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Overview of Terms   (Assignment completed date________teacher’s initials________)
What is a file in Excel called?________________________________________________________________
How are the columns labeled? ___________________________________________________________

How are the rows labeled? _______________________________________________________________
What would be the label for the top left cell? _____________________________________________________

Copying Data from the Internet    (Assignment completed date________teacher’s initials________)
What is the keyboard shortcut for Copy?________________________________

What is the keyboard shortcut for Paste?________________________________
Format Cells   (Assn. Part 1  date________t.i.________) (Assn. Part 2  date________t.i.________)
What is the menu path to remove a hyperlink?____________________________________________________

	Sketch how the cursor looks when you’re ready to change the width of a column by clicking and dragging.


	Sketch how the cursor looks when you’re ready to select a cell or group of cells.
	Sketch how the cursor looks when you’re ready to select a column.
	Sketch the part of the toolbar where I changed the size of the font.


What is the name of the dialog box where you choose all the ways the cell will look?______________________

On what tab in Format Cells will you find Wrap Text?_____________________________________________
	Sketch the preset button for None (no borders) on the Borders tab in Format Cells
	Sketch the preset button for Outline on the Borders tab in Format Cells
	Sketch the preset button for Inside on the Borders tab in Format Cells



Entering Data        Assignment completed date________teacher’s initials________)
Simple Formulas with AutoSum        Assignment completed date________teacher’s initials________)

	Sketch the AutoSum Button

	List the 5 most frequently used functions that AutoSum lists on its drop-down menu

· _____________________________

· _____________________________

· _____________________________

· _____________________________

· _____________________________


What does the actual formula say when I’m averaging the numbers in cells E2 through E11?
__________________________________________________________________________________________

Data Sorting    (Assn. Part 1  date________t.i.________) (Assn. Part 2  date________t.i.________)
What is the menu path to data sort?_____________________________________________________________

If we want to sort from highest to lowest, what option do we choose?__________________________________

If we want to sort from lowest to highest, what option do we choose?__________________________________

Making a Pie Chart       Assignment completed date________teacher’s initials________)

What key do I hold down to select just those two columns?__________________________________________
What is the menu path to the Chart dialog box?___________________________________________________

Why did I choose “Series In Columns?”_________________________________________________________

_________________________________________________________________________________________

Page Setup and Printing
Fill in the blanks
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What is the menu path for Set Print Area? ____________________________________________________

How do you Select All Sheets?______________________________________________________________
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