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Instructions: In this project there are 36 tasks based on the exam objectives for Exam MO-200: Microsoft Excel (Excel and Excel 2019). For each exam objective, complete the task(s) using the supporting files listed below under Resources. After each task is completed, check the task box to mark as complete. 
Note: Refer to the Learning Directory for step-by-step guidance and additional resources, if needed.

Resources: Download file listed below before beginning tasks
Project1_datafile.xlsx the Project_Files folder
Project 1 Tasks  
1.4.1 Customize the Quick Access toolbar
☐  Open Project1_datafile.xlsx. Add New, Email, and Fill Color to the Quick Access Toolbar, then Move Email to the first option on the Quick Access Toolbar
1.2.3 Insert and remove hyperlinks
☐  In the Shipping Cost worksheet, Remove the Hyperlinks located on row 1
2.1.2 Fill cells by using Auto Fill
☐  In the Shipping Cost worksheet, cell A2, enter the text “Zone 3” then use Auto Fill to complete the list to “Zone 9”
4.1.1 Insert relative, absolute, and mixed references
2.1.2 Fill cells by using Auto Fill
☐  In the Shipping Cost worksheet, cell E2, calculate the shipping cost for the Red Line, in cell F2 calculate the shipping cost for the Blue Line, in cell G2 calculate the shipping cost for the Green Line. Then, use Auto Fill to complete the formulas for the remaining rows
4.2.1 Perform calculations by using the AVERAGE(), MAX(), MIN(), and SUM() functions
☐  In the Shipping Cost worksheet, calculate the total cost of shipping for each shipping line in cells E9, F9, and G9 
2.2.5 Apply number formats
☐  In the Shipping Cost worksheet, apply the Accounting Number Format to the shipping cost cells E2:G9
4.2.1 Perform calculations by using the AVERAGE(), MAX(), MIN(), and SUM() functions
2.2.5 Apply number formats
☐  In the Shipping Cost worksheet, calculate the lowest shipping cost in cell E11, the average shipping cost in cell E12, the highest shipping cost in cell E13 
2.2.4 Wrap text within cells
☐  In the Shipping Cost worksheet, Wrap Text in cells E1, F1, and G1
2.2.2 Modify cell alignment, orientation, and indentation
☐  In the Shipping Cost worksheet, align the text in cells E1, F1, G1, Centered Horizontally and Vertically at 30 Degree Orientation
1.3.2 Adjust row height and column width
☐  In the Shipping Cost worksheet, AutoFit Column Width 
2.1.4 Insert and delete cells
☐  In the Shipping Cost worksheet, Insert a row above row 1
2.2.1 Merge and unmerge cells
☐  In the Shipping Cost worksheet, Merge & Center cells A1:G1, then enter the text “Outsourcing Shipping Cost”
2.1.2 Fill cells by using Auto Fill
4.2.2 Count cells by using the COUNT(), COUNTA(), and COUNTBLANK() functions
☐  In the Flowers worksheet, cell C30, enter a function to count how many flowers are in Zone 3
☐  Use Auto Fill to copy the formula to D30:I30
2.1.2 Fill cells by using Auto Fill
4.2.3 Perform conditional operations by using the IF() function
[bookmark: _Hlk41656321]☐  In the Flowers worksheet, cell C31, enter a function to add the shipping cost located in column J if Zone 3 is indicated by an X in column C
☐  Use Auto Fill to copy the formula to D31:I31
2.1.1 Paste data by using special paste options
[bookmark: OLE_LINK1]☐  From the Flowers worksheet, Copy the data, then insert a New Sheet to the right of the Flowers worksheet, and Paste the text Transposed
2.2.6 Apply cell formats from the Format Cells dialog box
☐  In the Flowers worksheet, format row 1 as follows:
Alignment: Horizontal: Left (Indent), Indent: 0, Vertical: Center
Font: Arial Black, Size: 14
Border: Line Style: dotted Color: Blue, Accent 1, Bottom Border
☐  Format the worksheet to AutoFit Column Width
1.4.3 Freeze worksheet rows and columns
☐  In the Flowers worksheet, Freeze column A
2.1.3 Insert or delete multiple columns or rows
☐  In the Outsourcing worksheet, Insert 2 rows after row 3 (Zone 4) then enter the text as follows:
A4: “Zone 5” B4: “Colorado” C4: “Lamar”
A5: “Zone 6” B5: “Oregon” C4: “Christmas Valley”
2.1.2 Fill cells by using Auto Fill
4.3.3 Format text by using the CONCAT() and TEXTJOIN() functions
☐  In the Outsourcing worksheet, in column D, use a function to combine the text in the “City” column and the “State” column separated by a comma
2.1.2 Fill cells by using Auto Fill
4.3.1 Format text by using the RIGHT(), LEFT(), and MID() functions
☐  In the Outsourcing worksheet, in column E, use a function to enter the first three letters of the state
4.3.2 Format text by using the UPPER(), LOWER(), and LEN() functions
☐  In the Outsourcing worksheet, in column F, use a function to convert the location code text to all upper case
5.1.1 Create charts
☐  In the Shipping Cost worksheet, create a Clustered Column Bar chart that includes the State and Red Line Shipping Cost, then move chart below the data
5.2.1 Add data series to charts
☐  In the Shipping Cost worksheet, add the data for Green Line Shipping Cost to the chart
5.2.2 Switch between rows and columns in source data
☐  In the Shipping Cost worksheet chart, switch the rows and columns 


5.3.1 Apply chart layouts
☐  In the Shipping Cost worksheet, format the chart with Layout 5 then resize to Height: 5” and Width: 5” 
5.1.2 Create chart sheets
☐  In the Shipping Cost worksheet, move the chart to a New Sheet named “Shipping Cost Chart”
5.3.3 Add alternative text to charts for accessibility
☐  In Shipping Cost Chart worksheet, add the text “chart with the breakdown of the shipping cost” as Alt Text to the Shipping Cost Chart
1.5.4 Inspect workbooks for issues
☐  Inspect the workbook for Accessibility issues, then fix each of the issues
1.4.5 Modify basic workbook properties
☐  Change Document Properties to Title “Outsourcing” and your name as the Author
1.3.1 Modify page setup
☐  Set the workbook Orientation to Landscape, Margins to .5 for all Top, Bottom, Left and Right
1.5.1 Set a print area
☐  In the Shipping Cost worksheet, set the Print Area to the text
1.4.2 Display and modify workbook content in different views
☐  View the Flowers worksheet in Page Break Preview
1.5.2 Save workbooks in alternative file formats
☐  Save the workbook as a PDF then close the workbook

