Excel Notes/Vocabulary

Spreadsheet: Tool used to calculate, order and present large numbers of complex calculations

Cell indicator:. Located in the upper left corner of the screen, Shows the position of the cursor

Cursor movements: Use the mouse or the arrow keys. Home key brings you to column A.

Deleting cell contents: Strike the delete key.

Number (Value): A number placed in a cell. Which can be used in formulas or calculations

Word (Label): Any text (letters and/or numbers) to be seen by the user and not to be used in any calculation by the computer.

Cell Contents Bar (Formula Bar): Located in the upper right corner of the screen. Shows what actually is in the cell (formula, label or value).

Changing cell contents: Click the cell contents box, move the cursor to the position of the change, strike enter.

Order of Operations: Mathematical rules of applying operators to a math calculation

Formula: A series of mathematical operations used to calculate a result.

Cell referencing: Instructing the computer to look for the results in one cell, do a calculation with it and place it in a new cell.

Cell Enhancements: Fonts, sizes, cells, number format, etc.

Graphs: Select the numbers to be used in the graph, choose the type. 

Good Design: Presenting the spreadsheet so the user can quickly understand and use the numerical information toward a useful end.

Cell: Box where you can enter words, numbers or formulas

Function: A premade tool that allows you to quickly perform math operations

Computer math symbols: symbols used to perform math operations. They are + (add), - 

(subtract), * (multiply), / (divide), ^ (exponent), SQRT (square root)

Square root of a number: find what number multiplied by itself will equal the total, for 

    example: SQRT(25) = 5

Comparison operators: symbols used to compare two values and provide a TRUE or FALSE result. They are = (equal), > (greater than), < (less than), >= (greater than or equal to), <= (less than or equal to), <> (not equal to)

Range: A group of cells that are selected so that some operation can be performed on them

Sum function: A function that adds all the cells in the range. 

Absolute value function: A function that displays the positive number of a cell or formula.

Count function:  A function that counts the cells that contain numbers. 

Max function: A function that displays the largest number in a range of numbers

Min function: A function that displays the smallest number in a range of numbers

If function: A function that allows Excell to evaluate a formula and carry out one task if TRUE or another task if FALSE

Part 2

Insert rows/columns: position the cursor, insert menu-column or row. 

Select cells: click and drag the cells you want. They highlight in purple. Selects cells in contiguous form.

Control select: Select cells that are not next to each other. Click the first cell, hold the control key down, click on the other cells that you want.

Number  formats: Right click on a cell or range of cells, format cells. Allows you to choose the appearance of  the numbers in the cell.

#####: A symbol used to show that the number in the cell is too large to fit 

Resize columns: Click and drag on the black line at the top of a column.

Patterns/fonts: Right click on a cell or range of cells, format cells. Allows you to change the style of the text/numbers in  the cell. As well as change the background of the cell.

Wrap text: Allow the text to wrap within the cell so the text will not move into the adjacent cell.

Merge cells: Create one large cell from many cells. Allows you to really highlight information in the spreadsheet.

Cut/paste: Use this to move parts of the spreadsheet to separate sheets. Do not use copy and paste, this will mess up all of your formulas.

Protection: Allows you to stop any changes but allows you to still see the spreadsheet.

Locked cells: Allows you to keep some cells locked from changes, while the rest of the cells are allowed to be changed.

Source data: The cells that are used to make up the chart information.

Chart types: You can choose from many forms of data representation.

Chart labels: use this to properly label the chart, titles, X and Y axis, legends, etc.

