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Chapter 16: Working with Microsoft Excel
Be sure to use your new found knowledge of Microsoft Word to format this document. 

1.) When you’re on your computer and want to __________, you use a program called a spreadsheet. 
2.) What is the most popular spreadsheet?
3.) How is a spreadsheet like a giant list?

4.) What are some things you can do with a spreadsheet?

5.) In what ways is a spreadsheet like a table in a word document? How is it different?

6.) How is data entered into a cell?

7.) Why might you need to adjust the column width in a spreadsheet?

8.) How does knowing algebra help you make formulas in a spreadsheet?

9.) What formula would you write if you wanted to multiply the number in cell A1 with the number in A2?
10.) What are five automatic calculations that excel can do?

11.) How is the SUM function easier than writing a formula for the same thing?

12.) In what two ways can excel sort a column?

13.) What formatting options for cells is similar to the ones available in Microsoft Word?

14.) Describe the process for creating a chart in Excel. 

