1. Which of the following is known as the lowest numeric value for a category or series in a loop table to produce a corresponding result for a lookup function? Breakpoint
2. Which function uses the computer’s clock to display the current date and time side by side in a cell? NOW
3. Which function counts the number of cells in a range that are not blank? COUNTA
4. Which Excel operation enables the user to copy the content of a cell or a range of cells by dragging the fill handle over an adjacent cell or range of cells? AutoFill
5. Which of the following can a Sheet Tab do? Rearrange
6. Which argument is part of the PMT function? The number of periods
7. Which function looks up an answer from a vertical table of possible answers ? VLOOKUP
8. Which Excel Window component is made of tabs, groups and commands ? Ribbon
9. What chart option identifies the format or colour of each data series? Legend
10. What is a preconstructed formula that makes difficult computation less complicated? Function
11. Which of the following describes a group of data points in a chart?  Category Label
12. What cell references in formulas do when the insert and delete commands are used to an existing worksheet? Automatically adjust
13. Which command allows the user to assign a different name to modified workbook? Save as
14. What is a small black square found in the bottom right corner of an selected cell? Fill handle
15. Which Page orientation option prints horizontally across the page and is used when the worksheet is too wide to fit on a portrait page? Landscape
16. What is a rectangular group of cells? Range
17. What is known as a single spreadsheet consisting of a grid columns and rows that often containing descriptive labels, numeric values, formulas, functions and graphics? Worksheet
18. What is known as a group of related data points? Data series
19. What is known as the cell the user is working in and where information or data will be inputted? Active cell
20. Which of the following  is the computerized equivalent of a ledger? Spreadsheet
21. Which function calculates the payment purchasing on a loan? PMT
22. Which type of data includes letters, numbers, symbols and spaces? Text
23. What appears in a cell when a comment has been inserted? Red triangle
24. Which tab can the comment command be found? Review
25. What cell references stays the same no matter where a formula is copied? Absolute
26. What is an option for enhancing tab colours? Theme colours
27. What is designated by a column letter and a row number? Cell reference
28. What is an example of a formula? -A6 + Z35
29. What begins with an equal (=) sign and contains mathematical operators? Formula
30. Which function determines the highest value of all cells in a list of arguments? MAX
31. When comparing the content cells of a specific text, what must it be enclosed by? Quotation marks
32. What button is clicked to select all elements of the worksheet? Select All Button
33. Which tab can the Comment command be found? Review
34. What action allows the user to increase or decrease the width of a column? Point to
35. What performs mathematical operations that produce a calculated result? Formula
36. Which shape is green and can be rotated by selecting it? Rotation handle
37. By default, how many sheet tabs does a workbook contain? 3
38. Which feature automatically adjusts the height and width of cells? AutoFit
39. Where can a user enter or edit cell contents? Formula Bar
40. Which function displays the current date in a cell? TODAY

TRUE OR FALSE
41. Calculations in Excel are NOT affected by mathematical precedence. False
42. Double-clicking a cell with text enables the user to edit the information directly in the cell. True
43. Microsoft Excel can be considered an electronic version of a general ledger used by accountants. True 
44. Charts that are embedded are part of a compound document. True
45. Data must be entered as values to be used in calculations. True
46. The F2  key can be used to edit a cell as long as the cell has been selected. True
47. The fill handle is a small red triangle in the bottom of the corner of a selected cell. False
48. Logical functions help in decision making. True
49. Formulas in Excel begin  with a parenthesis. False
50. The sheet tab displays at the top of the Excel window. False
51. The value that displays in the Name Box is the result of a formula calculation. False
52. Sizing handles display when an object in a chart has been selected. True
53. The order that mathematical operations are performed affect the results of a formula. True
54. The Office Menu contains commands to Share and Print. True
55. The NOW function updates the date and time in a worksheet each time it is opened. True

