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Date:	_______________________________________________________
Enter Data into a Worksheet
1. Which task would NOT be performed in Excel?
A. Creating a budget
B. Performing sales analysis
C. Creating sales reports
D. Creating a main document
E. Tracking invoices
2. Match each data completion method with its results.
	COMPLETION METHODS
	
	RESULTS

	A. Tap [Enter].
B. Tap [Tab].
C. Click the red “X” on the Formula Bar.
D. Click the green checkmark on the Formula Bar.
	_____
_____

_____

_____
	1. Completes the entry without moving
2. Moves one cell to the right
3. Moves one cell down
4. Cancels the entry



3. AutoComplete suggests text as you type, using data from the same row.
A. True
B. False
4. How can you tell which is the active cell where data you enter appears?
A. The top blank cell is always the active cell.
B. It’s the blinking cell.
C. It has a thick box around it.
D. It’s the first blank cell at the end of a column.


5. Match each mouse shape with the task it performs.
	MOUSE POINTER SHAPES
	
	TASKS

	A. [image: ]
B. [image: ]
C. [image: ]
D. [image: ]
	_____
_____
_____
_____
	1. Drag to move selected cells.
2. Edit cell contents in the Formula Bar.
3. Drag the fill handle.
4. Click to select a cell or range.


Navigate a Workbook
6. Which is NOT an Excel navigation method?
A. [Ctrl]+[Home]
B. [Ctrl]+[G]
C. (Page«Down)
D. [Ctrl]+[P]
E. [Alt]+(Page«Up)
7. [bookmark: _Hlk169151]Miguel tapped [Tab] after each entry in the first row and then tapped [Enter]. Which cell is now the active cell?
A. One cell below the last cell he typed in 
B. One cell to the right of the last cell he typed in
C. The last cell he typed in
D. In the first column of the row he typed in
E. In the first column of the row below the one he typed in
Format a Worksheet
8. AutoFit adjusts the size to the largest entry in a column, but not in a row.
A. True
B. False
9. How can you precisely center a worksheet title above the entire width of a worksheet?
A. Drag the title over a few cells until it looks centered.
B. Use the Center command to center the title.
C. Use the Merge and Center command to center the title.
D. Expand the title’s column width until it is centered.
10. Daniel’s column headings are too long to show entirely in each cell. How can he make them appear on multiple lines in the same cell?
A. Decrease the font size.
B. Use the Wrap Text command.
C. Increase the column width.
D. Use the Merge and Center command.
11. Remy is working on a budget worksheet for his small business. How can he easily move the sub-items under his headings to the right but still in the same cell, as shown?
[image: ]
A. Use the Increase Indent command.
B. Tap [Tab].
C. Tap the (Spacebar) three times on each line.
D. Use the Decrease Indent command.
12. Match each alignment button with its function.
[image: ]
	A.
	Wraps text
	

	B.
	Aligns entries vertically
	

	C.
	Aligns entries horizontally
	

	D.
	Merges and centers selected cell(s)
	


Apply Number and Date Formats
13. Match the number format with the result in the image.
[image: ]
	A. Accounting
	

	B. Currency
	

	C. Percentage
	

	D. General
	

	E. Comma
	



14. Cell formats are not affected when the contents are changed or deleted.
A. True
B. False
15. If you type 5/6 in a cell, how will Excel automatically convert it? 
A. 5-6-17
B. May 6 2017
C. 5/6
D. 6-May
Enter a Series of Related Data
16. Using AutoFill, how do you create a list of numbers 1 through 20?
A. Type 1 in first cell then drag the AutoFill handle down until it reaches 20.
B. Type 1 in the first cell, type 2 in the cell below, select both cells, and drag the AutoFill handle down until it reaches 20.
C. AutoFill does not recognize a single list of numbers as a series.
17. Brock used AutoFill to create a series of sequential dates and now wants to remove the weekend dates so only the weekday dates display. How can Brock fix his list? 
[image: ]
A. He will have to retype the list using only the weekday dates.
B. He can set up a custom series in AutoFill before he drags the AutoFill handle.
C. He can use the AutoFill Options.
D. He can copy only the weekdays.
Print a Worksheet
18. By default, Excel prints the gridlines around the cells or the row and column headings.
A. True
B. False
19. You can print a selected portion of your worksheet.
A. True
B. False
20. Xander is viewing the print preview of his worksheet and sees that one column and two rows will print on separate pages. Which print option should Xander set to fit the entire spreadsheet on one page?
A. Scale to Fit
B. Print area
C. Height: Automatic
D. Print Titles
Adjust the View with Zoom Tools
21. How can you focus in on a specific group of cells?
A. Use the Zoom slider.
B. Use the Zoom to Selection tool.
C. Change the zoom percentage from the Ribbon.
D. Use the Jump to Zoom tool.
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