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Excel 2007 Chapter 5 – Short Answer

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

1. A field, or column, that contains formulas or functions is called a(n) _______________.

2. A(n) _______________ is an organized collection of data.

3. Data items that make up a record are called ________________.

4. Excel has built-in ________________ features to ensure that the data you enter into a cell or range of cells is within limits.
5. The term GIGO stands for _______________.
6. _______________ allows you to create rules that change the formatting of a cell or a range of cells based on the value of a cell.

7.
Arranging records in a specific sequence is called ________________.
8. Data is in _______________ sequence if it is ordered from lowest to highest (i.e., A to Z).

9. The field or fields you select to sort the records are called _______________.

10. If you make a mistake in a sort operation, you can return the records to their original order by clicking the _______________ button on the Quick Access Toolbar.

