Chapter 9 Answer Key

Matching

_____ 1.
An Excel file that contains one or more worksheets.
_____ 2.
The primary document that you use in Excel to store and work with data, and which is formatted as a pattern of uniformly spaced horizontal and vertical lines.
_____ 3.
The intersection of a row and column in an Excel worksheet.
_____ 4.
An element in the Excel window that displays the value or formula contained in the active cell, and in which you can enter or edit values or formulas.

_____ 5.
The box to the left of the Formula Bar that identifies the selected cell, table, chart, or object.
_____ 6.
The user interface in Office 2007 that groups the commands for performing related tasks on tabs across the upper portion of the program window.

_____ 7.
Buttons on the right side of the status bar for viewing in Normal, Page Layout View, or Page Break Preview; also displays controls for zoom out and zoom in.

_____ 8.
The letters at the top of an Excel worksheet that designate the columns.
_____ 9.
Two or more selected cells on a worksheet that are adjacent or nonadjacent, and treated by Excel as a single unit for the purpose of editing.

_____ 10.
The cell, surrounded by a black border, ready to receive data or be affected by the next Excel command.
_____ 11.
The identification of a specific cell by its intersecting column letter and row number.

_____ 12.
Anything typed into a cell.

_____ 13.
Numbers, text, dates, or times of day that you type into a cell.

_____ 14.
An equation that performs mathematical calculations on values in a worksheet.

_____ 15.
The small black square in the lower right corner of a selected cell.
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Fill in the Blank

1.
A set of characters with same design, size, and shape is called a ______.

2.
A specific way in which Excel displays numbers in a cell is referred to as the ________ _________.

3.
The default format that Excel applies to numbers, which has no specific characteristics except that trailing zeros to the right of a decimal point will not display, is the _________ format.

4.
The data that displays in the Formula Bar is referred to as the ____________ ________.
5.
A formula prewritten by Excel is a __________.

6.
In a formula, the address of a cell based on the relative position of the cell that contains the formula and the cell referred to is a __________ cell reference.

7.
The Excel number format that applies a thousand comma separator where appropriate, inserts a fixed U.S. dollar sign aligned at the left edge of the cell, applies two decimal places, and leaves a small amount of space at the right edge of the cell to accommodate a parenthesis for negative numbers is the ____________  ________ format.

8.
The Excel number format that inserts thousand comma separators where appropriate, applies two decimal places, and leaves space at the right to accommodate a parenthesis for negative numbers is the _______ _______.

9.
The area along the bottom of a chart that identifies the categories of data, and which is also referred to as the x-axis, is the __________ axis.

10.
A numerical scale on the left side of a chart that shows the range of numbers for the data points, and also referred to as the y-axis, is the _______ axis.

11.
In a chart, an explanation of the patterns or colors that are assigned to a data series that represents a category is called the ________.

12.
Related data points represented by data markers in a chart, each of which has a unique color or pattern represented in the chart legend, are referred to as a ______  ________.

13.
The combination of chart elements that can be displayed in a chart such as a title, legend, labels for the columns, and the table of charted cells is referred to as the _______ ________.

14.
Symbols that specify addition, subtraction, multiplication, division, percentage, and exponentiation in an Excel formula are called ____________ ___________.

15.
A cell reference that refers to cells by their fixed position in a worksheet and which remain the same when the formula is copied is referred to as an __________ cell reference.
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