Unit 2 Lesson 2 Formatting and Printing Worksheets
True/False
Indicate whether the sentence or statement is true or false.
____
1.
When you hide rows or columns, the affected row numbers or column letters appear to be missing.
____
2.
When a column is deleted, the remaining columns shift to the left.
____
3.
You can navigate through your Excel Spreadsheet by using the arrow keys.
____
4.
The easiest way to adjust column and row sizes is to drag the boundary between the row numbers or column letters.
____
5.
You can only freeze columns, not rows.
____
6.
Once panes are frozen they cannot be changed.
____
7.
You can only resize one column at a time.
____
8.
You can change the alignment of more than one column at a time.
____
9.
Excel allows you to define new styles of your own.
____
10.
When creating a new style, you have the option of including or not including the Font selection.
____
11.
You are able to create new table styles with the AutoFormat command.
____
12.
When you create a new style, you can rename it to your choosing.
____
13.
The left and right margin sizes must be equal to print your spreadsheet..
____
14.
Once the print area has been set you cannot change it again.
____
15.
You can adjust columns to a specific size.
Multiple Choice
Identify the letter of the choice that best completes the statement or answers the question.
____
16.
New rows are inserted ____ the selected row.

	a.
	above
	c.
	to the left of

	b.
	to the right of
	d.
	below


____
17.
New columns are inserted ____ the selected column.

	a.
	above
	c.
	to the right of

	b.
	below
	d.
	to the left of


____
18.
By pressing Ctrl + Home, what will happen?

	a.
	nothing

	b.
	selected cell will move to the leftmost column

	c.
	selected cell will move to the rightmost column.

	d.
	selected cell will move down one row.


____
19.
Frozen panes will be where in respect to the currently selected cell?

	a.
	above and to the left
	c.
	above and to the right

	b.
	below and to the left
	d.
	below and to the right


____
20.
When you enter data into a cell, Excel automatically aligns text entries how?

	a.
	center of cell
	c.
	aligned right

	b.
	aligned left
	d.
	justified


____
21.
When you enter data into a cell, Excel automatically aligns numeric entries how?

	a.
	centered
	c.
	left aligned

	b.
	right aligned
	d.
	justified


____
22.
Which of the following is NOT an example of a formatting change?

	a.
	font color
	c.
	column width

	b.
	text alignment
	d.
	font size


____
23.
When using Format Painter, the pointer changes to which of the following?

	a.
	arrow
	c.
	crosshairs

	b.
	paintbrush
	d.
	timer


____
24.
On which toolbar is Format Painter found?

	a.
	Standard
	c.
	Drawing

	b.
	Formatting
	d.
	Picture


____
25.
There are ____ different AutoFormats to choose from.

	a.
	12
	c.
	16

	b.
	8
	d.
	20


____
26.
Which of the following is NOT an option to modify in the AutoFormat menu?

	a.
	Font
	c.
	Alignment

	b.
	Patterns
	d.
	Data


____
27.
Which of the following is NOT a tabbed option in the Page Setup dialog box?

	a.
	Page
	c.
	Print Options

	b.
	Header/Footer
	d.
	Sheet


____
28.
You can choose the Rows to repeat at top box under which tab in the Page Setup?

	a.
	Margins
	c.
	Margins

	b.
	Header/Footer
	d.
	Sheet


____
29.
Which of the following is NOT an option when previewing a document in Print Preview?

	a.
	Zoom
	c.
	Print

	b.
	Set Print Area
	d.
	Margins


____
30.
This is my data: [image: image1.png]run




 I reformatted it using which of the following buttons?

	a.
	[image: image2.png]



	c.
	[image: image3.png]




	b.
	[image: image4.png]



	d.
	[image: image5.png]





Matching
Match the following symbols to their correct action.

	a.
	[image: image6.png]



	e.
	[image: image7.png]




	b.
	[image: image8.png]



	f.
	[image: image9.png]




	c.
	[image: image10.png]



	g.
	[image: image11.png]




	d.
	[image: image12.png]



	h.
	[image: image13.png]





____
31.
underline
____
32.
align center
____
33.
text color
____
34.
bold
____
35.
fill color
____
36.
italicize
____
37.
format painter
____
38.
align left
The following are used to edit the header and footer.  Match the icons to their actions.

	a.
	[image: image14.png]



	e.
	[image: image15.png]




	b.
	[image: image16.png]



	f.
	[image: image17.png]




	c.
	[image: image18.png]



	g.
	[image: image19.png]




	d.
	[image: image20.png]



	h.
	[image: image21.png]





____
39.
font options
____
40.
insert picture
____
41.
insert filename
____
42.
insert time
____
43.
insert date
____
44.
insert page number
____
45.
insert file path
____
46.
tab options
You want to set a specific area to print.  List the following steps in order, beginning with the first.

	a.
	choose Set Print Area
	c.
	choose Print Area from the File menu

	b.
	enter data
	d.
	highlight desired cells to print


____
47.
1st
____
48.
2nd
____
49.
3rd
____
50.
4th

