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Name ____________________________
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Excel 2007 Chapter 1 – Short Answer

Instructions: Fill in the best answer.

1. _______________ allows users to save Excel worksheets in HTML format, so a user can view and manipulate the worksheet using a browser.

2. _______________, such as Ready and Enter, appear on the status bar and specify the current mode of Excel.

3. The _______________, also called the primary tab, contains groups with the more frequently used commands.  
4. A(n) _______________ is an on-screen note that provides the name of the command, available keyboard shortcuts, a description of the command, and sometimes Help instructions about the command.

5. The _______________ provides easy access to frequently used commands.
6. Use a(n) _______________ in a cell to enter numbers as text.

7. A(n) _______________ is a collection of cell styles and other styles that have common characteristics.

8. A chart is _______________ when it is drawn on the same worksheet as the data. 
9. The horizontal axis for a chart is called the x-axis, or the _______________.

10. Excel helps you organize and identify your files by using _______________, which are the details about a file.  
