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Excel 2007:  Chapter 9 – Multiple Choice

Instructions:  Circle the correct response.

1. You ________________ data when you bring data from various external sources into an Excel worksheet.

a. export

b. import

c. refresh 

d. track

2.
A ________________ is a visual way to show how data is changing over time.

a. merge

b. route

c. trendline

d. trackline

3. A(n) _______________ file contains data fields of equal length with spaces between the fields.

a. ASCII 

b. XML

c. delimited

d. fixed width

4. A(n) _______________ is a way to qualify the data to import by specifying a matching condition or asking a question of a database.

a. track 

b. query

c. merge 

d. import

5. The ________________ dialog box allows you to choose whether to import the data into a table, a PivotChart, or a PivotTable Report. 
a. Data Format
b. Import Data
c. Add Data 

d. Tools

6. Switching rows and columns of data to work with it better is called _______________ the data.

a. transposing
b. tracking 

c. formatting
d. querying
7. External data ranges from Web queries are named with the name of _______________.

a. Data Query

b. A10:B10

c. index.htm

d. the Web page they came from 

8. ________________ are used in XML files to describe data items.

a. Schemas
b. HTML
c. Tags
d. Elements
9. To turn on Track Changes, click the ______________ on the Ribbon to display the Track Changes menu. 
a. Tools tab
b. Review tab
c. Data tab
d. Standard tab
10. To protect a shared workbook with a password, on the Ribbon click the _______________ button.

a. Lock Workbook

b. Password

c. Protect and Share Workbook

d. Protect

