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Chapter 5: Editing In A Workbook

1. 
When you overwrite data in a cell the original contents is simply replaced by what you have typed.

True or False

2. 
To make changes to a complex formula in a cell you should:

· overwrite it


(
· use edit mode


(
· use Clear All


(
3. 
Overwriting cell entries is the best way to edit very long cell entries.

True or False

4. 
When you make a boo boo while overwriting a cell you can abort the operation by pressing:

· [Alt]


(
· [Del]


(
· [Esc]


(
5. 
There are numerous ways to place Excel into Edit mode.

True or False

6. 
You can place Excel into Edit mode by:

· Clicking on the cell and beginning to type


(
· Double-clicking on the cell


(
· Pressing [F4]


(
7. 
You cannot edit a formula. You must delete it and start again.

True or False

8. 
You can change a function from one function to another by editing the formula on the Formula Bar.

True or False

9. 
When you press [Del] both the contents and formatting of a cell are cleared.

True or False

10. 
To clear the contents of a cell:

· Click on [Del]


(
· Click on the Delete command


(
· Click on the Format command


(





















     Macleay Valley Community College                    OSSAT05 – Chapter 5                      Page 2 of 2
© Watsonia Publishing

