DIGITAL LITERACY
Microsoft Excel—Level II--Study Guide

Use the Excel Level II PowerPoint found on www.mrsoutland.weebly.com. Read the Power Point to fill in the blanks below. 
1. What tools does Microsoft Office Excel 2016 provide a user?



2. The tools you use while working in Excel are located on the ___________________________. 


3. The _______________________________ is organized into task-oriented ____________________ tabs. 


4. Each _________________ is divided into task-specific _______________________________ with 

_______________________________ and ______________________ that related to the group name. 



5. A ____________________________________ or spreadsheet file, can be compared to a physical book with many pages. 


6. When you open a ______________________ workbook, the temporary filename (____________) and 

the program name (______________________) appear in the title bar at the top of the screen. 

7. The new ________________________ contains one _______________________ (Sheet1) by default. 


8. The ____________________ tabs are located just above the ____________________ bar and are 

identified as ____________________, __________________, and Sheet3. 

9. Do the Exercises on Slide 6. Did you do these? 


10. A _____________________________ is a grid composed of _____________________,

 __________________, and cells. 


11. Each worksheet _________________________ starts at the top of the _________________________ 

and goes to the bottom of the ___________________and is identified by a letter. 

12. Each ______________________ starts at the left edge of the worksheet and continues to the ____________________ edge and is identified by a ______________________________.
13. Each box or ______________, on the grid is identified by the intersection of a column and a _________. 

14. Enter information by typing it into the _____________________ cell which is outlined by a _____________ rectangle.



15. The _______________________________________________________ on the left side of the title bar, above the ribbon, gives you fast and easy access to the tools you use most often. You can move the ________________ below the ribbon if you want it closer to your work area. 


16. GET READY! CONTINUE USING THE WORKSHEET OPENED EARLIER. 

17. The ______________________________________ holds __________________________ for controlling the appearance of the displayed ______________________________. 

18. You can also open and arrange new ____________________________ and split windows for the _________________________________________________ views of different parts of your _____________________________________.
19. Some groups on the ribbon tabs have an arrow in their lower right corner called a __________________________________________________________________________


20. Get READY!!! Launch Excel and do the steps!


21. When a ____________________________ contains a lot of data, you can see only a ________________ portion of the ___________________ in Excel’s ___________________ and ______________________________ views. 
22. GET READY! Do the steps to split the window!


23. _____________________________________ should reflect the type of data contained in the file and be ______________________descriptive so you can locate and retrieve files quickly. 
24. Filenames can be up to ______________ characters long, including the filename extension. 


25. Most people use ________________________ descriptive ___________________ that clearly identify the content of the ______________________________. 

26. What does CTRL+END do?


27. What does CTRL+HOME do?

28. What does CTRL+DOWN+ARROW do?

29. The _________________________ indicates the current cell you are in as well as gives you the opportunity to name the cell or a range. 

30. The ________________________________ command can take you to a particular point in a worksheet, including cells and cell ranges that you name yourself. 

