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Chapter 2: A Simple Workbook

1. 
Workbooks can only be created from the blank workbook template.

True or False

2. 
To move the cell pointer to another cell after entering data into a cell, you can:

· press [Enter]

(
· press [Tab]

(
· press [Delete]

(
· press an arrow key

(
3. 
Clicking on the Enter tool performs the same function as pressing [Enter].

True or False

4. 
The Save As dialog box can be accessed only by selecting Save As on the File menu.

True or False

5. 
You can display the Save As dialog box by:

· clicking on the Save tool of a previously saved worksheet

(
· selecting File > Save As

(
· selecting File > Save for a new worksheet

(
6. 
There are numerous ways to open a previously saved workbook.

True or False

7. 
Using which of the following methods, can you open a previously saved workbook?

· Select File > Open

(
· Click on the Open tool on the Formatting toolbar

(
· Select the file from the list of recently used files on the File drop-down menu
(
8. 
An input range controls the order of data entry by automatically steering the movement of the active cell.

True or False

9. 
There are numerous ways to save an existing workbook.

True or False

10. 
To save an existing workbook, you can:

· click on the Save tool

(
· select File > Save

(
· select File > Save As

(
· press [Ctrl] + [S]

(
11. 
The Format Cells dialog box can be accessed from the Edit menu.

True or False

12. 
Which of the following Format commands can you use to display a dialog box that allows you to add thousand separators to numbers?

· Column

(
· Cells

(
· Row

(
· Worksheet

(
13. 
You can type hundreds of characters into a cell.

True or False

14. 
On which part of a column do you double-click to autofit the column width to the data it holds?

· Left edge of first row

(
· Anywhere in the column heading

(
· Right edge of column heading

(
15. 
You must save your workbook before closing it, otherwise your changes will be lost.

True or False

16. 
On which menu does the Close command appear?

· Edit

(
· File

(
· View

(
· Window

(
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