****The ________ function calculates the payment for a loan based on constant payments and a constant interest rate.
Answer
	
	
	PAYMENT

	
	
	PMT

	
	
	FV

	
	
	PV


________ buttons are used to display Excel sheet tabs not in view.
Answer
	
	
	Show/Hide

	
	
	View

	
	
	Zoom

	
	
	Tab scrolling


A(n) ________ provides a visual cue about the value of a cell relative to other cells in the range.
Answer
	
	
	sparkline

	
	
	data bar

	
	
	fill color

	
	
	effect


The IF function is a ________ function.
Answer
	
	
	Financial

	
	
	Logical

	
	
	Statistical

	
	
	Text


*A ________ border surrounds the selected cell or range of cells after clicking the Copy button.
Answer
	
	
	moving

	
	
	dashed

	
	
	black

	
	
	red


To organize a workbook, you can move ________ into any order.
Answer
	
	
	sheets

	
	
	sheet tabs

	
	
	worksheets

	
	
	workbooks


***________ when the date 7/18 is entered in a worksheet cell.
Answer
	
	
	Pound (#) signs will appear in the cell x

	
	
	The current year will be inserted in the date

	
	
	An error message will display

	
	
	The date will be accepted as entered


________ is a what-if analysis tool that finds a specific value for a cell by adjusting the value of another cell.
Answer
	
	
	PivotTable

	
	
	Scenario Manager

	
	
	Goal Seek

	
	
	Data Table


________ is a method of moving objects in which you point to the selection and then drag it to a new location.
Answer
	
	
	Copy and drop

	
	
	Move and drop

	
	
	Drag and drop

	
	
	Cut and drop


The correct entry made in cell A4 to determine the average of the range F1 through F7 is:
Answer
	
	
	=AVERAGE(F1:F7).

	
	
	=AVG(F1:F7).

	
	
	=AVERAGE(F1!F7).

	
	
	=AVG(F1!F7).


Click the ________ button to delete both cell contents and formatting.
Answer
	
	
	Delete All

	
	
	Delete

	
	
	Clear All

	
	
	Clear


Dates are stored ________.
Answer
	
	
	in day-month-year order

	
	
	as text values

	
	
	as literal numbers

	
	
	as serial numbers


A ________ sheet is a worksheet that displays and summarizes totals from other worksheets.
Answer
	
	
	summary

	
	
	grouped

	
	
	formula

	
	
	total


Which of the following are considered to be at the same precedence level?
Answer
	
	
	Addition and multiplication

	
	
	Subtraction and division

	
	
	Addition and subtraction

	
	
	Subtraction and multiplication


________ is the proper IF function entry in a cell where ORDER will appear if the contents of A1 are greater than A2, and OK will appear if the contents of A1 are not greater than A2.
Answer
	
	
	=IF(A1<A2, "Order","OK")

	
	
	=IF(A1>A2, Order, OK)

	
	
	=IF(A1>A2, "Order", "OK")

	
	
	=IF(A1<A2, Order, OK)


________ are the conditions specified in the logical test argument of the IF function.
Answer
	
	
	TRUE/FALSE values

	
	
	Comparison operators

	
	
	Criteria

	
	
	Conditions


****Which of the following is NOT a true statement?
Answer
	
	
	A range of cells containing formulas or functions cannot be moved without changing their cell references.

	
	
	A ScreenTip showing the current location of a range appears as a range is dragged to a new location.

	
	
	A range of cells must be selected before it can be moved.

	
	
	A range of cells containing formulas or functions can be moved without changing their cell references.


A(n) ________ bar chart is a chart type that is useful when you want to compare values across categories.
Answer
	
	
	clustered

	
	
	area

	
	
	pie

	
	
	scatter


A ________ chart is used when you want to compare more than one set of values over time.
Answer
	
	
	column

	
	
	bar

	
	
	line

	
	
	pie
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