Excel 2019 & 365
Chapters 6–10—Unit/Level 2 Test
Name:	_______________________________________________________
Class:	_______________________________________________________
Date:	_______________________________________________________
Excel Chapter 6: Advanced Workbook Formatting
1. Martha tracks her album sales in Excel and has modified an existing theme with her preferred colors, fonts, and effects. She’s starting a new workbook to track her tour schedules and wants to use her customized theme choices. What should she do? 
A. Nothing; Excel doesn’t allow you to modify the built-in themes.
B. Write down the customizations used and manually edit the theme in the new workbook.
C. Search for an online theme with attributes similar to her customizations and use that.
D. Save her customizations as a new theme and apply it to the new workbook.
2. What is affected by a custom or modified cell style?
0. The current worksheet
0. The current workbook
0. All current and future workbooks
0. All current and existing workbooks
3. [bookmark: _Hlk10724832]What is this?

[image: ]

A. Cell style options
B. Themes
C. Document properties
D. Number formats


4. [bookmark: _Hlk12901216]What formatting option is applied?

[image: ]

1. Theme
1. Cell styles
1. Pattern fills 
1. International
5. Which custom number format will display negative values with only a negative sign and a red font color?
1. $#,##0_);[Red]-$#,##0
1. -$#,##0;[Red];$#,##0_)
1. $#,##0_);[Red](-$#,##0)
1. $#,##0_);[Red]($#,##0)
6. [bookmark: _Hlk10724919][bookmark: _Hlk10724979]Match each Custom Number Formatting description to its example.
	[bookmark: _Hlk1900933]DESCRIPTIONS
	
	EXAMPLES

	A. Digit placeholder, if required
	_____
	1. #.00

	B. Digit placeholder always displayed
	_____
	2. 0

	C. May contain one digit; must contain two decimal places
	_____
	3. 0.00

	D. Must contain one digit plus two decimal places
	_____
	4. #


7. Why use a worksheet background image?
A. It makes the printed worksheet look more professional.
B. It’s a reliable way to include a chart or table without having to worry about someone changing the theme.
C. It adds visual interest to a worksheet that will be displayed onscreen or projected to an audience.
D. Some themes require a background image to be included.
8. Which of these is a document property?
A. Font type and color
B. File size
C. Center alignment
D. Theme type
Excel Chapter 7: Date Functions and Conditional Formatting
9. Match each date to its serial number. (Hint: April 1, 2019, takes serial number 43556.)
	DATES
	
	SERIAL NUMBERS

	A. April 11, 2019
	_____
	1. 43565

	B. April 6, 2019
	_____
	2. 43566

	C. April 10, 2019
	_____
	3. 43555

	D. March 31, 2019
	_____
	4. 43561


10. What is the result when you enter =A1-B1 in cell C1?

A. [image: ]
B. [image: ]
C. [image: ]
D. [image: ]
11. How does Excel determine how the time is stored?
1. It divides the day by 24 and calculates the percentage.
1. It starts with a serial number, as with dates, then subtracts the actual time.
1. It divides the day by 1,440 and calculates the number of minutes.
1. The time is stored exactly as entered.
12. Match each description to its function name.
	DESCRIPTIONS
	
	FUNCTIONS

	A. Returns a specific date based on the arguments entered
	_____
	1. WEEKDAY

	B. Updates when a worksheet is recalculated or reopened
	_____
	2. WORKDAY

	C. Can be used to add days to an invoice date, for example
	_____
	3. DATE

	D. Returns the number of the corresponding day for the date entered
	
_____
	4. TODAY



13. Marianne wants to determine the number of days until her infant daughter graduates from high school. What does she enter in cell C2?

[image: ]
1. =A2+B2=C2
1. =B2-A2
1. =A2-B2
1. =A2+B2+C2
14. Identify the inaccurate statement regarding conditional formatting.
0. When applicable, Excel applies rules in the order you determine.
0. The same set of data can have multiple rules.
0. You update the conditional formatting rules when the data changes.
0. A formula can be the basis for the outcome of a conditional formatting rule.
15. Which statement about the conditional formatting rules is true?
0. Using a rule, you can compare any cell to a number or any other cell; if the formula is true, the formatting is applied.
0. Take care to avoid absolute cell references in conditional formatting rules, as they cannot be edited later.
0. To use a formula as the basis of a conditional formatting rule, you create the formula in the worksheet, then choose that cell in the Rules Manager.
0. You can’t rearrange the order of rules after they’re set because it will skew the results.
16. In conditional formatting, what is the rule written for? 
1. The serial date 
1. The desired graphic type
1. The first cell in the range
1. The absolute cell 
Excel Chapter 8: Financial Functions and What-If Analysis
17. What financial function calculates how much an investment will be worth in 20 years?
A. Nper
B. Pmt
C. Fv
D. Rate
E. Pv
18. Interest rates for loans are quoted as annual rates and payments are made on a monthly basis, so to determine the monthly interest owed: 
A. subtract the loan amount
B. divide the interest rate by the number of months in a year
C. decide how many total payments you want to make 
D. make sure the rate is constant
19. What is a good scenario for creating a two-variable data table?
1. Using FV to decide when to invest so you can lock in at a higher interest rate
1. Using SUM to calculate several columns of data at once
1. Using PV to calculate the present value of a loan
1. Using RATE function to determine the monthly interest rate 

20. Match each data table term to its description.
	[bookmark: _Hlk12904392]TERMS
	
	DESCRIPTIONS

	A. Data tables
B. One-variable data
	_____
	1. Require the formula to be in the upper-left cell of the table

	tables
C. Two-variable data
	_____
	2. What is used to determine the various scenarios

	tables
D. Input values
	_____
_____
	3. Contain either a row or a column of input values

