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Important Note
Please Read Carefully

For demonstration purpose only, this free version Chinatag study guide contains 10 full length questions selected
from our full version products which have more than 200 questions each.

This Study guide has been carefully written and compiled by Chinatag certification experts. It is designed to help you
learn the concepts behind the questions rather than be a strict memorization tool. Repeated readings will increase
your comprehension.

For promotion purposes, all PDF files are not encrypted. Feel free to distribute copies among your friends and let
them know Chinatag website.

Study Tips

This product will provide you questions and answers along with detailed explanations carefully compiled and written
by our experts. Try to understand the concepts behind the questions instead of cramming the questions. Go through
the entire document at least twice so that you make sure that you are not missing anything.

Latest Version

We are constantly reviewing our products. New material is added and old material is revised. Free updates are
available for 90 days after the purchase. You should check the products page on the http://www.chinatag.com
website for an update 3-4 days before the scheduled exam date.

Please tell us what you think of our products. We appreciate both positive and critical comments as your feedback
helps us improve future versions. Feedback on specific questions should be send to feedback@chinatag.com.

Thanks for purchasing our products and look forward to supplying you with all your Certification training needs.

Good studying!

Technical and Support Team
Chinatag LLC.
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Question No: 1 Open the Samples.xls workbook that is in the My Documents folder.
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A. File -> open -> select the samples.xls -> open

Answer: A

@ www.chinatag.com
CHLIATAE



ICDL-EXCEL

Question No: 2 Create a new, blank workbook.
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A. Click new tool from the standard tool bar

Answer: A

Question No: 3 Save this workbook (which is currently a Microsoft Excel 2000 file) in a format suitable

for users with a previous version of Excel. Note: Do not change the file location.
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Fd Microsof Excel - Menswear xls
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A. File -> save as -> select Microsoft excel 5.0/95 work book from save as type -> click save

Answer: A

Question No: 4 Use Microsoft Excel Help to access information on advanced filters.
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Ed Microsoft Excel - Quarter 1.x1s
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A. Help -> Microsoft excel help -> type advanced

Answer: A

filters -> click search

Question No: 5 Change the user name for this application to Carla Banks.
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Ed Microsoft Excel - Book1
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A. Tool -> options -> select General tab -> in user name type Carla Banks

Answer: A

Question No: 6 Enter the value 521 in cell B5. Click any other cell when you have finished.
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| Insurance
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| Lilities

A. Select B5 cell -> type 521 -> click any other cell

Answer: A

Question No: 7 Click on the location that selects all of the cells in row4.
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i Microsoft Excel - Menswear.xls
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A. Click on the gray area of the row 4

Answer: A

Question No: 8 You wish to reverse the last change you have made to this worksheet. Choose the

appropriate command to do this.
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Ed Microsoft Excel - Expenses xls
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A. Click on the undo tool from the standard tool bar

Answer: A

Question No: 9 Automatically adjust the height of Row 2 to fit its tallest contents.
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File Wiew Control Help
£l Microsoft Excel - Accounts s
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A. Double click on the gray area between Row 2 and Row 3
Answer: A
Question No: 10 Change the contents of cell B2 to the world Cost. Press Enter
when you have finished.
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#4 Microsoft Excel
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A. Select cell B2 -> type Cost -> press Enter

Answer: A

www.chinatag.com
DtiiiliiTae 12





