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1. In Excel, what does the VLOOKUP function do?
A. Looks for a value in a vertical column
B. Summarizes values based on a condition
C. Finds the maximum value in a range
D. Calculates the standard deviation

2. What feature would you use to automatically fill a series of data in Excel?
A. Fill Handle
B. Data Series
C. AutoComplete
D. Data Validation

3. What is the purpose of the 'Text to Columns' feature?
A. To combine multiple cells of data into one
B. To split the contents of a single column into multiple columns based on a

delimiter
C. To analyze text-based data within a selected range
D. To convert text strings to date format

4. Which function would you use to count occurrences based on a set
criterion?
A. SUMIF
B. AVERAGEIF
C. COUNTIF
D. LOOKUP

5. What is the formula to calculate total operating expenses for all products?
A. =ADD(C24:E24)
B. =SUM(C24:E24)
C. =TOTAL(C24:E24)
D. =AVERAGE(C24:E24)
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6. To compare the total annual revenue via a line chart, what data range
should be selected?
A. C12:J12
B. C19:J19
C. C8:J11
D. J16:J18

7. Which function allows you to convert text to lowercase in Excel?
A. UPPER
B. LOWER
C. PROPER
D. TEXT

8. What formula retrieves the text "I spent $" from a statement in a cell?
A. =RIGHT(D9,D12)
B. =LEFT(D9,D12)
C. =MID(D9,D13,D12)
D. =EXTRACTLEFT(D9,D12)

9. How can you protect a worksheet from being edited?
A. By applying a password to the worksheet through the Protection option in the

Review menu
B. By locking the computer
C. By saving the workbook as a PDF
D. By hiding the worksheet tabs

10. What is the worksheet name where the PivotTable is placed?
A. Data Analysis
B. Food Sales
C. Event Summary
D. PT5
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1. A
2. A
3. B
4. C
5. B
6. B
7. B
8. B
9. A
10. D
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1. In Excel, what does the VLOOKUP function do?
A. Looks for a value in a vertical column
B. Summarizes values based on a condition
C. Finds the maximum value in a range
D. Calculates the standard deviation

The VLOOKUP function in Excel is designed to search for a specific value in the first column of a designated
range or table and then return a value from a subsequent column in the same row. This function is particularly
useful for looking up and retrieving data from vertical lists or tables.  When you use VLOOKUP, you provide it with
a lookup value, the range where it will search, the column index from which to return the corresponding value, and
a match type which indicates whether to find an exact match or an approximate match. Given this mechanism, it is
primarily associated with vertical columns of data, making the first option the most accurate description of its
function.  The other functions mentioned, such as summarizing values based on a condition, finding maximum
values, or calculating standard deviation, serve distinct purposes and are handled by different Excel functions. For
instance, the SUMIF function is used for conditional summarization, the MAX function identifies the largest
number, and the STDEV function computes standard deviation. Each of these functions addresses different types
of analysis in Excel, unlike VLOOKUP, which is specifically for looking up values in a vertical arrangement.

2. What feature would you use to automatically fill a series of data in Excel?
A. Fill Handle
B. Data Series
C. AutoComplete
D. Data Validation

The Fill Handle is the correct choice for automatically filling a series of data in Excel. This feature allows users to
quickly replicate or extend a sequence of numbers, dates, or other data types simply by clicking and dragging a
small square located at the bottom-right corner of the selected cell or range of cells.   When you use the Fill
Handle, Excel intelligently recognizes patterns based on the initial data you input. For example, if you start with the
numbers 1 and 2 in consecutive cells, then dragging the Fill Handle will automatically extend this pattern, filling the
next cells with 3, 4, 5, and so on. This significantly speeds up the data entry process, especially for long
sequences or repeating patterns.   Other choices such as Data Series and AutoComplete serve different
purposes. Data Series allows for a more guided approach to generating sequences, but the Fill Handle provides
more flexibility and ease of use for quick filling. AutoComplete helps with text entries but does not function as a
filling tool for series. Data Validation is primarily used for ensuring data integrity and does not relate to filling data
series. Thus, the Fill Handle is the most effective tool for this task in Excel.
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3. What is the purpose of the 'Text to Columns' feature?
A. To combine multiple cells of data into one
B. To split the contents of a single column into multiple columns based on a

delimiter
C. To analyze text-based data within a selected range
D. To convert text strings to date format

