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      This book was written to accompany Intermediate Excel: Second Edition and is meant to be a way to test the knowledge that you learned in that book.

      As with the first book in this series, The Excel for Beginners Quiz Book, I wrote it as a companion title to the first book, so it's best if you don't know the material to start with Intermediate Excel and then come here to test your knowledge.

      I guess you could use the second section of the book to learn the content, too, it's just going to be harder to do it that way and not what I'd recommend.

      Okay then. What does this book contain?

      The first section has a series of quizzes tied to each chapter of Intermediate Excel.

      There are also a handful of simple exercises to test your knowledge of the concepts that you should be able to do with some simple data input and access to any version of Excel.

      The second section of this book contains the same quizzes and exercises, along with answers.

      I'd encourage you to start with the first section and see how you do. It's too easy when the answers are right there to just look at the answer and not actually test yourself.

      But if you need that help, then use it.

      And remember that in the real world, you'll have access to other resources, so feel free to use them. Try looking up the answer using the Help tab, the Microsoft website, Intermediate Excel, or an internet search.

      That's fine as far as I'm concerned, because the key to using Excel effectively is not knowing immediately how to do everything, but knowing what's possible and knowing enough about it to find what you need in order to use it.

      With that said, let's get started with the first quiz, which covers conditional formatting.
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      1. What does conditional formatting allow you to do?

      

      2. Where can you find the Conditional Formatting option?

      

      3. What categories of conditional formatting are available in recent versions of Excel?

      

      4. If you want to mark all cells that have a value greater than $3,500, what conditional formatting option should you use?

      

      5. If you want to mark all cells that have a value less than $1,500, what conditional formatting option should you use?

      

      6. If you want to mark all cells that contain a certain text phrase, what conditional formatting option should you use?

      

      7. If you want to flag when a value occurs more than once, what conditional formatting option can you use?

      

      8. What is the issue with using that conditional formatting option?

      

      9. How can you customize the format that’s applied to a range of cells when using conditional formatting?

      

      10. If you want to flag the top 10 values in your range of data, which conditional formatting option can you use to do that?

      

      11. Is it possible to flag just the top 5 values? If so, how?

      

      12. What if you want to flag the top 10% of your results using conditional formatting, how can you do that?

      

      13. Can you flag any % of your results?

      

      14. How would you flag results that are above the average value for the range using conditional formatting?

      

      15. How would you flag results that are below the average value for the range using conditional formatting?

      

      16. What do Data Bars do?

      

      17. What do Color Scales do?

      

      18. What do Icon Sets do?

      

      19. Can you customize the limits Excel uses when applying data bars, color scales, and icon sets? How?

      

      20. How can you remove all conditional formatting from a range of cells?

      

      21. What if you only want to remove one conditional formatting rule from a range of cells, how can you do that?

      

      22. How do you change the order in which conditional formatting rules are applied to a cell or range of cells?

      

      23. How would you make Excel stop applying conditional formatting to a cell that has more than one conditional formatting option when the first criteria is met?

      

      24. What other option do you have for adding a new conditional formatting rule to your data other than using one of the dropdown menu options?

      

      25. Can you apply conditional formatting based on a formula? If so, where can you find that option?
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      1. How do you insert a symbol into a cell in Excel?

      

      2. Can you insert a symbol into a cell that already has text in it?

      

      3. Which font has a lot of images like scissors, mailboxes, smiley faces, etc?

      

      4. If you need the copyright symbol or trademark symbol, where can you find those?

      

      5. Can you change the size or color of a symbol you’ve inserted? If so, how?

      

      6. Once you’ve inserted a symbol into a cell, can you change the font without impacting the symbol?
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      1. What does a pivot table allow you to do?

      

      2. How do you need to format your data in order to use a pivot table?

      

      3. What are some best practices when formatting your data for analysis?

      

      4. How do you start a pivot table?

      

      5. If you add a pivot table to a worksheet that contains other data, or add data to a worksheet with a pivot table, what issues do you need to watch out for?

