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PRODUCT:  AR_W9D 

QNID:   Q046 

QUESTION:   بذء حشغٛمWord 

QNTEXT:   لى ببذء حشغٛمMicrosoft Word ببسخخذاو انمبئًت Start«    لا حسخخذو يسخكشف ). «ابذأ (.Windows 

 

QUESTION:  Start Word 

QNTEXT:  Start Microsoft Word using the Start menu.  (Do NOT use Windows Explorer.) 

 

START STEP 1 STEP 2 STEP 3 ? 

1. Start button  Start   

2. Right-click Start button  TAM   

Start 
3. Programs/Microsoft Word 

(3/11)  

FINAL   

4. New Office Document 

(1) 
NewOffDocDB   

5. Open Office Document 

(2) 

TAM   

6. Run… 

(8) 

TAM   

NewOffDocDB 
7. Double-click Blank Document 

 

FINAL   

8. Click Blank Document  Click OK  FINAL  

9. Click Blank Document  Press RETURN FINAL  

10. Right-click Blank Document 

 

MpopupOffOpen   

11. Click then right-click Blank Document 

 

MpopupOffOpen   

MpopupOffOpen 

12. Select New 

(1) 

FINAL   

13. Select Open 

(2) 

FINAL   

Additional Notes 
A. Start/Open Office Document is TAM because no document is specified even 

though this would open Word. 

 

B. SHIFT-F10 is dead in NewOffDB b/c it is dead in ITRA   

C.   
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PRODUCT:  AR_W9D 

QNID:   Q042 

QUESTION:   ػشع يسبػذ - حؼهًٛبث Office 

QNTEXT:      لى بؼشع يسبػذOffice . يغ خٛبساث نهبحث ػٍ حؼهًٛبث يٕضٕع يحذد  

 

QUESTION:  Help - Display Office Assistant 

QNTEXT:  Display the Office Assistant with options for searching for a specific help topic. 

 

START STEP 1 STEP 2 STEP 3 ? 

1. F1 FINAL    

2. Help/Microsoft Word Help 

(9/1) 

FINAL    

3. "Help" icon FINAL    

4. Help/Show the Office 

Assistant  
(9/2) 

Click Office Assistant FINAL  

Additional Notes 

A. Suggestions that appear with the Office Assistant have been cropped so that only the 

question “What would you like to do?”  appears. 
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PRODUCT:  AR_W9D 

QNID:   Q021 

QUESTION:  أششطت أدٔاث 

QNTEXT:  انًُبرج »  ػشع ششٚظ أدٔاث»  . 
 

QUESTION:  Toolbars  

QNTEXT:  Display the “FORMS” toolbar. 

 

START STEP 1 STEP 2 STEP 3 ? 

1. View/Toolbars/Forms  

(3/5/15) 

FINAL   

2. View/Toolbars/Customize… 

(3/5/17) 

CustomizeDB   

3. Tools/Customize...  

(6/15) 

CustomizeDB   

4. Double-click gray area at right of 

Standard toolbar. 
CustomizeDB   

5. Right-click the toolbar PopupToolbar    

6. 
"More Buttons" icon   

TAM (See note A)   

PopUpToolbar 

7. Select Forms  

(15) 

FINAL   

8. Select Customize...  

(17) 

CustomizeDB   

CustomizeDB 
9. Click Forms checkbox   FINAL   

Additional Notes 

A. User can open the CustomizeDB.  Indirect method.  

B. ITT, only the lower half of the checkboxes are visible in the 

CustomizeDB. 
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PRODUCT:  AR_W9D 
QNID:   Q001 

QUESTION:   فبسؽ- إَشبء يسخُذ جذٚذ  

QNTEXT:  لى بإَشبء يسخُذ جذٚذ فبسؽ.  

 

QUESTION:  Create New Document – Blank. 

QNTEXT:  Create a new blank document. 

 

START STEP 1 STEP 2 STEP 3 ? 

1.  "New" icon FINAL   

2. CONTROL-N FINAL   

3. File/New...  

(1/1) 

NewDB   

4. Start button  StartMenu   

NewDB 

5. Double-click Blank Document 

 

FINAL   

6. Click Blank Document  Click OK  FINAL  

7. Click Blank Document  Press RETURN FINAL  

8. Right-click Blank Document 

 

MpopupA   

9. Click then right-click Blank 

Document  
MpopupA   

MpopupA 

10. New  

(1) 

FINAL   

StartMenu 

11. Click New Office Document NewOffDB   

NewOffDB 

12. Double-click Blank Document 

 

FINAL   

13. Click Blank Document  Click OK  FINAL  

14. Click Blank Document  Press RETURN FINAL  

15. Right-click Blank Document 

 

MPopupB   

16. Click then right-click Blank 

Document  
MPopupB   

MPopupB 

17. New  

(1) 

FINAL   

18. Open  

(2) 

FINAL   

Additional Notes 

A. Windows icon key (Start menu appears) – can’t support  

B. ITT - Right-Click Start Button  – dead, ITRA - PopUp menu appears   

C. MpopupA - Open (2) is not a correct method here because it opens the template.  It 

does not create a new document like in MPopupB. 

 

D. NewDB - ITRA, user can tab to both radiobuttons.  ITT, user can only tab to the 

selected radiobutton. 
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QNID:  Q008 

QUESTION:  لبنب- إَشبء يظُف جذٚذ 

QNTEXT: اسخخذو لبنب حهٕل جذٔل بٛبَبث  Excel ًٗانًس « PURCHASE ORDER » لإَشبء يظُف جذٚذ . 
 

QUESTION: Create New Workbook – Template 
QNTEXT: Use the Excel Spreadsheet Solutions template named "PURCHASE ORDER" to create a new workbook.  

 

START STEP 1 STEP 2 STEP 3 ? 

1.  File/New… 

(1/1) 
NewDB   

2.  Click Start  StartMenu   

3.  Right-click Start  TAM (see note C)   

NewDB (Click Spreadsheet Solutions  tab) 

4.  Double-click Purchase 

Order 

FINAL    

5.  Click Purchase Order Click OK  FINAL  

6.  Click Purchase Order Press RETURN FINAL  

7.  Right-click Purchase 

Order 

MPopupNewFile   

8.  Click then right-click 

Purchase Order 

MPopupNewFile   

StartMenu 

9.  Click New Office 

Document 

NewOffDB   

NewOffDB (Click Spreadsheet Solutions  tab) 

10.  Double-click Purchase 

Order 

FINAL    

11.  Click Purchase Order Click OK  FINAL  

12.  Click Purchase Order Press RETURN FINAL  

13.  Right-click Purchase 

Order 

MPopupNewFile   

14.  Click then right-click 

Purchase Order 

MPopupNewFile   

MPopupNewFile 

15.  Select New (1) FINAL    

16.  Select Open (2) FINAL    

Additional Notes 

A. CONTROL-N and clicking on the "New"  icon should both be wrong.  

B.  ITRA – before going to Final, there is a macro warningDB appears. 

ITT – not supported. 

 

C. It is an indirect method, so ITT is TAM.  
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PRODUCT: AR_X9D 

QNID:  Q002 

QUESTION: فخح يظُف 

QNTEXT: ًٗلا حسخخذو يسخكشف). انًجهذ انحبنٙ/انًٕجٕد فٙ انذنٛم  »َج يٛخٕٛ  «  افخح انًظُف انز٘ ٚس (.Windows   

 

QUESTION: Open Document 

QNTEXT: Open a workbook named "NETMETEO" located in the current directory/folder.  (Do NOT use the 

Windows Explorer.)  

 

START STEP 1 STEP 2 STEP 3 ? 

