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Excel 2007 Chapter 1 – Multiple Choice

Instructions: Circle the correct response.

1.  Which of the following is not a major part of Excel?
a. Worksheets
b. Charts
c. Bullets
d. Tables
2.  The _________ box displays the active cell reference.  
a. Name
b. Language 
c. Worksheet
d. Cell
3.  Excel opens a new workbook with ____________ worksheets.
a. 1
b. 2
c. 3 
d. 4 
4.  A ____________ is the basic unit of a worksheet into which you enter data.
a. cell
b. tab
c. pixel
d. point
5. Which of the following are Excel components that can be used to make your work more efficient worksheets more professional?
a. Quick Access Toolbar
b. Ribbon
c. Office Button
d. All of the above
6. Ribbon commands include which of the following?  
a. Text boxes
b. Check boxes
c. Galleries
d.   All of the above
7.  Excel automatically positions text ____________ in a cell.
a. left-aligned
b. right-aligned
c. centered
d. none of the above

8. The ____________ button allows you to choose whether you want to copy the values from the source area to the destination area with formatting, without formatting, or copy only the format.
a. Format
b. Auto Fill Options

c. Range
d. Auto Copy
9.  A ____________ is a specific location on a storage medium. 
a. tab 
b. folder  
c. key
d. cell
10.  The ____________ Format causes the cells to display with two decimal places so that decimal places in cells below align vertically .
a. Accounting Number
b. Control Number
c. Math File
d. General
