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19- When does #REF! happen?

a- when cell is referring to somewhere unknown
b- when cell is referring to itself
c- when cell is not referring, but it's supposed to refer
d- all of the above
20- Which error happens when you enter an invalid function?
a- #N/A
b- #NAME?
c- #REF!
d- #NULL!
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Charts are used to display series of numeric data in a graphical
format to make it easier to understand large quantities of data and
the relationship between different series of data.

« To create a chart in Excel, you start by entering the numeric data
for the chart on a worksheet. Then you can plot that data into a
chart by selecting the chart type that you want to use on the Insert
tab, in the Charts group.

o Excel supports many types of charts to help you display data in
ways that are meaningful to your audience. When you create a
chart or change an existing chart, you can select from a variety
of chart types (such as a column chart or a pie chart) and their
subtypes (such as a stacked column chart or a pie in 3-D chart).
You can also create a combination chart by using more than one
chart type in your chart.

o In addition to applying a predefined chart style, you can easily
apply formatting to individual chart elements such as data markers,
the chart area, the plot area, and the numbers and text in titles and
labels to give your chart a custom, eye-catching look. You can
apply specific shape styles and WordArt styles, and you can also
format the shapes and text of chart elements manually.

« To quickly create a chart that is based on the default chart type,
select the data that you want to use for the chart, and then press
ALT+F1 or F11. When you press ALT+F1, the chart is displayed
as an embedded chart; when you press F11, the chart is displayed
on a separate chart sheet.
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The Quick Access Toolbar is a customizable toolbar that contains
a set of commands that are independent of the tab on the Ribbon
that is currently displayed. You can move the Quick Access
Toolbar from one of the two possible locations, and you can add
buttons that represent commands to the Quick Access Toolbar.

« You cannot display the Quick Access Toolbar on multiple lines.

e In order to add a command to the Quick Access Toolbar, on the
Ribbon, click the appropriate tab or group to display the command
that you want to add to the Quick Access Toolbar and then, Right-
click the command, and then click Add to Quick Access Toolbar
on the shortcut menu.

« When you sort information in a worksheet, you can see data the
way you want and find values quickly. You can sort a range or
table of data on one or more columns of data; for example, you
can sort employees first by department and then by last name.

o By filtering information in a worksheet, you can find values
quickly. You can filter on one or more columns of data. With
filtering, you can control not only what you want to see, but what
you want to exclude. You can filter based on choices you make
from a list, or you can create specific filters to focus on exactly the
data that you want to see.

« You use data validation to control the type of data or the values that
users enter into a cell. For example, you can use data validation
to restrict data entry to a certain range of dates, limit choices by
using a list, or make sure that only positive whole numbers are
entered.
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If you print a specific selection on a worksheet frequently, you can
define a print area that includes just that selection. A print area
is one or more ranges of cells that you designate to print when
you don't want to print the entire worksheet. When you print a
worksheet after defining a print area, only the print area is printed.
You can add cells to expand the print area as needed, and you can
clear the print area to print the entire worksheet.

« A worksheet can have multiple print areas. Each print area will
print as a separate page.

o By default, Microsoft Excel prints worksheets in portrait
orientation (taller than wide). You can change the page orientation
to landscape (wider than tall) on a worksheet-by-worksheet basis.
If you always want to print worksheets in landscape orientation,
you can create a template, change the page orientation from
portrait to landscape, and then use that template as the basis for
all future workbooks.

« Before you print a worksheet that contains large quantities of data
or charts, you can quickly fine-tune the worksheet in the Page
Layout view to achieve professional-looking results. In this view,
you can see your data in the context of printed pages. You can
easily add or change page headers and footers, hide or display row
and column headers, change the page orientation of printed pages,
change the layout and format of data, use the rulers to measure the
width and height of the data, and set margins for printing.

« Page beaks are dividers that break a worksheet into separate pages
for printing. Microsoft Excel inserts automatic page breaks based
on the paper size, margin settings, scale options, and the positions
of any manual page breaks that you insert. To print a worksheet
with the exact number of pages that you want, you can adjust the
page breaks in the worksheet before you print it.



YAQ Excel 2007 s91uf dadin : 5)lge Glay g ® o

tinm oledbl Gy b5 ag 58l g" .‘.

aBofy

Acceptable B IRY
Alignment @l
Believe Ol 55k
Border »5
Footer axaol
Header A0y
Idea ol ¢ las
Involve 2550 ¢ Jorine
Landscape aels adl cge
Margin Al
Nature Coslo
Optimization & slwdinge
Page Break lgiore alad
Paper Orientation dels’
Paperless Movement Sololg 8 sla )5 5l aels Bis s
Portrait AelS (gogee g
Prefer Ools e 3
Preparing &slwoslel
Print e
Print Area ol ooguze
Print Preview e Gles i

