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

____	1.	The symbol that tells Excel what mathematical operation to carry out is the ____.
	a.
	operator
	c.
	argument

	b.
	operand
	d.
	function




____	2.	To see a formula after you have entered it, you must click in the cell containing the formula and then view the formula in the ____.
	a.
	Formula Bar
	c.
	Formula Toolbar

	b.
	Status Bar
	d.
	Name Box




____	3.	To edit a formula, you can ____.
	a.
	double-click the cell and then edit the formula in the cell

	b.
	select the cell, press F2, and then edit the formula in the cell

	c.
	select the cell and then edit the formula in the Formula Bar

	d.
	all of the above




____	4.	A function formula contains the ____.
	a.
	equal sign and the function name

	b.
	equal sign, the function name, and the argument

	c.
	equal sign and the argument

	d.
	function name and the argument




____	5.	By default, when you create formulas, the cell references are formatted as ____ references.
	a.
	absolute cell 
	c.
	mixed cell 

	b.
	relative cell 
	d.
	function 




____	6.	To create an absolute cell reference, insert a(n) ____ before the column letter and/or row number.
	a.
	>
	c.
	$

	b.
	&
	d.
	#




____	7.	To describe large quantities of data in a worksheet, you use a ____ function.
	a.
	statistical
	c.
	logical

	b.
	mathematical
	d.
	none of the above




____	8.	To display the number of entries containing values in a range of cells, you would use the ____ function.
	a.
	Max
	c.
	Count

	b.
	Min
	d.
	Sum




____	9.	The ____ function displays the minimum value within the specified range of cells.
	a.
	Average
	c.
	Median

	b.
	Min
	d.
	Count




____	10.	To show how individual items relate to a whole unit, you would create a(n) ____ chart.
	a.
	area
	c.
	bar

	b.
	pie
	d.
	scatter











Completion
Complete each statement with the following words

(Operand,  embedded, bar, /-forward slash, entry too wide, Multiplication, Insert Function, functions, Mixed, *Asterisk)  

	11.	To view all available Excel functions, open the _________________________ dialog box.

	12.	To show comparisons among individual items, you would create a(n) ____________________ chart.

	13.	A(n) ____________________ chart is created on the same sheet as the data used in the chart.

	14.	The symbol _____________________ is used to indicate division in an Excel formula.

	15.	The symbol to indicate multiplication in a formula is a(n) ____________________.

	16.	In a formula that contains both a multiplication and an addition operation, ____________________ will be performed first.

	17.	Excel has more than 300 built-in ____________________ for performing calculations.

	18.	Cell references that contain both absolute and relative cell references are called ____________________ cell references.

	19.	The number or cell reference in a formula is the _____________________.

	20.	If you see ##### displayed in a cell where you have entered a formula, it indicates a(n) ____________________.

