Subject: ICT                                             Remedial Worksheet 1                               Grade 10                                             
Multiple Choice
Identify the choice that best completes the statement or answers the question.

____	1.	Columns are identified by ____.
	a.
	numbers
	c.
	column names

	b.
	field names
	d.
	letters




____	2.	The intersection of a single row and a single column is called a ____.
	a.
	cell
	c.
	field

	b.
	cell reference
	d.
	frame




____	3.	In Excel, a heavy black border designates the ____.
	a.
	main cell
	c.
	default cell

	b.
	active cell
	d.
	cell reference




____	4.	The ____ feature corrects common mistakes as you enter data.
	a.
	AutoCorrect
	c.
	AutoComplete

	b.
	AutoFill
	d.
	AutoCheck




____	5.	The ____ feature compares the first few characters you key in a cell with existing entries in the same column. If the characters match an existing entry, Excel proposes the existing entry.
	a.
	AutoCorrect
	c.
	AutoComplete

	b.
	AutoFill
	d.
	AutoCheck




____	6.	When the data is too wide for the cell, Excel ____.
	a.
	displays a series of number signs (####)

	b.
	allows the data to run outside of the column

	c.
	cuts off the data displayed

	d.
	all of the above




____	7.	____ is a quick way to copy identical values to a series of adjacent cells.
	a.
	Filling
	c.
	AutoInsert

	b.
	AutoCell
	d.
	Insert




____	8.	The default unit of measurement for row height in Excel is ____.
	a.
	centimeters
	c.
	pixels

	b.
	inches
	d.
	points




____	9.	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




____	10.	Labels at the top of columns make up the ____ row.
	a.
	column
	c.
	header

	b.
	label
	d.
	name




____	11.	When you ____ cells, you combine several cells into a single cell.
	a.
	merge
	c.
	span and center

	b.
	split
	d.
	merge and span




____	12.	To sort data in Excel, you must indicate the ____ you want to sort.
	a.
	row
	c.
	header

	b.
	column
	d.
	numbers




____	13.	How many different columns of data can you use in a worksheet sort?
	a.
	one
	c.
	three

	b.
	two
	d.
	as many as required





____	14.	The page setup settings you select will apply to ____.
	a.
	only the current worksheet

	b.
	all worksheets you create until you change the settings

	c.
	all the worksheets in a workbook

	d.
	new one-page worksheets




____	15.	To shrink a cell’s contents to fit within the cell, you would select an option from the ____ tab of the Format Cells dialog box.
	a.
	Fit
	c.
	Data

	b.
	Number
	d.
	Alignment




____	16.	The simplest way to print a worksheet using the default printing options is to click the ____ button.
	a.
	Default
	c.
	Print

	b.
	Worksheet
	d.
	QuickPrint




____	17.	The sequence used to determine which calculations are carried out first in Excel is called the ____.
	a.
	calculation system
	c.
	order of evaluation

	b.
	operation sequence
	d.
	evaluation sequence




____	18.	The symbol that tells Excel what mathematical operation to carry out is the ____.
	a.
	operator
	c.
	argument

	b.
	operand
	d.
	function




____	19.	A formula that contains more than one operator is called a ____.
	a.
	compound formula
	c.
	complicated formula

	b.
	function formula
	d.
	complex formula




____	20.	To see a formula after you have entered it, you must click in the cell containing the formula and then view the formula in the ____.
	a.
	Formula Bar
	c.
	Formula Toolbar

	b.
	Status Bar
	d.
	Name Box




____	21.	A function formula contains the ____.
	a.
	equal sign and the function name

	b.
	equal sign, the function name, and the argument

	c.
	equal sign and the argument

	d.
	function name and the argument




____	22.	By default, when you create formulas, the cell references are formatted as ____ references.
	a.
	absolute cell 
	c.
	mixed cell 

	b.
	relative cell 
	d.
	function 




____	23.	To create an absolute cell reference, insert a(n) ____ before the column letter and/or row number.
	a.
	>
	c.
	$

	b.
	&
	d.
	#




____	24.	When a(n) ____ cell reference is copied to another cell, the cell references will be adjusted to their new location.
	a.
	absolute
	c.
	mixed

	b.
	relative
	d.
	none of the above




____	25.	To describe large quantities of data in a worksheet, you use a ____ function.
	a.
	statistical
	c.
	logical

	b.
	mathematical
	d.
	none of the above




____	26.	To display the number of entries containing values in a range of cells, you would use the ____ function.
	a.
	Max
	c.
	Count

	b.
	Min
	d.
	Sum




____	27.	The ____ function displays the minimum value within the specified range of cells.
	a.
	Average
	c.
	Median

	b.
	Min
	d.
	Count




____	28.	To show how individual items relate to a whole unit, you would create a(n) ____ chart.
	a.
	area
	c.
	bar

	b.
	pie
	d.
	scatter




____	29.	After you have created a chart, you can edit the position of the legend in the ____ dialog box.
	a.
	Legend
	c.
	Chart Options

