Chapter 10 Answer Key

Matching

_____ 1.
To move within a document or workbook.
_____ 2.
The labels along the lower border of the worksheet window that identify each worksheet.
_____ 3.
The action of placing cell contents that have been copied or moved to the Office Clipboard to another location.
_____ 4.
A temporary storage area maintained by your Windows operating system.
_____ 5.
A method of moving or copying the content of selected cells in which you point to the selection and then drag it to a new location.
_____ 6.
The target destination for data that has been cut or copied using the Office Clipboard.
_____ 7.
A button that displays in the lower right corner of a pasted selection and that displays a list of options that lets you determine how the information is pasted into your worksheet; the list varies depending on the type of content you are pasting and the program you are pasting from.
_____ 8.
Within a workbook of multiple worksheets, a worksheet that contains the details of information summarized on a summary worksheet.
_____ 9.
The process of changing the values in cells to see how those changes affect the outcome of formulas in your worksheet.
_____ 10.
The percent by which one number increases over another.

_____ 11.
The mathematical formula to calculate a rate of increase.
_____ 12.
The starting point when you divide the amount of increase by it to calculate the rate of increase.
_____ 13.
The mathematical rules for performing multiple calculations within a formula.

_____ 14.
The Excel feature by which a cell takes on the formatting of the number typed into the cell.
_____ 15.
The formula for calculating the value after an increase by multiplying the original value—the base—by the percent for new value.
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Fill in the Blank

1.
When a worksheet is active, its tab color displays as an ___________.

2.
When you enter a date, Excel assigns a ________ value to the date, which makes it possible to treat dates like other numbers for the purpose of calculating the number of days between two dates.

3.
A two-digit year value of 30 through 99 is interpreted by the Windows operating system as the four-digit years 1930 through ______.

4.
The keyboard shortcut Ctrl + ; enters the _________ ______, which is obtained from your computer’s internal calendar.

5.
Clearing the contents of a cell does not clear the ____________ of a cell—for example fill color applied to the cell.

6.
You can view selections stored on the Office Clipboard by displaying its ______ ______ from the Dialog Box Launcher in the Clipboard group.

7.
According to the order of operations for formulas, the first expressions calculated are those within ____________.

8.
According to the order of operations, ________________ and division are performed before addition and subtraction.

9.
According to the order of operations, consecutive operators with the same level of ___________ are calculated from left to right.

10.
The symbol used to indicate the multiplication operation is the __________ symbol.

11.
In the formula percent for new value = base percent + percent of increase, the base percent is usually ______%.

12.
When pasting a group of copied cells to a target range, you need only select the _______ cell of the target range.

13.
The chart type that displays trends over time and that connects data point values with a line is called a ______ chart.

14.
In the formula =(B3-C4)*D3 the mathematical operation that is performed first is ________.

15.
When copying the formula =(B3-B4)*$A$2 to the right, the formula in column C would be ________________.
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