Self-check: (CU1 M1) Intro to Excel
Quizbank: SC CU1M1 IE


1. How do you add commands to the Quick Access Toolbar?

Click the drop-down arrow to the right of the Quick Access Toolbar.*
Select the command you want to add from the drop-down menu. To choose from more commands, select More Commands.* 
No answer text provided. *
Print the spreadsheet. 
*All but “Print the spreadsheet” is correct. 

2. To change worksheet views, locate and select the desired worksheet view command on the bottom-left corner of the Excel window.

True 
False*

3. Excel files are called: 

Workbooks*
Worksheets
Work areas
All of the above

4. If you frequently work with the same workbook, you can pin it to Backstage view for faster access.

True*
False

5. A template is a predesigned spreadsheet you can use to create a new workbook quickly.

True*
False

6. If you want access to all of the Excel 2013 features, you cannot convert the workbook to the 2013 file format.

True
False*



7. Excel 2013 lets you save a workbook to the cloud using SelfDrive.

True 
False*    Comment: OneDrive

8. You'll the 'save as' command to create a copy of a workbook while keeping the original.

True*
False

9. If you forget to save your changes or if Excel crashes you can restore the file using AutoSave.

True
False*    Comment: AutoRecover

10. A PDF will make it possible for recipients to view but not edit the content of your workbook.

True*
False
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