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Excel Chapter 11: Working with Tables
1. What is an advantage to formatting data as a table?
A. You can manage table data independently from the rest of the worksheet.
B. You can split cells within tables, unlike non-table cells.
C. Excel automatically zooms to table ranges, which makes analysis easier.
D. There are more options than those for formatting worksheets without tables.
2. Musheer created a table showing the quarterly sales for each of his four stores. What will happen when he creates an AutoSum function in cell E3?

[image: Portion of a worksheet with the range A2:D6 formatted as a table. Row 1 has the table title; the range A2:D2 has column titles Central, Midwest, Northeast, and South; and the range A3:D6 shows sales amounts. Column E is empty and cell E3 is selected.]
A. Cell E3 will show the formula result.
B. Column E will become a calculated column, and the Sum function will be automatically copied to all four table rows.
C. The Sum function will be automatically copied to all four table rows, and column E will remain independent from the table.
D. The Sum function will be automatically copied to all table rows and columns.
3. When you apply a filter, Excel: 
A. puts a line through records not meeting your specifications
B. temporarily hides the records not meeting your specifications
C. automatically sorts the column data alphabetically
D. deletes the unwanted data


4. What is the difference between a sort and a filter?
A. There is no difference; the terms are synonymous. 
B. Filters are associated with calculated columns and sorts are not.
C. Sorts are done on regular worksheet cells while filters are for tables.
D. A sort arranges table data as defined while a filter hides undesired data from view.
5. Why name a table?
A. Table names must match the name of the worksheet tab they are inserted on.
B. It’s a requirement for filtering table data.
C. When used in formulas, named tables are easier to work with and identify.
D. It tells Excel which data goes in the table.
6. What is the best method for creating a structured reference?
A. Drag and drop
B. Point and click
C. Copy and paste
D. Sort and filter
7. Match each structured reference element to its example or description.
	[bookmark: _Hlk1900933]FEATURES
	
	DESCRIPTIONS

	7. Structured reference
7. =[@Salary]+5000
	_____
_____
	1. Example of a structured reference formula that calculates an employee’s annual bonus

	7. Reference name
7. @[W1]:[W4]
	_____
_____
	1. Example of a structured reference to one row of data in a table

	
	
	1. With this type of formula, results are updated automatically when a table row/column is added

	
	
	1. Updates automatically when the table or a column header is renamed


8. What are these?

[image: Excel table showing named header rows Q1 through Q4. In each column are five rows of data. To the right of the table are a series of lines with connected dots moving in different directions.]
A. Sparklines
B. Calculated column details
C. Lookup function results
D. Line charts


Excel Chapter 12: Pivot Tables and Pivot Charts
9. What area of the PivotTable Fields pane shows the function being performed on the data? 
A. Rows
B. Columns
C. Values
D. Filters
10. The source data for a PivotTable should not: 
A. be formatted
B. include text, only numerical data
C. contain functions
D. have duplicate entries
1. Hana’s PivotTable shows student information by class then by major. How can she modify it to sort by major first?

[image: At left is a portion of a PivotTable sorted first by class (Freshman, Junior, Senior, etc.) and then by major. At right is the bottom portion of the PivotTables Fields panel. The Filters area is empty, the Columns area is empty, the Rows area shows Class then Major, and the Values area shows Average of GPA.]
A. Move the Major field above the Class field in the Rows area.
B. Move the Major field to the Columns area.
C. Change the Values function Sort.
D. Remove the Class field from the Rows area.
12. Axel’s PivotTable shows patient names and their immunization records. How can he filter the PivotTable to show only patients who have received the polio vaccine?
A. Remove all immunization types that are not for polio and then refresh the PivotTable.
B. Move the Immunization Records field to the Filters box and check the Polio box.
C. Change the Show Vales As option to Polio.
D. Create a Subtotal field for the Immunization Records field.


13. Match each PivotTable part with its location.

[image: Screenshot of a PivotTable. Cell A1 shows the text Major and cell B1 shows the text Business Tech and includes a funnel. Cell A4 shows the text Junior and cell A5 shows Sophomore. Cells B4 and B5 show the average GPA for each class, 3.5 in cell B4 and 4 in cell B5.

