Unit 2 Lesson 4 Manipulating Cells..
True/False
Indicate whether the sentence or statement is true or false.
____
1.
You can insert new, blank cells or delete existing cells anywhere in the worksheet.
____
2.
If you delete a cell, you delete the contents of it, but not the actual cell itself.
____
3.
Excel automatically updates formulas in other cells that are effected by the insertion or deletion procedure.
____
4.
You can assign colors to your sheet tabs.
____
5.
The Move or Copy dialog box allows you to either move the current worksheet within the existing workbook, or create an entirely new workbook.
____
6.
You can designate text or a picture as a hyperlink.
____
7.
This [image: image1.png]Link to:




 can be found under the Insert menu.
____
8.
Clicking the Merge and Center button once will merge the selected cells, and clicking it again will center your data.
____
9.
This [image: image2.png][Vear end



 is an example of an active worksheet.
____
10.
You can only use a 3-D cell reference in a workbook that contains multiple worksheets.
Multiple Choice
Identify the letter of the choice that best completes the statement or answers the question.
____
11.
Which of the following is NOT a step if you wish to merge and center your data?

	a.
	click the Merge and Center button

	b.
	select the range of cells 

	c.
	enter data within the cell furthest to the left in the range

	d.
	add and input the number of cells within the selected range


____
12.
This [image: image3.png]Sheet2




 is an example of which of the following?

	a.
	sheet tab within a workbook

	b.
	button to create two new sheets in a workbook

	c.
	option to exit to a new workbook

	d.
	notice that you have only two sheets left in the current workbook


____
13.
This symbol [image: image4.png][Group]



 just appeared in the title bar.  What does it indicate?

	a.
	multiple worksheets are selected
	c.
	you are grouping data or images

	b.
	multiple workbooks are selected
	d.
	you are grouping two or more charts


____
14.
Excel automatically names worksheets:

	a.
	Sheet1, Sheet2, Sheet3
	c.
	S1, S2, S3

	b.
	Sheet 1, Sheet 2, Sheet 3
	d.
	1Sheet, 2Sheet, 3Sheet


____
15.
A 3-D cell reference does what?

	a.
	makes cells appear in 3-D

	b.
	links data among multiple worksheets

	c.
	always makes use of cell 3D

	d.
	allows you use more than one worksheet in the same workbook.


____
16.
When sharing data among worksheets, which of the following would you use to separate the sheet name from the cell reference?

	a.
	#
	c.
	!

	b.
	$
	d.
	?


____
17.
Which of the following is an example of function adding the data in cell D2 from multiple worksheets?

	a.
	=SUM(Qtr1:Qtr4!D2)
	c.
	=SUM(D2!Qtr4:Qtr1)

	b.
	=SUM(Qtr1:Qtr2:Qtr3:Qtr4:D2)
	d.
	=SUM(Qtr1:Qtr4$D2)


____
18.
Which of the following is a formula with correct 3-D references?

	a.
	=COUNT(Sheet1:Sheet2$A5)
	c.
	=AVERAGE(Sheet1:Sheet2!A5)

	b.
	=SUM(Sheet1!Sheet2!A5)
	d.
	=SUM(Sheet1:Sheet2:A5)


____
19.
Which of the following is NOT a correct completion of this sentence: A hyperlink enables you to quickly jump to:

	a.
	another workbook.
	c.
	an Internet site.

	b.
	an e-mail address.
	d.
	your computer’s desktop.


____
20.
Which of the following is NOT in the initial screen of the Insert Hyperlink dialog box?

	a.
	Link to:
	c.
	HyperLink GoTo:

	b.
	Text to display:
	d.
	Address:


____
21.
Which of the following is a choice in the Link to: column of the Insert Hyperlink dialog box?

	a.
	Link to Internet Site
	c.
	Open and Edit Existing Document

	b.
	Recent Files
	d.
	Create a New Document


____
22.
This allows you to add text that will appear when your pointer is over a hyperlink.

	a.
	ScreenTip
	c.
	HyperlinkInfo

	b.
	Comment
	d.
	Hyperlink Comment


____
23.
When dealing with the sheet tab view, what sign appears inside the pointer that indicates you are copying (rather than moving) the worksheet.

	a.
	+
	c.
	$

	b.
	&
	d.
	#


____
24.
Which type of hyperlink can you add a Subject line to?

	a.
	E-mail Address
	c.
	Create a New Document

	b.
	Existing File or Web Page
	d.
	Place in This Document


____
25.
Which could be an example of a hyperlink?

	a.
	www.cnn.com
	c.
	[image: image5.png]PN






	b.
	page one
	d.
	all of the above


Matching
Match the following terms with the correct description:

	a.
	colon (:)
	e.
	tab scrolling buttons

	b.
	exclamation mark (!)
	f.
	merge

	c.
	3-D cell reference
	g.
	split

	d.
	sheet reference
	h.
	cell reference


____
26.
included in the formula to ensure Excel knows which worksheet you are referencing
____
27.
term used to describe linking data among multiple worksheets
____
28.
used to separate the sheet name from the cell reference
____
29.
included between the range of sheet names when using a function across multiple worksheets
____
30.
included in the formula to ensure Excel knows which cell you are referencing
____
31.
combining selected cells into a single cell
____
32.
change a merged cell back into individual cells
____
33.
moves to the first, previous, next, or last worksheet in a workbook
Match the Excel formula to the description of what to do with this spreadsheet.
	
	A
	B

	1
	1
	4

	2
	2
	5

	3
	3
	6


	a.
	1+2+3
	e.
	1+4

	b.
	2*5
	f.
	1+2+3+4+5+6

	c.
	3+5*2
	g.
	2*6

	d.
	4+5+6
	h.
	3+6


____
34.
=SUM(A1:A3)
____
35.
=SUM(B1:B3)
____
36.
=SUM(A3:B3)
____
37.
=A2*B3
____
38.
=A2*B2
____
39.
=SUM(A1:B1)
____
40.
=A3+B2*A2
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