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Name ____________________________
Date ___________________

Excel 2007 Chapter 3 – Short Answer

Instructions: Fill in the best answer.

1. After the Paste button is clicked, Excel displays the _______________ button.

2. Using the mouse to move or copy cells is called _______________.

3. The _______________ on the shortcut menu allows you to insert rows between rows that already contain data.

4. The _______________ on the Insert gallery of the Insert button on the Ribbon  allows you to insert a single cell or range of cells.

5. Excel allows you to _______________, so that Excel displays the titles on the screen, no matter how far down you scroll.

6. The _______________ returns a number that corresponds to the system date and time beginning with December 31, 1899. 
7. Excel uses a technique called _______________ to keep a cell reference constant when copying a formula or function.

8. If the value you want to assign to a cell is dependent on a logical test, use the _______________.

9. You can _______________ a slice of a 3-D pie chart to make it stand out from the rest.   
10. You can magnify or shrink the appearance of a worksheet or chart by using the _______________ button on the View tab on the Ribbon.   
