Chapter 9: Does Anyone Know What Time It Is?

Revised October 24, 2003
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Comma Productions Professional Development Program
Level 9: Does Anyone Know What Time It Is?

Test 9

It All Adds Up 

There are several steps involved with creating a drop down list. 

Indicate all the correct statements with a check mark in the box.
 FORMCHECKBOX 
 The Forms tool bar is turned on with View -> Tool bars ->Forms
 FORMCHECKBOX 
 Create a reference sheet with the information that will be displayed in the drop down list.

 FORMCHECKBOX 
 Select the Combo Box tool from the Forms tool bar
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 FORMCHECKBOX 
 Drag and drop the size of the Combo Box

 FORMCHECKBOX 
 Right click the control and select Properties 
 FORMCHECKBOX 
 Select the Input Range
 FORMCHECKBOX 
 Change the drop list from 8 to the number of items in the reference list
Checking your work
What is the name of the following toolbar?
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What does this tool do?
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The blue arrows are tracing the 


of the equation.
Conditional Formatting 

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

Please refer to the example below:

 FORMCHECKBOX 
 Conditional Formatting is added by going to Format -> Conditional Formatting
 FORMCHECKBOX 
 If the conditional cell is greater than $C$33, the information will turn blue.


How Does A Computer Keep Time? 

Which of the following are true: 

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

 FORMCHECKBOX 
 Day light savings is selected on the general page of the Date and Time applet
 FORMCHECKBOX 
 The BIOS on older motherboards did not support 4 digit date codes. This was the source of the Y2K scare.

 FORMCHECKBOX 
 The CMOS battery on the motherboard keeps time for a computer. The settings are saved in the BIOS chip.

When Did That Happen? 

Which of the following are true? 

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

 FORMCHECKBOX 
 To create a Group Calendar, go to Schedules on the toolbar 

 FORMCHECKBOX 
 A delegate can have the same permissions as the owner of a calendar
 FORMCHECKBOX 
 To assign user Delegate permissions, go to Tools->Options
 FORMCHECKBOX 
 There are more than 300 categories in the Field Chooser list
 FORMCHECKBOX 
 Information in Outlook can be analyzed in Microsoft Excel by going to File ->Export. 
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