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Apply and Customize Themes
1. Where are changes to themes applied?
A. The current worksheet
B. The entire workbook
C. The selected cells
D. All current and future workbooks
2. What happens when you change the theme on a worksheet that already has a theme applied?
A. The default theme for new workbooks switches to the chosen theme.
B. All content in the current workbook takes on the font and color of the new theme.
C. Any content in the current workbook formatted with a theme font or color updates to the newly chosen theme.
D. The selected data updates to match the new theme.
3. [bookmark: _Hlk10724318]What is NOT affected when you change the theme?
A. Colors
B. Margins
C. Fonts
D. Effects
4. 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.
5. To what can you NOT apply a custom theme color?
A. Text/Background
B. Hyperlinks
C. Highlighting 
D. Accents
Create and Use Cell Styles
6. What is affected by a custom or modified cell style?
A. The current worksheet
B. The current workbook
C. All current and future workbooks
D. All current and existing workbooks
7. [bookmark: _Hlk10724449]Identify the accurate statement about cell styles.
A. [bookmark: _Hlk10724493]A modified cell style does not change when you change the theme.
B. [bookmark: _Hlk10724725]You modify cell styles in the Format Cells dialog box. 
C. [bookmark: _Hlk10724752]You can create a new style based on formatting applied to a single cell.
D. Cell style changes apply only to the selected cell.
8. Which option applies to cell styles but NOT themes?
A. Alignment
B. Fonts
C. Colors
D. Fill themes, cell styles, document properties, and number formats
9. [bookmark: _Hlk12901081]What is this?
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A. Cell style options
B. Themes
C. Document properties
D. Number formats
Apply Cell Borders and Fill
10. Which statement related to the Format Cells dialog box is FALSE?
A. The active tab depends on the method used to open the dialog box.
B. You can’t see cell borders while the cell is selected, so remember to deselect after formatting to see the effect.
C. The dialog box options change according to the theme applied and stay in effect for future workbooks until the theme is changed again.
D. Use the dialog box to access formatting options not available from the Ribbon.
[bookmark: _Hlk10724832]

11. What formatting option is applied?

[bookmark: _GoBack][image: ]

1. Theme
1. Cell styles
1. Pattern fills 
1. International
Create Custom Number Formats
12. [bookmark: _Hlk10724869]In what order are custom number formats created?
A. Negative values, positive values, zero values, text
B. Positive values, negative values, zero values, text
C. Positive values, text, negative values, zero values
D. Text, negative values, zero values, positive values
13. Which custom number format will display negative values with only a negative sign and a red font color?
A. $#,##0_);[Red]-$#,##0
B. -$#,##0;[Red];$#,##0_)
C. $#,##0_);[Red](-$#,##0)
D. $#,##0_);[Red]($#,##0)
14. [bookmark: _Hlk10724919]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. #


15. How do you change date format for another country?
A. Use the Date category on the Format Cells dialog box’s Number tab.
B. Apply the appropriate international theme to the worksheet.
C. Edit the document properties to match that country’s properties.
D. Manually edit the date in all applicable cells.
Customize the Page Setup
16. What is NOT a default page setup workbook setting?
A. Portrait orientation
B. Calibri, 11-point, black font
C. Letter-size paper
D. Normal margins
17. Which view shows how the document will look when printed?
A. Page Layout
B. Normal
C. Page Break Preview
D. Page Setup
18. [bookmark: _Hlk10724979]Why use a worksheet background image?
A. [bookmark: _Hlk12901554]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.
19. How can you quickly adjust all margins so more data shows on the page?
A. Open the Margins tab in the Page Setup dialog box and change the top, bottom, left, and right margins.
B. Apply the Narrow margin option.
C. Resize each column and row to its best fit and consider allowing the text to wrap.
D. Customize the default page setup options.
Edit Document Properties
20. Which of these is a document property?
A. Font type and color
B. File size
C. Center alignment
D. Theme type 
21. [bookmark: _Hlk10725093]Which property is NOT created automatically?
A. Date Last Modified
B. File Size
C. Document Title
D. Date Created
E. Document Author
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Quarterly Sales - Top Performers

Afshan___Cammy __Vincent _ Tomeka
a1 $41500 $47,750 $35950.  $52,800
Q2 556,500 $52,000 $54,500  $56,250)
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TOTALS  $185,800 $188,700 $194,650.





