Solution for the MS Excel Mock Exam:
True/False Questions:
1- T

2- F

3- T

4- F

5- T

6- F

7- F

8- F

Multiple Choice Questions:
1- C

2- C

3- A

4- C

5- A

6- B

7- B

8- C

9- B

10- C

Essay Questions:
1- Describe the AutoCorrect feature.
ANS:


The AutoCorrect feature automatically corrects various typing mistakes such as accidentally having the Caps Lock key depressed (“tHE” becomes “The”, forgetting to capitalize months and days (“monday” becomes “Monday”), or missing a space (“withthe” becomes “with the”.)
2- Define relative reference and explain its purpose.
ANS:


A relative reference is a cell or range reference in a formula whose location is interpreted by Excel in relation to the position of the cell that contains the formula. When a formula is copied, the referenced cells in the formula automatically adjust to reflect the new worksheet location. The relative relationship between the referenced cell and the new location is maintained. Because the relative references automatically adjust for the new location, the relative references in a copied formula refer to different cells than the references in the original formula. The relationship between cells in both the copied and posted formula is the same although the cell references are different.
3- Describe the procedure for changing the color of a data point in a chart.
ANS:


Select the data series and then the data point individually.  Double-click the data point and then open the patterns tab.  Select a color from the color palette and click the OK command button.
