Office 2007 – Operate a Spreadsheet Application


[image: image1.png]



Please enter your name in this text box:  

Please estimate how long it took you to complete this Chapter: 


                          Hours                               Minutes

Chapter 12: Saving Workbooks

1. 
A logical filing system enables you to locate workbooks more easily.

True or False

2. 
Local Disk (C:) refers to:

· a network drive


(
· the hard drive on your computer


(
· a removable drive


(
3. 
Which of the following Save as types will enable you to open a Excel 2007 workbook in a previous version of Excel:

· Excel Workbook (*.xlsx)


(
· Excel 97-2003 Workbook (*.xls)


(
· Excel Template (*.xltx)


(
4. 
You cannot share Excel 2007 workbooks with users of previous versions of Excel.

True or False

5. 
In the title bar, what text is displayed after the file name, of a workbook saved in Excel 97-2003 format:

· [Previous Version]


(
· [Excel 97-2003]


(
· [Compatibility Mode]


(
6. 
The Save As dialog box enables you to save a workbook under a different name.

True or False

7. 
When you save a workbook with a different name, the original file is deleted from the computer.

True or False

8. 
To save the current workbook with a different name, you can use the:

· Save New dialog box


(
· Save dialog box


(
· Save As dialog box


(
9. 
When you use the Save As dialog box to save the current file in another location, the current file is not deleted.

True or False

10. 
When you save an Excel workbook as a Web Page, the new file extension will be:

· .web


(
· .txt


(
· .htm


(
11. 
Workbooks can be saved in a format suitable for the Internet.

True or False
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