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Date___/__/2011 								Subject: LC3 –Lesson 13     

True/False
Indicate whether the statement is true or false.

F	1.	If you have labels at the top of your columns, you must sort them along with other data.

F	2.	When you click the Print button on the Standard toolbar, Excel prints all worksheets in the workbook using the default print settings.

T	3.	To fill in a series, a pattern must be established in the initial selection of cells.

F	4.	To access the AutoFill Options shortcut menu, double-click the column head of the data column you want to fill.

T	5.	You can format text in a cell to align at any angle.

Multiple Choice
Identify the choice that best completes the statement or answers the question.

____	6.	The Sort command is in the ____ menu.
	a.
	Tools
	c.
	Format

	b.
	Edit
	d.
	Data




____	7.	To create a title that spans several columns or rows, click the ____ button on the Formatting toolbar.
	a.
	Merge
	c.
	Merge and Span

	b.
	Merge and Center
	d.
	Center




____	8.	AutoFormats include ____.
	a.
	borders
	c.
	data formatting

	b.
	shading
	d.
	all of the above




____	9.	When you drag the fill handle to the right, what would be the next number that would fill in the series 3, 6, 9?
	a.
	10
	c.
	12

	b.
	18
	d.
	27




____	10.	To switch to a different worksheet, you click on the ____ at the bottom of the Excel screen.
	a.
	View button
	c.
	worksheet tab

	b.
	taskbar button
	d.
	none of the above




____	11.	To sort data in Excel, you must indicate the ____ you want to sort.
	a.
	row
	c.
	header

	b.
	column
	d.
	numbers




____	12.	The page setup settings you select will apply to ____.
	a.
	only the current worksheet

	b.
	all worksheets you create until you change the settings

	c.
	all the worksheets in a workbook

	d.
	new one-page worksheets




____	13.	To shrink a cell’s contents to fit within the cell, you would select an option from the ____ tab of the Format Cells dialog box.
	a.
	Fit
	c.
	Data

	b.
	Number
	d.
	Alignment




____	14.	You can use a formatting code to insert ____ in a header or footer.
	a.
	the date
	c.
	the filename

	b.
	page numbers
	d.
	all of the above




____	15.	The simplest way to print a worksheet using the default printing options is to click the ____ button.
	a.
	Default
	c.
	Print

	b.
	Worksheet
	d.
	QuickPrint




Completion
Complete each statement.
(queue, Sort, Number, Merge and Center, worksheet tab)

	16.	To sort a worksheet by multiple criteria, you must open the ________ Sort _______ dialog box.

	17.	The list of jobs waiting to print is called the print _____ queue _________.

	18.	To create a title across several cells quickly, click the __________ Merge and Center ____ button on the Formatting toolbar.

	19.	The __ Number _____ tab in the Format Cells dialog box allows you to format numeric data with commas separating thousands.

	20.	To give a worksheet a new name, you can right-click the __ worksheet tab ___ and then select Rename from the shortcut menu.

Lesson 14
Answer Section

TRUE/FALSE

	1.	ANS:	F	PTS:	1	REF:	347

	2.	ANS:	F	PTS:	1	REF:	356

	3.	ANS:	T	PTS:	1	REF:	343-344

	4.	ANS:	F	PTS:	1	REF:	344

	5.	ANS:	T	PTS:	1	REF:	352

MULTIPLE CHOICE

	6.	ANS:	D	PTS:	1	REF:	348

	7.	ANS:	B	PTS:	1	REF:	341-342

	8.	ANS:	D	PTS:	1	REF:	345

	9.	ANS:	C	PTS:	1	REF:	344

	10.	ANS:	C	PTS:	1	REF:	346

	11.	ANS:	B	PTS:	1	REF:	347

	12.	ANS:	A	PTS:	1	REF:	349

	13.	ANS:	D	PTS:	1	REF:	352

	14.	ANS:	D	PTS:	1	REF:	353

	15.	ANS:	C	PTS:	1	REF:	356

COMPLETION

	16.	ANS:	Sort

PTS:	1	REF:	348

	17.	ANS:	queue

PTS:	1	REF:	356

	18.	ANS:	Merge and Center

PTS:	1	REF:	341

	19.	ANS:	Number

PTS:	1	REF:	342

	20.	ANS:	worksheet tab

PTS:	1	REF:	347
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