Office 2007 – Operate a Spreadsheet Application
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Chapter 2: Creating A New Workbook

1. 
As a default a new, blank workbook contains only one worksheet.

True or False

2. 
Worksheets are like pages in a workbook.

True or False

3. 
A worksheet in a workbook contains around:

· a hundred rows


(
· a thousand rows


(
· a million rows


(
4. 
Columns in a worksheet are labelled using:

· numbers


(
· letters of the alphabet


(
· star sign symbols


(
5. 
Rows in a worksheet are labelled using:

· numbers


(
· letters of the alphabet


(
· star sign symbols


(
6. 
A workbook based on the Blank Workbook template contains predetermined header and footer text

True or False

7. 
Which of the following enables you to create a new workbook based on the default template?

· Click on the Office button and select New


(
· Click on the Office button and select Open


(
· Press the keyboard shortcut Ctrl + N


(
8. 
The Active Cell is the one that data will appear in when you commence typing.

True or False

9. 
After you have typed something into a cell and press [Enter] the active cell moves:

· left


(
· right


(
· down


(
10. 
After you have typed something into a cell and press [Tab] the active cell moves:

· left


(
· right


(
· down


(
11. 
Once you have named and saved a new workbook, the name of the workbook will appear in the:

· first line of the workbook


(
· Status bar


(
· Title bar


(
12. 
When you click on the Office Button and select Save for a new workbook that has not yet been saved, the Save As dialog box will automatically appear

True or False

13. 
Numbers will appear aligned to the right of a cell as a default.

True or False

14. 
Numbers in Excel are also referred to as:

· letters


(
· values


(
· formulas


(
15. 
Formulas usually contain references to other cells in the worksheet.

True or False

16. 
Formulas in Excel must commence with:

· two dots


(
· the letter F


(
· the equal sign


(
17. 
The small square at the bottom right of the active cell is known as the Full Handle.

True or False

18. 
The Sum command in the Editing group looks like the letter:

· E


(
· F


(
· G


(
19. 
As far as Excel is concerned a date is a type of number.

True or False

20. 
When you type a valid date in Excel is appears:

· left aligned


(
· centred


(
· right aligned


(
21. 
Formatting is the tehnique used for changing the appearance of data in a worksheet.

True or False

22. 
The Comma Style command in the Number group allows you to:

· show commas as thousands separators


(
· add commas at the end of numbers


(
· show three decimal places


(
23. 
A workbook can not be printed unless you preview it first

True or False

24. 
The Quick Print option in the Office Button menu will print the current workbook without displaying it in Print Preview first

True or False

25. 
The Print command which allows you to print a worksheet can be found on the Office menu.

True or False

26. 
To specify which printer to use for printing you must open the:

· Print dialog box


(
· Printers dialog box


(
· Office dialog box



(
27. 
You must save your workbook before closing it, otherwise your changes will be lost.

True or False
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