Chapter 4: Save It For A Rainy Day
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Comma Productions Professional Development Program
Level 4: Save It for a Rainy Day

Test 4
Take a Byte: Rain Washes Out Hamburg

Welcome to Microsoft Excel
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Basic Microsoft Excel

Which of the following are true? 

Indicate all the correct statements with a check mark in the box.

 FORMCHECKBOX 
  Columns are vertical. Rows go horizontal.

 FORMCHECKBOX 
  Tabbing moves down the columns, Enter moves across the cells

 FORMCHECKBOX 
  A formula will not calculate until you exit the cell

 FORMCHECKBOX 
  To make a chart you must first select the range 

 FORMCHECKBOX 
  The AutoFill handle is a small black rectangle on the corner of the cell

 FORMCHECKBOX 
  If you double click the AutoFill it will fill down to the bottom of the column
Integrating Microsoft Word and Excel

Which of the following are true? 

Indicate all the correct statements with a check mark in the box.

 FORMCHECKBOX 
  The commands Paste and Paste Special are the same

 FORMCHECKBOX 
  A linked document is tied to the source file. Changes made to the source are automatically updated everywhere the source was pasted.

 FORMCHECKBOX 
  You cannot copy an Excel chart and paste it into Word

 FORMCHECKBOX 
  You can use clipart with Microsoft Word but not with Excel.

Take Control: Save and Save Often

Which of the following are true: Indicate all the correct statements with a check mark in the box.

 FORMCHECKBOX 
 If you didn’t mean to delete a file, you can go to Edit ->Undo and it will be restored

 FORMCHECKBOX 
  You cannot use Undo to restore a deleted application
 FORMCHECKBOX 
 A backup is a copy of the file or data to a floppy, zip, or network folder

The Administrator: 

Back Up the Truck

Which of the following are true: Indicate all the correct statements with a check mark in the box.

 FORMCHECKBOX 
 When you copy a file, you see a little + sign on the mouse cursor

 FORMCHECKBOX 
 To move a file, hold the Control key on the keyboard as you drag and drop the file


 FORMCHECKBOX 
 To select multiple files for backup, hold the shift key on the keyboard as you select the files

 FORMCHECKBOX 
 A floppy hold 1.4 MB. If the file you want to copy is too big, Windows will prompt you for another disk to finish the backup.

 FORMCHECKBOX 
 When you move a file, you see a little m sign on the mouse cursor
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