1.  File/1 نث ميحيو 

(1/15) 
FINAL   

2.  File/Open… 

(1/2) 
OpenDB   

3.  CONTROL-O OpenDB   

4.  CONTROL-F12 OpenDB   

5.  ALT-CONTROL-F2 OpenDB   

6.  "Open" icon OpenDB   

7.  Click Start  StartMenu   

StartMenu 

8.  Click Open Office 

Document 

OpenOffDB   

OpenDB 

9.  Double-click نث ميحيو FINAL    

10.  Click نث ميحيو o Click Open  FINAL   

11.  Click نث ميحيو Press RETURN  FINAL   

12.  Type نث ميحيو in  

tbox (see notes D and E) 

Click Open  FINAL   

13.  Type نث ميحيو in  

tbox (see notes D and E) 
Press RETURN  FINAL   

14.  Click نث ميحيو Click Open  drop-

down arrow 

MOpenButton  

15.  Type نث ميحيو in  

tbox (see notes D and E) 

Click Open  drop-

down arrow 

MopenButton 

(see Note C) 

 

16.  Right-click  نث ميحيو MPopOpen   

17.  Click نث ميحيو SHIFT-F10 MPopOpen  

18.  Click نث ميحيو Right-click نث ميحيو MPopOpen  

MopenButton 

19.  Select Open (1) FINAL   

20.  Select Open Read-Only 

(2) 
FINAL   

21.  Select Open as Copy (3) FINAL   

MpopOpen 

22.  Select Open (1) FINAL    

23.  Select Open Read-Only FINAL    
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(2) 

24.  Select Open as Copy (3) FINAL    

OpenOffDB 

25.  Double-click نث ميحيو FINAL    

26.  Click نث ميحيو Click Open  FINAL   

27.  Click نث ميحيو Press RETURN  FINAL   

28.  Type نث ميحيو in  

tbox (see notes D and E) 

Click Open  FINAL   

29.  Type نث ميحيو in  

tbox (see notes D and E) 
Press RETURN  FINAL   

30.  Click نث ميحيو Click Open  drop-

down arrow 

MOpenButton

1 

 

31.  Type نث ميحيو in  

tbox (see notes D and E) 

Click Open  drop-

down arrow 

MOpenButton

1 

(see Note C) 

 

32.  Right-click  نث ميحيو MPopOpenOff   

33.  Click نث ميحيو SHIFT-F10 MPopOpenOf

f 

 

34.  Click نث ميحيو Right-click  نث ميحيو MPopOpenOf

f 

 

MPopOpenOff 

35.  Select Open (1) FINAL    

36.  Select Open as Copy (2) FINAL    

MOpenButton1 

37.  Select Open (1) FINAL    

38.  Select Open as Copy (2) FINAL    

Additional Notes 

A. The Windows icon key is dead and not supported.    

B. The name of the file to open should not appear in the Window menu. 

Selecting any file name listed in the Window menu should be wrong. 

 

C. OpenDB/OpenOffDB - ITRA when users type نث ميحيو in  tbox, 

the open pull-down menu slightly different.  ITT – not supported. 

 

D. Can also type: نث ميحيو.xls  

E. Using Arabic keyboard, type kj ldjd, for نث ميحيو 

Using Arabic keyboard, type kj ldjd, Then switching to English 

keyboard type .xls for نث ميحيو.xls 

 

F. It’s correct if user selects the following options in  cbox 

OpenDB: All Microsoft Excel Files, All Files, Microsoft Excel Files 

or Worksheets 

OpenOffDB: All Files, Office Files or Workbooks 

 

G. OpenDB/OpenOffDB – ITT changes in the cboxes that don't make files 

disapper/appear.  
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PRODUCT: AR_X9D 

QNID:  Q058 
QUESTION: حفع فٙ يٕلغ جذٚذ 

QNTEXT: ػهٗ انمشص انًشٌ فٙ انًحشن » يسبحت انطمس  « لى بحفع انًظُف انحبنٙ ببسى .A 
 

QUESTION: Save in New Location 
QNTEXT: Save the current workbook as "SURFACE WEATHER" onto a floppy disk in the A drive. 

 

START STEP 1 STEP 2 STEP 3 ? 

1.  File/Save 

(1/4) 

SaveASDB   

2.  File/Save As… 

(1/5) 

SaveASDB   

3.  "Save" icon SaveASDB   

4.  CTRL-S SaveASDB   

5.  F12 SaveASDB   

6.  SHIFT-F12 SaveASDB   

7.  ALT-F2 SaveASDB   

8.  ALT-SHIFT-F2 SaveASDB   

9.  File/Save as Web Page… 

(1/6) 

TAM   

SaveASDB 

10.  Click  in Save 

in: cbox  (see note E) 

SaveASDB2 

(see note F) 

  

11.  Click Desktop  the 

left hand side of the DB  

TAM (see note D)   

12.  "Up One Level" icon TAM (see note D)   

13.  ALT-2 TAM (see note D)   

SaveASDB2 
14.  Type مساحة الطقس in the File 

name: tbox   

(see note C) 

Click Save  FINAL  

15.  Type مساحة الطقس in the File 

name: tbox   

(see note C) 

Press RETURN FINAL  

Additional Notes 

A. Though you can still get to A: from several other selections in the Save in: cbox 

 cbox they have been made wrong because it is a poor method to select them 

when A: is available directly. 

 

B. User can also type مساحة الطقس .xls in  tbox.  

Correct Save as types are: Microsoft Excel Workbook, Microsoft Excel 5.0/95 

Workbook, Microsoft Excel 97-2000 & 5.0/95 Workbook, Microsoft Excel 4.0 

Worksheet, Microsoft Excel 3.0 Worksheet, Microsoft Excel 2.1 Worksheet 

 

C. Type  lshpm hg'rs for مساحة الطقس 

Type  lshpm hg'rs then switch to English keyboard typing .xls for مساحة الطقس.xls   

 

D. Method 9 is  TAM because it is an indirect method. 

Method 11,12 and 13 are TAM because a user can get to Drive A by clicking on My 

Computer.  BUT after Clicking  in Save in: cbox , those 

methods should go wrong. 

 

E. Method 10, ITRA a users can use arrow key and press RETURN to select A drive. 

 ITT not supported.  Because it is just a graphic. 

 

F. SaveASDB2 – ITRA the Save in: cbox  gets focus. 

ITT – the File name: tbox   gets focus. 
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PRODUCT:  AR_W9D 

QNID:   Q011 

QUESTION:  حشاجغ 

QNTEXT:  لى ببنخشاجغ ػٍ آخش أيش أٔ إجشاء.  

 
QUESTION:  Undo 

QNTEXT:  Undo the last command or action. 

 

START STEP 1 STEP 2 STEP 3 ? 

1. Edit/Undo  

(2/1) 

FINAL   

2. "Undo" icon FINAL   

3. CONTROL-Z FINAL   

4. ALT-BACKSPACE FINAL   

5. "Undo" drop-down arrow Click top item FINAL  

6. "Undo" drop-down arrow Press RETURN (first 

item is selected) 

FINAL  

Additional Notes 

A.   
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PRODUCT: AR_X9D 

QNID:  Q012 
QUESTION: َسخ انخلاٚب 

QNTEXT: لى بُسخ يحخٕٚبث انخلاٚب انًحذدة حخٗ ٚخى حفظٓب فٙ انحبفظت ًٔٚكٍ نظمٓب فٙ يكبٌ آخش فٙ انًظُف    . 
 

QUESTION: Copy Cells 
QNTEXT: Copy the contents of the selected cells so that they are saved to the clipboard and can be pasted elsewhere in the workbook.

   
 

START STEP 1 STEP 2 STEP 3 ? 

1.  Edit/Copy 

(2/4) 
FINAL   

2.  "Copy" icon in standard 

toolbar 
FINAL   

3.  CONTROL-C FINAL   

4.  "Copy" icon in floating 

toolbar 
FINAL   

5.  CONTROL-INS FINAL   

6.  SHIFT-F10 Mpopup   

7.  Right-click selected cells Mpopup   

Mpopup 

8.  Select Copy (2) FINAL   

Additional Notes 

A. In the last image, the "copied" cells are outlined, but do not disappear at 

the end of the question. 
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PRODUCT:  AR_W9D 

QNID:   Q018 
QUESTION:  اسخبذال انُض 

QNTEXT:  الإجشاءاث  « لى ببسخبذال كبفت حكشساث انكهًت لى ببسخبذال جًٛغ انخكشساث يشة ٔاحذة، بذلاً يٍ حكشاس كم ).  »لٛبسبث«   ببنكهًت   »

(.يشة  

 
QUESTION:  Replace Text 

QNTEXT:  Replace all occurrences of  “PROCEDURES” with “MEASURES”.  (Replace all occurrences at once, rather than one at a 

time.) 

 

START STEP 1 STEP 2 STEP 3 ? 

1. Edit/Replace...  

(2/11) 

ReplaceDB   

2. CONTROL-H ReplaceDB   

3. Edit/Find...  

(2/10) 

FindDB   

4. CONTROL-F FindDB   

5. Edit/Go To...  

(2/12) 

GoToDB   

6. CONTROL-G GoToDB   

7. F5 GoToDB   

8. Double-click anywhere on the status bar to the 

right of the Qbox. 

GoToDB   

9. ALT-CONTROL-HOME SelectBrowseMenu   

10. "Select Browse Object" icon on bottom of 

scrollbar  

SelectBrowseMenu   

SelectBrowseMenu 
11. Select "Find" icon (binoculars)  FindDB   

12. Select "Go To" icon (arrow) GoToDB   

GoToDB 
13. Click Replace tab  ReplaceDB   

FindDB 
14. Click Replace tab  ReplaceDB   

ReplaceDB 
 Type الإجراءات .15

in Find what: tbox , and  

 type قياسات

in Replace with: tbox  (See note F)  

Click Replace All 

 

FINAL  

 Type الإجراءات .16

in Find what: tbox , and  

 type قياسات

in Replace with: tbox  (See note F) 

Tab to Replace All 

; Press 

RETURN 

FINAL  

Additional Notes 

A. Once in the Find and ReplaceDB, the user can click on any tab to go to that DB (i.e. 

FindDB, ReplaceDB, and GotoDB) 

 

B. ITRA the Find and ReplaceDBs will move if its original position obscures the text for 

which it is searching.   ITRA – when the user is opening the ReplaceDB the first time 

the Replace , Replace All  and Find Next  buttons are 

disabled – not supported. 

