Microsoft Excel Test #1 Study Guide
VOCABULARY TERMS
· Worksheet

· Workbook

· Merge

· Wrap Text

· Cell

· Range

· Formula

· Text Orientation

ICONS TO KNOW
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KNOW . . . 
· How Rows & Columns are identified

· What all formulas begin with

· How to describe the location of a cell or range of cells by its Cell Reference

· Ways to change the width/height of a column/row

· Where new rows are automatically inserted

· Where new columns are automatically inserted

· The different Formats a number value can be changed into

· The difference between the Currency and Accounting number formats

· The two ways to add/take away decimals from a number
· Explain how to “drag and copy” formulas 

· Understand how a formula changes as it is “drug and copied”

· Explain how to copy text or a series in Excel

· The meaning of   :    and     ,

· Different ways to write the various formulas

· Adding / Totals

· Averages

· Subtraction

· Multiplication

· Division

· How to write individual cells included in a formula

· How to write a range of cells included in a formula

· What you should never put in a formula

· The angles of Counterclockwise and Clockwise Text Orientation
