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IntroductionIntroduction
Preparing for a certification exam can feel overwhelming, but with the
right tools, it becomes an opportunity to build confidence, sharpen your
skills, and move one step closer to your goals. At Examzify, we believe
that effective exam preparation isn’t just about memorization, it’s about
understanding the material, identifying knowledge gaps, and building
the test-taking strategies that lead to success.

This guide was designed to help you do exactly that.

Whether you’re preparing for a licensing exam, professional
certification, or entry-level qualification, this book offers structured
practice to reinforce key concepts. You’ll find a wide range of
multiple-choice questions, each followed by clear explanations to help
you understand not just the right answer, but why it’s correct.

The content in this guide is based on real-world exam objectives and
aligned with the types of questions and topics commonly found on
official tests. It’s ideal for learners who want to:

• Practice answering questions under realistic conditions,
• Improve accuracy and speed,
• Review explanations to strengthen weak areas, and
• Approach the exam with greater confidence.

We recommend using this book not as a stand-alone study tool, but
alongside other resources like flashcards, textbooks, or hands-on
training. For best results, we recommend working through each
question, reflecting on the explanation provided, and revisiting the
topics that challenge you most.

Remember: successful test preparation isn’t about getting every question
right the first time, it’s about learning from your mistakes and improving
over time. Stay focused, trust the process, and know that every page you
turn brings you closer to success.

Let’s begin.
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How to Use This GuideHow to Use This Guide
This guide is designed to help you study more effectively and approach
your exam with confidence. Whether you're reviewing for the first time
or doing a final refresh, here’s how to get the most out of your Examzify
study guide:
1. Start with a Diagnostic Review

Skim through the questions to get a sense of what you know and what
you need to focus on. Your goal is to identify knowledge gaps early.
2. Study in Short, Focused Sessions

Break your study time into manageable blocks (e.g. 30 – 45 minutes).
Review a handful of questions, reflect on the explanations.
3. Learn from the Explanations

After answering a question, always read the explanation, even if you got
it right. It reinforces key points, corrects misunderstandings, and
teaches subtle distinctions between similar answers.
4. Track Your Progress

Use bookmarks or notes (if reading digitally) to mark difficult questions.
Revisit these regularly and track improvements over time.
5. Simulate the Real Exam

Once you're comfortable, try taking a full set of questions without
pausing. Set a timer and simulate test-day conditions to build confidence
and time management skills.
6. Repeat and Review

Don’t just study once, repetition builds retention. Re-attempt questions
after a few days and revisit explanations to reinforce learning. Pair this
guide with other Examzify tools like flashcards, and digital practice tests
to strengthen your preparation across formats.

There’s no single right way to study, but consistent, thoughtful effort
always wins. Use this guide flexibly, adapt the tips above to fit your pace
and learning style. You've got this!
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Questions
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1. How can you move to the second worksheet in a workbook?
A. Click the second sheet tab.
B. Use the Go To dialog to type 'Sheet2' and press Enter.
C. Right-click the sheet tabs and choose 'Move to Sheet 2'.
D. Use the zoom control to switch sheets.

2. How do you change the background color of slides?
A. Design tab -> Themes -> choose a theme
B. Slide Show tab -> Record Slide Show
C. Design tab -> Format Background -> choose fill color
D. Review tab -> Spelling

3. Where would you typically find the AutoSum function when
summing or averaging a range?
A. Data tab, Get & Transform.
B. Home tab, Editing group, AutoSum.
C. Formulas tab, Function Library, Sum.
D. Review tab, Protect.

4. In a one-variable data table, which cell is used as the
Column input cell according to the instructions?
A. B12
B. B3
C. B4
D. E4

5. Which sequence creates a Line chart using Excel's Quick
Analysis feature?
A. Select data, then use Insert > Line Chart.
B. Select data, click Quick Analysis, Charts tab, then Line.
C. Right-click data and choose Line from the menu.
D. File > New > Chart > Line.
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6. How do you freeze the top row in Excel?
A. View tab -> Freeze Panes -> Freeze Top Row
B. Review tab -> Freeze Panes -> Freeze First Row
C. View tab -> Freeze Panes -> Freeze Top Columns
D. Data tab -> Freeze Panes -> Freeze Top Row

