Microsoft Excel Unit Exam Review

Content Review:

· Concepts Reviews

· Lecture Notes

· Assigned reading from textbook

· Microsoft Excel activity on webpage
Performance Skills:

· Adjust the position and size of an embedded chart

· Adjust the width of all columns to fit the widest entry in the columns

· AutoSum

· Average

· Bold

· Borders

· Category Axis Title

· Center

· Chart Rotation and Elevation
· Chart Title

· Chart Wizard

· Check spelling
· Comma format

· Create formulas (Review Assessments 15.1 and 16.1)
· Currency or accounting format

· Data Labels

· Decrease or increase decimal

· Decrease or increase Indent

· Explode pie slice

· Font size

· Legend

· Maximum

· Merge and Center

· Minimum

· Percent format

· Print the formulas version by going to Tools → Formula Auditing → Formula Auditing Mode or by using the keyboard shortcut Ctrl + `
· Print the values version in landscape orientation

· Value Axis Title

