Excel Associate 2019/Office 365 Student Study Guide Project 3
Instructions: In this project there are 39 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
· Project3_datafile.xlsx in the Project_Files folder
· Outsourcing_text.txt in the Project_Files folder
· Region.xlsx in the Project_Files folder

Project 3 Tasks 
1.4.1 Customize the Quick Access toolbar
☐ Open Project3_datafile.xlsx and Add the Spelling and Insert Function to the Quick Access toolbar then move the Quick Access toolbar below the ribbon
1.1.1 Import data from .txt files
☐  Import the Outsourcing_text.txt data as a Table in a New worksheet and Rename the sheet “Outsourcing” 
3.1.3 Convert tables to cell ranges
☐  In the Outsourcing worksheet, convert the Outsourcing table to a cell range
2.1.4 Insert and delete cells
☐  In the Outsourcing worksheet, delete the two blank cells (E4 and F9)
2.1.3 Insert or delete multiple columns or rows
☐  In the Outsourcing worksheet, Delete rows 1 and 10
3.1.1 Create Excel tables from cell ranges
☐  In the Flowers worksheet, create a table from the data
1.4.4 Change window views
☐  View Project 3 and Region workbooks side by side

2.2.3 Format cells by using Format Painter
☐  In the Region workbook, use Format Painter to copy the formatting of the column headings to the Project 3 Flowers worksheet column headings then close the Region workbook
4.1.1 Insert relative, absolute, and mixed references
2.1.2 Fill cells by using Auto Fill
☐  In the Flowers worksheet, add a column to the right of the Shipping Cost column named “Discount” then enter a formula that calculates a 10 percent discount of the shipping cost
2.3.1 Define a named range
☐  In the Flowers worksheet, name the Shipping Cost data (J2:J28) “cost” and name the Discount data (K2:K28) “sale”
1.4.6 Display formulas
☐  In the Flowers worksheet, check your formulas by displaying them
2.2.6 Apply cell formats from the Format Cells dialog box
☐  In the Shipping Cost worksheet, resize column A width to 8 pt
☐  In the Shipping Cost worksheet, format columns D:G as follows:
· Resize column width to 14pt
· Alignment: center the content Vertically and Horizontally
2.2.5 Apply number formats
☐  In the Shipping Cost worksheet, format the Miles to Munson’s (cells D2:D8) to General Number Format
2.4.2 Apply built-in conditional formatting
☐  In the Shipping Cost worksheet, for cells D2:G8 use Conditional Formatting to highlight the cells over 1,700 red and the cells under 1,000 green 
2.4.3 Remove conditional formatting
☐  In the Shipping Cost worksheet, remove the Conditional Formatting from the Miles to Munson’s column (D2:D8)
3.3.2 Sort data by multiple columns
☐  In the Shipping Cost worksheet, Sort the Red line Shipping cost data so red is at the top and Sort Miles to Munson’s data lowest to highest

2.2.1 Merge and unmerge cells
☐  In the Shipping Cost worksheet, Insert a Sheet Row at the top of the worksheet then Merge cells A1:H1 and add the title “Shipping Cost” in 16pt Font
2.2.2 Modify cell alignment, orientation, and indentation
☐  In the Shipping Cost worksheet, Vertical align the A2 “Zone” text 
2.2.4 Wrap text within cells
☐  In the Shipping Cost worksheet, Wrap Text in cells D2:G2
2.4.1 Insert Sparklines
☐  In the Shipping Cost worksheet, in cell H3 Insert a Sparkline to include the Data Range: E3:G3
2.1.2 Fill cells by using Auto Fill
☐  In the Shipping Cost worksheet, use Auto Fill to enter the Sparklines for cells H4:H9
1.2.2 Navigate to named cells, ranges, or workbook elements
☐  Go To the “flower” range
4.1.2 Reference named ranges and named tables in formulas
☐  In the Flowers worksheet, beginning in cell L2 enter a formula that uses the named ranges “cost” and “sale” to calculate the final shipping cost after the discount. Then label the column “Discounted Shipping Cost” and resize to fit to content
Quick Tip: To calculate the final shipping cost, subtract the sale price from the cost
1.4.3 Freeze worksheet rows and columns
☐  In the Flowers worksheet, Freeze Panes at column C 
4.2.2 Count cells by using the COUNT(), COUNTA(), and COUNTBLANK() functions
4.2.3 Perform conditional operations by using the IF() function
☐  In the Shipping Cost worksheet in cell C11, enter a function to count the number of flower shipping costs less than 200 
☐  In cell C12, enter a function to count the number of flower shipping costs greater than 500

4.1.1 Insert relative, absolute, and mixed references
2.1.2 Fill cells by using Auto Fill
☐  In the Shipping Cost worksheet, use absolute cell reference to enter a formula to calculate the service fees (located in cells A14, A15, A16) for Edison, Washington in cells E14:G16
5.1.1 Create charts
☐  In the Shipping Cost worksheet, create a 3-D Clustered Bar chart for the Red Line Shipping Cost and Blue Line Shipping Cost
5.1.2 Create chart sheets
[bookmark: _Hlk42236723]☐  In the Shipping Cost worksheet, move the chart to a New sheet named “Cost Chart”
5.2.1 Add data series to charts
☐  In the Cost Chart worksheet, add the Green Line Shipping Cost data from the Shipping Cost worksheet to the chart
5.3.1 Apply chart layouts
☐  In the Cost Chart worksheet, change the Chart Type to a Stacked Bar then apply Chart Layout 2
5.3.2 Apply chart styles
☐  In the Cost Chart worksheet, apply Chart Style 8
5.2.3 Add and modify chart elements
☐  In the Cost Chart worksheet, change the Chart Title to Shipping Cost and remove the Legend
5.3.3 Add alternative text to charts for accessibility
☐  In the Cost Chart worksheet, add Alternative Text to the Shipping Cost Chart
1.3.1 Modify page setup
1.3.3 Customize headers and footers
1.5.3 Configure print settings
☐  Format each page in the workbook with the following:
· Print sheet with Gridlines
· Custom Header: Left section: Date and Right section: Sheet Name
· Center on page: Horizontally and Vertically
· Fit to 1 page

3.3.1 Filter records
☐  In the Shipping Cost worksheet, Filter the records to show the Redline Shipping Cost data formatted green
1.4.5 Modify basic workbook properties
☐  Add the following workbook properties:
· Title: “Munson’s Workbook”
· Keywords: “Flowers, Shipping Cost”
1.5.4 Inspect workbooks for issues
☐  Inspect the document for Comments and Hidden Worksheets, then Save and Close the workbook
