DIGITAL LITERACY
Microsoft Excel—Level I
Study Guide

Use the Excel Level I PowerPoint found on www.mrsoutland.weebly.com. Answer the vocabulary and Questions below. 
1. What is Excel?




2. Spreadsheet





3. Active cell




4. Name box




5. Formula bar




6. Formula



7. File



8. Range



9. Adjacent range



10. Range reference



11. What type of characters can a cell contain?

12. Text

13. Undo key

14. How do you clear a cell?

15. Dialog box

16. Row

17. Column



18. Cell



19. Print Preview




20. Portrait orientation



21. Landscape orientation




22. Tab key




23. Sheet Tab




24. Active Worksheet



25. Cell reference

26. What are the four parts of Excel?




27. What is the difference between a Workbook and a Worksheet?




28. What is a sheet tab?




29. In Excel, how are columns and rows identified?






30. What are the three ways a cell can be identified?



Essay Questions--Answer the questions using your class PowerPoint: Please type your answer directly into this document. 
1. Name four ways a user can select cells in Microsoft Excel




2. What is an embedded chart?




3. What is the “order of operations”?





4. If you see these symbols ###########  in a cell(s), what does it mean?  







5. If a column is too narrow, list two ways to widen the column.






6. What is the proper way of writing a range if the first cell is RR3 and the last cell is ZZ5

