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Grade 10: ______		Student Name:__________________

Worksheet 2
Lesson 13- Organizing and Enhancing Worksheets

True/False
Indicate whether the statement is true or false.

T	1.	Each Excel workbook contains three worksheets by default.

T	2.	If desired, you can add new worksheets in your current Excel file.

T	3.	If you sort a last name column in ascending order, Adams would come before Williams.

F	4.	If you have labels at the top of your columns, you must sort them along with other data.

F	5.	When you click the Print button on the Standard toolbar, Excel prints all worksheets in the workbook using the default print settings.

T	6.	To fill in a series, a pattern must be established in the initial selection of cells.

T	7.	When you drag the fill handle down or to the right, the series increases. When you drag the fill handle up or to the left, the series will decrease.

T	8.	To apply an AutoFormat, you must first select the range of cells to be formatted.

F	9.	After you have applied an AutoFormat, you cannot make any further formatting changes.

F	10.	To sort data in a column from the smallest number to the largest number, you would click the Sort Descending button.


Multiple Choice
Identify the choice that best completes the statement or answers the question.

____	1.	The ____ feature enables you to quickly fill in the days of the week or the months in a year.
	a.
	AutoCorrect
	c.
	AutoFill

	b.
	AutoComplete
	d.
	QuickFill




____	2.	Labels at the top of columns make up the ____ row.
	a.
	column
	c.
	header

	b.
	label
	d.
	name




____	3.	The Sort command is in the ____ group.
	a.
	Style
	c.
	Editing

	b.
	Number
	d.
	Cells




____	4.	When you ____ cells, you combine several cells into a single cell.
	a.
	merge
	c.
	span and center

	b.
	split
	d.
	merge and span




____	5.	To create a title that spans several columns or rows, click the ____ button on the Alignment Group.
	a.
	Merge
	c.
	Merge and Span

	b.
	Merge and Center
	d.
	Center




____	6.	AutoFormats include ____.
	a.
	borders
	c.
	data formatting

	b.
	shading
	d.
	all of the above




____	7.	When you drag the fill handle to the right, what would be the next number that would fill in the series 3, 6, 9?
	a.
	10
	c.
	12

	b.
	18
	d.
	27




____	8.	Excel automatically assigns the filename ____ and a sequential number to a new worksheet.
	a.
	Worksheet
	c.
	Page

	b.
	Sheet
	d.
	File




____	9.	To switch to a different worksheet, you click on the ____ at the bottom of the Excel screen.
	a.
	View button
	c.
	worksheet tab

	b.
	taskbar button
	d.
	none of the above




____	10.	To sort data in Excel, you must indicate the ____ you want to sort.
	a.
	row
	c.
	header

	b.
	column
	d.
	numbers






Completion
Complete each statement from the following list
( AutoFill, Portrait, Sort, Print Preview, AutoFormat)

	1.	Portrait orientation formats the content of the document with the short edge of the page at the top.


	2.	Excel’s AutoFill will complete a series of numbers that follow a set pattern.

	3.	You can give your worksheet a professional design appearance by applying a(n) AutoFormat

	4.	To sort a worksheet by multiple criteria, you must open the Sort dialog box.

	5.	Print Preview allows you to look at how a worksheet will appear on the page before you actually print it.
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