Self-check CU3M1 MS Excel 2013

All of the following are common MS Office features, EXCEPT:
1) Ribbon
2) Backstage
*3) Main stage
4) Status Bar 

Which of the following are Ribbon components?
1) Tabs
2) Command Groups
3) Commands/functions
*4) All of the above

All of the following are components of the Backstage, EXCEPT:
1) New
2) Print
3) Options
*4) Find and Replace

Which of the following is true about the Quick Access Toolbar?
1) Can be customized to include any MS Excel commands
2) Can be places above or below the Ribbon
3) Is a short cut for many popular command
*4) All of the above (*)

Which Toolbar includes most of the MS Office command?
*1) Ribbon Toolbar
2) Quick Access Toolbar
3) Mini Toolbar
4) Menu Bar

What are the pre-design documents from which one can quickly create a project called?
1) Cookie Cutter
*2) Templates
3) Samples
4) Ready docs

Which command would quickly correct the misspelling of a person’s name?
1) Cut and Paste
*2) Find and Replace
3) Drag and Drop
4) Locate and Correct

Which orientation would one use to orient a document horizontally?
1) Wide
2) Tall
*3) Landscape
4) Portrait 

In order to share a document with others, one must first:
1) Save the document as PDF
2) Save the document to the default file location
*3) Save the document to OneDrive
4) Save the document as XPS

Which of the following are View Shortcuts icons found on the Status Bar?
1) Normal
2) Page Layout
3) Page Break Preview 
*4) All of the above

Some of the Command Groups (i.e. Font and Paragraph) have an arrow in the bottom-right corner. What happens when one click on that arrow?
*1) Pops up the Command Group menu
2) Move to the next Command Group
3) Hides the Ribbon
4) Saves the file

The Save As options will enable you to do all of the following, EXCEPT:
1) Create a new file with a different file name (new file)
2) Create a new file with a different format (extension)
*3) Change the file name of the existing file
4) Create a new file on a different drive

A wavy red underline indicates:
*1) Spelling error
2) Grammatical error
3) Syntax error
4) Semantical error

Which of the following objects can be inserted into a document:
1) Picture
2) Shapes
3) Screenshot
*4) All of the above

By default, what happens when one double-clicks on a file with .xlsx extension?
*1) MS Excel will run and the file is imported
2) The Operating Stem will prompt user for action
3) Google Doc will run and the file is imported
4) None of the above

To inset symbols not found on the standard keyboard (i.e. €, ?, ?, etc.), one would use the following MS Word command:
*1) Insert, Symbol
2) Insert, Weird characters
3) Insert, Object
4) Insert, WordArt

The primary different between Insert Picture and Insert Online Picture is:
1) There is no difference 
*2) Insert pictures is for pictures on a drive (i.e. C: or W:) while Insert Online Pictures is for Pictures on the Internet
3) Insert Pictures is for pictures you took while Insert Online Pictures is for Pictures on the Internet
4) Insert Pictures only supports JPG format while Insert Online Pictures supports JPG, PNG & GIF formats

Which of the following options are correct print settings?
1) Print Active Sheets
2) Print Entire Workbook
3) Print Selection
*4) All of the above

All of the following printing options are accurate, EXCEPT?
1) Select printer (if 2 or more printers are available)
2) Select a different Margin
*3) Select a different font size
4) Select a different Letter Size

To quickly insert a Header and Footer, click on the following icon in the Status Bar?
1) Normal
*2) Page Layout
3) Page Break Preview 
4) None of the above
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