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Excel 2007 Chapter 4 – Short Answer

Instructions:  Fill in the blanks with the appropriate term or phrase.

1. A cell name is created through the use of the _______________ command.

2. To use a name that is made up of two or more words in a formula, replace each space with the _______________.

3. You can double-click a cell with a formula and Excel will use ________________ to highlight the cells that provide data to the formula.

4. Excel’s ________________ function returns the future value of an investment based on periodic, constant payments, and a constant interest rate.

5. A(n) ________________ is a range of cells that shows the answers generated by formulas in which different values have been substituted.

6. To add conditional formatting to a range, click the _______________ button on the Home tab on the Ribbon and then click New Rule to add the condition.
7. A(n) _______________ shows the beginning and ending balances and amount of payment that applies to the principal and interest for each year over the life of the loan.

8. A(n) _______________ is a series of fixed payments at a fixed interest rate.

9. When Excel displays the Page Setup dialog box, click the Page tab and then click  _______________ in the Scaling area to set the worksheet to print on one page.

10. _______________ cells are cells that you cannot change.
