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Sample Excel Assessment Test Questions  
 

1 How would you minimize the ribbon with single mouse click 

 

A. Click on File->Options-Close Ribbon 

B. Click ^ button on the ribbon 

C. Click x button on the Excel Window 

D. Uncheck “Show Ribbon” button in the View tab 
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2. What would be the value returned by the formula 
=VLOOKUP(839356, A2:E11,2,FALSE)

 

a) Eleonora Sunday 

b)  Eleonora.Sunday@ontofocal.com 

c)  $596.21  

d) Taina Gerke 

e) Taina.Gerke@ascentiono.com 
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3. Which formula can you use to calculate total amount of orders, shipped in November 

 

A. SUMIFS 

B. TOTAL 

C. TOTALIF 

D. SUMIF 
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4. How can you ensure the Email information in below screen print is all visible and not 

cut off? 
A. You need to un-hide Column C  

B. You need to make Column D smaller and this will increase size of the Column C.  

C. You can double-click the line on the between column labels C and D to automatically increase the 

column width to fit the longest Email in the column. 

D. None of the options listed above are correct. 
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5. Below listed formula will extract user id from the email address (User ID is the part of 

the email located before @ symbol)? 
=LEFT(C2,FIND("@",C2)-1) 

 

a) True 

b) False 
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6. What happens if user selects cell D3 and clicks Wrap Text button in the ribbon? 
A. It will create a heading for above the cell D3 

B. It will expand column D to the maximum size of the text  

C. It will capitalize all the text in the cell.  

D. It will wrap a border around the cell 
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7. Where on the Ribbon can you find options to Delete Cells, Delete Sheet Rows, Delete Sheet 

Columns and Delete Sheet? 

a) These options are not available on the Ribbon and the only way to delete cells or their contents is to 
press the Delete button on your keyboard when correspondent cell, row or sheet is selected.  

b) These options can be found under the Formulas tab on the Ribbon in the Formula Auditing group.  

c) These options can be found under the Review tab on the Ribbon in the Delete group.  

d) These options are found under the Home tab on the Ribbon in the Cells group. 

 

  

https://www.howtoanalyzedata.net/


 

© Vadal Media Group LLC. All Rights Reserved   10 
HowToAnalyzeData.net 

8. How can you ensure that all the rows in an address list you created in Excel are the 

same height?  

a) To ensure that all the rows in the worksheet are the same height, use the Excel ruler to set row and 
column tab stops.  

b) It is not possible to make all rows in an Excel worksheet the same height.  

c) Select all the rows or the whole worksheet and drag the row label line of any of the selected rows 
downwards or upwards to adjust the row height.  

d) In the Format group on the Ribbon select the Set Table Height option to ensure the worksheet rows 
are the same height. 
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9. What is the order of operations used to evaluate formulas in Excel? 

a) Multiplication, Parentheses, Exponents, Division, Addition, Subtraction 

b) Exponents, Parentheses, Multiplication, Division, Addition, Subtraction 

c) Parentheses, Exponents, Multiplication, Division, Addition, Subtraction 

d) Division, Exponents, Parentheses, Multiplication, Addition, Subtraction 

e) Exponents, Multiplication, Parentheses, Division, Addition, Subtraction 
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10) What will happened if you select column C and press icon outlined in red? 

 

  a) It is the Select Center Column button.  

  b) It is the content Center alignment button.  

  c) It is the Delete Cell Contents button.  

  d) It is a content Middle Align button. 

 

 

Answer: The correct answer is b. To quickly see what the purpose of a button is in Excel, hover your 

mouse cursor over the icon until a Quick Tip appears with more information about the function. 
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Answers with Explanations 
 

1 How would you minimize the ribbon with single mouse click 

 

A. Click on File->Options-Close Ribbon 

B. Click ^ button on the ribbon 

C. Click x button on the Excel Window 

D. Uncheck “Show Ribbon” button in the View tab 

 

Answer: The correct Answer is B. To close the ribbon user needs to click ^ button in the buttom right 

corner of the ribbon – see image below (^ button is highlighted in red). 
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2. What would be the value returned by the formula 
=VLOOKUP(839356, A2:E11,2,FALSE)

 

f) Eleonora Sunday 

g)  Eleonora.Sunday@ontofocal.com 

h)  $596.21  

i) Taina Gerke 

j) Taina.Gerke@ascentiono.com 

 

Answer: The correct answer is a. VLOOKUP formula will evaluate range A2:E11, will find the row with 

exact match value 839356 (row 7) and will value from column B (second column) in that row.  
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3. Which formula can you use to calculate total amount of orders, shipped in November 

 

A. SUMIFS 

B. TOTAL 

C. TOTALIF 

D. SUMIF 

 

 

Answer: The correct answer is A. The best formula to use is SUMIFS, as it allows you to calculate 

to calculate sum of values, based on the specific condition. Below is the example of how the 

formula can be used to complete the calculations: 

= SUMIFS(D2:D10,E2:E10,">10/31/2018", E2:E10,"<12/1/2018") 
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4. How can you ensure the Email information in below screen print is all visible and not 

cut off? 
A. You need to un-hide Column C  

B. You need to make Column D smaller and this will increase size of the Column C.  

C. You can double-click the line on the between column labels C and D to automatically increase the 

column width to fit the longest Email in the column. 

