Unit Two Exel Review
True/False
Indicate whether the sentence or statement is true or false.
____
1.
Assigning meaningful names to your files and folders will help you find them later.
____
2.
Pressing F2 with the cell selected is an alternate way of activating the cell.
____
3.
After selecting a range, you can apply only one action to all cells in that range.
____
4.
In the Save As dialog box, you click the Save in drop down box arrow to select a drive.
____
5.
The easiest way to adjust column and row sizes is to drag the boundary between the row numbers or column letters.
____
6.
You can only resize one column at a time.
____
7.
You can adjust columns to a specific size.
____
8.
When using AutoFilter, rows that don’t meet the criteria you specify are hidden from view but not removed from the worksheet.
____
9.
This [image: image1.png]


 would be seen in an unfiltered data list.
____
10.
You can use both absolute and relative reference in the same workbook.
____
11.
If you publish a worksheet online without interactivity, users can view the worksheet’s data and formatting, but cannot use the worksheet.
____
12.
You can create your own formulas.
____
13.
Excel automatically updates formulas in other cells that are effected by the insertion or deletion procedure.
____
14.
The Move or Copy dialog box allows you to either move the current worksheet within the existing workbook, or create an entirely new workbook.
____
15.
This [image: image2.png]Link to:




 can be found under the Insert menu.
Multiple Choice
Identify the letter of the choice that best completes the statement or answers the question.
____
16.
A ____ is entered in a cell to perform a calculation.

	a.
	Label
	c.
	Number

	b.
	Value
	d.
	Formula


____
17.
Find and Replace is used to find and replace what?

	a.
	Grammatical errors
	c.
	Future cell contents

	b.
	Decimal points
	d.
	Existing cell contents


____
18.
On which toolbar is Format Painter found?

	a.
	Standard
	c.
	Drawing

	b.
	Formatting
	d.
	Picture


____
19.
Which of the following is NOT an option to modify in the AutoFormat menu?

	a.
	Font
	c.
	Alignment

	b.
	Patterns
	d.
	Data


____
20.
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


____
21.
Where can this symbol [image: image3.png][(Zoom




 be found?

	a.
	Print
	c.
	Print Preview

	b.
	Set Print Area
	d.
	Picture Toolbar


____
22.
Which is NOT an example of a common operator?

	a.
	#
	c.
	^

	b.
	+
	d.
	/


____
23.
Which of the following is NOT an option when using this button? [image: image4.png]



	a.
	Copy Cells
	c.
	Fill Without Formatting

	b.
	Fill Formatting Only
	d.
	Format All Cells


____
24.
The Function command is found under which menu?

	a.
	Insert
	c.
	Format

	b.
	Data
	d.
	Tools


____
25.
An Excel template file uses which of the following file extensions?

	a.
	.xls
	c.
	.xle

	b.
	.xlt
	d.
	.xltem


____
26.
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


____
27.
Which of the following is NOT an example of a function?

	a.
	IF
	c.
	SIN

	b.
	MAX
	d.
	ADM


____
28.
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


____
29.
This symbol [image: image6.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


____
30.
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:


Matching
Match each of the following buttons with its action:

	a.
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	g.
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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.
	[image: image14.png]




	e.
	[image: image15.png]



	k.
	[image: image16.png]




	f.
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	l.
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____
31.
Right-aligns the information in a cell or a group of selected cells.
____
32.
Underlines 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 currency style.
____
34.
Bolds the information in a cell or a group of selected cells.
____
35.
Turns numerical information in a cell or a group of selected cells to have the format of comma style.
____
36.
Center-aligns the information in a cell or a group of selected cells.
____
37.
Decreased numbers of decimals shown in a number.
____
38.
Left-aligns the information in a cell or a group of selected cells.
____
39.
Increases numbers of decimals shown in a number.
____
40.
Italicizes the information in a cell or a group of selected cells.
____
41.
Turns numerical information in a cell or a group of selected cells to have the format of percentage style.
____
42.
Merges the information a group of selected cells.
Match the following symbols to their correct action.

	a.
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	e.
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	b.
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	f.
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	c.
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	g.
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	d.
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	h.
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____
43.
underline
____
44.
align center
____
45.
text color
____
46.
bold
____
47.
fill color
____
48.
italicize
____
49.
format painter
____
50.
align left
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