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Change the Macro Security Settings
1. Where do you choose macro security options?
A. The .xlsm file
B. The Developer tab
C. The Trust Center in Backstage View
D. Within the macro itself
2. What macro security setting poses the risk of encountering potentially unsafe macros?
A. Enable all macros
B. Disable all macros without notification
C. Disable all macros with notification
D. Disable all macros except digitally signed macros
3. 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.
4. Why should you NOT enable all macros?
A. [bookmark: _Hlk12980616]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.
Create Macros to Automate Tasks
5. Which statement related to macros is true?
A. The Developer tab must be added to the Ribbon before you can record a macro.
B. Recordable actions include typing, using arrow keys to navigate, and mouse clicks.
C. Most macros are used once and then removed.
D. It’s best to save a macro to the Excel program versus with an individual file.
6. When does Excel show the alert to help prevent you from losing your recorded macro?
A. As soon as you click the Record Macro button
B. After you run it 
C. If you choose to disable all macros
D. When you issue the Save command
7. [bookmark: _Hlk11831271]Match each macro item with its purpose.
	[bookmark: _Hlk12980987]ITEMS
	
	PURPOSES

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

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

	D. Trust Center
	_____
	available for open files

	E. Developer tab
	_____
	4. Where you assign a keyboard shortcut to a macro


8. [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.
Run Macros
9. [bookmark: _Hlk11831387]What keystroke must be included in a macro keyboard shortcut?
A. [Shift]
B. [Alt]
C. [Ctrl]+[Shift]
D. [Ctrl]+[Alt]
10. [bookmark: _Hlk11831486]Which of these is NOT a way to run a macro?
A. Pressing [Ctrl]+[D]
B. Pressing [Alt]+[Shift]+[D]
C. Clicking a custom button on the worksheet
D. Clicking a custom button on the Quick Access toolbar
11. 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
Create Macro Buttons to Run Macros Quickly
12. [bookmark: _Hlk11831509]Which series of steps is correct for creating a macro button?
A. Start the macro recorder, record the steps, turn off the recorder, draw the button, and assign the macro to it.
B. Start the macro recorder, record the steps, draw the button, stop recording, and assign a macro to the button.
C. Start the macro recorder, record the steps, draw the button and assign it to the working macro, and then turn off the macro recorder.
D. Start the macro recorder, draw the button, stop recording, and assign the macro to the button.
13. [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
14. How do you enter a name for the custom macro button?
A. [bookmark: _GoBack]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.
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