The 'Text to Columns' feature is designed specifically to split the contents of a single column into multiple columns
based on a specified delimiter, such as commas, spaces, or tabs. This is particularly useful when you have data
that is contained in a single cell but needs to be organized into individual fields for clarity or ease of analysis.   For
example, if a column contains full names formatted as "First Last," using the 'Text to Columns' feature allows you
to separate this data into two distinct columns, one for first names and another for last names. By specifying the
delimiter (in this case, the space between the first and last names), you can effectively manage and utilize the
data for further processing or reporting. This functionality enhances data organization and improves the efficiency
of data manipulation and analysis tasks.

4. Which function would you use to count occurrences based on a set
criterion?
A. SUMIF
B. AVERAGEIF
C. COUNTIF
D. LOOKUP

The COUNTIF function is specifically designed to count the number of cells in a range that meet a specified
criterion. This function is particularly useful when you want to tally occurrences based on specific conditions, such
as counting the number of times a certain value appears in a dataset.  For instance, if you have a list of sales
transactions and you want to know how many transactions were over a certain amount, COUNTIF allows you to
define that criterion (e.g., transactions greater than $100) and returns the total count of cells that satisfy this
condition. The function syntax is COUNTIF(range, criteria), where "range" is the set of cells you want to count and
"criteria" is the condition that each cell will be evaluated against.  In contrast, SUMIF and AVERAGEIF are
functions that perform summation and averaging respectively, based on a set criterion but do not simply count
occurrences. LOOKUP is generally used to find a specific value in a range and return a corresponding value from
another range, not for counting purposes. Therefore, COUNTIF is the appropriate choice for counting occurrences
based on a defined criterion.
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5. What is the formula to calculate total operating expenses for all products?
A. =ADD(C24:E24)
B. =SUM(C24:E24)
C. =TOTAL(C24:E24)
D. =AVERAGE(C24:E24)

The formula to calculate total operating expenses is correctly identified as =SUM(C24:E24).   The SUM function in
spreadsheets is specifically designed to add together a range of numbers. In this case, the notation C24:E24
indicates a selection of cells in a row, spanning from C24 to E24. When the SUM function is applied to this range,
it will compute the total of all values contained within those cells, providing a clear and accurate representation of
total expenses across all products within that range.  In contrast, the other choices utilize different functions that
serve other purposes, such as addition of individual values (ADD, which is not a built-in function in most
spreadsheet software), aggregation of data (TOTAL, which is also not a standard spreadsheet function), and
averaging values (AVERAGE), which would not suit the requirement to sum up expenses. Thus, among the
options, the SUM function is the appropriate tool for calculating total operating expenses.

6. To compare the total annual revenue via a line chart, what data range
should be selected?
A. C12:J12
B. C19:J19
C. C8:J11
D. J16:J18

To effectively compare total annual revenue using a line chart, the selected data range must represent the
relevant data points over time as well as the corresponding revenue values. In this context, option B reflects a
specific row that, when selected, likely contains the total annual revenue figures across various months or fiscal
periods. This row would include both the time intervals (usually in the first column of the range) and the associated
revenue values necessary for the line chart to display meaningful trends over time.  By choosing this range, the
line chart will be able to plot each revenue figure against its corresponding time period, enabling clear visual
comparison of the variations in annual revenue across the specified timeframe. This is essential for identifying
patterns, spikes, or declines in revenue, which helps in further analysis and decision-making.   The other options
likely do not contain the appropriate combination of time intervals and revenue values. For instance, they may
either focus on single data points, non-revenue figures, or an incomplete dataset, which would not provide the
comprehensive analysis required for a line chart dedicated to total annual revenue comparisons.