To the right of the PivotTable is a small rectangular menu frame with a list of filtering choices and its own scroll bar. It shows Major at the top; Business Tech is highlighted in the menu.]
	PARTS
	
	LOCATIONS

	13. Rows column
	_____
	1

	13. Slicer
	_____
	2

	13. Filter cell
	_____
	3

	13. Values column
	_____
	4


14. When do you refresh a PivotTable?
A. Whenever the source data changes 
B. After a PivotChart is added
C. You don’t have to; Excel refreshes PivotTables automatically as part of the autosave.
D. You can’t refresh a PivotTable.
15. Match each PivotTable item with its corresponding PivotChart item.
	PIVOTTABLE ITEMS
	
	PIVOTCHART ITEMS

	15. Values area fields
	_____
	1. Chart legend

	15. Rows labels
	_____
	1. Chart data series

	15. Column labels
	_____
	1. PivotChart Tools tab

	15. Analyze options
	_____
	1. Chart axis labels





16. Match each PivotChart part to its location.

[image: Screenshot of a PivotChart with different locations labeled.
1. Upper-left corner labeled with a name and a funnel
2. Text located in center of chart above the columns
3. Text located to the right of the chart with a small box next to it 
4. Bottom-left corner labeled with a name and a down arrow]
	PARTS
	
	LOCATIONS

	1. PivotChart title
	_____
	1

	1. Axis drop-down menu
	_____
	2

	1. Filters drop-down menu
	_____
	3

	1. PivotChart legend
	_____
	4


Excel Chapter 13: Working with Macros
17. What is the default and recommended macro setting?
A. Disable all macros without notification
B. Disable all macros with notification
C. Enable all macros
D. Disable all macros except digitally signed macros 
18. Why should you NOT enable all macros?
A. [bookmark: _Hlk12980616][bookmark: _Hlk11831271]It would make it so users of older versions of Excel wouldn’t have to disable them one by one.
B. It would prevent you from adding macros to the Quick Access toolbar.
C. It would prevent you from choosing whether to receive notifications.
D. It would reduce security and could result in serious damage to your file or the computer.
19. Match each macro item with its purpose.
	ITEMS
	
	PURPOSES

	19. Excel Macro-Enabled Workbook
	
_____
	1. Where you make macro security settings
1. Where you start/stop recording a macro

	19. Personal Macro Workbook
19. Record Macro window
	_____
_____
	1. File type used to save macros
1. Hidden folder containing macros

	19. Trust Center
	_____
	available for open files

	19. Developer tab
	_____
	1. Where you assign a keyboard shortcut to a macro



20. [bookmark: _Hlk11831289]Daelyn is recording a macro and made a typo while typing the text. What should she do?
A. Keep recording and fix the typo; as long as the end result is as desired, she can keep the typo and its correction.
B. Keep recording and fix the typo; when she saves the macro, Excel will automatically remove the mistake from the recording.
C. Stop recording and move that macro to the Personal Macro Workbook so it can’t be run.
D. Stop recording and delete the macro; to avoid instability, disable all macros.
21. [bookmark: _Hlk11831387]What keystroke must be included in a macro keyboard shortcut?
A. [Shift]
B. [Alt]
C. [Ctrl]+[Shift]
D. [Ctrl]+[Alt]
22. When do you assign a shortcut key to a macro?
A. At the same time you save the file in.xlsm format 
B. Either when you initially create it or any time after
C. Before enabling it
D. After creating the custom worksheet button 
23. [bookmark: _Hlk11831524]Where can you place a custom macro button?
A. Quick Access toolbar 
B. On the worksheet
C. On the worksheet or the Quick Access toolbar
D. On the worksheet, Quick Access toolbar, or Ribbon
24. How do you enter a name for the custom macro button?
A. [bookmark: _Hlk12981483]When you assign the macro, Excel adds the macro name automatically.
B. Type it in the drawn shape.
C. Do this via the Trust Center.
D. Include it in the macro recording.
Excel Chapter 14: Data Management for Business
25. What is a query?
A. The basis for a mail merge recipient list
B. A request for information from an external source
C. What’s entered into comments added to worksheet cells
D. A data-consolidation feature 


26. Which statement about importing and exporting data is true?
A. You can create a link to an external workbook reference without importing the data.
B. All worksheets in the workbook are saved when you save a file in CSV format.
C. With external workbook references, when you edit the source data, the destination worksheet remains unchanged.
D. To share data between Excel and Access, you first convert the data to the CSV format.
27. Match each data-summary method with its description.
	METHODS
	
	DESCRIPTIONS

	27. Cube function
27. Database
	_____
_____
	1. Analyzes data using cube functions instead of PivotTables

	27. Data cube
27. Data model
	_____
_____
	2. Summarizes information across groupings (e.g., PivotTable)

	
	
	3. Pull information out of a data cube (e.g., CUBEVALUE)

	
	
