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[bookmark: _Hlk536360681]Excel Chapter 1: Tracking Customer Data 
1. Match each data completion method with its results.
	COMPLETION METHODS
	
	RESULTS

	A. Tap [Enter].
B. Tap [Tab].
C. Click the red “X” on the Formula Bar.
D. Click the green checkmark on the Formula Bar.
	_____
_____

_____

_____
	1. Completes the entry without moving
2. Moves one cell to the right
3. Moves one cell down
4. Cancels the entry


[bookmark: _Hlk169151]
2. Miguel tapped [Tab] after each entry in the first row and then tapped [Enter]. Which cell is now the active cell?
A. One cell below the last cell he typed in 
B. One cell to the right of the last cell he typed in
C. The last cell he typed in
D. In the first column of the row he typed in
E. In the first column of the row below the one he typed in
3. How can you precisely center a worksheet title above the entire width of a worksheet?
A. Drag the title over a few cells until it looks centered.
B. Use the Center command to center the title.
C. Use the Merge and Center command to center the title.
D. Expand the title’s column width until it is centered.


4. Remy is working on a budget worksheet for his small business. How can he easily move the sub-items under his headings to the right but still in the same cell, as shown?
[image: ]
A. Use the Increase Indent command.
B. Tap [Tab].
C. Tap the (Spacebar) three times on each line.
D. Use the Decrease Indent command.
5. Match the number format with the result in the image.

[image: ]
	A. Accounting
	_____

	B. Currency
	_____

	C. Percentage
	_____

	D. General
	_____

	E. Comma
	_____


6. Brock used AutoFill to create a series of sequential dates and now wants to remove the weekend dates so only the weekday dates display. How can Brock fix his list? 
[image: ]
A. He will have to retype the list using only the weekday dates.
B. He can set up a custom series in AutoFill before he drags the AutoFill handle.
C. He can use the AutoFill Options.
D. He can copy only the weekdays.
7. Xander is viewing the print preview of his worksheet and sees that one column and two rows will print on separate pages. Which print option should Xander set to fit the entire spreadsheet on one page?
A. Scale to Fit
B. Print area
C. Height: Automatic
D. Print Titles
8. How can you focus in on a specific group of cells?
A. Use the Zoom slider.
B. Use the Zoom to Selection tool.
C. Change the zoom percentage from the Ribbon.
D. Use the Jump to Zoom tool.
Excel Chapter 2: Calculating Student Grades Using Formulas 
9. Excel _____ a formula when the cell reference value changes.
A. automatically recalculates 
B. flags an error in
C. sorts
D. deletes
10. You are creating a long formula that includes several operators. Arrange these operators in the correct mathematical order.
	OPERATORS
	
	ORDERS

	A. *
B. +
C. ( )
D. ^
	_____
_____
_____
_____
	1. First
2. Second
3. Third
4. Fourth


11. Tom created a formula to calculate the interest he will pay on a house by multiplying the purchase price by the interest rate (cell D1). What formula did Tom create? 
[image: ]
A. =D2*B1
B. D1*B2=
C. B2*D1=
D. =B2*D1


12. Which of these is NOT a way to insert a new row or column?
A. Right-click the row or column header and select Insert.
B. Choose Shift Cells in the Insert dialog box.
C. Double-click the row or column header.
D. Use the Insert button in the Cells group of the Home tab.
13. What statement about hidden columns is true?
A. Data in a hidden column will print with the rest of the worksheet.
B. Cells in a hidden column cannot be used in formulas.
C. They cannot be restored using Undo; you must re-insert them.
D. They do not print and are identified by the gap in the column heading.
14. Joan’s formula references another workbook, specifically cell E3 on Sheet2 of her Orders file. Arrange the formula parts in the correct order.
	FORMULA PARTS
	
	ORDER

	A. !
B. E3
C. [Orders.xlsx]
D. Sheet2
E. =
	_____
_____
_____
_____
_____
	1. First
2. Second
3. Third
4. Fourth
5. Fifth


15. Which of these is NOT an option for moving or copying worksheets in the Move or Copy dialog box?
A. Create a copy of a worksheet.
B. Sort the worksheets in a workbook.
C. Move a worksheet to new workbook. 
D. Move a worksheet to the end (far right) of all worksheet tabs.
16. Elizabeth’s workbook has three worksheets that use the same headings. How can she format the headings on all three sheets simultaneously?
A. Group the sheets and then make changes.
B. Make the changes on the first sheet and then copy and paste the headings to the other sheets.
C. Use the Format Painter to copy the formats.
D. Create a formula to copy the formats.
Excel Chapter 3: Performing Calculations Using Functions
17. What separates multiple arguments in a function?
A. Colon
B. Comma
C. Parentheses
D. Equals sign
18. If you click AutoSum in the active cell as shown, which image will produce the correct result?
[image: ]
A. [image: ]
B. [image: ]
C. [image: ]
D. [image: ]