10Sample study guide. Visit https://wgu-buit2200-c268.examzify.com for the full version

SAMPLE



7. Which function allows you to convert text to lowercase in Excel?
A. UPPER
B. LOWER
C. PROPER
D. TEXT

The function that allows you to convert text to lowercase in Excel is the LOWER function. This function takes a
text string as an argument and returns that string with all letters converted to lowercase. For example, if you enter
the function =LOWER("HELLO WORLD"), the result will be "hello world", demonstrating its ability to effectively
change the case of the text.  Understanding this function is useful for standardizing text data, especially in
situations where you may have inconsistent casing in your data entries. In contrast, the UPPER function is used
for converting text to uppercase, the PROPER function capitalizes the first letter of each word in a text string, and
TEXT is generally used to format numbers and dates into text strings based on specific formatting codes. Each of
these functions serves different purposes, but when specifically looking to convert text to lowercase, the LOWER
function is the one to use.

8. What formula retrieves the text "I spent $" from a statement in a cell?
A. =RIGHT(D9,D12)
B. =LEFT(D9,D12)
C. =MID(D9,D13,D12)
D. =EXTRACTLEFT(D9,D12)

The selected formula that retrieves the text "I spent $" from a statement in a cell is the one utilizing the LEFT
function. The LEFT function is specifically designed to return a specified number of characters from the start of a
text string. In this case, if "I spent $" is the beginning part of the text in cell D9, using the LEFT function with an
appropriate number of characters as the second argument will yield the exact text desired.  To further clarify, the
LEFT function takes the text from D9 and examines the characters starting from the leftmost position. If the
number provided (in this case, referenced as D12) correctly represents the length of the phrase "I spent $", it will
return that substring.  Understanding how LEFT functions is essential for text manipulation in spreadsheets,
especially when you need to extract or analyze specific portions of data within strings.

11Sample study guide. Visit https://wgu-buit2200-c268.examzify.com for the full version

SAMPLE



9. How can you protect a worksheet from being edited?
A. By applying a password to the worksheet through the Protection option in the

Review menu
B. By locking the computer
C. By saving the workbook as a PDF
D. By hiding the worksheet tabs

Applying a password to a worksheet through the Protection option in the Review menu is an effective way to
prevent edits. When you protect a worksheet in this manner, you can set specific permissions that restrict users
from making changes to the content, formulas, or formatting of that particular sheet unless they enter the correct
password. This feature is essential for maintaining the integrity of the data and preventing accidental or intentional
modifications by users who should not have editing access.  Locking the computer, saving the workbook as a
PDF, and hiding the worksheet tabs do not directly prevent edits to the worksheet itself. Locking the computer only
secures access to the entire system and does not offer any specific protection for the workbook. Saving as a PDF
converts the document to a fixed format that can’t be edited in the same way as a worksheet but does not protect
the sheet during its original, editable state. Hiding worksheet tabs simply makes the tabs less visible but does not
prevent users from editing the worksheet if they access it another way. Thus, password protection is the most
effective method for securing a worksheet against unauthorized edits.

10. What is the worksheet name where the PivotTable is placed?
A. Data Analysis
B. Food Sales
C. Event Summary
D. PT5

The correct answer is identified as the worksheet name where the PivotTable is placed, and it is designated as
"PT5." In spreadsheet applications like Microsoft Excel, when PivotTables are created, they can be stored or
displayed on any worksheet within the workbook. The name "PT5" typically indicates a naming convention that
suggests this is a designated sheet for PivotTable analysis, making it easily identifiable for users. Such names can
help organize various analyses or datasets, allowing for efficient navigation and management of the workbook. 
Conversely, the other options represent potential worksheet names but do not specifically indicate a sheet that
would typically house a PivotTable. While "Data Analysis," "Food Sales," and "Event Summary" might contain
related data or analyses, they do not explicitly suggest the presence of a PivotTable like "PT5" does. This clarity in
naming conventions is particularly useful in larger workbooks where multiple analyses may be occurring
simultaneously.
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