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General Comments:
The student’s knowledge of how to work with workbooks can be assessed through the use of these questions. Their skills can be assessed by observing them complete the tasks described in the exercise.
Key assessment requirements:

The following are suggested solutions to the questions in the Practice Exercise:
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Questions�
�
�
Write the menu command used to display the Open dialog box.


Select File > Open�
�
�
How do you move up and down through folders in the Open dialog box?


Double-click on a folder name to open it, click on the Up One Level tool to move up to the parent folder�
�
�
How do you open more than one workbook at once?


Hold down � or � and click on the workbooks you want, then click on [Open]�
�
�
Write down the menu command used to swap between workbooks.


Select Window > filename�
�
�
What is the difference between the command used to close one file and the command used to close them all?


You use File > Close to close one workbook. To close all, you need to hold down the � key, then select File > Close All�
�
�
What is the recently used file list and where do you find it?


This is the list of the workbooks that you used most recently and it appears toward the bottom of the File menu�
�
�
How can you open a recently used file with a single click when you first start Excel?


You can click on a recently used file that appears in the Getting Started task pane to open it�
�
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