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Import Data from Various Sources
1. Why use delimiters when importing data?
A. To limit the number of characters to import into a cell
B. So Excel will recognize text data and convert it to understandable data
C. To specify the boundary between fields when working with data
D. Because it’s a common file format used by Excel and accounting software 
2. 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
3. Match each import/export term to its example.
	[bookmark: _Hlk1900933]TERMS
	
	EXAMPLES

	A. Query
	_____
	1. Commas, spaces, and tabs

	B. Delimiters
	_____
	2. Export Excel data to Word

	C. External Workbook Reference 
	
_____
	3. Import and export data between Word, Excel, Access, etc.

	D. CSV files
E. Mail Merge
	_____
_____
	4. Information request from an external data source

	
	
	5. Create a link to source data; automatic updates


4. 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.


Consolidate Data from Multiple Sheets into One Sheet
5. What method do you use to summarize data when the data has similar labels across multiple worksheets?
A. Queries
B. Cube Function
C. Data Model
D. Consolidate
6. Match each data-summary method with its description.
	[bookmark: _Hlk12982231]METHODS
	
	DESCRIPTIONS

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

	C. Data cube
D. 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)


7. When using the Consolidate command, all data must be in: 
A. the same range on each sheet
B. different workbooks
C. CSV format
D. ascending order
Create a Series of Data Using Different Methods
8. Which statement about linear series is true?
A. Linear series increase by the same percentage in each cell.
B. A linear series can be created for a row, but not for a column, of data. 
C. When creating a linear series, you can set the increase amount or let Excel find a trend.
D. A linear series automatically creates the histogram.
9. Which of these is NOT a data series type option?
A. Growth
B. Trend
C. AutoFill
D. Linear
10. [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

11. Which of these CANNOT be the basis of a data series?
A. Past trends and anticipated results 
B. Existing data
C. Exponential growth trends
D. Cube functions
12. [bookmark: _Hlk11832789]How do you have Excel determine the trend for an increasing data series?
A. Select the existing data first.
B. Start a trendline.
C. Create a data model.
D. Sort the data in ascending order.
Chart Trends and Save Chart Templates
13. [bookmark: _Hlk11832895]Match each chart type with its description.
	CHARTS
	
	DESCRIPTIONS

	A. Stock
B. Box and Whisker
	_____
_____
	1. Displays the cumulative effects of positive/negative values

	C. Waterfall
	_____
	2. Requires data to be organized in a specific way

	D. Sunburst
	_____
	3. Displays variations in many sets of related data

	
	
	4. Shows data proportionally across levels


14. 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
15. [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


16. What is the orange line?
[bookmark: _Hlk12982744]
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A. A bar chart
B. A trendline
C. A waterfall
D. A delimiter
17. Kyle wants to save his chart as a template, but the menu that appears when he right-clicks the chart does not include the option. What do you tell him?
A. You have to open the Save As dialog box first.
B. You convert the data to the CSV format, then right-click.
C. You can’t save a chart as a template; save the workbook as a template instead.
D. You right-click in the blank chart area, not a chart element, for the command to appear.
18. Why save a chart as a template? 
A. To use the same chart settings with different data
B. To use the same chart data in another workbook
C. To use the trendline preferences 
D. To have Excel fill in the data series and determine the trend
Use Additional Functions for Lookups and Logic
19. What function would you use to reverse the results of a logical function, such as IF?
A. AND
B. NOT
C. TRUE
D. FALSE


20. [bookmark: _Hlk11833098]Match each function to its description.
	FUNCTIONS
	
	DESCRIPTIONS

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

	B. INDEX
C. AND
	_____
_____
	2. Finds data matching stated criteria, searching from left to right

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

	E. OR
	_____
	4. Returns the value from a specified cell location

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

	
	
	6. Determines the search location for an INDEX function
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