


Question 1 Filtering

a. All except Blue and Black.
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b. Cars after 2010.
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Question 2 Customise Toolbars
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Question 3 Importing Data and Creating Hyperlinks
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Question 4 Freezing Panels and Show/Hide Rows or Columns
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Question 5 Evaluate Formula and Trace Precedents/Dependents
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Question 6 Worksheet and Cell Protection
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Question 7 Pivot Tables
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Question 8 Data Validation
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Question 9 Conditional Formatting
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Question 10 Critique Spreadsheet Design
[bookmark: _GoBack] 2 Changes. 
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Text Import Wizard - Step 1 of 3

The Text Wizard has determined that your data s Delimited.
1 this s correc, choose Next or choose the data type that best describes your data,
Original data type
Choose the il ype that best describes your data:
Delimited) - Characters such as commas ortabs separate each fild,
© Fixed width. - Fields ar aligned in columns with spaces between each feld

Startimport at row: |1 2] File origin: | windows (ANsD

[] My data has headers.

Preview of file EAVECYS Level - Advanced Cert in Administration|6NA0SS..\Ferry Passenger Lit

1 Passenger NameageDscinacionPassenger Load Fee
Fom Tiernanzsaclancacy.23
son Byrnel0Aclanca€?.23
[skathy Burkessaciantac 23
iam DelaneyziBestenc? 23
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1 [passenger Name Age Dstination Passenger Load Fee

2 [TomTieman 25/Atlanta .23

4 |cathy Burke 48|Atlanta .23

6 |Maeve Twomey  20[Boston .23

7 |GarretoNeill  70[Boston .23

8 |Denislangton  33|Brussesls €.95

9 |conor Callaghan 52 Chicago .23

10 [Tim Mooney 16/Chicago .23

12 |Nora Evans 15London €.95

13 |KevinOleary  11|NewYork .23

14 |Evelyn sheehy  57|New York .23

15 [Bill Murphy 8/paris €.95

16

%

18

19 www.monaghaninstitute.ie
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Reference: Evaluation:
“Wages Calculation...$DS25= [SUMIFICS:C22. Cher D5:022]

Stepin Step Out
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€252.00| one Farent Fomy. €317

€189.00| mare <544

Password to unprotect sheet:

Allow all users of this worksheet to:

Protect worksheet and contents of locked cells

Select unlocked cells
] Format cells:

|l Format columns.

] Format rows

[l insert columns

[l insert rows.

|C Insert hyperlinks

] Delete columns

| Delete rows
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Adventure 3 16
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2 [tom Tiernan 25[atlanta_ |~
4 |cathv Burke 48 Atlanta
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A 8
car_Ip [~ Make

1 Ford

2 Volkswagon

5 Renault

6 Toyota

7 Ford

8 Peugeot

9 Toyota

12 Toyota

13 Renault

14 Ford

c [

~IModel [~ | vear [~|cost
Focus 2010
Golf 2012
clio 2008
Estima 2005
Focus 2009
207 2010
Avensis 2008
Yaris 2014
Megane 2014
Focus 2010

E
~colour
€4,650.00 Red
€11,195.00 Silver
€4,400.00 Green
€9,950.00 ilver
€11,500.00 Grey
€6,140.00 Red
€7,950.00 White
€13,810.00 Silver
€21,900.00 Grey
€6,450.00 Red

G

| preious Use - | Mileage ( - Taxed [~

MR RN RN AN e

H

84470 No
50682 Yes
104742 Yes
170629 Yes
92917 Yes
67576 No
118258 No
11825 Yes
10136 No
70954 Yes

1
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1 carip[~|Make  [~IModel[~|vear [T cost ~|colour [~ preious Usé - | mileage (~ | Taxed [~
3 2 Volkswagon  Golf 2012 €11,195.00 Silver 1 50682 Yes
4 3 Mitsubishi  Pajero 201 €17,250.00 Blue 2 67576 No
1 10 Mitsubishi  Pajero 201 €16,500.00 Black 2 72644 No
12 11 Vauxhall  Astra 2012 €13,200.00 Blue 1 54060 Yes
13 12 Toyota Yaris 2014 €13,810.00 Silver 1 11825 Yes
1 13 Renault Megane 2014 €21,900.00 Grey 1 10136 No
16 15 Vauxhall  Zafira 201 €12,999.00 Blue 2 69265 Yes

17
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