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Use Functions to Format Text
1. Which function allows you to remove spaces between words?
A. MID
B. TRIM
C. LEFT
D. RIGHT
2. What can you NOT do with a text function?
A. Combine or separate text
B. Change case
C. Extract or replace text
D. Display linked text
E. Remove spaces
3. What function removes a stated number of characters from the end of a cell?
A. MID
B. EXTRACT
C. RIGHT
D. LEN
4. Where do you create a formula to change the text case of a cell?
A. In the cell that contains the affected text
B. In a blank cell to the right or left of the cell with the affected text
C. In the dialog box
D. In Backstage view
5. Ani tracks her spending in a large workbook, recording not only the purchase dates and amounts but also the purchase category. She wants to change the abbreviated category name Misc Fun to Miscellaneous Entertainment, so she uses the _____ function.
A. REPLACE
B. PROPER
C. SUBSTITUTE
D. UNTRIM
6. Match each text function to its purpose.
	[bookmark: _Hlk1900933]FUNCTIONS
	
	PURPOSES

	A. PROPER
	_____
	1. Extracts characters based on three arguments

	B. TEXTJOIN
C. CONCAT
	_____
_____
	2. Combines text from multiple cells into one and adds a delimiter between the entries

	D. LEN
	_____
	3. Determines the number of characters in a cell entry

	E. MID
	_____
	4. Capitalizes the first letter of each word

	
	
	5. Combines information from multiple cells into one cell


7. Identify the inaccurate statement regarding Flash Fill.
A. Changes made by Flash Fill are updated automatically when the source text changes.
B. Flash Fill finds patterns in data entries and can automatically fill in the remaining values.
C. You can use Flash Fill to extract just one part of a cell, such as the area code from a phone number.
D. Flash Fill can only deal with adjacent data.
Create Conditional Functions Using IF and IFS Criteria
8. What is the difference between IF functions and IFS functions?
A. IFS functions are used to sum ranges; IF functions deal with averages.
B. IF functions deal with text-based cell entries and IFS functions are for numbers.
C. The criteria for IF functions are conditional but the criteria for IFS functions are absolute.
D. Multiple criteria are entered for IFS functions while just one is entered for IF functions.
9. Johann has a large worksheet that shows his students’ final grades over his first five years of teaching. What function can he use to see how many students earned an A?
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A. COUNTIF
B. COUNTIFS
C. SUMIF
D. AVERAGEIF
E. AVERAGEIFS


10. Match each question to the function that can find the answer.
	QUESTIONS
	
	FUNCTIONS

	A. How many sales reps earn more than $50,000?
	_____
	1. SUMIFS

	B. How many of the sales are for color ink cartridge #94?
	_____
	2. COUNTIF

	C. How many of our customers live in Florida?
	_____
	3. SUMIF

	D. How much commission was paid to the managers in Orlando with sales exceeding $10,000?
	
_____
	4. COUNTIFS


Create Formulas Using Nested Functions
11. Which statement about nested functions is true?
A. In the formula, the NEST prefix tells Excel which function to nest in the other.
B. A limitation is that nesting cells requires two separate cells to determine the result.
C. Nest one IF function in another when you need more than one criterion to find a result.
D. Take care when writing the formulas because Excel doesn’t follow the standard order of operations when dealing with nested functions.
12. What function compares an expression to a list and returns the desired result for the matching value?
A. IFS
B. SWITCH
C. WEEKDAY
D. AVERAGE
13. Which nested function will remove the decimal places from the average values in the range B3:B20?
A. =AVERAGE(ROUND(B3:B20,"0"))
B. =AVERAGE(ROUND(B3:B20),0)
C. =ROUND(AVERAGE(B3:B20, "0"))
D. =ROUND(AVERAGE(B3:B20),0)
14. Yolan wants to revise her client list to show first names first and both first and last names in standard text case (capitalizing just the first letter of each name). What formula does she create in cell C1?
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A. =CONCATENATE(PROPER(A1," ", B1))
B. =PROPER(CONCATENATE(B1," ", A1))
C. =PROPER(CONCATENATE(A1) (" ") (B1)
D. =PROPER(CONCATENATE(A1," ", B1))
Find and Correct Errors in Formulas
15. What troubleshooting feature adds a green triangle to a formula cell that has an issue?
A. Trace Precedents
B. Trace Dependents
C. Watch Window
D. Error Checking
16. What tool breaks a formula down into steps and lets you watch how Excel solves it?
A. Error Checking
B. Evaluate Formula
C. Show Formulas
D. Watch Window
17. Match each error message with its description.
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	RESULTS

	A. #REF!  
	_____
	1. The formula is trying to divide by an empty cell

	B. #VALUE!
	_____
	2. The formula has an incorrect function or range reference

	C. #DIV/0
	_____
	3. The formula contains an invalid cell reference

	D. #NAME?
	_____
	4. The formula is trying to perform a mathematical operation on a text-based cell


Use 3-D Cell References in Formulas
18. When you insert a new sheet in the range of sheets used in a 3-D cell reference, the new sheet:
A. is automatically included in the formula
B. will break the reference, so Excel adds the green triangle 
C. is moved to the end of the sheet list and not included in the formula
D. [bookmark: _GoBack]becomes a dependent sheet
19. Which statement about 3-D references is NOT accurate?
A. When you insert a sheet in the range used in a 3-D reference, the data on the new sheet is automatically included in the formula.
B. After grouping sheets for the 3-D reference, you choose the cells from each sheet to include in the formula.
C. 3-D cell references allow you to refer to a range of sheets in the current workbook or in another workbook.
D. You can create a 3-D reference formula in one cell and then use AutoFill to copy it down the column.
20. What key do you use to select multiple worksheets when creating a 3-D reference?
A. (Ctrl)
B. (Alt)
C. (Space)
D. (Shift)
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