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Be familiar with the following terms


Absolute reference

Active cell


absolute reference

alignment


argument

arithmetic operator

autoformat


Cell



Cell contents


cell reference


chart 

data label


fill handle

font



font styles


footer



formula

formula bar


function


header

print preview

relative reference


sheet tab


range



text

value



what if –analysis

Workbook


worksheet



Know how to enter, edit, and delete entries in a cell

Know how to open and save a workbook

Know how to construct a formula (begin with =)

Know ways to get help.

Know how to clear cell contents.

Be able to use the autosum button

Be able to create a header and footer

Know how and the steps to develop a worksheet.


Know how to copy a formula

Know when you would use absolute cell reference and when to use relative reference

Know how to insert and delete rows and columns

Know how to center text across columns

Know how to change the column width

Know how to use copy and paste for a range of cells

Know how to rename a worksheet.

Be familiar with common functions--sum, average, min, max, 

Know how to spell check a document

Know how to use the undo button

Know how to display worksheet formulas

Be able to use different fonts and font styles
Be able to create a text box

Be able use create and remove borders in cells

Be able to use either landscape or portrait mode

Know how to color a cell and its border 

Know how to use the drawing toolbar

Know how to change gridlines

Know how to use the chart wizard to create a chart

Know how to place a chart on the worksheet as well as on a separate chart sheet

Know how to resize a chart on a worksheet

Know how to change the chart type

Know how to create a chart with multiple series and these not necessarily be adjacent

Know how to activate a chart

Know how to change a legend

Know how to add a text box

Know how to add an arrow

Know how to add data labels

Know how to print a chart

Know how to add a pattern and color to a data marker, rotate a 3-D chart,

Know how to format chart labels

Know how to add texture fill to a chart background

Know how to include a picture in a column chart

Integrating Word and Excel Chapter

Be familiar with the following terms

Object linking and embedding, object, source program, destination program, embedded object, linked object

Know the difference between copy and paste, embed, and link.

Be able to copy and paste between applications 

Be able to link an excel chart to a Word file and update it

Be able to embed an object and update it

Be prepared on the multiple choice part of the test to have to use the help features to answer some questions relating to how to do something in Excel.

