
True & False Questions:

1- The Save As command saves an existing workbook, using its current name and save 

location. 

2- To select an adjacent range, click the cell in a corner of the range, drag the pointer to the 

cell in the opposite corner of the range, and release the mouse button. 

3- If you want to create a series starting at 2 and increasing by 2, you can put 2 in the first cell

and 4 in the second cell, select both cells, and then use the fill handle to extend the series to 

your desired end value. 

4- To use the AutoFill technique Type the first few letters in a cell, and if a similar value exists

in the same column, Excel suggests the existing value. 

5- To begin a formula in a cell, first type the # symbol.

6- If the column is too narrow, part of the data you enter in the cell will get deleted.

7- An operand is a symbol that indicates the type of calculation to perform on the operands, 

such as a plus sign (+) for addition. 

8- A formula with multiple operators is calculated using the order of evaluation.

9- The result of the following equation in Excel: 8 – 16/ 2 ^3 is 6.

10- Mathematical functions manipulate quantitative data in a worksheet.

11- CEILING function is a statistical function that rounds a number to the nearest integer or 

to the nearest multiple of significance. 

12- COUNT function is a mathematical function that counts how many numbers are in the list

of argument. 

13- To make Excel show FV in positive you should enter the value of periodical payments in 

negative. 

14- AND function Returns TRUE if any argument is TRUE. 

15- The AutoFind command locates data in a worksheet, which is particularly helpful when a 

worksheet contains a large amount of data.

16- AutoFit determines the best width for a column or the best height for a row.

17- In entering Excel Formulas, the subtraction sign works as an Operand.

18- Var. Function is a statistical function that Calculates variance based on the entire 

population.

19- Wrap text moves data to a new line when the cell is too narrow to display all the content.

20- Cells,  Document,  Columns are terms of MS-Excel.

21- MAXIMUM (B1:B3) function is used to find the highest number in a series of numbers.



MCQ

1- Which of the following do you use to move down one cell in an Excel 2010 worksheet? 

A) Right arrow key            B) Enter key                          C) Page Up key             D) Home key 

2- Which of the following causes Excel 2010 to recognize data entered into a cell as text rather
than number format? 

A) Parentheses ( )              B)Forward Slash (/)               C)A space              D) Percent sign (%) 
3- What function adds all of the numbers in a range of cells? 
A) Calculate                       B) Sum                                      C) Compute         D) Add 
4- The Formula Bar (as it applies to Excel 2010) 
A) displays the name of a worksheet within a workbook. 
B) is at the intersection of a column and a row. 
C) identifies the address of the current cell. 
D) displays the content of the active cell 
5- Which is an example of a formula? 
A) =add(A1:A2)                    B) =A1+A2                        C) A1+A2              D) SUM(A1:A2) 
6- To go to the last cell of the column and row that contain data you should use the following 
keys: 
A) Page up key        B) Page Down Key          C) Ctrl+ Home key           D) None of the above 
7- The result of the formula: 2X7+(8-5)^2/4 is: 
A) 64                        B) 15.4                              C) 15                                 D) Another Value 
8- --------------------- function Rounds number down, toward zero, to the nearest multiple of 
significance. 
A) FLOOR               B) CEILING                     C) ROUND                       D) ABS 
9- --------------------- function counts how many values in argument that are not empty.
A) COUNT              B) COUNTA                    C) COUNTIF                    D) None of the above 
10- To calculate the total of a series of daily sales that exceeds specific amount, the most 
appropriate function is: 
A) SUM                   B) SUMIF                         C) ADD                             D) Another Function 
11- A workbook is defined as:
A) a file containing related worksheets                                    
B) an un-editable "picture" of data. 
C) the address of the current cell.           
D) similar to a spreadsheet but bound rather than electronic. 
12- What happens when dollar signs ($) are entered in a cell address? (ex. $B$2:$B$10)? 
A) An absolute cell address is created. 
B) Cell address will change when it is copied to another cell. 
C) The sheet tab is changed. 
D) The status bar does not display the cell address. 
13- The PMT Function: 
A) Returns the number of periods for an investment 
B) Returns the payment on the principal for an investment for a given period 
C) Returns the periodic payment for an annuity 
D) None of the above 
14- The function that Estimates standard deviation based on the entire population is: 
A) STDEVS                    B) STDEVP              C) MODE              D) MEDIAN 
15) A spreadsheet PROGRAM is defined as 
A) a software application used to create and modify a database.
B) a software application used to create and modify text-based documents. 
C) a software application used to create and modify video presentations.
D) a software application used to create and modify spreadsheets.



16) A spreadsheet 
A) is the core of a slide presentation. 
B) is an electronic file that is used to write text and graphics on the web. 
C) is an electronic file that contains a grid of columns and rows for related data.
D) is another word for a letter written on a computer. 
17) A worksheet is defined as 
A) the background colour of a cell. 
B) a single spreadsheet that often contains formulas, functions, values, text, and visual aids. 
C) the current cell location of the insertion point as indicated by a dark border. 
D) an unfinished project. 
18) A workbook is defined as 
A) a file containing related worksheets       B) an un-editable "picture" of data. 
C) the address of the current cell. 
D) similar to a spreadsheet but bound rather than electronic. 
19)- To select an entire column in MS-EXCEL, press? 
A) CTRL + C              B) CTRL + Arrow key             C) CTRL + S            D) None of the above
20)- In excel worksheet the “title bar”: 
A) Displays the data or formula stored in the active cell. It can also be used to enter or edit a 
formula, a function, or data in a cell. 
B) Displays the active cell address or the name of the selected cell, range, or object. 
C) Displays the name of the workbook and the program. 
D) None of the above.


