name with its full path and the name of the current

worksheet, type the following formula in the required cell: =cell("filename") 

Inserting the above formula in the cell A1 will display the file name as shown below: 

Answer option A is incorrect. No such function as filename() is supported by Excel 2007. 

 

Answer options C and B are incorrect. These steps will insert the file name in the document

in the header and footer sections. However, the question clearly states that the file name
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with full path is to be inserted in the A1 cell. Hence, these steps will not accomplish the

task. 

Reference. Microsoft Excel 2007 Help, Contents: “Insert the current Excel file name, path,

or worksheet in a cell” 

 

 

 

 

Martha works as a Sales Manager for Tech Info Inc. She is creating a sales report on Excel
2007. After preparing the sales report she clicks on the Full Screen view menu.
 

 
As soon as she clicks on the view menu, all toolbars and menus disappear. She wants to
restore her worksheet status back to the Normal view quickly in minimum steps.
 
Which of the following steps will she take to accomplish the task?
 
 
A. Click the Restore Down button in the Control menu. 
B. Use the keyboard shortcut Alt + W + P. 
C. Click the Minimize button on the Control menu, and then click the minimized Excel
workbook in the task bar. 
D. Use the keyboard shortcut Alt + W + L. 
 

Answer: A
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Explanation:  

In order to accomplish the task, Martha should click the Restore down button in the Control

menu in the top-right corner of the sheet. 

 

This will quickly restore the view status of the Excel sheet to its previous view. 

Answer options B and D are incorrect. The keyboard shortcuts for changing views will not

work in the full screen view of the worksheet. 

Answer option C is incorrect. Although these steps will accomplish the task, using the

Restore Down button is more efficient option. 

 

 

 

 

Jack wants the rows containing the name Tom and product Jam. There are thousands of
entries in the log. Plowing through all the records will be time taking. Which option can be
used to view only the relevant records?
 
 
A. Sort 
B. All filter 
C. Find 
D. Autofilter 
 

Answer: D

Explanation:  

Autofilter is used to filter the record as per the condition by hiding the rest. Defining

different filters, you can compare data in multiple ways, so you can glean vital information

without wasting vital time. 

Answer options C and B are incorrect. There are no such options defined in Excel to filter

the records. Answer options A is incorrect. The Sort function is used to arrange the records

in ascending or descending order. 
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You work as a Sales Manager for Deep Lake Inc. You create a report in Excel 2007. This
report will be used by your sales team members to fill daily sales data. You save the report
with the name Daily Sales Report. After saving the report, you share it to all your team
members. You want to validate entries in some of the cells in the report. You open Daily
Sales Report and try to validate one of the cells. However, you find that the validation
option is not enabled.
 

 
You want to have validation in place in the shared workbook. Which of the following steps
will you take to accomplish the task?
 
 
A. Disable protection of the sheet. 
Apply validation rules. 
B. Enable protection for the sheet. 
Apply validation rules. 
C. Disable sharing of the sheet. 
Apply validation rules. 
D. Select all the cells that need to be validated. 
Ensure that no validation rules are applied previously. 
Apply validation rules. 
 

Answer: C

Explanation:  

Microsoft Excel does not allow validating a cell after a sheet is shared. In order to

accomplish the task, you will have to take the following steps: 
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Disable sharing of the sheet. 

Apply validation rules. 

Microsoft Excel 2007 allows sharing of a workbook in order to allow multiple users to edit a

workbook simultaneously. By using this feature, the owner of the workbook does not have

to worry about changes, as the shared workbook keeps the original data, all edits,

additions, and deletions. How to share a workbook? 

Take the following steps to share a workbook: 

1.Click the Share Workbook option in the Changes group on the Review tab. This will open

the Share Workbook window. 

After sharing a workbook, the following features cannot be modified: workbook and

worksheet protection, macros, data validation, charts, pictures objects, hyperlinks,

scenarios, outlines, subtotals, data tables, PivotTable reports, merged cells and conditional

formats. However, these features used prior to sharing a workbook will work in the shared

workbook. 

Answer option A is incorrect. It is not mentioned in the scenario that protection is applied on

the sheet. 

Answer option B is incorrect. Enabling protection for the sheet will not enable you to apply

validation. The question clearly states that you have shared the workbook. After sharing of

workbook, validation cannot be modified. 
Reference: Microsoft Excel 2007 Help, Contents: "Overview of sharing and collaborating on
Excel data"
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You work as a Sales Manager for Media Perfect Inc. You have received an Excel workbook
from a branch office that is located at France. Some of the entries in a cell are written in
French. You open a file in Excel 2007. You are curious to know the meaning of some of the
entries. Which of the following options can you use to accomplish the task?
 
