	Optima Training & Consulting Ltd

Candidate Name: 
	[image: ]
	01E
Rev:01




	(Microsoft Excel)
________________________________________________________

Please attempt all questions

You will have 10 Questions, with 15 minutes for the Assessment - Best of Luck


	
1. Open the file Excel.xlsx – Save it to your desktop with the name Assessment. Open the Excel File from your Desktop . Continue to use this newly named file for your assessment.

2. Widen The Columns so that all text and numbers in the column becomes visible.
3. Rename Sheet 1 as Results 

4. Select A1:D1 and apply a green background colour then select A8:D8 and Apply a Top and Double Bottom Border

5. Use the Sum Formula in Cell B8 to get the total for Jan for the students. Replicate/Copy this formula to C8 and D8 to get the total for each month

6. Use the Average Formula in Cell B9 to get the average over Jan Replicate/Copy this formula to C9 and D9 to get the average for each month

7. Enter a formula in Cell A9 to Count the total number of rows for Jan for the names

8. Copy the tab and filter the copy to only show names ending in E 

9. In your new sheet use the filtered results to create a Clustered Column Chart change the chart title to Totals and add Data labels.

10. On the Results Sheet – use Conditional Formatting on Cells B2:D7 to give a background colour of your choice the cells whose value is greater than 84

Save & Close the File. Email back the saved file to trainer@optimatraining.ie
	Administrator
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	Total
	____/_10__
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