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 15: Page Setup

1. 
Page setup refers to aspects such as the orientation of the page.

True or False

2. 
Which of the following are aspects of page layout in a worksheet?

· formulas


(
· headings


(
· margins


(
3. 
There are three preset margin sizes to select from.

True or False

4. 
Which of the following are preset margins settings in Excel?

· Normal


(
· Long


(
· Wide


(
5. 
You can change an individual margin setting.

True or False

6. 
Which of the following margin settings can you change in the Page Setup dialog box?

· Top


(
· Bottom


(
· Preset


(
7. 
You can drag margins in or out in Normal view.

True or False

8. 
Which of the following worksheet views allows you to adjust the size of the margins by dragging them?

· Normal


(
· Page Layout


(
· Page Break Preview


(
9. 
To ensure that the data is centred perfectly on the page, all margins must be equal.

True or False

10. 
Which of the following margins must be equal for the worksheet data to centre perfectly horizontally?

· Right


(
· Bottom


(
· Left


(
11. 
Which of the following orientations fits more data down the page than across the page?

· Portrait


(
· Rotated


(
· Landscape


(
12. 
When a page is oriented so that it is wider than it is long, this is known as portrait.

True or False

13. 
By default, when you select Print, the entire workbook will be printed.

True or False

14. 
On which of the following tabs is Set Print Area located?

· Home


(
· View


(
· Page Layout


(
15. 
Headers can be inserted from the Home tab.

True or False

16. 
On which of the following tabs is the Header & Footer command located?

· Home


(
· Insert


(
· Page Layout


(
17. 
Footers can be inserted from the Insert tab.

True or False

18. 
On which of the following tabs is the Footer command located?

· Page Layout


(
· Header & Footer Tools


(
· View


(
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