Produced ouds adgi



el oLl 5 Siass olss m® SMioa 5 8 plosl — elaial sl 5 L ool m® e

lodia SIS bl il o6 W7 G oM I3l S ottt S m® g e
SRC IAUANESESY S FOEY/YEN /Y et ng e =
Scale leio
Standardization &l o laslin!
Template S

Ay @S

el 55y 5 05l L S giome (g ludinge oS plnil Wl Ol 5l i 45 6,5 dsl e
\Mjlwa\.?45&3\.\44.4,[.3,3U@Ml)%lgoosm.\ibl.\;gl%lgdlﬁ °
Ol dgame 5 95550 035 a3 o0game i el | 5l S10sS Ol b |,
o cwlio @8lge 5l (6 5lwy jo
13,5 et 5 1) ) o)lge b Sl eogase i Sl 0
(A4 s e 4) 35 o5kl 0
(soges b 88 IS cy> O
ol wlie 0
(g3gos b (Bl sbewly )0 53,5 ez lawg) sl O
(ol 35 cload b Iy a5 glalols Jla>) ausl> O
adlol baxas sloi YL 5 ol 4 a5 20U (pglie) axasl, ¢ axas o]
(g0
IS ez sl o a8 S5 Gl glhpgie 5 sy cull Glge O
(g oo
Say dxio 4y axbo 0LL @ Goew; 5l Gl & @leeend) lgme glagld O
WNgd g0 Jie

olis e 1508 S5 1, ol ialel iy b o s el o
S le ) Ol jgies g



Y44 Excel 2007 ss 518 dadin & 5 5lgs Gilayy .‘D

b oledbl Gy b5 ag 58l g" ,‘.

Qs g3l

flml Ol 5l o LSSy (39,5 5950 1 (o 8590 51 Saplas -
il 00,5 i ddsl oalits 5l om WSS, 0l ISl — I
S il o3 s 3 5 355 Dl a5 ol Rl b i 28 3 el (S -
g s § obous S, plos
Sl o 5 e clin iled amio s Liled gl 45 LSS, Conl Sas —
sk 2975 4 (agllae Jyazee
5 Vs ] ol 5 g oy o (e el 1o, (s 3
Toldl unlgs Sl an daid iy i 0l coguxo 51 -Y
A aelgzs ole aiw —all
A el Ol Sp)5 5 -0
b delys Ol adg 5 S —7
Wjse Oeess Excel 1) o0ga0me -0
(s @ly Cloaliii )0 A8 g 5l sk -
Rl 4 305 0y g — il
B (59, dw b Ol (s350e b (B -
S oo goges by (Bl -
2,0 8elS > (sl (sonkais Excel -0
05,5 o5 ole oo glojlnil dz B 1y L acil> —F
A2 oo 0l lgiome a5 glojlasl b —call
Aas o ojll Kl a5 g lase JElas b -0
Sl 392y Sudgdoe — &
Sk @y Jlade -0
0,10 il Az lgxmo alad -
2555 )8 Mo asio (o lgiore dalol aS 04l 0 sl Gl Lo o add -
Sl iy 5 oly oley o 5 a5 e i 5,50 S5 4 1 Iy asldl -
D9 50
WS el Sl | lgize aslsl 2



S NI BUPISESICAY l‘ @l 5 (38 oledla — geldial el 5 58 @)l l‘ L4
ladia IS G, sl b W G M I8l slS ol L m® & yay
-5 -\0/\/ Vi laks L PRYS Y=FY/YE/N /Y ioslas g, o
WS o pateies |y Gl 0ogase -0
flaml oo @l wlido 350 j3 &y 35 plas’ -7
S oo s Ol ol o 1) Gl polie sl s — il
S (o0 e ) (200 ek S — o
S o0 SsS L S (AR ojlul & S ) ol s ol -7
S oo pateia |y Ol oo 4o a3, IS 4 Sl axly -0
odguzxo j8 Lyl HI,ST axio YL jo ol glgixo (40,5 adlsl gl ol y Lss -V
.Cow| Page Break (40,5 adlsl g JuuST ol
Cawyob — Canwyo — A
Tl G yd Dl Culi (lgino 890 jo 4935 plas’ -A
55 8 Sl i s o Lol st Gl ol odgamme g5 45 ln gt — Al
s 18 Sl sl a0 LIyl st Gl ol og0mme 5 45 olagysie — o
ansls )15 g e SRS xS e 0 wies Ola il edgaze g5 oS plagsie —7
sl
Coow )0 w2 4 Cwly S 1)l5 jo win Ol Coll oogame 55> a5 olaygiw —o
IRC R e ST SR
9- Which one is correct?
a- It's possible to have different page orientation in a single worksheet.
b- It's possible to have different page orientation in a single workbook.
c- Both aand b.
d- None of above.
10- Which one is correct?

a- Adding page breaks may increase the number of printed pages.

b- Horizontal alignment in page setup may increase the number of printed
pages.

c- Vertical alignment in page setup may increase the number of printed

pages.

d- Decreasing the print scale may increase the number of printed pages.
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