	4. Made up of fields and records (e.g., Access file)


28. [bookmark: _Hlk11832740]Sam’s worksheet is set up to show a series between two amounts, increasing by the same percentage. How did he create the series?
A. Growth series type with the Trend option selected
B. Linear series type 
C. AutoFill series type 
D. Linear type with the AutoFill option selected
29. [bookmark: _Hlk11832895]What chart would you use create to group large amounts of data and show its distribution in groups?
A. Waterfall
B. Pareto
C. Histogram
D. Funnel 
30. [bookmark: _Hlk11832928]What chart would you create to show that 80% of your results come from 20% of your efforts?
A. Pareto
B. Box and Whisker
C. Histogram
D. Funnel


31. What is the orange line?
 
[image: Column chart with an orange line starting in the middle of the tallest column at the left and curving up and across to the right. The line ends toward the top-right of the chart and above the shortest column at the right.]
31. A bar chart
31. Trendline
B. Waterfall
C. Delimiter
1. [bookmark: _Hlk11833098]Match each function to its description.
	FUNCTIONS
	
	DESCRIPTIONS

	1. MATCH
	_____
	1. Reverses the results of a logical operation

	1. INDEX
1. AND
	_____
_____
	1. Finds data matching stated criteria, searching from left to right

	1. VLOOKUP
	_____
	1. Finds whether any function argument is true or false

	1. OR
	_____
	1. Returns the value from a specified cell location

	1. NOT
	_____
	1. Finds if all function arguments are either true or false 

	
	
	1. Determines the search location for an INDEX function


Excel Chapter 15: Workbook Completion
33. Match each hyperlink type to its destination.
	HYPERLINK TYPES
	
	DESTINATIONS

	33. To a cell in another worksheet
	_____
	1. smith@simp.com

	33. To another file
	_____
	2. Sheet1!B13

	33. To a web page
	_____
	3. criminidly.com

	33. To an email address
	_____
	4. Family Budget.xlsx


34. What is NOT a reason to insert a comment?
A. To provide additional information without cluttering up the worksheet
B. To track changes made in the worksheet
C. To record a question to be followed up on later
D. To explain complex data or a formula


35. Why add alternative text?
A. [bookmark: _Hlk12984001]It helps users with limited vision to understand the meaning of any graphics or other visuals.
B. It automatically translates the text to the alternative languages indicated.
C. It prompts Excel to use the online thesaurus when suggesting synonyms.
D. It allows you to save the file as a web page later.
36. [bookmark: _Hlk11833991]Match each inspection tool to what it does.
	INSPECTION TOOLS
	
	FUNCTIONS

	36. Accessibility Checker
36. Document Inspector
	_____
_____
	1. Indicates features that will be unavailable if the file is saved in an earlier version

	36. Compatibility Checker
36. Language Option
	_____
_____
	1. Indicates portions of the file that those with visual impairments may struggle with

	
	
	1. Modifies the text file for sharing with international collaborators

	
	
	1. Alerts you to sensitive or personal information in the file


37. What is this?

[image: Portion of an unlabeled dialog box. The top portion is labeled “Comments and Annotations,” and there is a white checkmark surrounded by a blue-filled circle to its left. Below that heading is the text, “No items were found.” The bottom portion is labeled “Document Properties and Personal Information.” There is a red exclamation point to its left and the Remove All button to its right. Below that heading is the text, “The following document information was found: Document Properties [Enter] Author [Enter] Absolute path to workbook [Enter] Printer properties (e.g., printer path, secure print passcode, etc.).” ]
A. [bookmark: _Hlk12984361]The Compatibility Checker results window
B. The Document Inspector results window
C. The Accessibility Checker results window
D. The Excel Options - Language results window
38. Which of these would not be included on a data form?
A. Formulas
B. Spin buttons
C. Checkboxes
D. List boxes 
39. To allow entering input data into a cell range, you _____ then turn on worksheet protection.
A. unlock the cells 
B. set the password
C. inspect the file
D. [bookmark: _Hlk11834137]make a copy of the file
40. Sophie unlocked a group of cells in her worksheet. Which image shows the Protect Sheet dialog box set up to protect all other areas of the worksheet from changes?

1. [image: A. Protect Sheet dialog box with these options checked: Select unlocked cells, Format cells, Insert columns, Insert rows]
1. [image: B. Protect Sheet dialog box with these options checked: Select unlocked cells, Format cells, Format columns, Format rows, Insert columns, Insert rows, Delete columns, Delete rows]
1. [image: C. Protect Sheet dialog box with these options checked: Select unlocked cells, Format cells, Format columns, Format rows, Insert columns, Insert rows]

[bookmark: _GoBack](cont’d.)
1. [image: D. Protect Sheet dialog box with these options checked: Select locked cells, Select unlocked cells, Format cells, Format columns, Format rows, Insert columns, Insert rows]
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