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Workbook Completion
Name:	_______________________________________________________
Class:	_______________________________________________________
Date:	_______________________________________________________
Create Hyperlinks for Navigation
1. What hyperlink type is NOT an external source?
A. File
B. Website
C. Worksheet name
D. Email Address
2. Which statement about hyperlinks is NOT true?
A. The font color for hyperlinks is determined by the workbook theme.
B. Hyperlinks can help users navigate to data in the current file or to another file.
C. When creating a hyperlink to an external file, you must know where the user stores that file on their computer.
D. A hyperlink can be added to text, a shape, or a picture.
3. Match each hyperlink type to its destination.
	[bookmark: _Hlk1900933]HYPERLINK TYPES
	
	DESTINATIONS

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

	B. To another file
	_____
	2. Sheet1!B13

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

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


Insert Comments
4. How do you know a cell contains a comment?
A. A red triangle displays in the upper-right corner of the cell.
B. A green triangle displays in the bottom-right corner of the cell.
C. The cell is shaded in light pink.
D. The cell border is outlined in green.


5. What can you NOT do with comments? 
A. View them individually or all at once
B. Print them
C. Move them to different cells on the worksheet
D. Resize them to fit the text within them
6. 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
7. Match each Comments command to its function.
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	FUNCTIONS
	
	COMMANDS

	A. Navigate to the previous comment
	_____
	1

	B. Delete the selected comment
	_____
	2

	C. Navigate to the next comment
	_____
	3

	D. Edit the selected comment
	_____
	4


Add Alt Text to Objects
8. Why add alternative text?
A. 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.
9. How do you access the Alt Text pane for a chart?
A. In the Document Inspector
B. From the Chart Tools contextual tab
C. By right-clicking a blank area of the chart area
D. In Excel Options in Backstage View


10. What can you NOT add alt text to?
A. Pictures
B. Formulas
C. Shapes
D. Charts
Inspect Your Workbook for Issues
11. What inspection feature classifies blank sheets and merged cells as issues?
A. Accessibility Checker
B. Compatibility Checker
C. Document Inspector
D. Manage Workbook
12. [bookmark: _Hlk11833991]Match each inspection tool to what it does.
	[bookmark: _Hlk12984219]INSPECTION TOOLS
	
	FUNCTIONS

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

	C. Compatibility Checker
D. Language Option
	_____
_____
	2. Indicates portions of the file that those with visual impairments may struggle with

	
	
	3. Modifies the text file for sharing with international collaborators

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


13. What is this?
[bookmark: _Hlk12984330]
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A. The Compatibility Checker results window
B. The Document Inspector results window
C. The Accessibility Checker results window
D. The Excel Options - Language results window
14. What is the option for removing data when using the Document Inspector?
A. One at a time
B. In groups of two (original and copy)
C. All data in a category
D. All data for the entire file
Create Forms
15. [bookmark: _Hlk11834053]To use a data form, first add the _____ to the Ribbon or Quick Access toolbar.
A. Developer tab
B. Form command
C. Macro button
D. Property tools
16. What tab holds form controls and ActiveX controls?
A. Form
B. Macro 
C. Developer 
D. Controls 
17. Which of these would not be included on a data form?
A. Formulas
B. Spin buttons
C. Checkboxes
D. List boxes 
Protect Your Workbook
18. When the structure of a workbook is protected, you can still: 
A. edit the data in a worksheet
B. move/copy a worksheet
C. rename a worksheet tab
D. add/delete a worksheet
19. 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. make a copy of the file
20. [bookmark: _Hlk11834084]Tariq forgot the password to unlock his workbook. How can he recover it?
A. Press [Ctrl]+[P] while opening the file to show the password hint.
B. Remove the Marked as Final designation.
C. Issue the Save As command, which removes the password requirement.
D. He can’t.
[bookmark: _Hlk11834137]

21. 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?
[bookmark: _Hlk12984805]
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@ Comments and Annotations
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Document Properties and Personal Information
The following document information was found:

*Document properties

* Author
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