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In the ________ you can enter a value or a formula or edit a value or formula in the active cell. 
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The ________ displays the name of the selected cell, table, chart, or object. 
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Anything you type into a cell is referred to as: 
	



	[image: ] A. a formula. 

	

	[image: ] B. a number.
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The ________, when outlined in black, indicates it is ready to accept data. 
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________ generates and extends a series of values into adjacent cells based on the values of other cells. 
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The ________ feature fills in the remaining characters of a word if what is typed matches an existing entry in the column. 
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The small black square in the lower right corner of a selected cell is called the: 
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Two or more cells that Excel treats as a single unit is called a: 
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worksheet 
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A prewritten formula known as a (n) ________ looks at one or more values, performs an operation, and returns a value. 
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All Excel formulas begin with which symbol? 
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The result of a formula displays in the active cell, and the ________ itself displays in the Formula Bar. 
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The ________ inserts a thousand comma separator when appropriate, inserts a fixed U.S. dollar sign aligned at the left edge of the cell, applies two decimal places, and provides space for negative numbers to be displayed inside of parentheses. 
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Tiny charts embedded in cells that show a visual trend alongside the data are called: 
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The values that an Excel function uses to perform operations are called: 
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Excel's ________ function finds the middle value in a range. 
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The functions AVERAGE and MEDIAN are examples of ________ functions, which are useful when the user needs to analyze a group of measurements. 
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If a cell's width is too narrow to properly display the numeric contents of the cell, Excel displays a series of ________ symbols.
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Functions that test for a specific condition are called ________ functions. 
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The COUNTIF function takes two arguments: 
	



	[image: ] A. the range of cells to check and the filter. 

	

	[image: ] B. the range of cells to check and the criteria. 
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The ________ function counts the number of cells within a range that meet a certain criteria. 
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If a column of data holds the letter grades for a class, the ________ function could be used to determine how many students had a grade of "A". 
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A ________ shows the relationship of each part of the data to the whole. 
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A(n) ________ refers to a cell by its fixed position in the worksheet.
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A cell address used in a formula using a(n) ________ will be adjusted appropriately when the formula is copied to another cell. 
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Why would you explode a slice on a pie chart? 
	



	[image: ] A. To emphasize the slice to the person viewing the chart 
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A cell contains either a constant value (text or numbers) or a formula. 
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A sparkline makes a pattern more difficult to the eye. 
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When you type a formula in a cell, the cell displays the results of the formula calculation. 
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The check spelling, Click the VIEW tab, and then in the Proofing group, click Spelling.
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You can enter data by first selecting a range of cells. This is a time-saving technique, especially if you use the numeric keypad to enter the numbers. 
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Operators are symbols with which you can specify the type of calculation you want to perform 
in a formula. 
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Excel performs calculations on numbers and when you make changes to the numbers, Excel automatically recalculates the results. 
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Formatting refers to the process of specifying the appearance of cells and the overall layout of your worksheet. 
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Formatting is accomplished through various commands on the ribbon, for example, applying Cell Styles, and also from commands on shortcut menus, using keyboard shortcuts, and in the Format Cells dialog box. 
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A worksheet is formatted as a pattern of uniformly spaced horizontal rows and vertical columns, the intersection of which forms a cell. 
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Flash Fill recognizes a pattern in your data, and then automatically fills in values when you enter examples of the output that you want. 
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When you move a formula, the cell references within the formula do not change, no matter what type of cell reference you use. 
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You can reposition data within a cell at an angle by rotating the text. 
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The IF function is a statistical function that counts the number of cells within a range that meet the given condition—the criteria that you provide. 
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The IF function uses a logical test to check whether a condition is met, and then returns one value if true, and another value if false. 
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A conditional format changes the appearance of a cell based on a condition—a criteria. If the condition is true, the cell is formatted based on that condition; if the condition is false, the cell is not formatted. 
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The TIMEDATE function retrieves the date and time from your computer’s calendar and clock and inserts the information into the selected cell. The result is formatted as a date and time. 
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The Freeze Panes command enables you to select one or more rows or columns and then freeze (lock) them into place. 
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The Freeze Panes command enables you to select one or more rows or columns and then freeze (lock) them into place. 
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When you have more than one worksheet in a workbook, you can navigate (move) among worksheets by clicking the sheet tabs. 
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Use the Chart Elements button to add, remove, or change chart elements such as the chart title, the legend, and the data labels. 
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If you edit the data in your worksheet, the chart data markers will adjust automatically to accurately represent the new values. When data is updated, pie slices adjust to show the recalculation. 
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The process of changing the values in cells to see how those changes affect the outcome of formulas in your worksheet is referred to as what-if analysis. 
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Excel recalculates; if you change the value in a cell referenced in a formula, Excel automatically recalculates the result of the formula. 
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A line chart displays trends over time. 
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