D. None of the options listed above are correct. 

 

 

 

 

 

Answer: The correct answer is c. Double-clicking the column line to the right of the column label C will 

automatically increase the column size to fit the longest text or number string within that column. You 

can also click and drag the line to the right of the column BC label to manually increase the size in the 

column. 
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5. Below listed formula will extract user id from the email address (User ID is the part of 

the email located before @ symbol)? 
=LEFT(C2,FIND("@",C2)-1) 

 

c) True 

d) False 

 

Answer: Correct answer is a. LEFT formula will evaluate value in cell C2 and will return the value of 

“Raisa Kroon”. 
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6. What happens if user selects cell D3 and clicks Wrap Text button in the ribbon? 
A. It will create a heading for above the cell D3 

B. It will expand column D to the maximum size of the text  

C. It will capitalize all the text in the cell.  

D. It will wrap a border around the cell 

 

 

Answer: The correct answer is b. Wrap text ensures extra-long lines of text is wrapped into multiple 

lines inside the cell so you can see all of it. Use Wrap Text to fit extra-long lines of text into multiple 

lines, so you can see all of it. You can select rows, columns or an entire worksheet and apply Wrap Text 

to ensure all text fit neatly into each cell. 
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7. Where on the Ribbon can you find options to Delete Cells, Delete Sheet Rows, Delete Sheet 

Columns and Delete Sheet? 

a) These options are not available on the Ribbon and the only way to delete cells or their contents is to 
press the Delete button on your keyboard when correspondent cell, row or sheet is selected.  

b) These options can be found under the Formulas tab on the Ribbon in the Formula Auditing group.  

c) These options can be found under the Review tab on the Ribbon in the Delete group.  

d) These options are found under the Home tab on the Ribbon in the Cells group. 

 

Answer: The correct answer is d. First select the cells, rows, columns or sheet you wish to delete, then 
navigate to the Cells group under the Home tab on the Ribbon. Press the dropdown arrow below the 
Delete button to select the relevant delete option (See image below).  
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8. How can you ensure that all the rows in an address list you created in Excel are the 

same height?  

a) To ensure that all the rows in the worksheet are the same height, use the Excel ruler to set row and 
column tab stops.  

b) It is not possible to make all rows in an Excel worksheet the same height.  

c) Select all the rows or the whole worksheet and drag the row label line of any of the selected rows 
downwards or upwards to adjust the row height.  

d) In the Format group on the Ribbon select the Set Table Height option to ensure the worksheet rows 
are the same height. 

 

Answer:  The correct answer is c. By selecting multiple rows at the same time and then dragging the row 
line between any of the selected rows downwards will increase the height, and upwards will decrease 
the height, of all the selected rows, equally. 
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9. What is the order of operations used to evaluate formulas in Excel? 

a) Multiplication, Parentheses, Exponents, Division, Addition, Subtraction 

b) Exponents, Parentheses, Multiplication, Division, Addition, Subtraction 

c) Parentheses, Exponents, Multiplication, Division, Addition, Subtraction 

d) Division, Exponents, Parentheses, Multiplication, Addition, Subtraction 

e) Exponents, Multiplication, Parentheses, Division, Addition, Subtraction 

 

 

 

 

Answer: The correct answer is c. Excel uses an order of operations when evaluating different operators 
within the formula, using below sequence (PEMDAS for easy memorization): 

• Parentheses 
• Exponents 
• Multiplication 
• Division 
• Addition 
• Subtraction 

You can easily remember the sequence as PEMDAS, based on the first letters of above listed operations, 
and this would allow you to quickly bring it up and shine during the interview: when evaluating 
formulas, Excel always processes operators in this order. If you find yourself receiving an unexpected 
result from your mathematical formulas, double-check to make sure that parentheses are used properly 
to achieve the results you want. 
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10) What will happened if you select column C and press icon outlined in red? 

 

  a) It is the Select Center Column button.  

  b) It is the content Center alignment button.  

  c) It is the Delete Cell Contents button.  

  d) It is a content Middle Align button. 

 

 

Answer: The correct answer is b. To quickly see what the purpose of a button is in Excel, hover your 

mouse cursor over the icon until a Quick Tip appears with more information about the function. 
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