 

C. ITT, in the Find and ReplaceDBs, More button  should be dead. 

 

 

D. ITRA-If the user types  

 الإجراءات
in the FindDB, then goes to ReplaceDB, the text is preserved in the first tbox – ITT – 

not supported 

 

E. From the GoToDB removed explanation under the Enter page number: tbox 
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F.  Using Arabic keyboard: 

  (Procedures)الإجراءات  Type "h g Shift-y [ v h x h j" for  

 (Measures) قياسات Type "r d h s h j" for 
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PRODUCT: AR_W9D 

QNID:  Q037 

QUESTION: ٙانخذلٛك الإيلائ 

QNTEXT: ً(.لا حمى بكخببت انُض يشة أخشٖ). لى بخظحٛح ْجبء انكهًت انًحذدة حهمبئٛب  

 

   

QUESTION: Spellcheck 

QNTEXT: Correct the spelling of the selected word automatically.  (Do NOT retype the text.) 

 

START STEP 1 STEP 2 STEP 3 ? 

1. Tools/Spelling and Grammar... 

(6/1) 

SpellingDB   

2. F7 SpellingDB   

3. "Spelling" icon  SpellingDB   

4. Right-click highlighted text MpopupSpelling   

5. SHIFT-F10 MpopupSpelling   

6. ALT-F7 MpopupSpelling   

7. Double-click "AutoSpell" icon  MpopupSpelling   

MpopupSpelling 

 Selectرسميا  .8

(1)  (See note B) 

FINAL   

 /Select AutoCorrectرسميا .9

(4/1)  (See note B) 
FINAL   

10. Select Spelling…  

(6) 
SpellingDB2   

SpellingDB 

 Double-click highlightedرسميا .11

suggestion 

FINAL   

12. Click Change   FINAL   

13. Click Change All   FINAL   

14. Click AutoCorrect   FINAL   

15. Tab to Change  Press RETURN FINAL  

16. Tab to Change All  Press RETURN FINAL  

17. Tab to AutoCorrect  Press RETURN FINAL  

SpellingDB2 

 Double-click highlightedرسميا .18

suggestion 

FINAL   

19. Click Change  FINAL   

20. Click Change All  FINAL   

21. Click AutoCorrect  FINAL   

22. Tab to Change  Press RETURN FINAL  

23. Tab to Change All  Press RETURN FINAL  

24. Tab to AutoCorrect  Press RETURN FINAL  

Additional Notes 

A. Check spelling as you type checkbox  must be checked within the 

SpellingandGrammarDB for the correct Mpopup to appear 

 

B. ITRA there may be more than one suggested spelling.  ITT we limit these to one 

because we don’t want to test the users’ spelling skills, just their SpellCheck skills. 

 

C. ITRA the SpellingDB either remains or disappears in final depending on the methods 

you use to make it appear.  ITT- Each variation is not simulated. 

 

D. In final graphic, the misspelled word should NOT be selected after its corrected  

E. ITRA - In the SpellingDB, the Check grammar checkbox  is 

checked.  If it is not checked, a MicrosoftWordDB will appears asking if the 

user would like to continue with spellcheck.  Since this checkbox is checked 

ITT, the MicrosoftWordDB is not simulated. 
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Exam Question Number QNID 
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PRODUCT: AR_X9D 

QNID:  Q031 

QUESTION: انخطٕط 

QNTEXT:  ٗلى بخغٛٛش خظ انُض فٙ انخلاٚب انًحذدة إن .«COMIC SANS MS» 

 

QUESTION: Fonts 

QNTEXT: Change the font of the text in the selected cells to "COMIC SANS MS". 

 

START STEP 1 STEP 2 STEP 3 ? 

1.  Select COMIC SANS MS 

in the Font cbox 

FINAL   

2.  Type COMIC SANS MS 

in the Font cbox 

Press RETURN   

3.  CONTROL-SHIFT-F Type or select COMIC 

SANS MS; Press 

RETURN 

FINAL  

4.  Format/Cells… 

(5/1) 

FontDB   

5.  CONTROL-1 FontDB   

6.  SHIFT-F10 Mpopup   

7.  Right-click selected cells Mpopup   

Mpopup 

8.  Format Cells… (9) FontDB   

FontDB            

9.  Click Font tab  FontDB2   

FontDB2 

10.  Double-click Comic Sans 

MS in Font: lbox  
FINAL   

11.  Select Comic Sans MS 

from Font: lbox  

Click OK  FINAL  

12.  Select Comic Sans MS 

from Font: lbox  
Press RETURN FINAL  

13.  Type Comic Sans MS in 

Font: tbox  

Click OK  FINAL  

14.  Type Comic Sans MS in 

Font: tbox  
Press RETURN FINAL  

15.  Select Comic Sans MS 

from Font: lbox  
Double-click selected 

item in Font style: lbox 

 or Size: lbox 

 

FINAL  

(See note B) 

 

16.  Type Comic Sans MS in 

Font: tbox  
Double-click selected 

item in Font style: lbox 

 or Size: lbox 

 

FINAL  

(See note B) 

 

Additional Notes 

A. ITRA, when user types Comic Sans MS in Font: tbox , the 

highlighted item changs to Comic Sans MS in Font: lbox  ITT – 

Not supported. 
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B. Default selected items in this case are Size: 9 and Font style: Regular. 

The user shouldn’t change anything other than the font, so changing 

these other two items will cause an incorrect answer. 

 

C. FontDB – ITT when the users select items in Category: lbox , 

graphic doesn't change. 

 

D. FontDB2 – ITT removes Preview  section.  
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Exam Question Number QNID 

Key Applications 14 Q032 

 

 

 
Please see Answer Sheet on the following page 
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PRODUCT: AR_X9D 

QNID:  Q032 

QUESTION: حُسٛك الأحشف انًبئهت ػهٗ يحخٕٚبث انخلاٚب 

QNTEXT:  لى بخطبٛك حُسٛك انحشٔف انًبئهت«ITALIC»ػهٗ انُض انًٕجٕد فٙ انخلاٚب انًحذدة . 

 

QUESTION: Italicize Cell Contents 

QNTEXT: Italicize the text in the selected cells. 

 

START STEP 1 STEP 2 STEP 3 ? 

1.  CONTROL-I FINAL   

2.  CONTROL-3 FINAL   

3.  "Italic" icon FINAL   

4.  Format/Cells… 

(5/1) 
FontDB   

5.  CONTROL-1 FontDB   

6.  SHIFT-F10 Mpopup   

7.  Right-click selected cells Mpopup   

Mpopup 

8.  Format Cells… (9) FontDB   

FontDB 

9.  Click Font tab  FontDB2   

FontDB2 

10.  Double-click Italic FINAL   

11.  Click Italic Click OK  FINAL  

12.  Click Italic Press RETURN FINAL  

13.  Click Italic Double-click selected 

item in Font: lbox  

or Size: lbox  

FINAL  

(see note C) 

 

14.  Type Italic in Font style: 

tbox  

Click OK  FINAL  

15.  Type Italic in Font style: 

tbox  
Press RETURN FINAL  

16.  Type Italic in Font style: 

tbox  
Double-click selected 

item in Font: lbox  

or Size: lbox  

FINAL  

(See note C) 

 

Additional Notes 

A. Methods 10-16:  other options correct to type or click on: Bold Italic.  

B. ITRA, when user types Italic in Font style: tbox , the 

highlighted item changs to Italic in Font style: lbox   ITT – Not 

supported. 

 

C. Default selected items are Font: Arial and Size: 9. The question will go 

incorrect if the user tries to double-click on a different font or size to go 

to final. 

 

D. FontDB2 – ITRA is English in  lbox.  ITT is the same as ITRA.  

BUT add «ITALIC» in QNTEXT as Suzanne requests. 

 

E. FontDB – ITT when the users select items in Category: lbox , 

graphic doesn't change. 

 

F. FontDB2 – ITT removes Preview  section.  
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Exam Question Number QNID 

Key Applications 15 Q006 

 

 
 

Please see Answer Sheet on the following page 
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PRODUCT:  AR_W9D 

QNID:   Q006 

QUESTION:  انٕٓايش 

QNTEXT:  ٍٛلى بخؼٍٛٛ انٕٓايش انسفهٛت نٓزا انًسخُذ ػهٗ بٕطخ.  

 

QUESTION:  Margins 

QNTEXT:  Set the bottom margin of this document to 50 millimeters. 
 

START STEP 1 STEP 2 STEP 3 ? 

