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Chapter 7: Copying And Filling

1. 
The copying process generally requires you to:

· Work out the type of copy you're doing


(
· Select the source range


(
· Choose the copy command


(
· Paste into the source cells


(
2. 
Excel uses a different paste operation to most other Windows applications.

True or False

3. 
You can use the fill operation to fill to any cell on the worksheet.

True or False

4. 
The fill technique:

· is one of the easiest ways to copy data


(
· allows you to fill to any cell on the worksheet


(
· is perfect for entering a series of values, such as the days of the week,

in adjacent cells


(
5. 
Excel is like other Microsoft Office applications and allows you to use the Clipboard task pane for copying data in cells.

True or False

6. 
When copying data from one cell to another non-adjacent cell, you:

· can use the Office Clipboard


(
· must select the destination cell first


(
· can store up to 24 items in the Clipboard


(
7. 
You cannot copy one cell and paste it into multiple cells at the one time.

True or False

8. 
When performing a many-to-many copying operation you must specify the entire destination range.

True or False

9. 
When you copy many cells to many cells, how many cells do you select for your destination?

· one cell


(
· as many cells as you want to copy to


(
· the same number of cells as the source


(
10. 
It is best to not use the Office Clipboard when copying formulas.

True or False

11. 
You can copy a formula to a non-contiguous range of cells easily using the Copy tool.

True or False

12. 
When copying cells to a non-contiguous range:

· holding down the [Ctrl] key while clicking allows you to select several


non-contiguous cells


(
· holding down the shift key while clicking allows you to select a contiguous range
(
· you should use 


(
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