

Test Bank
Excel Chapter 5
Organizing Large Worksheets
Name:	_______________________________________________________
Class:	_______________________________________________________
Date:	_______________________________________________________
Create a Template
1. What must you do when saving a file as a template versus saving as a regular Excel file? 
A. Make sure no formatting is applied and no formulas as included; they won’t be saved.
B. Set the file type to Excel Template.
C. Include the word Template in the filename so users know what it is.
D. Freeze the header row.
Start a Workbook from a Template
2. A template is a previously saved file with existing data in it. You must replace that existing data with your data.
A. True
B. False
3. Which of these is NOT a way to create a file from a template?
A. Use your own custom template.
B. Use an online template.
C. Use the Save As a Template option.
D. Use the Blank Workbook template option.
4.  How do you create a new file based on a custom template?
A. Use FileOpen to open the template from your custom Office template directory.
B. Use FileNew to open the template from your custom Office template directory.
C. Use the Shared with Me link to open the template from your custom Office template directory.
D. Use the Recent list to open the template from your custom Office template directory. 


Change Worksheet View Options
5. Page Layout view lets you see where page breaks occur.
A. True
B. False
6. Match each view option with what it displays.
	VIEW OPTIONS
	
	DISPLAYS

	A. Freeze Panes
B. Split
C. Page Break
D. Page Layout
	_____
_____
_____
_____
	1. Divides a worksheet into different areas
2. Shows the ruler, margins, and header and footer sections
3. Keeps portions of the worksheet visible while scrolling
4. Shows where a new page begins


7. Ted wants to view two sections of his workbook simultaneously and be able to scroll through each. Which tool should he use? 
A. Page Setup
B. Freeze Panes
C. Page Layout
D. Split
8. In which image is Freeze Panes applied?

A. [bookmark: _Hlk3310655][image: ]
B. [image: ]
C. [image: ]
D. [image: ]
Sort and Filter Data
9. You _____ data to focus on certain parts of it, and you ____ data to arrange it in a way that makes sense for your purpose.
A. sort, filter 
B. filter, sort
C. split, freeze
D. freeze, split
10. You can sort OR filter a range of data, but you CAN’T sort AND filter a range of data.
A. True
B. False


11. [bookmark: _Hlk3310787]Kathy wants to sort her data by state in alphabetical order, then by city in alphabetical order, and then by phone number, showing the yellow highlighted numbers first. How should she set up the Sort dialog box?

A. [image: ]
B. [image: ]
C. [image: ]
D. [image: ]
Create IF Functions
12. The logical test argument in an IF function must be: 
A. yes/no or true/false 
B. set up in a template 
C. greater than the number specified
D. filtered
13. When typing an IF function, which of these is NOT a valid Value if True or Value if False argument?
A. Yes
B. G4*10
C. $1,000
D. 0


14. Cryss wants to track which products earned more than $450,000 in total profit by creating an IF function that returns Yes or No in column F. What formula should Cryss create?
[image: ]
A. =IF(E2>450000)(“Yes”)(“No”) in cell F2.
B. =IF(E2<450000,Yes,No) in cell F2.
C. =IF(E2>450000,“Yes”,“No”) in cell F2.
D. =IF(E2>450000,Yes,No) in cell F2.
E. =IF(E2<450000,“Yes”,“No”) in cell F2.
15. Match each IF function to its associated Insert Function dialog box image.
[image: ]
	IF FUNCTIONS
	
	DIALOG BOX IMAGES

	A. =IF(A5>B5,A5+B5,0)
B. =IF(B5>A5,A5+B5,0)
C. =IF(A5<B5,A5+B5,0)
D. =IF(B5<A5,A5+B5,0)
	_____
_____
_____
_____
	1. 1
2. 2
3. 3
4. 4


[bookmark: _GoBack]

Apply Data Validation Rules
16. When applying data validation to a cell containing data, Excel _____ if that existing data does NOT meet the existing criteria.
A. updates the worksheet
B. does not warn you
C. closes without saving
D. adds validation rules
17. The data validation List option adds a drop-down menu of available values to use in the cell.
A. True
B. False
18. Jessica set a data validation rule to allow entry of whole numbers between 1 and 10. Which image shows the correct settings?
	A. [bookmark: _Hlk3310949][image: ]
	B. [image: ]

	C. [image: ]
	D. [image: ]





19. Lucy’s spreadsheet restricts data entry in column F to the letters A, B, C, or D. Which image shows the correct settings?
	A. [image: ]
	B. [image: ]

	C. [image: ]
	D. [image: ]


Use the Scale to Fit Printing Options
20. Match each print option to its result.
	PRINT OPTIONS
	
	RESULTS

	A. Print Titles 
B. Print Area
C. Breaks
D. Scale to Fit
	_____
_____
_____
_____
	1. Print a specific portion of the worksheet
2. Force data to print on a set number of pages
3. Print the headings on all pages for the same rows or columns
4. Determine where one page ends and the next begins printing





21. Nadir wants to add page numbers to the top center of each page. Which print option does this?

A. [image: ]
B. [image: ]
C. [image: ]
D. [image: ]


22. Which image shows the correct formatting and data to print rows 1–4 at the top of every page?

A. [bookmark: _Hlk3311208][image: ]
B. [image: ]
C. [image: ]
D. [image: ]
23. Which Excel view is shown here?
[image: ]
A. Page Break Preview
B. Page Layout
C. Normal
D. None of these options
Create and Modify Tables
24. You CANNOT remove the banded rows (alternating colors) from an Excel table but you can change the colors used.
A. True
B. False


25. Rosie has a large table showing all products available for purchase. The table includes a Yes/No column in which she identifies the products she plans to promote most heavily next quarter. Which image shows how Rosie can view only those products marked as Yes to promote? [image: ]
A. 1
B. 2
C. 3
D. 4
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