1. File/Page Setup...  

(1/9) 

PageSetupDB   

2. Double-click in top half of Ruler bar PageSetupDB   

3. "Print Preview" icon TAM   

4. File/Print Preview  

(1/10) 
TAM   

5. CONTROL-F2 TAM   

6. CONTROL-ALT-I TAM   

7. View/Print Layout  

(3/3) 

TAM   

8. View/Header and Footer  

(3/8) 

TAM   

9. "Print Layout View" icon (bottom left 

corner of scrollbar, 3
rd

 from left) 

TAM   

PageSetupDB 
10. 5Type  

in Bottom: tbox   

(see note C) 

Click OK  FINAL  

11. 5Type  

in Bottom: tbox   

(see note C) 

Press RETURN FINAL  

12. 5Type  

in Bottom: tbox   

(see note C) 

Double-click selected 

radiobutton 

FINAL  

Additional Notes 

A. Dragging ruler in Print Preview and Print Layout not supported; hence all methods that 

would take user to either place are not wrong but are TAM.  

 

B. All methods going to Print Layout View are TAM for now.  Once in the Print Layout 

View, user can double-click in the top-left margin of the page to bring up the Page 

SetupDB. 

Also, all methods going to Header and Footer are TAM because the toolbar that appears 

has a button that leads to Page Setup. 
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C. Possibilities are: (Using Arabic keyboard) 

5  –  type 5 

5.  – type 5. 

5.0  – type 5.0 

5.00  – type 5.00 

- cm (with space) 

 type 5 sl –  سم5

سم. 5  – type 5. sl 

 type 5.0 sl –  سم5.0

 type 5.00 sl –  سم5.00

- cm (without space) 

سم5  – type 5sl 

سم.5  – type 5.sl 

سم5.0  – type 5.0sl 

سم5.00  – type 5.00sl 

 

- mm (with space) 

 type 50 ll –  مم50

مم. 50  – type 50. ll 

 type 50.0 ll –  مم50.0

 type 50.00 ll –  مم50.00

- mm (without space) 

مم50  – type 50ll 

مم.50  – type 50.ll 

مم50.0  – type 50.0ll 

مم50.00  – type 50.00ll 

 
 

 

 

D. Preview in PageSetupDB not simulated.  
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Exam Question Number QNID 

Key Applications 16 Q004 

 

 
 

Please see Answer Sheet on the following page 
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PRODUCT: AR_X9D 

QNID:  Q004 

QUESTION: حجى انٕسق 

QNTEXT: لى بخحذٚذ أَّ  سٛخى طببػت انًظُف ػهٗ ٔسق ر٘ حجى «EXECUTIVE»  ( بٕطت10.5×7,25) خبص  .

  

  

QUESTION: Paper Size 

QNTEXT: Specify that the workbook will print on Executive (7 1/4 x 10 1/2 in) paper. 

 

START STEP 1 STEP 2 STEP 3 ? 

1.  File/Page Setup… 

(1/9) 
PageSetupDB   

2.  File/Print… 

(1/12) 
PrintDB   

3.  CONTROL-P PrintDB   

4.  CONTROL-SHIFT-F12 PrintDB   

5.  File/Print Preview 

(1/11) 

TAM   

6.  "Print Preview" icon TAM   

7.  View/Header and 

Footer… 

(3/6) 

TAM   

8.  View/Page Break Preview 

(3/2) 

TAM   

PrintDB 

9.  Click Properties… 

 

PropertiesDB   

10.  Tab to Properties…  

 

Press RETURN PropertiesDB  

11.  Click Preview  TAM   

12.  Tab to Preview  Press RETURN TAM  

PageSetupDB 

13.  Select Executive 7 1/4 x 

10 1/2 in from 

cbox 

Click OK  FINAL   

14.  Select Executive 7 1/4 x 

10 1/2 in from 

cbox 

Press RETURN  FINAL   

15.  Select Executive 7 1/4 x 

10 1/2 in from 

cbox 

Click Print…  

 

FINAL   

16.  Select Executive 7 1/4 x 

10 1/2 in from 

cbox 

Tab to Print…  

Press RETURN 

FINAL   

17.  Select Executive 7 1/4 x 

10 1/2 in from 

cbox 

Click Options…  

 

FINAL  

18.  Select Executive 7 1/4 x Tab toOptions…  FINAL   
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10 1/2 in from 

cbox 

Press RETURN 

19.  Select Executive 7 1/4 x 

10 1/2 in from 

cbox 

Double-click any 

selected radio button 

FINAL  

20.  Click Options…  PropertiesDB   

21.  Tab to Options…  Press RETURN PropertiesDB  

22.  Click Print…  

 
PrintDB   

23.  Tab to Print…  

 
Press RETURN PrintDB  

24.  Select Executive 7 1/4 x 

10 1/2 in from 

cbox 

Click Print Preview 

 
 

TAM   

25.  Select Executive 7 1/4 x 

10 1/2 in from 

cbox 

Tab to Print Preview 

  
Press RETURN 

TAM   

26.  Click Print Preview 

 

TAM   

27.  Tab to Print Preview 

 

Press RETURN TAM  

PropertiesDB 

28.  Select Executive in 

 field 

Click OK  FINAL  

29.  Select Executive in 

 field 

Press RETURN FINAL  

30.  Select Executive in 

 field 

Click Apply   

(see note D) 
FINAL  

31.  Select Executive in 

 field 

Tab to Apply  

Press RETURN (see note 

D) 

FINAL  

Additional Notes 

A.  HP Laser Jet 5P must be installed to have PropertiesDB as per the Answer 

Sheet.   

 

B. In the PropertiesDB clicking on Restore Defaults  should be 

incorrect. 

 

C. All the methods from PreviewDB to PageSetupDB are TAM.   

Method 7 is also TAM because Header and Footer tab is another tab in 

PageSetupDB. 

Page Break Preview method is TAM because the user can go to 

PageSetupDB from it. 

 

 

D. Method 30 and 31 – ITRA the users need to close PropertiesDB. 

ITT – goes to final directly. 
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Exam Question Number QNID 

Key Applications 17 Q006 

 

 
 

Please see Answer Sheet on the following page 
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PRODUCT: AR_X9D 

QNID:  Q006 
QUESTION: يؼبُٚت لبم انطببػت 

QNTEXT: لى بؼشع يؼبُٚت نهشكم انز٘ سخبذٔ ػهّٛ ٔسلت انؼًم ػُذ طببػخٓب. 
 

QUESTION: Print Preview 
QNTEXT: Display a preview of what the worksheet will look like when printed. 

 

START STEP 1 STEP 2 STEP 3 ? 

1.  File/Print Preview 

(1/11) 
FINAL   

2.  "Print Preview" icon FINAL    

3.  File/Print… 

(1/12) 
PrintDB   

4.  CONTROL-P PrintDB   

5.  CONTROL-SHIFT-F12  PrintDB   

6.  File/Page Setup… 

(1/9) 

PageSetupDB   

7.  View/Header and 

Footer… 

(3/6) 

TAM   

8.  View/Page Break Preview 

(3/2) 

TAM   

PrintDB 

9.  Click Preview  FINAL    

10.  Tab to Preview   Press RETURN   

PageSetupDB 

11.  Click Print Preview 

 

FINAL    

12.  Tab to Print Preview  

  

Press RETURN FINAL  

13.  Click Print…  PrintDB   

14.  Tab to Print…   Press RETURN PrintDB  

Additional Notes 

A. Method 7 is TAM because Header and Footer is an another tab in 

PageSetupDB.   

 

B. Method 8 is TAM because a user can go to PageSetupDB from it.  
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Exam Question Number QNID 

Key Applications 18 Q009 

 

 
 

Please see Answer Sheet on the following page 
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PRODUCT:  AR_W9D 
QNID:   Q009 

 QUESTION:  طببػت يسخُذ 

QNTEXT:   فمظ يٍ ْزا انًسخُذ6-4ببسخخذاو يشبغ حٕاس انطببػت، لى بطببػت خًس َسخ يٍ انظفحبث .      

QUESTION:  Print Document 

QNTEXT:  Using the print dialog box, print five copies of just pages 4-6 of this document. 
 

START STEP 1 STEP 2 STEP 3 ? 

1. File/Print...  

(1/11) 

PrintDB   

2. CONTROL-P PrintDB   

3. SHIFT-CONTROL-F12 PrintDB   

4. File/Print Preview  

(1/10) 

PreviewDB   

5. "Print Preview" icon PreviewDB   

6. CONTROL-F2 PreviewDB   

7. ALT-CONTROL-I PreviewDB   

PrintDB (Optional: Click Pages: radiobutton )  

8. 4-6 Type 

in Pages: tbox  

(See note D)  

5 Type  

in Number of copies: tbox 

  

Click OK ;  

FINAL 

 

9. 4-6 Type 

in Pages: tbox  

(See note D)  

5 Type  

in Number of copies: tbox 

  

Press 

RETURN; 

FINAL 

 

PreviewDB 
10. File/Print...  

