Office 2003 – Operate a Spreadsheet Application
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Chapter 9: Formatting Cells

1. 
You can alter the font for a selected cell easily using the Font tool on the Formatting toolbar.

True or False

2. 
The font tools on the Formatting toolbar include the:

· Center tool


(
· Bold tool


(
· Font Size tool


(
3. 
The Align Left tool allows you to align the text to the left of the cell.

True or False

4. 
The number tools allow you to format numbers in the cells.

True or False

5. 
The number tools on the Formatting toolbar include:

· Currency Style


(
· Percent Style


(
· Font Size


(
· Decrease Decimal


(
6. 
When you merge two cells, both of which contain data, Excel will retain all data in the new single cell.

True or False

7. 
Merging cells:

· can be performed using the Format > Cells menu command


(
· can be performed using the toolbar


(
· with different horizontal alignments, results in the new cell retaining the horizontal alignment from the left-most cell


(
8. 
Text Wrapping wraps text entries onto multiple lines. It does not affect the row height by default.

True or False

9. 
Text wrapping:

· automatically wraps longer entries onto multiple lines


(
· is available from the Edit > Cells menu command


(
· affects row height


(
10. 
When changing text orientation, you:

· need to select the Alignment tab on the Format Cells dialog box


(
· can only rotate text


(
· can only change it display vertically


(
· must select the cells before displaying the Format Cells dialog 


(
11. 
Text can be rotated using Orientation control on the Alignment tab of the Format Cells dialog box.

True or False

12. 
You can change a date format to a new date format using the toolbar.

True or False

13. 
You can format numbers in the Format Numbers dialog box.

True or False

14. 
You can format currency using both the menu and toolbar.

True or False

15. 
You can only apply borders to a cell range using the Format Cells dialog box.

True or False

16. 
With regard to applying borders to cells, which of the following statements are true?

· The Draw Border tool allows you to draw borders around cells


(
· The Erase Border tool is found on the Formatting toolbar


(
· Inside borders are those that 


(
17. 
The Format Painter tool allows you select a variety of formats to paint.

True or False

18. 
Which of the following is the name of the tool used to copy formats?

· Format Copy


(
· Format Paint


(
· Format Painter


(
· Copy


(
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