Each correct answer represents a complete solution. Choose two.
 
 
A. Click the Translation option in the Editing group of the Home tab. 
B. Click the Thesaurus option in the Proofing group of the Review tab. 
C. Click the Translation option in the Proofing group of the Review tab. 
D. Click the Thesaurus option in the Proofing group of the Review tab. 
E. Click the Research option in the Editing group of the Home tab. 
F. Click the Research option in the Proofing group of the Review tab. 
 

Answer: C,F

Explanation:  

According to the question, you want to know the meaning of some of the entries written in

French in an Excel workbook. For this, you are required to use the translation feature

available in Excel 2007. In order to accomplish the task, you can choose any of the

following two options: 

Click the Translation option in the Proofing group of the Review tab. 

 

Click the Research option in the Proofing group of the Review tab. 
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This will open a Research window. Provide the required entry to translate. 

Excel provides machine translation facility. This is helpful for conveying the basic subject

matter of the content and for confirming whether the content is relevant. However, machine

translation may not preserve the full meaning and tone of the text. 

Answer options E and A are incorrect. There is no such option available in the Editing

group on the Home tab. Answer options D and B are incorrect. Translation cannot be

performed through the Thesaurus option. 

Reference. Microsoft Excel 2007 Help, Contents: "Translate text" 

 

 

 

 

You work as a Help Desk Technician for Dreams Unlimited Inc. Martha, a Sales Manager,
is creating a sales report in Microsoft Excel 2007. The report contains many worksheets.
Martha has used many formulas in her report. She wants to monitor a cell which contains a
formula. The formula refers to many other cells that are located in different worksheets in
the report. She wants to know the effects on the cell when the values in different sheets
changes. She requests you to help her out to accomplish the task. Which of the following
steps will you advice her to accomplish the task?
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A. Click the New Window option in the Window group on the View tab. 
Click the Arrange All option in the Window group on the View tab. 
Select the Cascade option. 
B. Select the cell which is to be monitored. 
On the Formulas tab in the Formula Auditing group, click Watch Window. 
Click Add Watch. 
C. Click the New Window option in the Window group on the View tab. 
Click the Arrange All option in the Window group on the View tab. 
Select the Vertical option. 
D. Select the cell which is to be monitored. 
On the Formulas tab in the Formula Auditing group, click Evaluate Formula. 
 

Answer: B

Explanation:  

In order to accomplish the task, she should take the following steps: 

 

Select the cell which is to be monitored. 

On the Formulas tab in the Formula Auditing group, click Watch Window. 

Click Add Watch. What is the Watch Window? 

The Watch Window is a toolbar available in Excel 2007 to monitor the value in a cell,

regardless of its location in a workbook. The Watch Window can be moved or docked like

other toolbars available. It keeps track of the following properties of a cell: workbook, sheet,

name, cell, value, and formula. The Watch Window provides users a convenient way to

inspect, audit, or confirm formula calculations and results in large worksheets/workbooks.

Only one watch per cell can be configured in the Watch Window. To set a watch, click the

cell to be monitored and then, on the Formulas tab, in the 

Formula Auditing group, click Watch Window. Click Add Watch to monitor the selected cell. 

Answer option D is incorrect. Evaluate Formula is the formula examination tool provided by
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Excel 2007. This tool is useful for examining formulas that do not produce an error but are

not generating the expected result. 

Answer options C and A are incorrect. Clicking the New Window option in the Window

group on the View tab opens an instance of the workbook within the Excel window. This is

useful when you work on different worksheets, and at the same time you want to navigate

among them. 
Reference: Windows Excel 2007 Help, Contents: "Watch a formula and its result by using
the Watch Window"
 
 
 

 

 

You work as an Office Assistant for Blue Well Inc. You have created a workbook in Excel
2007. This workbook will be shared with other users who will collaborate to enter data in
the workbook. You want to enable Excel in such a manner that if you have a question
regarding the editing done by any collaborator, you can identify who made the changes and
verify that it is correct. Which of the following steps will you take to accomplish the task?
 
Each correct answer represents a complete solution. Choose two.
 
 
A. Enable the Show Comments feature. 
B. Turn on the Change Tracking feature. 
C. Share the workbook. 
D. Add a History worksheet to the workbook. 
 

Answer: B,C

Explanation:  

According to the question, you are required to accomplish two tasks: 
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