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Tracking Customer Data
Name:	_______________________________________________________
Class:	_______________________________________________________
Date:	_______________________________________________________
1. Excel is a quick and efficient program for tasks like creating sales reports, budgets, and invoices.
A. True
B. False
2. The group of cells selected here is referred to as the range B2:C5.
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A. True
B. False
3. Use the Zoom tool prior to printing so the data appears larger on the printed page.
A. True
B. False
4. Tapping [Enter] is the only way to complete a cell entry.
A. True
B. False
5. You can adjust cell alignment both vertically and horizontally.
A. True
B. False
6. You CANNOT print column and row headings (A, B, C and 1, 2, 3, etc.).
A. True
B. False


7. The two cells shown here, cell A1 and cell B1, are equal in value.
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A. True
B. False
8. Josie is setting up a new worksheet and needs to list the days of the week, Monday to Friday, repeated ten times for ten weeks. How can she do this without typing each word?
A. AutoCorrect
B. Wrap Text
C. AutoFill
D. Format Painter
9. When entering text in a cell, which feature suggests text for you as you type?
A. AutoFit
B. AutoComplete
C. AutoText
D. AutoFill
10. What does number formatting allow you to add or change?
A. The $ sign
B. The % symbol
C. The number of decimals
D. The $ sign, % symbol, and the number of decimals
11. Which feature is helpful if you have to enter a series of text, numbers, or dates?
A. AutoFit
B. AutoComplete
C. AutoText
D. AutoFill
12. What does Excel allow you to print?
A. The active worksheet
B. The entire workbook
C. Selected cells
D. The active worksheet, entire workbook, or selected cells


13. What happens if you double-click the border between two column headings when the mouse pointer looks like this:
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A. The width of column E adjusts to fit the widest entry in that column.
B. The width of column F adjusts to fit the widest entry in that column.
C. The widths of columns E and F adjust to fit the widest entry in each column.
D. The widths of all columns in the worksheet adjust to fit the widest entry in each. 
14. Jamal is editing a large worksheet and wants to quickly move from cell C12 near the top of the worksheet down to cell A400. How should Jamal navigate there? 
A. Use the Find command.
B. Scroll down repeatedly to row 400.
C. Use either the Go To command or the Name Box.
D. Tap the down arrow key on the keyboard to move down to row 400.
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