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Merging and Splitting Cells

1. Which of the following cell configurations can be merged using the Merge Cells button?

 FORMCHECKBOX 

A.
Horizontal block

 FORMCHECKBOX 

B.
Vertical block

 FORMCHECKBOX 

C.
Square block

 FORMCHECKBOX 
(
D.
All of the above

2. Cells can be split into multiple columns but not multiple rows.

 FORMCHECKBOX 

True

 FORMCHECKBOX 
(
False

Changing the Text Direction

3. Text is rotated in ________-degree increments each time the Change Text Direction button is clicked.

 FORMCHECKBOX 

A.
30

 FORMCHECKBOX 

B.
45

 FORMCHECKBOX 
(
C.
90

 FORMCHECKBOX 

D.
120

4. AutoFit adjusts a column to be just wide enough to hold text.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

Embedding Excel Worksheets in Word Documents

5. Embedding an Excel worksheet in a Word document gives you the power of an electronic spreadsheet in a word processor.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

Sorting Tables, Lists, and Paragraphs
6. Which of the following words will appear first if they are sorted in descending order?

 FORMCHECKBOX 

A.
Apples

 FORMCHECKBOX 

B.
Berries

 FORMCHECKBOX 

C.
Cherries

 FORMCHECKBOX 
(
D.
Doughnuts

7. Which of the following statements about multilevel sorts is true?

 FORMCHECKBOX 

A.
You can sort up to three levels

 FORMCHECKBOX 

B.
You must indicate the type of data in each sort level
 FORMCHECKBOX 

C.
Only the first sort level requires a sort order
 FORMCHECKBOX 
(
D.
A and B only
Performing Calculations in Tables

8. Which of the following is a valid formula?

 FORMCHECKBOX 
(
A.
=D2-C2

 FORMCHECKBOX 

B.
SUM(ABOVE)

 FORMCHECKBOX 

C.
SUM(LEFT)

 FORMCHECKBOX 

D.
D7/C7-SUM(ABOVE)

9. Copy and Paste can be used to copy formulas in Word.

 FORMCHECKBOX 

True

 FORMCHECKBOX 
(
False

Working with Table AutoFormats and Table Styles
10. The Table AutoFormat tool applies ________ features to tables.

 FORMCHECKBOX 

A.
borders

 FORMCHECKBOX 

B.
shading

 FORMCHECKBOX 

C.
font colors

 FORMCHECKBOX 
(
D.
All of the above
Working with Table Properties

11. If you want to center a table, which tab in the Table Properties box would you choose?

 FORMCHECKBOX 

A.
Cell

 FORMCHECKBOX 

B.
Row

 FORMCHECKBOX 
(
C.
Table

 FORMCHECKBOX 

D.
The horizontal alignment of tables cannot be specified
12. The Cell tab in the Table Properties box can be used to specify precise cell sizes.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

Linking Excel Worksheets

13. What is the benefit of linking an Excel worksheet rather than embedding it in a Word document?
 FORMCHECKBOX 
(
A.
Linking ensures that the worksheet in your Word document always reflects the revisions made to the original Excel worksheet
 FORMCHECKBOX 

B.
Linking is equivalent to embedding
 FORMCHECKBOX 

C.
Linking an Excel worksheet to a Word document gives you the power of an electronic spreadsheet in a word processor
 FORMCHECKBOX 

D.
Both A and B
14. If a linked worksheet is opened and modified in Excel, ________.

 FORMCHECKBOX 

A.
the modifications will be visible in Word the next time the document is opened

 FORMCHECKBOX 

B.
the modifications are automatically saved in the Word document

 FORMCHECKBOX 
(
C.
the modifications are immediately reflected in the linked worksheet 

 FORMCHECKBOX 

D.
None of the above

Linking Excel Charts and Importing Excel Data into Microsoft Graph

15. The same technique used to link an Excel worksheet is used to link an Excel chart.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False
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