Office 2003 – Operate a Spreadsheet Application


[image: image1.png]



Please enter your name in this text box:  

Please estimate how long it took you to complete this Chapter: 


                          Hours                               Minutes

Chapter 1: Excel 2003 Orientation

1. 
Microsoft Excel can be started from the Microsoft Office submenu located via the All Programs option on the Windows Start menu.

True or False

2. 
Which of the following are commonly found on the Excel 2003 screen?

· Toolbars

(
· An insertion pointer

(
· A cell pointer

(
3. 
Toolbars often provide a faster alternative to menu commands.

True or False

4. 
Which of the following statements are true?

· Columns run across the worksheet

(
· Rows are numbered sequentially down the sheet

(
· The cell that you are working on is called the active cell

(
5. 
Workbooks are comprised of one or more worksheets.

True or False

6. 
Pressing [Ctrl] + [Page Down] moves the screen of cells one screen to the right.

True or False

7. 
Which of the following keyboard shortcuts are correct?

· [Ctrl] + [Home] moves to cell A1

(
· [Ctrl] + [Page Down] moves between worksheets of the workbook

(
· [Page Down] moves down one screen

(
8. 
Scrolling the screen using the scroll arrows on the scroll bars allows you to view information in another part of the screen while leaving the cell pointer in another cell.

True or False

9. 
[F5] displays the Go To function.

True or False

10. 
Which of the following keys displays the Go To dialog box?

· [F3]

(
· [F5]

(
· [F4]

(
· [F10]

(
11. 
You must always save your worksheet when you exit Excel.

True or False
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