Unit 2 Lesson 1 Introducing Excel
True/False
Indicate whether the sentence or statement is true or false.
____
1.
A formula is the intersection of a row and a column.
____
2.
To select a cell to enter data, you can simply click the cell.
____
3.
Pressing F2 with the cell selected is an alternate way of activating the cell.
____
4.
You may not adjust the number of decimal places in a number from two.
____
5.
Excel’s spelling checker looks for spelling and grammatical errors.
____
6.
You can use Find and Replace to change specific number formats within Excel.
____
7.
You double-click to open a folder in the Save As dialog box.
____
8.
To move the active cell up, down, left or right, you may use the Home key.
____
9.
In the Save As dialog box, you click the Save in drop down box arrow to select a drive.
____
10.
You can find and replace cell formats in Excel.
Multiple Choice
Identify the letter of the choice that best completes the statement or answers the question.
____
11.
Excel workbook files use the ____ file name extension.

	a.
	.doc
	c.
	.ppt

	b.
	.xls
	d.
	.txt


____
12.
A ____ is entered in a cell to perform a calculation.

	a.
	Label
	c.
	Number

	b.
	Value
	d.
	Formula


____
13.
A ____ is numbered consecutively from 1 to 65,536.

	a.
	Formula
	c.
	Cell

	b.
	Row
	d.
	Column


____
14.
To edit data in a cell, ____ it to activate it.

	a.
	Delete
	c.
	Click

	b.
	Double-click
	d.
	Release


____
15.
Which of the following is NOT a format that can be applied to numbers in Excel?

	a.
	Fraction
	c.
	Comma

	b.
	Currency
	d.
	Percent


____
16.
Which toolbar button may help you copy or move data?

	a.
	AutoSum
	c.
	Print

	b.
	Format Painter
	d.
	Cut


____
17.
To check the spelling of only a portion of a worksheet, you must:

	a.
	Stop the spell check before the end
	c.
	Move the cells to a new sheet

	b.
	Select the cells you want to check
	d.
	This cannot be done in Excel


____
18.
Find and Replace is used to find and replace what?

	a.
	Grammatical errors
	c.
	Future cell contents

	b.
	Decimal points
	d.
	Existing cell contents


____
19.
To move data to the Clipboard, you could click which button?

	a.
	Copy
	c.
	Undo

	b.
	Paste
	d.
	Duplicate


____
20.
The Match case command in Excel’s Find and Replace does what?

	a.
	Finds the same instance of a word

	b.
	Searches for words or letters based on uppercase or lowercase

	c.
	Searches for words or letters that sound the same

	d.
	Replaces proper nouns with verbs


Matching
Match the definition with the correct word.

	a.
	worksheet
	e.
	spreadsheet

	b.
	workbook
	f.
	.xlt

	c.
	Save As
	g.
	insert

	d.
	.xls
	h.
	delete


____
21.
It is possible to ____ unnecessary worksheets from a workbook.
____
22.
A ____ program enables you to organize and analyze data.
____
23.
A ____ is a grid of rows and columns in which you enter and edit data.
____
24.
Excel workbook files use the ____ file name extension.
____
25.
You can ____ worksheets in a workbook when you need additional sheets.
____
26.
Excel template files use the ____ file name extension.
____
27.
Information entered in Excel is stored in a file called a ____.
____
28.
The ____ dialog box can be used to manage files and folders.
Match each of the following buttons with its action:
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____
29.
Right-aligns the information in a cell or a group of selected cells.
____
30.
Underlines the information in a cell or a group of selected cells.
____
31.
Turns numerical information in a cell or a group of selected cells to have the format of currency style.
____
32.
Bolds the information in a cell or a group of selected cells.
____
33.
Turns numerical information in a cell or a group of selected cells to have the format of comma style.
____
34.
Center-aligns the information in a cell or a group of selected cells.
____
35.
Decreased numbers of decimals shown in a number.
____
36.
Left-aligns the information in a cell or a group of selected cells.
____
37.
Increases numbers of decimals shown in a number.
____
38.
Italicizes the information in a cell or a group of selected cells.
____
39.
Turns numerical information in a cell or a group of selected cells to have the format of percentage style.
____
40.
Merges the information a group of selected cells.