	b.
	Chart Type
	d.
	Chart Format




____	30.	Documents created in PowerPoint are called ____.
	a.
	slidesheets
	c.
	presentations

	b.
	transparencies
	d.
	datashows




____	31.	____ view gives you an overall picture of your presentation by displaying your slides as thumbnails.
	a.
	Slide
	c.
	Normal

	b.
	Outline
	d.
	Slide Sorter




____	32.	In ____ view, the current slide fills the whole computer screen. You use this view when you present the show to your audience.
	a.
	Slide Show
	c.
	Slide Sorter

	b.
	Normal
	d.
	Slide




____	33.	To move to the last slide in the presentation in Normal view, press ____.
	a.
	Enter
	c.
	the spacebar

	b.
	Ctrl + End
	d.
	none of the above




____	34.	A PowerPoint design template specifies ____.
	a.
	a color scheme
	c.
	backgrounds

	b.
	text formats
	d.
	all of the above




____	35.	You would use the ____ pane to add notes and information to help you with your presentation.
	a.
	Notes
	c.
	Outline

	b.
	Slide
	d.
	all of the above




____	36.	The ____ pane allows you to see the slide as it will appear in your presentation.
	a.
	Outline
	c.
	Slide

	b.
	Notes
	d.
	Normal




____	37.	To add a new slide, ____.
	a.
	open the Insert menu and choose New Slide

	b.
	click the New Slide button on the Formatting toolbar

	c.
	open the Edit menu and choose Insert Slide

	d.
	either a or b




____	38.	When your presentation includes more than once slide, ____ appear in the window so you can move through the presentation using the mouse.
	a.
	status bars
	c.
	slide levers

	b.
	scroll bars
	d.
	all of the above




____	39.	You use the ____ pane in Normal view to organize the content of your presentation.
	a.
	Slide Number
	c.
	Notes

	b.
	Organization
	d.
	Outline




____	40.	To navigate through a presentation slide by slide in Normal view, you can click the ____ button.
	a.
	Next Slide
	c.
	Go To Slide

	b.
	Previous Slide
	d.
	Both a and b




____	41.	Placeholders in a slide layout provide placement guides to add ____ to a slide.
	a.
	text
	c.
	tables

	b.
	graphics
	d.
	all of the above




____	42.	To display the icons in the lower-left corner of Slide Show view, you must ____.
	a.
	click anywhere on the screen
	c.
	press the spacebar

	b.
	move the mouse pointer in the screen
	d.
	press the Menu key




____	43.	You can quickly change font style and point size using tools on the ____ toolbar.
	a.
	Standard
	c.
	Formatting

	b.
	Drawing
	d.
	Common Tasks




____	44.	Fonts are measured in ____.
	a.
	points
	c.
	centimeters

	b.
	pixels
	d.
	inches




____	45.	The Clip Organizer contains ____.
	a.
	pictures
	c.
	sounds and video clips

	b.
	photographs
	d.
	all of the above




____	46.	If you want to reverse a recent action in PowerPoint, use the ____ command.
	a.
	Undo
	c.
	Do Over

	b.
	Mistake
	d.
	Redo




____	47.	The ____ feature automatically fixes spelling mistakes as you key them.
	a.
	AutoCorrect
	c.
	AutoFix

	b.
	AutoSpell
	d.
	AutoCheck




____	48.	When you select a clip art image, ____ appear on the border of the graphic.
	a.
	clip art handles
	c.
	selection handles

	b.
	sizing handles
	d.
	placeholders




____	49.	A(n) ____ effect controls the animation as text or objects leave a slide.
	a.
	entrance
	c.
	exit

	b.
	emphasis
	d.
	trigger




____	50.	____ determine the changes in the display that occur as you move from one slide to another in Slide Show view.
	a.
	Entrance effects
	c.
	Emphasis effects

	b.
	Exit effects
	d.
	Slide transitions




____	51.	To apply a slide transition, you must display the ____ task pane.
	a.
	Custom Animation
	c.
	Animation Effect

	b.
	Slide Transition
	d.
	Transition Effect




____	52.	You can print ____.
	a.
	a presentation outline
	c.
	handouts for a slide show

	b.
	individual slides
	d.
	all of the above




____	53.	To insert a callout balloon or arrow to emphasize text in a slide, you would use a(n) ____.
	a.
	ArtWord
	c.
	arrow effect

	b.
	AutoShape
	d.
	none of the above




____	54.	If you click the slide icon after the slide number in the Outline tab, you will select ____.
	a.
	any graphics on the slide
	c.
	the entire slide

	b.
	all the text on a slide
	d.
	the first word on the slide




____	55.	All of the following are categories of slide layouts available in PowerPoint except ____.
	a.
	Text Layout
	c.
	Contents Layout

	b.
	Graphics Layout
	d.
	Other Layouts




____	56.	To make a global change or addition to all the slides in a presentation, you would change ____.
	a.
	every slide
	c.
	the Slide Master

	b.
	the Apply to Slide Show box
	d.
	a theme




____	57.	To quickly increase the font size of text to the next increment in the Font Size box, select the text and then press ____ + ].
	a.
	Shift
	c.
	PgUp

	b.
	Esc
	d.
	[bookmark: _GoBack]Ctrl
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