Lesson 1 Quiz Answers

1.
A

2.
Possible answers include:  Worksheet window, Command Tabs, Command buttons, Vertical and Horizontal Scrollbars, Quick Access toolbar, Title Bar, Row Headings, Column Headings, Cell Name Box, Worksheet Tabs, etc.

3.
C & D
4.
Click New from the file options menu and press the Ctrl + N keystroke combination.
5.
A & C

6.
C

7.
A
8.
A

9.
Click the Page Layout View button or click the Page Layout button on the View Ribbon.

10.
C
11.
Alt + Q
12.
The Ribbon
Lesson 2 Quiz Answers

1.
B

2.
C

3.
Activate the cell you wish to edit and then click in the formula bar or double-click within the cell you wish to edit and then position the I-beam pointer at the location in the formula bar where you want to change or insert text.

4.
C

5.
B

6.
B

7.
C

8.
D

9.
A

10.
B
11.
A & C

12.
A & D

Lesson 3 Quiz Answers

1.A, B & C

2.
Using the using the Copy and Paste buttons on the Home Ribbon or using  Ctrl + C and Ctrl + V keystroke combinations.

3.
A

4.
A

5.
C
6.
C

7.
A

8.
D

9.
A

10.
A
11.
Click in the cell where you wish to paste the clipboard item and then click the desired item in the clipboard pane.
12.
C

13.
Drag the right border of the column until it is the desired width, or click the Format button on the Home ribbon, choose Column Width from the menu and enter the desired value in the boxes.
14.
B
Lesson 4 Quiz Answers

1.
A

2.
Possible answers include:  bold, italics, underline, font type, font size, left, right & center alignment, bullets and numbering.

3.
A & B
4.
You can find font, number, alignment, font, fill, borders and borders settings.  To display it, click the Font, Number or Alignment dialog launcher or press Ctrl + 1.
5.
D

6.
B & C

7.
Ctrl + 1
8.
D

9.
A

10.
B

11.
C

12.
Wraps the text within a cell so it does not cross adjoining cells or get cut off.  Click the Wrap Text checkbox in the Number tab of the Format Cells dialog box or click the Wrap Text button on the Home Ribbon.
13.
D

14.
B

15.
B

16.
Select the cells and then click the Merge and Center Button on Home Ribbon.
Lesson 5 Quiz Answers

1.
Possible answers include:  Page (scaling, portrait or landscape), Margins, Header/Footer and Sheet options

2.
B
3.
A
4.
A
5.
C
6.
B
7.
D
8.
B
9.
B
10.
To create a footer:
1.
Click the Insert tab on the Ribbon and click the Header & Footer button on the Ribbon.

Or


Click in the desired section box in the header or footer area of your spreadsheet.

2.
Click the Design tab on the Ribbon.
3.
Click the Go To Footer button.

4.
Click the left, right or center boxes at the bottom of your worksheet, depending on where you want to add your footer information.

5.
Type your footer information in the desired box.

6.
To insert predefined elements (page number, number of pages, current date, current time, etc.), click the icon on the Ribbon for the element you want.

11.
Prints specific rows on the top of every page.  It is located under the Sheet tab of the Page Setup dialog box.
12.
C

13.
D

14.
C
Lesson 6 Quiz Answers

1.
B

2.
C

3.
D

4.
C

5.
C

6.
C

7.
D

8.
C

9.
A

10.
Click the Insert Function, select Statistics from the Function Category window

11.
Answers will vary

12.
Answers will vary

Lesson 7 Quiz Answers

1.
B & C
2.
C

3.
Click on the worksheet tab of the sheet to be deleted, click the Delete arrow on the Ribbon and choose Delete sheet -  or right-click on the active sheet tab and then choose Delete from the contextual menu.

4.
B
5.
A & D

6.
D

7.
A
8.
B

9.
='2014'!D45+'2015'!D45

10.
B