(1/11) 

PrintDB   

11. CONTROL-P PrintDB   

12. SHIFT-CONTROL-F12 PrintDB   

Additional Notes 

A. "Print" icon is an incorrect answer because it prints the entire document.  The purpose 

of this question is to find out if the user knows the options in the PrintDB. 

 

B. Preview is allowed on Print questions because it is a work habit.  ITRA – in 

PreviewDB there are small changes in the main menu, ITT – not supported.   

 

C. Text below the Pages: tbox  has been removed from the graphic because it 

helps anwer the question. 

 

D.  4-6  Type 4-6 for   6-4  Type 6-4 for  

 4-  6  Type 4 - 6 for   6  -4  Type 6 - 4 for   

 

E. ITT, cannot tab to Pages: tbox , as ITRA, because it will cause the Pages: 

radiobutton  to become selected due to NotifyOnInput property.  

 

F. ITRA, a user can type 

 4,5,6 (Arabic numbers 4,5,6 with English commas)  

as a correct method.  However, the commas change ITRA which we cannot support 

ITT. 
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Exam Question Number QNID 

Key Applications 19 Q071 

 

 
 

Correct: B 
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Exam Question Number QNID 

Key Applications 20 Q030 

 

 
 

Please see Answer Sheet on the following page 
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PRODUCT:  AR_W9D 

QNID:   Q030 

QUESTION:  حببػذ الأسطش 

QNTEXT:   ٗسطش1.5لى بخغٛٛش حببػذ الأسطش نهُض انًحذد إن .  

 

QUESTION:  Line Spacing 

QNTEXT:  Change the line spacing of the selected text to 1.5 lines.  

 

START STEP 1 STEP 2 STEP 3 ? 

1. CONTROL-5 FINAL   

2. 
 "1.5 Spacing" icon  

FINAL   

3. Format/Paragraph...  

(5/2) 

Paragraph DB   

4. Double-click any Margin control on Ruler ParagraphDB   

5. Right-click selected text Mpopup   

6. SHIFT-F10 Mpopup   

Mpopup 
7. Select Paragraph...  

(5) 

ParagraphDB   

ParagraphDB 
8. Select 1.5 lines (2) from the Line spacing: 

cbox   
Click OK  FINAL  

9. Select 1.5 lines (2) from the Line spacing: 

cbox  

Press RETURN FINAL  

10. Select Multiple (6) from the Line spacing: 

cbox  

 1.5 Type 

in At: tbox  (See Note C) 

Click OK  FINAL  

11. Select Multiple (6) from the Line spacing: 

cbox  

1.5 Type 

in At: tbox  (See Note C) 

Press RETURN FINAL  

12. 1.5Type 

in At: tbox  (See Note C) 

Multiple  is automatically written 

in the Line spacing: cbox  

Click OK  FINAL  

13. 1.5Type 

in At: tbox  (See Note C) 

Multiple  is automatically written 

in the Line spacing: cbox  

Press RETURN FINAL  

Additional Notes 
A. ITRA the At: tbox  has a spin control and displays different things depending on 

what is selected in the Line spacing: cbox .  Not simulated ITT.   

 

B. The Preview area of the ParagraphDB has been cropped.  

C. Possible entries are:  (Using Arabic keyboard) 

1.5  – type 1.5 

1.50  – type 1.50 

1.500  – type 1.500 

 

 

 

D. Methods 7 - 11 are TAM because a user can open the CustomizeDB.  

E. Not all items are live in the ParagraphDB.  
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Exam Question Number QNID 

Key Applications 21 Q047 

 

 
 

Please see Answer Sheet on the following page 
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PRODUCT:  AR_W9D 

QNID:   Q047 

QUESTION:  إضبفت يسبفت ببدئت إنٗ فمشة 

QNTEXT:   لى بإضبفت يسبفت ببدئت نهفمشاث انًحذدة طٕنٓب بٕطخٍٛ يٍ انٓبيش الأٚسش.  

 

QUESTION:  Indent Paragraph 

QNTEXT:  Indent the selected paragraphs two inches. 

 

START STEP 1 STEP 2 STEP 3 ? 

1. On the ruler, drag the "Right Indent" marker  to 2  FINAL   

2. Double-click "Hanging Indent" marker  on the 

ruler (See note C)  

ParagraphDB   

3. Double-click "Left Indent" marker  on the ruler ParagraphDB   

4. Format/Paragraph...  

(5/2) 

ParagraphDB   

5. Right-click highlighted text (See note A) MPopUp   

6. SHIFT-F10 MPopUp   

7. On the ruler, click Left Tab marker  until it 

changes into First Line Indent marker  

On the ruler, click Left Tab marker  until it 

changes into Hanging Indent marker  

TAM (See Note B)   

MPopUp 
8. Select Paragraph...  

(5) 

ParagraphDB   

ParagraphDB 

9.  2 Type 

in the Left: tbox  (See note C)  

Click OK  FINAL   

10. 2Type 

in the Left: tbox  (See note C)  

Press RETURN  FINAL   

Additional Notes 
A. Right-clicking works anywhere between the highlighted text.  If you right-click 

anywhere above the selected text, it will bring up a different popup, which is WRONG. 

 

B. Method 7 is TAM because it is an indirect method.  If user tried this method, they 

would have to drag both the hanging and the first line indent in order for it to go 

correct.  Since the question only specifically asks for the whole paragraph to be 

indented, it doesn’t make sense to drag and drop therefore made it TAM. 

 

C. ITRA, the user can double-click the "Right Indent" marker .  ITT, the user cannot 

because we cannot support double-clicking and click & drag at the same time. 

 

D. Possibilities are: (Using Arabic keyboard) 

2 – type 2 

2.  – type 2. 

2.0  – type 2.0 

2.00  – type 2.00 

- cm (with space) 

 type 2 sl –  سم2

سم. 2  – type 2. sl 

 type 2.0 sl –  سم2.0

 type 2.00 sl –  سم2.00

- cm (without space) 

سم2  – type 2sl 

سم.2  – type 2.sl 

سم2.0  – type 2.0sl 

سم2.00  – type 2.00sl 
 

- mm (with space) 

 type 20 ll –  مم20

مم. 20  – type 20. ll 

 type 20.0 ll –  مم20.0

 type 20.00 ll –  مم20.00

- mm (without space) 

مم20  – type 20ll 

مم.20  – type 20.ll 

مم20.0  – type 20.0ll 

مم20.00  – type 20.00ll 
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Please see Answer Sheet on the following page 
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PRODUCT:  AR_W9D 

QNID:   Q034 

QUESTION:  ٙانشلًٙ/انخؼذاد انُمط  

QNTEXT:  لى بخغٛٛش انخؼذاد انُمطٙ نهُض انًحذد إنٗ ػلايبث اخخٛبس.  

 

QUESTION:  Bullets/Numbering 

QNTEXT:  Change the bullets for the selected text to check marks.  

 

START STEP 1 STEP 2 STEP 3 ? 

1. Format/Bullets and Numbering... 

(5/3) 
BulletedDB   

2. SHIFT-F10 Mpopup   

3. Right-click anywhere on selected text  Mpopup   

Mpopup 

4. Select Bullets and Numbering...  

(8) 

BulletedDB   

BulletedDB 

5. Double-click picture with the check 

marks 

FINAL   

6. Click picture with the check marks Click OK  FINAL  

7. Click picture with the check marks Press RETURN FINAL  

Additional Notes 

A. "Bullets" icon  should be wrong  

B.   
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Exam Question Number QNID 

Key Applications 23 Q024 

 

 
 

Please see Answer Sheet on the following page 
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PRODUCT:  AR_W9D 

QNID:   Q024 

QUESTION:  فبطم طفحبث 

QNTEXT:   (.لا حمى بإَشبء يمطغ جذٚذ)لى ببذء طفحت جذٚذة ػُذ َمطت الإدخبل  

 

QUESTION:  Page Break 

QNTEXT:  Start a new page at the insertion point.  (Do NOT create a new section.) 
 

START STEP 1 STEP 2 STEP 3 ? 

1. CONTROL-RETURN FINAL   

2. Insert/Break...  

(4/1) 

BreakDB   

BreakDB 
3. Click OK  FINAL   

4. Press RETURN FINAL   

5. Double-click Page break radiobutton 

 

FINAL   

Additional Notes 

A.   
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Key Applications 24 Q038 

 

 
 

Please see Answer Sheet on the following page 
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PRODUCT:  AR_W9D 

QNID:   Q038 

QUESTION:   إدساج- جذٔل  

QNTEXT:  (.لا حسخخذو أداة سسى انجذٔل). ضغ انُض انًحذد فٙ جذٔل يكٌٕ يٍ ثلاثت أػًذة  

 

QUESTION:  Table - Insert 

QNTEXT:  Place the selected text in a three-column table.  (Do NOT use the Draw Table tool.)  

