Unit 2 Lesson 3 Taping the Powers of Excel
True/False
Indicate whether the sentence or statement is true or false.
____
1.
When using AutoFilter, rows that don’t meet the criteria you specify are hidden from view but not removed from the worksheet.
____
2.
This [image: image1.png]


 would be seen in an unfiltered data list.
____
3.
You can only filter names, not numbers.
____
4.
To turn AutoFilter off, simply select it again.
____
5.
New formulas automatically use relative reference.
____
6.
You can use both absolute and relative reference in the same workbook.
____
7.
You have the capability of searching for specific functions in Excel.
____
8.
You have the option of moving the Legend to any side of your chart, or remove it altogether.
____
9.
The (X) axis is horizontal, while the (Y) axis is vertical.
____
10.
You can create your own formulas.
Multiple Choice
Identify the letter of the choice that best completes the statement or answers the question.
____
11.
What appears in each column label in the list when you first select the AutoFilter command?

	a.
	nothing
	c.
	black filter arrow

	b.
	blue filter arrow
	d.
	red filter arrow


____
12.
Which is NOT an example of a common operator?

	a.
	#
	c.
	^

	b.
	+
	d.
	/


____
13.
What does this symbol ^ mean?

	a.
	division
	c.
	exponentiation

	b.
	multiplication
	d.
	addition


____
14.
What is this button [image: image2.png]


 called?

	a.
	Auto Fill Options
	c.
	Auto Complete

	b.
	Copy Handle
	d.
	Formula Fill Options


____
15.
Which of the following is NOT an option when using this button? [image: image3.png]



	a.
	Copy Cells
	c.
	Fill Without Formatting

	b.
	Fill Formatting Only
	d.
	Format All Cells


____
16.
Which key(s) is a shortcut for absolute reference when entering a formula?

	a.
	F2
	c.
	Crtl + Home

	b.
	F12
	d.
	F4


____
17.
Which of the following is NOT an example of a function?

	a.
	SUM
	c.
	MIN

	b.
	AUTO
	d.
	AVERAGE


____
18.
The Function command is found under which menu?

	a.
	Insert
	c.
	Format

	b.
	Data
	d.
	Tools


____
19.
Which of the following is NOT a category of function lists?

	a.
	Most Recently Used
	c.
	Text

	b.
	Date & Time
	d.
	Advanced Calculations


____
20.
Which Logical function changes False to True, or True to False?

	a.
	IF
	c.
	OR

	b.
	NOT
	d.
	TRUE


____
21.
Which Logical function checks whether a condition is met, and returns one value if TRUE, and another value if FALSE?

	a.
	OR
	c.
	IF

	b.
	NOT
	d.
	FALSE


____
22.
An Excel template file uses which of the following file extensions?

	a.
	.xls
	c.
	.xle

	b.
	.xlt
	d.
	.xltem


____
23.
Which of the following is NOT an option when creating a chart?

	a.
	add/hide gridlines
	c.
	add chart title

	b.
	label x axis
	d.
	add new function


____
24.
This symbol [image: image4.png]


 can be found where?

	a.
	Drawing Toolbar>AutoShapes>Block Arrows

	b.
	ClipArt>Autoshapes>Directional Arrows

	c.
	Drawing Toolbar>Insert Arrow

	d.
	Clipart>Insert Arrow


____
25.
This symbol [image: image5.png]


 represents what?

	a.
	a comment is attached
	c.
	a filter is in place

	b.
	a formula is present
	d.
	there is an error in this cell


____
26.
Online Collaboration can be found under the ____ menu.

	a.
	Insert
	c.
	View

	b.
	Data
	d.
	Tools


____
27.
When you save an Excel file as a web page, the file extension will be which of the following?

	a.
	.xls
	c.
	.html

	b.
	.xlt
	d.
	.xlw


____
28.
Which of the following is NOT an example of a function?

	a.
	IF
	c.
	SIN

	b.
	MAX
	d.
	ADM


____
29.
What does the COUNT function do?

	a.
	Adds up all the numbers in the selected cells

	b.
	Counts the number of cells that contain numbers and numbers within the list of arguments

	c.
	Counts value in the selected cells, then divides by the total number of cells

	d.
	Returns the largest number within the selected cell set


____
30.
Which of the following is a formula for dividing cell A7 by 4?

	a.
	=A7/4
	c.
	=7/4

	b.
	A7/4
	d.
	=A7^4


Matching
Match the following Logical functions with their description.

	a.
	IF
	d.
	TRUE

	b.
	NOT
	e.
	FALSE

	c.
	OR
	f.
	AND


____
31.
Checks whether all arguments are TRUE, and returns TRUE if all arguments are TRUE
____
32.
Returns the logical value FALSE
____
33.
Checks whether any of the arguments are TRUE, and returns TRUE or FALSE.  Returns FALSE only if all arguments are FALSE
____
34.
Returns the logical value TRUE
____
35.
Changes FALSE to TRUE, or TRUE to FALSE
____
36.
Checks whether a condition is met, and returns one value if TRUE, and another value if FALSE
You want to choose the Timecard template.  List the following steps in the appropriate order.

	a.
	In the New Workbook task pane, click the General Templates link.

	b.
	Open Excel

	c.
	Click the Spreadsheet Solutions tab

	d.
	Choose New from the File menu

	e.
	Double-click Timecard


____
37.
1st
____
38.
2nd
____
39.
3rd
____
40.
4th
____
41.
5th
The shown below are examples of different chart styles.  Match the symbol with its name.

	a.
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	b.
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	h.
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	c.
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	i.
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	d.
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	j.
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	e.
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	k.
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	f.
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	l.
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____
42.
bubble
____
43.
cone
____
44.
area
____
45.
surface
____
46.
line
____
47.
radar
____
48.
column
____
49.
bar
____
50.
pie
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