Excel Associate 2019/Office 365 Student Study Guide Project 2
Instructions: In this project there are 29 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 files listed below before beginning tasks
[bookmark: _Hlk41169630]Project2_datafile.xlsx in the Project_Files folder
Flowers.xlsx in the Project_Files folder
Project 2 Tasks
1.4.4 Change window views
[bookmark: _Hlk41622021]☐  Open Project2_datafile.xlsx and Flowers.xlsx. View the Windows Side by Side then turn off Synchronous Scrolling
1.5.2 Save workbooks in alternative file formats
☐  Save the Flowers workbook as a CSV file (Comma delimited) (*.csv) named “CSV_file” then close the workbook
1.1.2 Import data from .csv files
☐  In the Project2_datafile.xlsx, Import the CSV_file data as a Table in a New worksheet and Rename the worksheet “Flowers”
1.2.2 Navigate to named cells, ranges, or workbook elements
☐  Use Go To to locate the cell named red
2.3.1 Define a named range
☐  In the Shipping Cost worksheet, name the Miles to Munson’s data cells (D2:D8) “miles”
4.1.2 Reference named ranges and named tables in formulas
2.1.2 Fill cells by using Auto Fill
☐  In the Shipping Cost worksheet, enter a formula using the named range and cells to calculate the shipping cost for each of the shipping lines

2.2.5 Apply number formats
☐  In the Shipping Cost worksheet, format the shipping cost for each of the shipping cost rows to Currency with no decimal places
[bookmark: _Hlk41910164]2.1.2 Fill cells by using Auto Fill
☐  In the Estimated Shipment Date worksheet, use Auto Fill to enter the following
· Zones 4-9 as the column headings 
· The date as row headings, set to enter every other month until January 2022
· Then resize the columns to show all text
2.1.2 Fill cells by using Auto Fill
☐  In the Outsourcing worksheet, use Flash Fill to enter the last name and initials of the Nursery Owners’ names 
4.3.1 Format text by using the RIGHT(), LEFT(), and MID() functions
2.1.2 Fill cells by using Auto Fill
☐  In the Outsourcing worksheet, use the Function Arguments dialog box to enter a function in cell J2 that only returns the zone number from column A. Use Auto fill to complete the list to J8
2.1.3 Insert or delete multiple columns or rows
☐  In the Outsourcing Worksheet, delete the columns “Email,” “Street Address,” and “Phone Number”
1.2.3 Insert and remove hyperlinks
☐  In the Outsourcing worksheet, link each of the Zones (column A) to the named ranges within the workbook with the same name
2.2.7 Apply cell styles
[bookmark: _Hlk41912730]☐  In the Outsourcing worksheet, apply Cell Style Blue, Accent1 to row 1, and Light Blue, 60% - Accent 1 to column A
2.3.2 Name a table
☐  In the Flowers worksheet, name the table on the Flowers worksheet “Flowers”
3.1.2 Apply table styles
☐  On the Flowers worksheet, apply the Table Style Blue, Table Style Medium 2
3.2.2 Configure table style options
☐  In the Flowers worksheet, configure the table to show Banded Columns and not Banded Rows
3.3.2 Sort data by multiple columns
☐  In the Flowers worksheet, Sort the table alphabetically by Region then Flower
3.2.1 Add or remove table rows and columns
☐  In the Flowers worksheet, remove the blank row, the “Total number of flowers per zone” row and the “Total shipping cost per zone” row
2.2.2 Modify cell alignment, orientation, and indentation
☐  In the Flowers worksheet, format the zone data (C2:I28), except for the column headers, with the following:
· Number: Text
· Alignment: Horizontal: Center and Vertical: Center
· Font: Algerian, Italic, 11, Blue, Accent 1, Darker 50%
3.2.3 Insert and configure total rows
☐  In the Flowers worksheet, add a Total Row to the table 
2.2.8 Clear cell formatting
☐  In the Flowers worksheet, clear the formatting for the zone data (C2:I28)
3.1.3 Convert tables to cell ranges
☐  In the Flowers worksheet, convert the table to a cell range
4.2.3 Perform conditional operations by using the IF() function
☐  In the Flowers worksheet, in the Total row use a function to count the number of cells containing “x” for each of the Zone columns
2.4.2 Apply built-in conditional formatting
☐  In the Flowers worksheet, apply the top 12% Conditional Formatting rule to the Shipping Cost column with Light Red Fill with Dark Red Text
3.3.1 Filter records
☐  In the Flowers worksheet, Filter the data to only display flowers from Zone 3 indicated by “x”
1.3.3 Customize headers and footers
1.5.1 Set a print area
1.5.3 Configure print settings
☐  Insert a Custom Header to include the File Name in the Center section: and a Custom Footer to include the Date in the Center section:  
☐  In the Flowers worksheet, set the Print area to A1:J29 with row 1 to repeat at the top and Column A to repeat at the left, Print with Gridlines, Over, then down
☐  Set the sheet to center on the page Horizontally and scale to 80% normal size
1.5.4 Inspect workbooks for issues
☐  Check the workbook for Compatibility for Excel 2016 and copy the report to a New Sheet then save and close the workbook