	
	
	4. Used to insert multiple values to replace an argument for analysis and decision-making


21. Why should you NOT use a formula as a changing cell?
A. The formula would return the input value instead of the result.
B. There aren’t enough variables.
C. The scenario will replace the formula with a constant value.
D. The changing cell must be an absolute reference.
22. What is required for a scenario?
1. [bookmark: _Hlk12904646]A target value
1. A changing cell value
1. A goal name
1. An interest rate
23. For which situation would you use Goal Seek?
1. You’re considering buying a new car and want to determine the monthly payment.
1. You’re analyzing companies to determine which to invest in based on current market value.
1. You’re buying a home, and you have a set term and interest rate and want your mortgage payment to be exactly $1,000 a month.
1. Goal Seek will not work in any of these situations.


24. What feature uses this dialog box?

[image: ]

1. PMT function
1. Scenario Manager
1. NPER function
1. Goal Seek
Excel Chapter 9: Advanced Functions for Text and Analysis
25. Which function allows you to remove spaces between words?
A. MID
B. TRIM
C. LEFT 
D. RIGHT
26. Ani tracks her spending in a large workbook, recording not only the purchase dates and amounts but also the purchase category. She wants to change the abbreviated category name Misc Fun to Miscellaneous Entertainment, so she uses the _____ function.
A. REPLACE
B. PROPER
C. SUBSTITUTE 
D. UNTRIM


27. Johann has a large worksheet that shows his students’ final grades over his first five years of teaching. What function can he use to see how many students earned an A?

[image: ]
A. COUNTIF
B. COUNTIFS
C. SUMIF
D. AVERAGEIF
E. AVERAGEIFS
28. Yolan wants to revise her client list to show first names first and both first and last names in standard text case (capitalizing just the first letter of each name). What formula does she create in cell C1?

[image: ]
1. =CONCATENATE(PROPER(A1," ", B1))
1. =PROPER(CONCATENATE(B1," ", A1))
1. =PROPER(CONCATENATE(A1) (" ") (B1)
1. =PROPER(CONCATENATE(A1," ", B1))
29. What troubleshooting feature adds a green triangle to a formula cell that has an issue?
0. Trace Precedents
0. Trace Dependents
0. Watch Window
0. Error Checking
30. Match each error message with its description.
	ACTIONS
	
	RESULTS

	A. #REF!
	_____
	1. The formula is trying to divide by an empty cell

	B. #VALUE!
	_____
	2. The formula has an incorrect function or range reference

	C. #DIV/0
	_____
	3. The formula contains an invalid cell reference

	D. #NAME?
	_____
	4. The formula is trying to perform a mathematical operation on a text-based cell



31. When you insert a new sheet in the range of sheets used in a 3-D cell reference, the new sheet:
0. is automatically included in the formula
0. will break the reference, so Excel adds the green triangle 
0. is moved to the end of the sheet list and not included in the formula
0. becomes a dependent sheet
32. What key do you use to select multiple worksheets when creating a 3-D reference?
1. (Ctrl)
1. (Alt)
1. (Space)
1. (Shift)
Excel Chapter 10: Lookup Functions and Outlines
33. What formula shows the VLOOKUP arguments in the correct order?
A. =VLOOKUP(Range Lookup, Table Array, Column Index Number, [Lookup Value)])
B. =VLOOKUP(Lookup Value, Table Array, Column Index Number, [Range Lookup])
C. =VLOOKUP(Lookup Value, Column Index Number, Table Array, [Range Lookup])
D. =VLOOKUP(Table Array, Lookup Value, Column Index Number, [Range Lookup])
34. Match each function argument to its description.
	ARGUMENTS
	
	DESCRIPTIONS

	A. Lookup Value
B. Table Array
	_____
_____
	1. This specifies whether to search for an exact or approximate match.

	C. Column or Row
Index Number
	
_____
	2. This is the value found in the first column or row of the table.

	D. Range Lookup
	_____
	3. This indicates which column or row to retrieve the matching value from.

	
	
	4. This is the range of cells to search.





35. Will the Auto Outline feature work with the data as it is shown?

[image: ]
A. Yes, Auto Outline will work.
B. No, the data needs to be sorted by student name.
C. No, there should be formulas that sum or subtotal the information.
D. No, row 5 should have bold formatting so the text is recognized as column headings.
36. What is a benefit of using an outline?
A. You can control what data to display or hide.
B. Using an outline is simpler than using the Subtotal command
C. There are many analysis options available.
D. It doesn’t require lookup functions.
37. What does the Subtotal command do? 
A. [bookmark: _Hlk10809756]It simultaneously outlines the data and creates subtotals by group.
B. It recognizes distinct areas of data and groups them by subtotal.
C. It extracts the subtotals from the grand total, according to the grouped outline.
D. It organizes the outline in descending order by subtotal.


38. Which group of Subtotal settings will show the number of residents in each county in the County column?
Test Bank
A. 
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B. [image: ]
C. [image: ]
D. [image: ]
E. [image: ]


39. [bookmark: _Hlk10810111]How can you prompt the Quick Analysis tool button to appear?
A. Select any cell in a range.
B. Place the mouse near the bottom-right corner of the selected data range.
C. Click the cell right under the last selected cell.
D. Choose DateAnalysis.
40. Match each Quick Analysis category with one of its options.
	CATEGORIES
	
	OPTIONS

	A. Formatting
	_____
	1. Count

	B. Tables
	_____
	2. Clustered Column

	C. Charts
	_____
	3. Data Bars

	D. Totals
	_____
	4. PivotTable
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