Lesson 1 Quiz Answers

1.
D

2.
B

3.
A
4.
Click the More button on the Table Styles group.

5.
C
6.
To add a total row and then to total a row of data:
a.
Activate any cell within your table.

b.
Click the contextual Design tab under Table Tools on the Ribbon.

c.
Click the Total Row check box in the Table Style Options group on the Ribbon.  The total row will appear below the table and display the word Total in the leftmost cell.

c.
Click in the cell in the total row for the column that you want to calculate.

d.
Click the drop-down arrow in the cell and select the aggregate function that you want to use.

7.
C
8.
C

9.
B

10.
A

Lesson 2 Quiz Answers

1.
C

2.
D
3.
A

4.
C

5.
Possible answers include:  Line, Bar, Pie, Column, Area, Doughnut, Radar, Surface, Bubble, XY Scatter, Stock, Cylinder, Cone and Pyramid.  To change the chart type, select the chart, click the Change Chart Type button on the Design Ribbon and choose the desired chart type.

6.
D
7.
A

8.
Click the More button on the Chart Styles gallery
9.
B
10.
Activate the chart and then click the Select Data button on the Design Ribbon, click the collapse dialog box and then highlight the new range of data to be included in the chart.

11.
A

12.
B
13.
B – Pie charts can have only one data series
14.
D

15.
C

Lesson 3 Quiz Answers

1.
C

2.
Possible answers include:  text boxes, lines, arrows, rectangles, circles, stars, banners, etc. 

3.
A
4.
C
5.
D
6.
An Organization Chart is a graphical object consisting of relationships or nodes that you can add to your presentation, which allows you to illustrate hierarchical relationships such as the structure of a business

To insert an Organization Chart in your document, click the Smart Art button on the Insert Ribbon, click the Hierarchy category in the left pane and then choose the desired Organization Chart layout in the center pane.
7.
C
8.
D
9.
A
10.
Click the Picture button on the Insert Ribbon, navigate to the folder that contains the graphic you want to insert, select the image and then click the Insert button.
Lesson 4 Quiz Answers

1.
D
2.
A & D
3.
C

4.
Hyperlinks are links in a document that open another document, another workbook or move to another location in the current document by clicking on the link.  To insert a hyperlink, click the Hyperlink button on the Insert Ribbon.  From the Insert Hyperlink dialog box, specify your hyperlink options.

5.
B
6.
B

7.
Select Save As from the File Option menu and choose Web Page from the Save as Type drop-down list.  Click the Change Title button and enter the desired title in the Web Page title box.

8.
A
9.
C

10.
C
Lesson 5 Quiz Answers

1.
B

2.
C

3.
=IF(Condition, Value if True, Value if False)

4.
B

5.
A

6.
D – there should be two closing parenthesis
7.
B

8.
C

Lesson 6 Quiz Answers

1.
B

2.
C

3.
A

4.
D

5.
B

6.
A

7.
A

8.
=TODAY() + 45

Lesson 7 Quiz Answers

1.
D

2.
B

3.
C
4.
B

5.
A
6.
D
7.
A

8.
Open all three worksheets.  Click the View button and click the New Window button on the Ribbon.  Next, click the Arrange All button on the Ribbon and then select the desired arrangement.  
9.
B & C
10.
C

