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I- True/False Questions:

1- Excel files are called workbooks.

2- Cells are referenced by column number and row letter.
3- Press the Home key to quickly move to the beginning of a row.
4- The AutoCorrect feature corrects formula mistakes as and when they are being typed.

5- The Save As command is used to save a file with a new file name or to a new location.

6- Excel workbook files have the .csv file extension.
7- In order to copy more than one item at a time, you must use the system Clipboard.
8- When a formula is copied, the referenced cells in it remain the same.

II- Multiple Choice Questions:
1- Which of the following commands is used to display, or hide, toolbars?

	a.
	Tools/Toolbars

	b.
	Window/Show/Toolbar

	c.
	View/Toolbars

	d.
	Edit/Toolbars


2- Which of the following text entries would not be corrected by the AutoCorrect feature?

	a.
	tHE

	b.
	becausethe

	c.
	6,00,000

	d.
	tuesday


3- The menu command to adjust a column’s width is:

	a.
	Format/Column/Width

	b.
	Column/Width

	c.
	Edit/Resize Column

	d.
	Edit/Cell/Size


4- Which of these is not one of the arithmetic operators used in Excel formulas?

	a.
	*

	b.
	^

	c.
	[

	d.
	/


5- Copying the formula =A1*B1 from cell C1 to cell C2 would yield which of the following formulas in cell C2?

	a.
	=A2*B2

	b.
	=B1*C1

	c.
	=A1*B1

	d.
	=B2*C2


6- Which of the following functions is written in the correct syntax?

	a.
	NOW(today)

	b.
	=SUM(A1:D1)

	c.
	SUM(D2-A2)

	d.
	=SUM(A1=B1)


7- This function returns the largest value in a set of values, and ignores logical values and text.

	a.
	NOW

	b.
	MAX

	c.
	SUM

	d.
	ABS


8- Which of the following is not an example of formatting?

	a.
	Text font

	b.
	Borders

	c.
	Formula

	d.
	Color


9- Combining two or more cells creates a:

	a.
	combination box

	b.
	merged cell

	c.
	grouping

	d.
	combined cell


10- What is a visual representation of data used to convey information in an easy-to-understand and attractive manner called?

	a.
	Data label

	b.
	Legend

	c.
	Chart

	d.
	Object


III- Essay Questions:

1- Describe the AutoCorrect feature.
2- Define relative reference and explain its purpose.
3- Describe the procedure for changing the color of a data point in a chart.