 

START STEP 1 STEP 2 STEP 3 ? 

1. Table/Insert/Table...  

(7/2/1) 

FINAL   

2. "Insert Table" icon   FINAL   

3. "Insert Table" icon  on the Tables and 

Borders Toolbar 

FINAL   

4. "Insert Table" drop down arrow on the 

Tables and Borders Toolbar 

Select Insert Table…  

(1) 

FINAL  

5. Table/Convert/Text to Table...  

(7/11/1) 

ConvertTextTableDB   

ConvertTextTableDB 
6. 3(With  

as the default for Number of columns: tbox 

) 

Click OK   FINAL  

7. 3(With  

as the default for Number of columns: tbox 

) 

Press RETURN FINAL  

8. 3(With  

as the default for Number of columns: tbox 

) 

Double-click either 

selected radiobutton 

FINAL  

Additional Notes 

A. Row and column numbers should match the graphic.  

B. ITRA - Clicking radio buttons in dialog box changes the number of columns.  Not 

supported. 
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Please see Answer Sheet on the following page 

 



IC
3
 Final QA Review                                            CONFIDENTAL 

IC
3
 Key Applications     

 
PRODUCT:  AR_W9D 

QNID:   Q059 

QUESTION:   إدساج ػًٕد- جذٔل  

QNTEXT:  لى بإدساج ػًٕد ػهٗ ًٍٚٛ انؼًٕد انًحذد.  

 

QUESTION:  Table – Insert Column  

QNTEXT:  Insert a column to the left of the selected column. 

 

START STEP 1 STEP 2 STEP 3 ? 

1. Table/Insert/Columns to the Left 

(7/2/2) 

FINAL   

2. "Insert Columns" icon   FINAL   

3. "Insert Table" drop down arrow on 

Tables and Borders toolbar  

Select Insert Columns to 

the Left  

(2) 

FINAL  

4. Right-click selected column MPopUpColumn   

5. SHIFT-F10 MPopUpColumn   

MPopUpColumn 

6. Select Insert Columns 

(4)  

FINAL   

Additional Notes 

A.  
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Please see Answer Sheet on the following page 
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PRODUCT:  AR_W9D 

QNID:   Q062 

QUESTION:   انحذٔد ٔانخظهٛم- جذٔل   

QNTEXT:  ِلى بحزف انحذ الأٚسش يٍ انجذٔل انز٘ حى ححذٚذ.  

 

QUESTION:  Table – Borders and Shading  

QNTEXT:  Delete the left border of the selected table. 

 

START STEP 1 STEP 2 STEP 3 ? 

1. "Outside Border" dropdown arrow 

on Tables or Formatting toolbars 

MPopUp   

2. Select "Line Style" dropdown 

arrow; select No Border  

(1)  

"Outside Border" 

dropdown arrow on 

Tables or Formatting 

toolbars 

MPopUp2  

3. Format/Borders and Shading  

(5/4) 

BordersDB   

4. Table/Table Properties...  

(7/15) 

PropertiesDB   

5. SHIFT-F10 MPopUpBorders   

6. Right-click selected table MPopUpBorders   

PropertiesDB 
7. Click Borders and Shading... 

 

BordersDB   

8. Tab to Borders and Shading... 

 and press RETURN 

BordersDB   

BordersDB 

9. Click "Left Border" button under 

Preview  
Click OK  FINAL  

10. Click "Left Border" button under 

Preview  

Tab to OK  and 

press RETURN  

FINAL  

11. Click left border on picture under 

Preview  

Click OK  FINAL  

12. Click left border on picture under 

Preview  

Press RETURN FINAL  

MPopUpBorders 

13. Select Borders and Shading 
(8) 

BordersDB   

14. Select Table Properties  

(12) 
PropertiesDB   

MPopUp 
15. "Left Border" icon  FINAL   

MPopUp2 

16. "Left Border" icon  FINAL   

Additional Notes 
A. ITT - Only one final graphic is supported. 

B. Method 2 - ITRA, cursor changes to Pen and view becomes Print Layout.  ITT, not 

supported. 

C. ITRA, when the user goes to the BordersDB through the PropertiesDB, the user must also 

click OK  in the PropertiesDB (after clicking OK  in the BordersDB) to go to 

FINAL.  ITT, the user only has to click OK  in the BordersDB to go to FINAL. 

D. PropertiesDB: The "Text Wrapping" area has been removed ITT. 

E. Question text was changed to "delete the left border" to make the question more clear. 
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F. Step 1 of method 2 is allowed because, even though it does not appear to change the actual 

table, it is not incorrect.  The user should not be penalized for performing this step.  Also, 

the menu from step 1 has been cropped ITT. 

G. PropertiesDB and BordersDB: Not all objects are live ITT. 

 

Exam Question Number QNID 

Key Applications 27 Q045 
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PRODUCT:  AR_W9D 

QNID:   Q045 

QUESTION:   انًٕضغ- انشسى  

QNTEXT:  لى بإسسبل انكبئٍ انًحذد خهف انخخطٛظ.  

 

QUESTION:  Drawing - Position 

QNTEXT:  Send the selected object behind the chart. 

 

START STEP 1 STEP 2 STEP 3 ? 

1. SHIFT-F10 PopUpMenu2   

2. Right-click highlighted object PopUpMenu2   

3. "Draw" icon  DrawMenu2   

4. Click chart ChartHighlighted   

5. Right-click chart PopUpMenu   

PopUpMenu 

6. Order/Bring to Front  

(7/1) 

FINAL   

7. Order/Bring Forward  

(7/3) 

FINAL   

DrawMenu 

8. Order/Bring to Front  

(4/1) 

FINAL   

9. Order/Bring Forward  

(4/3) 

FINAL   

ChartHighlighted 
10. "Draw" icon  DrawMenu   

11. SHIFT-F10 PopUpMenu   

12. Right-click chart PopUpMenu   

PopUpMenu2 
13. Order/Send to Back  

(7/2) 

FINAL   

14. Order/Send Backward  

(7/4) 

FINAL   

DrawMenu2 
15. Order/Send to Back  

(4/2) 

FINAL   

16. Order/Send Backward  
(4/4) 

FINAL   

Additional Notes 

A.   
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Key Applications 28 Q016 
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PRODUCT: AR_X9D 

QNID:  Q016 
QUESTION: حزف انخلاٚب 

QNTEXT: لى بُمم انخلاٚب انًخبمٛت إنٗ الأػهٗ. لى بإصانت انخلاٚب انًحذدة َٓبئٛبً يٍ انًظُف.   
 

QUESTION: Delete Cells 
QNTEXT: Permanently remove the selected cells from the workbook.  Shift the remaining cells up. 

 

START STEP 1 STEP 2 STEP 3 ? 

1.  Edit/Delete… 

(2/10) 

DeleteDB   

2.  CONTROL+-  DeleteDB   

3.  CONTROL-NUMPAD- DeleteDB   

4.  SHIFT-F10 Mpopup   

5.  Right-click in selected cells Mpopup   

Mpopup 

6.  Select Delete… (6) DeleteDB   

DeleteDB 

7.  Click OK  FINAL   

8.  Press RETURN FINAL   

9.  Double-click Shift cells up 

 

FINAL   

Additional Notes 

A. Make sure the final image is the first image with the selected cells 

deleted. 

 

B. Delete and cut options that only remove data or formatting (i.e. pressing 

Delete, CTRL-X, SHIFT-DEL etc.) should be wrong. 

 

C.  ITRA – pops up warningDB at the end. 

ITT – goes to final directly. 
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Exam Question Number QNID 

Key Applications 29 Q023 

 

 
 

Please see Answer Sheet on the following page 
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PRODUCT: AR_X9D 

QNID:  Q023 
QUESTION: إدساج ٔسلت ػًم 

QNTEXT: لى بإضبفت ٔسلت ػًم جذٚذة ػهٗ ًٍٚٛ ٔسلت انؼًم انحبنٛت. 
 

QUESTION: Insert Worksheet 
QNTEXT: Add a new worksheet to the right of the current worksheet. 

 

START STEP 1 STEP 2 STEP 3 ? 

1.  Insert/Worksheet 

(4/4) 
FINAL   

2.  SHIFT-F11 FINAL   

3.  ALT-SHIFT-F1 FINAL   

4.  Right-click Statistics tab 

 

Mpopup   

Mpopup 

5.  Select Insert… (1) InsertDB   

InsertDB 

6.  Double-click Worksheet 

 

FINAL   

7.  Click or right-click Worksheet 

 

Click OK  FINAL  

8.  Click or right-click Worksheet 

 

Press RETURN FINAL  

Additional Notes 

A.   
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Exam Question Number QNID 

Key Applications 30 Q035 
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PRODUCT: AR_X9D 

QNID:  Q035 
QUESTION: الاحخٕاء انخهمبئٙ نهؼًٕد 

QNTEXT: لى بخغٛٛش ػشع انؼًٕد انًحذد بحٛث ٚخلاءو حجًّ حهمبئٛبً يغ أكبش إدخبل فٙ انؼًٕد. 
 