7. Which key do you press to run the Spelling and Grammar
checker in Word?
A. Press F7 to run Spelling and Grammar checker
B. Press F1 to run Spelling and Grammar checker
C. Press F5 to run Spelling and Grammar checker
D. Press F9 to run Spelling and Grammar checker

8. In the TEXTJOIN function, what does setting ignore_empty
to TRUE do?
A. It ignores blank cells in the range and does not include them
B. It duplicates blank cells
C. It treats blanks as a single space
D. It stops the function if a blank cell exists

9. How do you create a simple chart (e.g., column chart) from
data?
A. Data tab -> New Chart -> Column.
B. Chart tab -> Create Chart -> Data.
C. Insert -> Page Layout -> Chart.
D. Select data -> Insert tab -> Chart, choose the chart type.

10. To customize slide size, which sequence should you use in
PowerPoint?
A. Design tab -> Slide Size -> Custom Slide Size
B. Design tab -> Themes -> choose
C. File -> Print
D. Design tab -> Format Background
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Answers
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1. D
2. C
3. B
4. A
5. B
6. A
7. A
8. A
9. D
10. A
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Explanations
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1. How can you move to the second worksheet in a workbook?
A. Click the second sheet tab.
B. Use the Go To dialog to type 'Sheet2' and press Enter.
C. Right-click the sheet tabs and choose 'Move to Sheet 2'.
D. Use the zoom control to switch sheets.

To move to another worksheet, use the sheet tabs at the bottom of the workbook window.
Each tab represents a worksheet, so clicking the tab for the second sheet instantly
switches you to that sheet. The Go To dialog isn’t designed for this navigation unless you
have a specific named range on that sheet, so typing the sheet name there isn’t a reliable
way to switch views. There isn’t a command like “Move to Sheet 2” to switch sheets, and
the zoom control only changes how large the sheet appears, not which sheet is displayed.
A handy keyboard alternative is Ctrl+Page Down to move to the next sheet (or Ctrl+Page
Up to go back).

2. How do you change the background color of slides?
A. Design tab -> Themes -> choose a theme
B. Slide Show tab -> Record Slide Show
C. Design tab -> Format Background -> choose fill color
D. Review tab -> Spelling

To change a slide’s background color, use the Format Background option from the
Design tab. This area is made for adjusting how the slide background looks, including its
color. Open Design, choose Format Background, then in the Fill section pick Solid Fill
and select the color you want. If you want the color across all slides, click Apply to All;
otherwise, the change will apply only to the current slide. This path gives you direct
control over the background color and lets you apply it consistently as needed.

3. Where would you typically find the AutoSum function when
summing or averaging a range?
A. Data tab, Get & Transform.
B. Home tab, Editing group, AutoSum.
C. Formulas tab, Function Library, Sum.
D. Review tab, Protect.

AutoSum is a quick, common-calculation tool in Excel. You’d typically find it on the
Home tab, in the Editing group, as the AutoSum button. It’s designed to automatically
sum a contiguous range of numbers, and you can use its drop-down to choose other quick
functions like Average for the same nearby data. This location reflects its purpose as a
fast, everyday calculation shortcut, rather than data import tools or full-function entry
options found in other tabs.
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4. In a one-variable data table, which cell is used as the
Column input cell according to the instructions?
A. B12
B. B3
C. B4
D. E4

In a one-variable data table, the Column input cell is the cell that Excel uses for the
varying values as you go down the column. Here, the formula depends on the value in
B12, and the input values are arranged vertically, so B12 is designated as the Column
input cell. If the inputs were laid out across a row instead, you’d use the Row input cell
for that same variable.

5. Which sequence creates a Line chart using Excel's Quick
Analysis feature?
A. Select data, then use Insert > Line Chart.
B. Select data, click Quick Analysis, Charts tab, then Line.
C. Right-click data and choose Line from the menu.
D. File > New > Chart > Line.

Quick Analysis lets you turn a selected data range into a chart in a single, fast path. After
you select the data, open Quick Analysis, switch to the Charts tab, and choose the Line
chart. This flow is designed for rapid visualization without navigating through the Insert
menu or other dialogs. The other methods exist but don’t use Quick Analysis: inserting a
Line chart via Insert requires more steps, right-clicking doesn’t access Quick Analysis,
and File > New > Chart isn’t how Excel creates charts.