      

      6. How would you add a field to your blank pivot table?

      

      7. What is the Filters section used for?

      

      8. What is the Rows section used for?

      

      9. What is the Columns section used for?

      

      10. What is the Values section used for?

      

      11. How can you change the calculation (sum, count, etc.) that is performed on a field in a pivot table?

      

      12. What calculations can you apply to a field in the Values section?

      

      13. If you want to format the values in your pivot table, what are two ways to do so?

      

      14. Can you perform two or more calculations on the same field in a pivot table? If so, how?

      

      15. Can you have multiple fields for your rows or columns?

      

      16. What would be the drawback in doing so?

      

      17. Can you filter which results show for your rows or columns fields? For example, if you used customer name in the Rows section and just wanted to see two customers' results, could you do that? How?

      

      18. Can you reorder the fields in the rows or columns sections?

      

      19. How can you get the pivot table Analyze and Design tabs to display?

      

      20. What does Group do?

      

      21. How do you use it?

      

      22. How do you remove a group?

      

      23. If you do have a set of results grouped, how do you make it so only the total for the group displays when the individual entries are visible?

      

      24. If you have a set of results grouped and are only able to see the summary for the group, how do you make the individual results visible?

      

      25. If you used multiple groups in your pivot table and want to collapse all of them to the summary level at once, how can you do this?

      

      26. If you have multiple groups that you want to expand at once to show their detail, how can you do this?

      

      27. What does the Slicer do?

      

      28. How do you reset any fields you’ve filtered using the Slicer?

      

      29. What does Insert Timeline let you do?

      

      30. What does Refresh do?

      

      31. Why is Refresh useful?

      

      32. What issue could you run into using Refresh that you need to be careful about?

      

      33. How can you change the data that’s being used in your pivot table?

      

      34. When might you want to change your data in your pivot table?

      

      35. What should you watch out for when updating the data in your pivot table?

      

      36. What option can you use to clear your currently selected fields from your pivot table and return to a blank pivot table?

      

      37. What option can you use to just clear any filters you’ve applied to your pivot table?

      

      38. If you want to calculate the value of one field in your table times another field in your table, what’s the best way to do this? Where is that option located?

      

      39. What does the pivot table Design tab allow you to do?

      

      40. Where would you go to change whether subtotals are used in your pivot table?

      

      41. Where would you go to change whether your pivot table uses Grand Totals?

      

      42. Name two ways you can remove a field you’ve added to a pivot table that you decide you don’t want.

      

      43. How can you change the order of the fields when you have multiple fields for Row, Column, or Value?

      

      44. Can you write formulas that reference cells within a pivot table?

      

      45. If you have generated a pivot table and want to use that data elsewhere but don’t want to risk having the data update on you, what can you do?

      

      46. Is it advisable to create a pivot table and then do calculations on the values of that pivot table outside of the table while leaving it in pivot table format? Why or why not?

      

      47. What are some format options you have for a pivot table and where can they be found?

      

      48. What are PivotCharts?

      

      49. What advantage do PivotCharts have over regular charts?

      

      50. What impact does customizing the inputs to a PivotChart have on a pivot table?

      

      51. How can you undo something in a pivot table?
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      1. What does the Subtotal option let you do?

      

      2. Where is the Subtotal option located?

      

      3. What MUST you do before you can subtotal your data? Why?

      

      4. How do you subtotal data?

      

      5. Which field in the Subtotal dialogue box is for the field you want to separate your data by?

      

      6. Does the field you subtotal by also have to be a field you apply a calculation to?

      

      7. Can you perform different calculations on different fields when you subtotal?

      

      8. What calculations can you choose to perform using Subtotal?

      

      9. How do you choose which fields to apply your calculation to?

      

      10. What will checking the box for "page break between groups" do?

      

      11. What will checking the box for "summary below data" do?

      

      12. Once you’ve subtotaled your data, what do the numbers at the left-hand side of the row numbers do?

      

      13. How do you remove subtotals?

      

      14. What if you want to keep the subtotals you created, but just remove the grouping options on the left-hand side of the worksheet?
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