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Enter text or a number in a cell

1. On the worksheet, click a cell.
2. Type the numbers or text that you want to enter, and then press ENTER or
TAB.

Tip To enter data on a new line within a cell, enter a line break by pressing
ALT+ENTER.

Question:

1) How could we enter data on a new line within a cell?
a) By pressing Ctrl+ENTER b) By pressing ALT+Shift
¢) By pressing ALT+ENTER d) By pressing ALT+Ctrl+ENT
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On a worksheet, you can specify a column width of 0 (zero) to 255. This value
represents the number of characters that can be displayed in a cell that is formatted
with the standard font. The default column width is 8.43 characters. If the column
width is set to 0, the column is hidden.
You can specify a row height of 0 (zero) to 409. This value represents the height
measurement in points (1 point equals approximately 1/72 inch). The default row
height is 12.75 points. If the row height is set to 0, the row is hidden.

Questions:

1) How many characters could be displayed in a cell that is formatted with the
standard font?

a) 0 (zero) to 1255 b) 0 (zero) to 255

c) 0 (zero) to 155 d) O (zero) to 2055

2) What is unit for height of rows?
a) mm b) cm
C) point d) inch
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By default, Microsoft Office Excel provides three worksheets in a workbook,

but you can insert additional worksheets or delete them as needed. You can also
change the number of worksheets that appear by default in a new workbook.

The name (or title) of a worksheet appears on its sheet tab at the bottom of the

screen. By default, the name is Sheetl, Sheet2, and so on, but you can give any

worksheet a more appropriate name.

Questions:

1) By default, How many worksheets does an excel workbook have?
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b) 2 c)3 d)4
2) What is default name of worksheets in Excel?
a) WorkSheetl, WorkSheet2, and so on  b) ExcelSheetl, ExcelSheet2, and so on
c) Sheetl, Sheet2, and so on d) pagel, page2, and so on
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Do not format numbers when you enter them in formulas. For example, if the

value that you want to enter is $1,000, enter 1000 in the formula. If you enter a

comma as part of a number, Excel treats it as a separator character. If you want

numbers displayed so that they show thousands or millions separators, or currency
symbols, format the cells after you enter the numbers.

Questions:

1) what is the best way to view currency symbols in a cell for numbers?
a) formating the cells after entering the numbers.

b) intering numbers with comma (,) separator.

C) intering numbers with dot (.) separator.

d) intering numbers with dash (-) separator.
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3-D Surface: This chart shows a 3-D view of the data, which could be imagined as a
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rubber sheet stretched over a 3-D Column chart. It is typically used to show
relationships between large amounts of data that may otherwise be difficult to see.
Wireframe 3-D Surface: A variation of the 3-D Surface chart that appears in black

and white. Without color in the surface, a wireframe chart shows only the lines.

Questions:
1) Which of below charts shows 3-D view of data?
a) 2-D Surface b) 3-D surface

¢) Wireframe 3-D Surface d) Wireframe 2-D Surface
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2) What we can see in Wireframe 3-D Surface?
a) 3-D veiw b) some columns
c) only the lines d) some locumns and lines
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When you use the Subtotals feature, you aren'’t restricted to having the values in the
designated field added together with the SUM function. You can instead have Excel
return the number of entries with the COUNT function, the average of the entries with
the AVERAGE function, the highest entry with the MAX function, the lowest entry
with the MIN function.

Question:
1) if we use count function, which function shows highest value?
a) Max b) Highest ¢) Max d) Average

2) Which function will return the number of entries?
a) Average b) Count ¢) Max d) SUM
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Making a worksheet easy to read or scan

To present all of your data on the printed pages, make sure that the data is visible on
the screen. For example, if text or numbers are too wide to fit in a column, the printed
text will be truncated and the printed numbers will appear as number signs (##). To

avoid printing truncated text and number signs in place of text, you can increase the
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column width to accommodate the data, or you may want to increase the row height
by wrapping the text to fit the column width, to make the text visible on the screen

and on the printed pages.

Questions:

1) What does happen to printed page if text or numbers are too wide to fit in a column?
a) text will be printed normally . b) (##) Signs will be printed.

c) ($3$) Signs will be printed. d) text will be printed in two pages.
2) How you could print a truncated text?

a) Increasing the row height.

b) Increasing the row height by wrapping the text to fit the column width.

¢) truncated text prints normally and visible.
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