· Active sheet: Sheet that appears on the screen.

· Arranging: Places more than one worksheet on the screen so that they may be viewed simultaneously.  

· Link: Means of transferring data from one worksheet to another.

· Sheet tabs: Label that identifies a worksheet in a workbook.

· Three-dimensional cell reference: Formula reference that incorporates data from worksheets in an active worksheet.

· Active cell: Highlighted cell ready for data entry.

· Cell: Intersection of a row and column in a worksheet or table.


· Column: Appear vertically in a worksheet and are identified by letters at the top of the worksheet window.

· Formula bar: Appears directly below the toolbar in the worksheet; displays a formula when the cell of a worksheet contains a calculated value.

· Highlight: Entry point of a worksheet; a highlighted cell is indicated by a dark border.

· Name box: Area on the left side of the formula bar that identifies the cell reference of the active cell.

· Range: Selected group of cells on a worksheet identified by the cell in the upper left corner and the cell in the lower right corner, separated by a colon (for example, A3:C5).

· Row: Appear horizontally in a worksheet and are identified by numbers on the left side of the worksheet window.

· Spreadsheet: Grid of rows and columns containing numbers, text, and formulas; the purpose of a spreadsheet is to solve problems that involve numbers.

· Workbook: Collection of related worksheets in Excel.

· Worksheet: Computerized spreadsheet in Excel; a grid of rows and columns containing numbers, text, and formulas.

· AutoFormat: Collection of font, patterns, and alignments that can be applied to a range of data.  

· Indented text: Moves the text several spaces to the right.

· Rotated text: Displays text at an angle within a cell of a worksheet.

· Style: Predefined set of formatting options that have been named and saved.

· Wrapped text: Begins a new line within the cell of a worksheet when the data exceeds the width of a column.

· Filling: Copies data into the cell(s) adjacent to the original.

· Freezing: Keeps row or column titles on the screen no matter where you scroll in the worksheet.

· Splitting: Divides the screen into two or four parts so that more than one area of the worksheet may be viewed at the same time.  
· Absolute cell reference: Cell reference that does not adjust to the new cell location when copied or moved.

· Formulas: Equation that calculates a new value from values currently on a worksheet.

· Mixed cell reference: Cell reference containing both relative and absolute references.

· Operand: Numbers or cell references used in calculations in the formulas of worksheets.

· Operator: Tells Excel what to do with operands in a formula.

· Order of evaluation:  The sequence used to calculate the value of a formula.
· Point-and-click method:  Constructs a cell formula in Excel by clicking on the cell you want to reference rather than keying the reference.

· Relative cell reference: Cell reference that adjusts to a new location.

·  Argument: Value, cell reference, range, or text that acts as an operand in a function formula.

· Financial function: Functions such as future value, present value, and payment are used to analyze loans and investments.

· Function formula: Special formulas that do not use operators to calculate a result.

· Logical function: Function used to display text or values if certain conditions exist.   
· Mathematical function: Functions that manipulate quantitative data in the worksheet using operations such as logarithms, factorials, and absolute values.

· Statistical function: Functions used to describe large quantities of data such as the average, standard deviation, or variance of a range of data.

· Trigonometric function: Functions that manipulate quantitative data in the worksheet using sines, cosines, and tangents.

· .

· AutoFilter: Displays a subset of the data in a worksheet that meet certain criteria.  

· AutoFilter arrows: Appear at the lower right corner of the column headings. By clicking the arrow, a drop-down list will appear that allows you to display a specific row, the top ten items in the column, a customized search, or restore all the data in the worksheet.   

· Comment: Message that provides information concerning data in a cell.

· Discussion server: A Web server that accommodates discussion of an Office file on the Internet.

· Hiding: Temporarily removes a worksheet row or column from the screen.

· Hyperlink: Words or objects that may be clicked to move from page to page within your Web site or jump to another Web site.

· Research tool: Can provide numerical data typically used in a worksheet, such as statistics or corporate financial data.

· Sorting: Arranges a list of words or numbers in ascending order (A to Z; smallest to largest) or in descending order (Z to A; largest to smallest).

· Template: A file that contains page and paragraph formatting and text that you can customize to create a new document similar to, but slightly different from, the original.

· Web Discussion: Permit several worksheet users to view and comment on an Excel worksheet that has been posted on the Internet.  

· Axis: Line that identifies the values in a chart; most charts have a horizontal (or X axis) and a vertical (or Y axis).

· Chart: Graphical representation of data contained in a worksheet  

· Chart sheet: Area separate from the Excel worksheet in which a chart is created and stored; the chart sheet is identified by a tab near the bottom of the screen.
· Chart Wizard: Four-step, on-screen guide that aids in preparing a chart from an Excel worksheet.
· Column chart: Chart that uses rectangles of varying heights to illustrate values in a worksheet.
· Data labels: Values depicted by the chart objects (such as columns or data points) that are printed directly on the chart.
· Data series: Group of related information in a column or row of a worksheet that is plotted on a worksheet chart.
· Embedded chart: Chart created within the worksheet; an embedded chart may be viewed on the same screen as the data from which it is created.
· Image handles: Small boxes that appear around an object when it is selected. You can drag the handles to resize the object.
· Line chart: Chart that is similar to a column chart except columns are replaced by points connected by a line.
· Pie chart: Chart that shows the relationship of a part to a whole.
· Scatter chart: Chart that shows the relationship of two categories of data.