19. Marci is calculating her taxes by multiplying the tax rate by her paycheck amounts. What formula should she enter in cell D3 that she can then copy down the column using AutoFill and achieve the correct tax owed?
[image: ]
A. =C4*E2
B. =$C$4*E2
C. =$C$4/E2
D. =C4*$E$2
E. =C4/$E$2
20. If you copy the formula =$C19+$D19 down one cell, the new formula will show as:
A. =$C19+$D19 (no change; both references are absolute)
B. =$D19+$E19
C. =$C20+$D20
D. =$C20+$D19
E. =$C19+$D20
21. Match each reference to its type: relative, absolute, or mixed.
	CELL REFERENCES
	
	CELL REFERENCE TYPES

	21. Relative reference
21. Absolute reference
21. Mixed reference with absolute column
21. Mixed reference with absolute row
	_____
_____
_____
_____
	1. =A$3
1. =A3
1. =$A3
1. =$A$3


22. Which name reference is NOT a valid cell name?
A. Expenses
B. Tax Rate
C. Rates2019
D. Quarter_1
23. Which statement is NOT true about cell names?
A. You can type a cell name directly in the Name Box.
B. Defined names are automatically created as absolute cell references.
C. You can create, edit, and delete cell names in the Name Manager.
D. Cell names may contain spaces and underscores. 


24. Study these cell range names and the corresponding image and determine which formula will NOT calculate the yearly total for all reps in cell D9.

[image: ]
A. =SUM(Kelly, Linda, Bob)
B. =SUM(Total_for_Year)
C. =SUM(Quarter_1, Quarter_2, Quarter_3, Quarter_4)
D. =SUM(D4:D7)
Excel Chapter 4: Data Visualization and Images
25. Why would this selection NOT work for a pie chart? 
[image: ]
A. Pie charts show trends in data over time.
B. Pie charts can include only one data series.
C. Pie charts must include a minimum of four data series.
D. Pie charts display data across a horizontal axis. 
26. Lisa’s boss asks her to create a chart showing the number of units sold for each of their top-two items from month to month throughout the year. Which chart type does she create? 
A. Column chart
B. Line chart
C. Pie chart
D. Scatter chart


27. Which chart will be created with the selected data?
[image: ]
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B. [image: ]
C. [image: ]
D. [image: ]
E. [image: ]
28. 
29. Marcus’ chart data looks very similar from column to column, since each amount shown is close to 15,000. How can he fix this issue?
A. There is no way to fix it; he’ll have to adjust his data.
B. His chart is too small; he can resize it to be bigger.
C. He can adjust the minimum and maximum value displayed on the axis.
D. He can increase the zoom on his spreadsheet to show more detail.
30. What happens when you change the data in a worksheet associated with a chart? 
A. The chart is automatically updated. 
B. The chart is automatically deleted.
C. The chart is grayed out.
D. The chart is not linked to the worksheet data, so nothing happens.
[bookmark: _Hlk1125277]

31. These two charts show the same data. What was likely done to change the chart at left to the chart at right?
[image: ]
A. The data was reselected.
B. The row and column data were switched.
C. The chart type was changed.
D. A different Quick Layout was applied.
32. Which button allows you to insert a callout into an Excel worksheet?
A. Shapes
B. Online Pictures
C. Pictures
D. SmartArt
33. Match each range to its conditional formatting rule.
[image: ]
	A.
	Between $500 and $800
	

	B.
	Less than $750
	

	C.
	Equal to $687
	

	D.
	Greater than $750
	





Excel Chapter 5: Organizing Large Worksheets
34. 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 are 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.
35. 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.
36. In which image is Freeze Panes applied?

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

37. 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: ]


38. 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.
38. Jessica set a data validation rule to allow entry of whole numbers between 1 and 10. Which image shows the correct settings?
	A. [image: ]
	B. [image: ]

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





39. Which image shows the correct formatting and data to print rows 1–4 at the top of every page?
A. [image: ]
B. [image: ]
C. [image: ]
D. [image: ]

40. 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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