QUESTION: AutoFit Column 
QNTEXT: Change the width of the selected column to automatically fit the widest entry in the column.  

 

START STEP 1 STEP 2 STEP 3 ? 

1.  Format/Column/AutoFit 

Selection 

(5/3/2) 

FINAL   

2.  Double-click left column edge in 

selected column heading 
FINAL   

Additional Notes 

A.   
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Exam Question Number QNID 

Key Applications 31 Q053 
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PRODUCT: AR_X9D 

QNID:  Q053 
QUESTION:  يخؼذد انًسخٕٚبث- فشص 

QNTEXT: انشطٕبت «ثى بخشحٛب حُبصنٙ حسب  »  دسجت انحشاسة «  لى حهمبئٛبً بفشص انخلاٚب انًحذدة بخشحٛب حظبػذ٘ أٔلاً حسب «. 
 

QUESTION: Sort – Multilevel 
QNTEXT: Automatically sort the selected cells first in ascending order by "TEMPERATURE" and then in descending order by 

"HUMIDITY". 
 

START STEP 1 STEP 2 STEP 3 ? 

1.  Data/Sort… 

(7/1) 
SortDB   

SortDB 

2.  Select درجة الحرارة in Sort 

by cbox  
ThenByDB   

3.  Type درجة الحرارة in Sort by 

tbox  
ThenByDB   

ThenByDB 

4.  Select الرطوبة in first Then 

by cbox  

Click Descending 

radio button  

in first Then by 

area  

ThenByDB2  

5.  Type الرطوبة in first Then 

by tbox  

Click Descending 

radio button  

in first Then by 

area  

ThenByDB2  

ThenByDB2 

6.  Click OK  FINAL   

7.  Press RETURN FINAL   

8.  Double-click any selected 

radio button 

FINAL 

 

  

Additional Notes 

A. ITRA some of the rows may appear unhighlighted when SortDB 

appears. Not supported ITT. 

 

B. ITT- In the SortDB the second Then by area (cbox and 2 radiobuttons) 

is not supported ITT (dead area). 

 

C. ITRA – in the SortDB , the selected item from cbox is highlighted in the 

tbox. 

ITT – not supported. 

 

D. Type ]v[m hgpvhvm for درجة الحرارة  

Type hgv',fm for الرطوبة 
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Exam Question Number QNID 

Key Applications 32 Q072 

 
=SUM = 60 
=AVERAGE = 20 
=COUNT = 3 
=MAX = 30 
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Exam Question Number QNID 

Key Applications 33 Q047 

 

 
 

Please see Answer Sheet on the following page 
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PRODUCT: AR_X9D 

QNID:  Q047 
QUESTION:  انجًغ انخهمبئٙ- ٔظٛفت 

QNTEXT: ببسخخذاو إجشاء ٔاحذ، لى بإدساج ٔظبئف انجًغ فٙ كم خهٛت يٍ انخلاٚب انًحذدة. 
 

QUESTION: Function – Autosum 
QNTEXT: With a single action, insert sum functions into each of the selected cells. 

 

START STEP 1 STEP 2 STEP 3 ? 

1.  "AutoSum" icon  Σ  FINAL   

2.  ALT-= FINAL   

Additional Notes 

A. ITRA, if only a single column were to be summed, user would need to 

press return after each of the first steps above.  When multiple columns 

are being summed simultaneously, as in the skillcheck application, the 

steps above work fine. 

 

B. ALT-Shift-= is dead in ITRA and ITT.  
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Exam Question Number QNID 

Key Applications 34 Q078 

 

 
 

Correct: 10 
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Exam Question Number QNID 

Key Applications 35 Q074 

 

 
 

Correct: A 
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Exam Question Number QNID 

Key Applications 36 Q075 

 

 
 

Correct: D 
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Exam Question Number QNID 

Key Applications 37 Q028 
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PRODUCT: AR_X9D 

QNID:  Q028 
QUESTION:  انُسبت انًئٕٚت- حُسٛك الأسلبو 

QNTEXT: ٍٛلى بخٓٛئت انخلاٚب انًحذدة حخٗ حظٓش انُسب انًئٕٚت بًُضنخٍٛ ػششٚخ. 
 

QUESTION: Number Format – Percentage 
QNTEXT: Format the selected cells so that the percentages appear with two decimal places. 

 

START STEP 1 STEP 2 STEP 3 ? 

1. "Increase Decimal" icon  

 

(Graphic changes) 

"Increase Decimal" icon 2
nd

 

time 

FINAL  

2.  Format/Cells… 

(5/1) 
NumberDB   

3.  CONTROL-1 NumberDB   

4.  Right-click selected cells Mpopup   

5. SHIFT- F10 Mpopup   

Mpopup 

6. Format Cells… (9) NumberDB   

NumberDB 

7. Click Percentage 

 

PercentageDB (see note C)   

8. Click Custom  TAM   

PercentageDB 

9. Type 2 in Decimal 

places: tbox  

Click OK  FINAL  

10. Type 2 in Decimal 

places: tbox  
Press RETURN FINAL  

11. Type 2 in Decimal 

places: tbox  

Double-click Percentage 

 in Category: lbox 

 

FINAL  

Additional Notes 

A. ITT - The percent symbol in the Formatting toolbar is dead because the 

selected cells are already using the format which it applies.   

 

B. Method 8 is TAM because it is an indirect method.  

C. PercentageDB – ITRA 2 in Decimal places: tbox  as a 

default. 

ITT – Because we want the user type in 2, so change 0 as a default. 

 

D. NumberDB – ITT 

1). removes the item in the Sample  section. 

2). Not supported every item in Symbol: cbox  of Currency  and 

Accounting  categories. 

3). ITRA there are English numbers in Type: lbox  of Date  

and Time  categories.  ITT – all items are Arabic numbers. 
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Exam Question Number QNID 

Key Applications 38 Q037 

 

 
 

Please see Answer Sheet on the following page 
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PRODUCT: AR_X9D 

QNID:  Q037 
QUESTION: حُسٛك انجذٔل 

QNTEXT:  ًٗ1 كلاسٛكٙ «لى بخُسٛك انخلاٚب انًحذدة بخُسٛك جذٔل يضًٍ ٚس«. 
 

QUESTION: Autoformat 
QNTEXT: Format the selected cells with a built-in table format named "CLASSIC 1". 

 

START STEP 1 STEP 2 STEP 3 ? 

1.  Format/AutoFormat… 

(5/5) 
AutoFormatD

B 

  

2. "More Buttons" icons on 

toolbars 
TAM (see note 

A) 

  

3. Right-click toolbars TAM (see note 

A) 

  

4. View/Toolbars/Customize… 

(3/3/15) 
TAM (see note 

A) 

  

5. Tools/Customize… 

(6/13) 
TAM (see note 

A) 

  

AutoFormatDB 

6. Double-click Classic 1 

 

FINAL   

7. Click Classic 1  Click OK  FINAL  

8. Click Classic 1  Press 

RETURN 

FINAL  

Additional Notes 

A. ITRA – user can get AutoFormatDB adding "AutoFormat…" icon to the 

toolbar using "More Buttons" icon on the Formatting toolbar (select 

AutoFormat…) or CustomizeDB.  These are not direct methods ITRA 

so they are TAM in ITT. 
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Exam Question Number QNID 

Key Applications 39 Q005 

 

 
 

Please see Answer Sheet on the following page 
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PRODUCT: AR_X9D 

QNID:  Q005 
QUESTION: ححجٛى ٔسلت انؼًم 

QNTEXT: لى بخحذٚذ أٌ ْزا انًظُف ببنكبيم سٛخى احخٕاؤِ ػهٗ ٔسلت يطبٕػت ٔاحذة. 
 

QUESTION: Scale Worksheet  
QNTEXT: Specify that this entire worksheet will fit on a single printed page.  

 

START STEP 1 STEP 2 STEP 3 ? 

1.  Click Setup…  PageSetupDB   

2.  Tab to Setup…  Press RETURN PageSetupDB  

3.  Click or tab to Page Break 

Preview   and 

press RETURN 

TAM   

4.  Click or tab to Close  and 

press RETURN 
TAM   

PageSetupDB 

5.  Click Fit to:  radio 

button 

Click OK  FINAL   

6.  Click Fit to:  radio 

button 
Press RETURN  FINAL   

7.  Click Fit to:  radio 

button 
Double-click any 

selected radio 

button 

FINAL  

Additional Notes 

A. This question starts from PreviewDB.   

B. Method 3 is TAM because it gets to PageSetupDB. 

Method 4 is TAM because the users can close PreviewDB and use other 

way to go to PageSetupDB. 
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Key Applications 40 Q046 
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PRODUCT: AR_X9D 

QNID:  Q046 
QUESTION:  إظٓبس- خطٕط انشبكت 

QNTEXT: لى بخحذٚذ أٌ ٔسلت انؼًم سٛخى طببػخٓب يغ خطٕط انشبكت. 
 

