TEST 2 Preparation

CSC 151- A

Test Date:  Tues, March 26, 2001
(last hour of class)

Scope of Test Material:   Excel

Materials:  bring a disk labeled with your name and with an excel directory on it; you will have to hand in this disk; bring pencil

Test Content:  Closed Book


     SYMBOL 183 \f "Symbol" \s 10 \h
list the 3 different kinds of information a cell can contain in Excel and how each is recognized

     SYMBOL 183 \f "Symbol" \s 10 \h
explain the difference between relative and absolute addressing, when to use each, and how to recognize each

     SYMBOL 183 \f "Symbol" \s 10 \h
explain how Excel adjusts addresses when a formula is copied; e.g., if E5 has the  formula
  
=(B5+C5)*$A$2
how does the formula re-adjust when copied to:
  
D5 or F5 or E4 or E6
     SYMBOL 183 \f "Symbol" \s 10 \h
write formulas using relative and absolute addressing; e.g., 2 demo sheets using gross and net salary, taxes, etc.; loan repayment worksheets

     SYMBOL 183 \f "Symbol" \s 10 \h
define a database and the terms record, field, field name

     SYMBOL 183 \f "Symbol" \s 10 \h
explain the use of search criteria as well as  and, or, not, wildcard

     SYMBOL 183 \f "Symbol" \s 10 \h
explain the difference between embedding an Excel chart in a Word document and linking that chart to a Word document
Test Content:  Open Book 



     SYMBOL 183 \f "Symbol" \s 10 \h
write formulas using both relative and absolute addressing; you need to determine which mode to use

     SYMBOL 183 \f "Symbol" \s 10 \h
copy formulas

     SYMBOL 183 \f "Symbol" \s 10 \h
use system-defined functions; e.g., sum, max, min, pmt, average, if 

     SYMBOL 183 \f "Symbol" \s 10 \h
format ranges (e.g., as fixed, or percent, or currency) 

     SYMBOL 183 \f "Symbol" \s 10 \h
use Chart Wizard to create a graph of a specified type and format:



add title, x-axis label, y-axis label, legends



edit a chart; e.g., change title, change pattern, pull wedge out of pie chart

     SYMBOL 183 \f "Symbol" \s 10 \h
add several records to an Excel database; sort a database on certain fields
     SYMBOL 183 \f "Symbol" \s 10 \h
use search criteria in an Excel database; e.g., given a large databases like the Schools database

     SYMBOL 183 \f "Symbol" \s 10 \h
embed your name in a footer
In general, you will have to enter little data.  Your task will be to complete a reasonably small part of one or more worksheets by entering formulas, creating graphs, etc.

Spreadsheet files must be saved with the specified name in the excel directory on your disk.  If a file is not saved to your disk, no credit will be given.

