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1. By default, Microsoft Excel automatically saves a copy of your spreadsheet every 10 minutes. 

a. True 

b. False 

 

2. Grouping worksheets allows the user to make changes to several worksheets at once 

a. True 

b. False 

 

3. In order to reference a cell from a different worksheet, you must copy and paste that cell into the current 

worksheet 

a. True 

b. False 

 

4. Sparklines are tiny charts that fit into one cell. 

a. True 

b. False 

 

5. In Diagram 1, some of the cells contain pound signs; which of the following suggestions would help correct 

the problem?  

a. Make the cell wider 

b. Change the number formatting in the cell 

c. Change the font format in the cell 

d. Delete the data and re-type it 

 

6. What is an advantage, if any, to using cell references instead of just typing in values? 

a. It will automatically create a sparkline in the next cell 

b. It will allow you to format your spreadsheet quicker 

c. If the cell is changed, your formula will automatically update 

d. There is no advantage 
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7. In Diagram 2, the spreadsheet contains campers’ names, information, and their counselors; which two 

features will help sort the list by counselor, and then print out a list containing only the campers’ and 

counselors’ names? 

a. Sort and Track Changes 

b. Format and Hide Columns 

c. Custom Sorting and Formatting 

d. Custom Sorting and Hide Columns 

 

8. Any changes made to an Excel document can be tracked in a separate worksheet 

a. True 

b. False 

 

9. While reviewing her worksheet, Megan noticed she had made a mistake in several places and used the color 

name “burgundy” when she should have used “maroon”. Which feature will allow her to correct her mistake 

the fastest? 

a. Search and Find 

b. Sort and Format 

c. Find and Replace 

d. Sort and Replace 

 

10. Which orientation is best for displaying a very wide chart? 

a. Letter 

b. Landscape 

c. Portrait 

d. Flyer 

 

11. Which of these formulas will add three cells and then divide the sum by 4? 

a. =(A1+A2+A3)/4 

b. A1+A2+A3/4 

c. =A1+A2+A3^4 

d. (A1+A2) + A3/4 
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12. In Diagram 3, what is wrong with the formula in cell C11? 

a. It has the incorrect arguments 

b. It has the wrong function name 

c. It is missing an equal sign at the beginning of her formula 

d. The colon should be replaced with a dash (-) 

 

13. Refer to Diagram 4. Which formula would calculate the total amount of vanilla cakes ordered? 

a. =(C3+C5+C9)/3 

b. =SUM(C2:C10) 

c. =AVERAGE(C2:C10) 

d. =(C3+C5+C9)  

14. Charles is creating a spreadsheet for work. Each time he opens Excel, he wants to be able to find the file 

quickly without having to browse for it. Which option would you recommend to Charles? 

a. Save the file as a template 

b. Pin the file to his backstage view 

c. Save the file as a PDF 

d. Email the file to himself every time he makes a change 

 

15. Which of the following shows an example of a cell with a left horizontal alignment and a middle vertical 

alignment? 

a.  

b.  

c.  

d.  

 

- - - - - - - - - - - - - - -  
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DIAGRAM 1 

 

 

DIAGRAM 2 

 

 

DIAGRAM 3 

 

 

DIAGRAM 4 
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SAFETY DISCLAIMER: 

M-SAMC educational resources are in no way meant to be a substitute for occupational safety and health 

standards. No guarantee is made to resource thoroughness, statutory or regulatory compliance, and related 

media may depict situations that are not in compliance with OSHA and other safety requirements. It is the 

responsibility of educators/employers and their students/employees, or anybody using our resources, to comply 

fully with all pertinent OSHA, and any other, rules and regulations in any jurisdiction in which they learn/work.  

M-SAMC will not be liable for any damages or other claims and demands arising out of the use of these 

educational resources.  By using these resources, the user releases the Multi-State Advanced Manufacturing 

Consortium and participating educational institutions and their respective Boards, individual trustees, 

employees, contractors, and sub-contractors from any liability for injuries resulting from the use of the 

educational resources. 

DOL DISCLAIMER: 

This product was funded by a grant awarded by the U.S. Department of Labor’s Employment and Training 

Administration. The product was created by the grantee and does not necessarily reflect the official position of 

the U.S. Department of Labor. The Department of Labor makes no guarantees, warranties, or assurances of any 

kind, express or implied, with respect to such information, including any information on linked sites and 

including, but not limited to, accuracy of the information or its completeness, timeliness, usefulness, adequacy, 

continued availability, or ownership. 

RELEVANCY REMINDER: 

M-SAMC resources reflect a shared understanding of grant partners at the time of development. In keeping with 

our industry and college partner requirements, our products are continuously improved. Updated versions of 

our work can be found here:   http://www.msamc.org/resources.html. 
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