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Solutions Guide 
Use this file to check your work on the exercises in this course. Both images and descriptions are 
provided. 

Overview Chapter 1: Introducing Microsoft Office and 
Using Common Features 
Develop Your Skills 

DYS O1-D1 

 

DYS O1-D2  
Note: No changes made on screen from the last exercise. 

DYS O1-D3  
Note: WebSim only. 

DYS O1-D4  
Note: No files saved, exploring templates only. 

DYS O1-D5  
Note: No changes made on screen. 

DYS O1-D6  
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DYS O1-D7 
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DYS O1-D8 

 

DYS O1-D9  
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DYS O1-D10 

 

DYS O1-D11 
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DYS O1-D12 

 

DYS O1-D13 
Note: Screen shot from web browser will vary. 

Chapter 1: Tracking Customer Data 
Develop Your Skills 

DYS E1-D1 
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DYS E1-D2 

 

DYS E1-D3 
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DYS E1-D4 

 

DYS E1-D5 
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DYS E1-D6 

 

DYS E1-D7 
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DYS E1-D8 

 

DYS E1-D9 
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DYS E1-D10 

 

DYS E1-D11 
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Chapter 2: Calculating Student Grades Using Formulas 
Develop Your Skills 

DYS E2-D1 

 

DYS E2-D2 
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DYS E2-D3 

 

DYS E2-D4 
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DYS E2-D5 

 

DYS E2-D6 
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DYS E2-D7 
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Chapter 3: Performing Calculations Using Functions 
Develop Your Skills 

DYS E3-D1 
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DYS E3-D2 
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DYS E3-D3 
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DYS E3-D4 
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Chapter 4: Data Visualization and Images 
Develop Your Skills 

DYS E4-D1 

 

DYS E4-D2 
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DYS E4-D3 

 

DYS E4-D4 
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DYS E4-D5 
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DYS E4-D6 

 

DYS E4-D7 
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Chapter 5: Tracking Customer Data 
Develop Your Skills 

DYS E5-D1 

 

Note: Two files are created, both of which are identical to the image above. One is a template file. 

DYS E5-D2 

 

Note: Not all data is shown in the image. 
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DYS E5-D3 

 

Note: Not all data is shown in the image. 
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DYS E5-D4 

 

Note: Not all data is shown in the image. 
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DYS E5-D5 

 

Note: The image is identical to DYS E5-D4—only the data validation has changed. 

DYS E5-D6 

 

Note: Not all data is shown in the image. 



Solutions Guide 

Boost Your Skills in Microsoft Excel 365/2021  Page 27 of 58 

DYS E5-D7 

 

Chapter 6: Advanced Workbook Formatting 
Develop Your Skills 

DYS E6-D1  
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DYS E6-D2  

 

DYS E6-D3  

 

DYS E6-D4  
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DYS E6-D5  

 

DYS E6-D6  
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Chapter 7: Advanced Workbook Formatting 
Develop Your Skills 

DYS E7-D1 

 

DYS E7-D2  
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DYS E7-D3 

 

DYS E7-D4 
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DYS E7-D5 
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Chapter 8: Financial Functions and What-If Analysis 
Develop Your Skills 

DYS E8-D1  

 

DYS E8-D2  
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DYS E8-D3  

 

DYS E8-D4  

 



Solutions Guide 

Boost Your Skills in Microsoft Excel 365/2021  Page 35 of 58 

DYS E8-D5  
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DYS E8-D6  

 

 



Solutions Guide 

Boost Your Skills in Microsoft Excel 365/2021  Page 37 of 58 

Chapter 9: Text and Conditional Functions, and Formula 
Auditing 
Develop Your Skills 

DYS E9-D1  

 
Note: only the part of the screen where learners are working is shown. 
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DYS E9-D2  

 
Note: Only the part of the screen where you are working is shown. 

DYS E9-D3  

 
Note: Only the part of the screen where you are working is shown. 
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DYS E9-D4  

 
Note: Only the part of the screen where you are working is shown. 
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DYS E9-D5  
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Chapter 10: Lookup Functions and Outlines 
Develop Your Skills 

DYS E10-D1  

 

DYS E10-D2  
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DYS E10-D3  

 

DYS E10-D4  
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Chapter 11: Working with Tables 
Develop Your Skills 

DYS E11-D1  

 

DYS E11-D2  
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DYS E11-D3  

 

DYS E11-D4  

  



Solutions Guide 

Boost Your Skills in Microsoft Excel 365/2021  Page 46 of 58 

Chapter 12: PivotTables and PivotCharts 
Develop Your Skills 

DYS E12-D1  
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DYS E12-D2  

 

DYS E12-D3  
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DYS E12-D4
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DYS E12-D5 
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Chapter 13: Working with Macros 
Develop Your Skills 

DYS E13-D1  

 
Note: Not all data is shown.  
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DYS E13-D2  

 
Note: Not all data is shown.  

DYS E13-D3

 
Note: Not all data is shown.  
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Chapter 14: Data Management for Business 
Develop Your Skills 

DYS E14-D1  

 

DYS E14-D2  
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DYS E14-D3  
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DYS E14-D4  

 

DYS E14-D5  
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DYS E14-D6 
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Chapter 15: Workbook Completion 
Develop Your Skills 

DYS E15-D1  

 
Note: Chart not shown; does not change in this exercise. 

DYS E15-D2  
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DYS E15-D3  
Note: No visible changes to workbook; only alt text added. 

DYS E15-D4 
Note: No visible changes to workbook; only Document Properties and alt text changed. 

DYS E15-D5  

 
Note: Chart not shown; does not change in this exercise. 

DYS E15-D6 
Note: No visible changes to workbook; only workbook/worksheet protection added. 
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