Excel Chapter 10
Lookup Functions and Outlines
Name:	______________________________________________________
Class:	______________________________________________________
Date:	______________________________________________________
Create Formulas Using Lookup Functions
1. What part of a VLOOKUP formula determines if the data must be sorted in ascending order? 
A. Range lookup
B. Lookup value
C. Column index number
D. Table array
2. What formula shows the VLOOKUP arguments in the correct order?
A. =VLOOKUP(Range Lookup, Table Array, Column Index Number, [Lookup Value)])
B. =VLOOKUP(Lookup Value, Table Array, Column Index Number, [Range Lookup])
C. =VLOOKUP(Lookup Value, Column Index Number, Table Array, [Range Lookup])
D. =VLOOKUP(Table Array, Lookup Value, Column Index Number, [Range Lookup])
3. What search is performed when the Range Lookup argument is set to FALSE?
A. Closest value that does not exceed the lookup value
B. Exact match
C. First text value
D. First numeric value
E. Closet value that exceeds the lookup value
4. Match each function argument to its description.
	[bookmark: _Hlk1900933]ARGUMENTS
	
	DESCRIPTIONS

	A. Lookup Value
B. Table Array
	_____
_____
	1. This specifies whether to search for an exact or approximate match.

	C. Column or Row
Index Number
	
_____
	2. This is the value found in the first column or row of the table.

	D. Range Lookup
	_____
	3. This indicates which column or row to retrieve the matching value from.

	
	
	4. This is the range of cells to search.




Use the Outline Feature
5. Identify the inaccurate statement regarding the Outline feature.
A. You can group content by rows or columns.
B. Auto Outline groups data according to repeated formulas in your data.
C. The Clear Outline command removes the outline but retains the groups, so you don’t lose any subtotals.
D. Outlines work better with normal data ranges than with Excel tables.
6. Will the Auto Outline feature work with the data as it is shown?
[bookmark: _Hlk12907226]
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A. Yes, Auto Outline will work.
B. No, the data needs to be sorted by student name.
C. No, there should be formulas that sum or subtotal the information.
D. No, row 5 should have bold formatting so the text is recognized as column headings.
7. What is a benefit of using an outline?
A. [bookmark: _Hlk12907340]You can control what data to display or hide.
B. Using an outline is simpler than using the Subtotal command
C. There are many analysis options available.
D. It doesn’t require lookup functions.


8. Match each outline button to its function.
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	FUNCTIONS
	
	BUTTONS

	A. Row buttons to collapse groups one at a time
	_____
	1

	B. Row buttons to collapse/expand all groups in a level at once
	
_____
	2
3

	C. Column buttons to collapse/expand all groups in a level at once
	
_____
	4

	D. Column buttons to collapse groups one at a time
	_____
	


Create Subtotals
9. What does the Subtotal command do? 
A. [bookmark: _Hlk12907553]It simultaneously outlines the data and creates subtotals by group.
B. It recognizes distinct areas of data and groups them by subtotal.
C. It extracts the subtotals from the grand total, according to the grouped outline.
D. It organizes the outline in descending order by subtotal.
10. To use the Subtotal command to determine the number of residents in each county, what is the first step?
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A. Sort the information by the County column.
B. Add dividers at each change in county.
C. Select all cells in the County column.
D. You can’t use the Subtotal feature on text-based cells.
[bookmark: _Hlk10809756]


Test Bank
11. [bookmark: _GoBack]Which group of Subtotal settings will show the number of residents in each county in the County column? 
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A. [image: ]
B. [image: ]
C. [image: ]
D. [image: ]

12. Which function is NOT a subtotal calculation?
A. VLOOKUP
B. AVERAGE
C. COUNT
D. MIN
Use the Quick Analysis Tool
13. [bookmark: _Hlk10810111]How can you prompt the Quick Analysis tool button to appear?
A. Select any cell in a range.
B. Place the mouse near the bottom-right corner of the selected data range.
C. Click the cell right under the last selected cell.
D. Choose DateAnalysis.
14. Which of these is NOT a Quick Analysis tool category?
A. Charts
B. Conditional formatting
C. Subtotals
D. Sparklines


15. Match each Quick Analysis category with one of its options.
	CATEGORIES
	
	OPTIONS

	A. Formatting
	_____
	1. Count

	B. Tables
	_____
	2. Clustered Column

	C. Charts
	_____
	3. Data Bars

	D. Totals
	_____
	4. PivotTable
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Betsy Covington
Joe Nagvi

Henry Jenkins
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B
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3 Red
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