6. How do you freeze the top row in Excel?
A. View tab -> Freeze Panes -> Freeze Top Row
B. Review tab -> Freeze Panes -> Freeze First Row
C. View tab -> Freeze Panes -> Freeze Top Columns
D. Data tab -> Freeze Panes -> Freeze Top Row

Freezing panes keeps header content visible as you scroll through a worksheet. To freeze
the top row, use the View tab on the Ribbon, click Freeze Panes, and choose Freeze Top
Row. This pins the first row so it stays in view while you move down the data. The other
options are incorrect because they use the wrong tab or a misnamed command; Freeze
Top Row is the correct choice for keeping just the top row visible.

Sample study guide, visit https://simnet1.examzify.com
for the full version with hundreds of practice questions 12

SA
M

PLE



7. Which key do you press to run the Spelling and Grammar
checker in Word?
A. Press F7 to run Spelling and Grammar checker
B. Press F1 to run Spelling and Grammar checker
C. Press F5 to run Spelling and Grammar checker
D. Press F9 to run Spelling and Grammar checker

Pressing F7 is the quickest way to run Word’s Spelling and Grammar checker. This
shortcut opens the checker, scans the document for misspelled words and grammar
issues, and shows you suggested corrections you can accept, ignore, or add to the
dictionary. You can also launch the checker from the Review tab via the Spelling &
Grammar button, but F7 provides a fast keyboard route. Other function keys do different
things—F1 opens Help, F5 is for Go To/navigation, and F9 updates fields—so they don’t
start the spelling/grammar check. If your keyboard requires Fn for function keys, you
may need Fn+F7 to trigger it.

8. In the TEXTJOIN function, what does setting ignore_empty
to TRUE do?
A. It ignores blank cells in the range and does not include them
B. It duplicates blank cells
C. It treats blanks as a single space
D. It stops the function if a blank cell exists

TEXTJOIN’s ignore_empty setting decides whether blank cells in the range are included
in the result. When it’s TRUE, any cell with no content is skipped, so only nonempty cells
contribute text. This keeps the joined string clean and avoids extra separators where
blanks occur. For example, joining Apple, empty, Banana with a comma delimiter yields
Apple, Banana when ignore_empty is TRUE. If it were FALSE, the empty cell would count
as an empty piece, potentially giving something like Apple, , Banana, which adds an
unnecessary gap. The main idea is that TRUE makes the function ignore blanks,
producing a neater concatenation.

9. How do you create a simple chart (e.g., column chart) from
data?
A. Data tab -> New Chart -> Column.
B. Chart tab -> Create Chart -> Data.
C. Insert -> Page Layout -> Chart.
D. Select data -> Insert tab -> Chart, choose the chart type.

To create a simple chart from data, start by selecting the data you want to visualize
(including headers if you want those to label the axes). Then go to the Insert tab, choose
Chart, and pick the chart type you want (for a column chart, select column). This
workflow directly tells the program which data to plot and which chart form to use, and
the chart will reflect the selected range and update if the data changes. The other paths
don’t match the standard interface for creating charts in most spreadsheet programs, so
they won’t lead to a chart in the same straightforward way.
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10. To customize slide size, which sequence should you use in
PowerPoint?
A. Design tab -> Slide Size -> Custom Slide Size
B. Design tab -> Themes -> choose
C. File -> Print
D. Design tab -> Format Background

Customizing slide size is done from the Design tab by choosing Slide Size and then
Custom Slide Size. This path is the one that opens the area where you can set exact
width, height, and orientation for your slides (and for notes/handouts if needed). The
other options don’t change the slide canvas: Themes changes how slides look, Print is for
printing, and Format Background adjusts the background appearance. So the sequence
to reach precise dimensions is Design tab, Slide Size, then Custom Slide Size.
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Next StepsNext Steps
Congratulations on reaching the final section of this guide. You've taken
a meaningful step toward passing your certification exam and advancing
your career.

As you continue preparing, remember that consistent practice, review,
and self-reflection are key to success. Make time to revisit difficult
topics, simulate exam conditions, and track your progress along the way.

If you need help, have suggestions, or want to share feedback, we’d love
to hear from you. Reach out to our team at hello@examzify.com.

Or visit your dedicated course page for more study tools and resources:

https://simnet1.examzify.com

We wish you the very best on your exam journey. You've got this!
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