QUESTION: Gridlines – Show 
QNTEXT: Specify that the worksheet will print with gridlines. 

 

START STEP 1 STEP 2 STEP 3 ? 

1.  Click Setup…  PageSetupDB   

2.  Tab to Setup…  Press RETURN PageSetup

DB 

 

3.  Click or tab to Page Break Preview  

 and press RETURN 
TAM   

4.  Click or tab to Close  and press 

RETURN 
TAM   

PageSetupDB 

5.  Click Sheet tab  SheetDB   

SheetDB 

6.  Click Gridlines checkbox  Click OK  FINAL   

7.  Click Gridlines checkbox  Press RETURN  FINAL   

8.  Click Gridlines checkbox  Click selected 

radio button 

FINAL  

Additional Notes 

A. Method 3 is TAM because a user can get to PageSetupDB. 

Method 4 is TAM because a user can close PreviewDB and go to 

PageSetupDB. 
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Exam Question Number QNID 

Key Applications 41 Q024 

 
 

Please see Answer Sheet on the following page 
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PRODUCT: AR_X9D 

QNID:  Q024 
QUESTION:  إَشبء- حخطٛظ 

QNTEXT: لى بإضبفت ػُٕاٌ انخخطٛظ . اسخخذو انخٛبساث الافخشاضٛت نُٕع انخخطٛظ َٔطبق انبٛبَبث. لى بإَشبء حخطٛظ ٚسخُذ إنٗ انبٛبَبث انًحذدة 

 .»حخطٛظ انشطٕبت «  ٔٔضغ انخخطٛظ فٙ ٔسلت انؼًم  »   انشطٕبت«
 

QUESTION: Chart – Create 
QNTEXT: Create a chart based on the selected data.  Use the default options for chart type and data range.  Add the chart title 

"HUMIDITY" and place the chart on the "HUMIDITY CHART" worksheet. 
          

START STEP 1 STEP 2 STEP 3 ? 

1.  Insert/Chart… 

(4/5) 
ChartWizardDB   

2.  "Chart" icon ChartWizardDB   

3.  Right-click Statistics tab 

 

Mpopup   

4.  F11 TAM (see note A)   

ChartWizardDB 

5.  Click Next >   ChartWizDB2   

6.  Press RETURN ChartWizDB2   

7.  Double-click on Column 

 

ChartWizDB2   

8.  Double-click on highlighted 

chart 

ChartWizDB2   

ChartWizDB2 

9.  Press RETURN ChartWizDB3   

10.  Click Next >  ChartWizDB3   

11.  Double-click the selected 

radio button 

ChartWizDB3   

ChartWizDB3 

12. Type الرطوبة in Chart title: 

tbox  

Click Next  ChartWizDB4  

13. Type الرطوبة in Chart title: 

tbox  

Press RETURN ChartWizDB4  

ChartWizDB4 

14. Choose  جخطيط الرطوبة   in 

lower cbox 

Click Finish  FINAL  

15. Choose  جخطيط الرطوبة   in 

lower cbox 

Press RETURN FINAL  

16. Choose  جخطيط الرطوبة   in 

lower cbox 

Double-click the 

selected radio button 

FINAL  

Mpopup 

17. Click Insert… (1) InsertDB   

InsertDB 

18. Double-click Chart   ChartWizardDB    

19. Click or right-click Chart 

  

Click OK  ChartWizardDB  

20. Click or right-click Chart 

  

Press RETURN ChartWizardDB  
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Additional Notes 

A. F11 actually inserts a new chart as a sheet but from there you could 

actually answer the question. 

 

B. In DBs, some items are not alive.  

C. Type hgv',fm for  الرطوبة  
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Exam Question Number QNID 

Key Applications 42 Q026 

 

 
 

Please see Answer Sheet on the following page 
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PRODUCT: AR_X9D 

QNID:  Q026 
QUESTION:  حغٛٛش انُٕع- انخخطٛظ 

QNTEXT: لى بخغٛٛش َٕع انخخطٛظ إنٗ حخطٛظ دائش٘ يجٕف غٛش يجضأ. 
 

QUESTION: Chart – Change Type 
QNTEXT: Change the chart type to a non-exploded doughnut chart. 

 

START STEP 1 STEP 2 STEP 3 ? 

1.  "Chart Type" icon drop down 

arrow on floating toolbar (3
rd

 

from left) 

Click "doughnut" 

picture 

FINAL  

2.  Chart/Chart Type … 

(7/1) 
ChartDB   

3.  Right-click chart area  

(see note B) 
MpopupChart   

4.  SHIFT-F10 MpopupChart   

5.  "ChartWizard" icon TAM (see note D)   

6.  Insert/Chart… 

(4/3) 
TAM (see note D)   

MpopupChart 

7.  Click Chart Type … (2) ChartDB   

ChartDB  

8.  Click Doughnut  ChartDB2   

ChartDB2 

9.  Double-click "doughnut" 

picture in Chart sub-type: 

 

FINAL   

10.  Click "doughnut" picture in 

Chart sub-type: 

 

Click OK  FINAL  

11.  Click "doughnut" picture in 

Chart sub-type: 

 

Press RETURN FINAL  

12.  Click "doughnut" picture in 

Chart sub-type: 

 

Double-click 

Doughnut  

FINAL  

Additional Notes 

A. You should be able to use the drop-down chart type menu in the chart 

toolbar.  However, if the toolbar is not showing the specified type of 

chart, you can only click on the arrow next to the "Chart Type" icon in 

the chart toolbar.   

 

B. ITRA - there are different menus for different parts of the chart.  Right-

clicking anywhere on our chart produces one and only one menu. 

 

C. ITRA -  Method 1 Highlighting "doughnut" picture with the mouse and 

then pressing RETURN will give correct answer. 

 ITT – NOT SUPPORTED because it is just a graphic. 

 

D. Method 5 and 6 are TAM because a user can choose doughnut picture 

under Preview then click Finish to get to final.  
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Exam Question Number QNID 

Key Applications 43 Q063 

 

 
 

Please see Answer Sheet on the following page 
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PRODUCT: AR_X9D 

QNID:  Q063 
QUESTION:  حغٛٛش ػُٕاٌ- انًخطظ 

QNTEXT: ٗلى بخغٛٛش خظ ػُٕاٌ انخخطٛظ انًحذد إن .«CENTURY GOTHIC»  
 

QUESTION: Chart – Change Title 
QNTEXT: Change the font of the chart title to "CENTURY GOTHIC". 

 

START STEP 1 STEP 2 STEP 3 ? 

1.  Choose Century Gothic 

from the Font cbox on the 

formatting toolbar 

FINAL   

2.  Type Century Gothic in 

the Font cbox on the 

formatting toolbar 

Press RETURN FINAL  

3.  SHIFT-CONTROL-F Type or select Century 

Gothic in the Font cbox on 

the formatting toolbar; 

press RETURN 

FINAL  

4.  Format/Selected Chart 

Title… 

(5/1) 

FontDB   

5.  CTRL-1 FontDB  

 

 

6.  "Format Chart Title" icon 

 (1
st
 from left on floating 

toolbar) 

FontDB   

7.  Right-click the selected 

chart title 

MpopUp   

8.  SHIFT-F10 MpopUp   

MpopUp 

9.  Select Format Chart 

Title… 

(1) 

FontDB   

FontDB 

10.  Double-click Century 

Gothic in Font: lbox  
FINAL   

11.  Click Century Gothic in 

Font: lbox  

Click OK  FINAL  

12.  Click Century Gothic in 

Font: lbox  
Press RETURN FINAL  

13.  Type Century Gothic in 

Font: tbox  
Press RETURN FINAL  

14.  Type Century Gothic in 

Font: tbox  

Click OK  FINAL  

15.  Type Century Gothic in 

Font: tbox  
Double-click selected item 

in Font style: lbox  or 

Size: lbox  

FINAL  

16.  Click Century Gothic in Double-click selected item FINAL  
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Font: lbox  in Font style: lbox  or 

Size: lbox  

Additional Notes 

A. ITRA, when user types Century Gothic in Font: tbox , the 

highlighted item changed to Century Gothic in Font: lbox  ITT – 

Not supported. 

 

B. Default selected items in this case are Size: 16 and Font style: Bold. The 

user shouldn’t change anything other than the font, so changing these 

other two items will cause an incorrect answer. 

 

C.  FontDB – ITT removes Preview  section.  
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Exam Question Number QNID 

Key Applications 44 Q076 

 

  
 

Correct: D 

 


