Chapter 10: Spreadsheets

Name:      
Date:       
Class:      
Digital Workbook
1. Format Basic Spreadsheets
A. Cells in a spreadsheet are identified by their       and      . 

B. The first cell in a spreadsheet would be identified as Cell      .

C. Describe how to adjust the column width in a spreadsheet to automatically accommodate the width of the data in a cell.

     
2. Create Formulas in Spreadsheets
A. A predefined formula in a spreadsheet is called a(n)      . 

B. All formulas must begin with      .

C. When you enter a formula into a cell, it is displayed in the      .
D. You can use the       button to add the numbers in a group of cells automatically.
3. Apply Advanced Spreadsheet Formatting
A. The       feature provides predefined shading and border formats that can be applied to cells in a spreadsheet.

B. The window that allows you to apply borders and shading to cells or to change cell alignment is called the       window.

4. Use Business Form Templates in Spreadsheets
A. A(n)       is a file that has a preset format that can be used as a basis for similar types of files.

B. To customize a template, you would make changes to the template and then rename the file and save it using the       command.

5. Use Spreadsheet Data to Create Charts 

A. Name three kinds of charts. 
     
     
     
B. To create a chart from spreadsheet data, click the       button. 

6. Integrate Charts with Word Processing
A. To wrap text so that it will fit into a cell, click the       menu, choose      , choose the       tab, and select      .

B. To merge cells in a spreadsheet, click the       menu, choose      , choose the       tab, and select      .

C. Use the       feature to quickly number a list in a spreadsheet.

7. Integrate Spreadsheets with Word Processing
A. To align text at a 45-degree angle in a spreadsheet, click the       menu, choose      , choose the       tab, and adjust the degrees in the Orientation box to      .

B. To insert a spreadsheet or a chart into a word processing document, use the       and       commands. 

C. To add a header and footer to a chart, access the Page Setup window by      . In the Page Setup window, click the       tab.

8. Use Online Spreadsheet Templates

List three places to find Excel templates. 
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