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Intro to Excel Semester 1 – SY1617 
Vocabulary 

 

1. Cell 
Each individual box on the spreadsheet  or and intersection of a column and a 
row in a table where you add data or graphics. 

2. Row The horizontal reference on the spreadsheet. 

3. Cell Reference 
The column number and the row letter of a cell. The location of a cell in a 
worksheet identified by its column letter and row number. 

4. Column The vertical reference on the spreadsheet. 

5. Active Cell 
The cell you are currently working on. Contains the cell pointer- a dark outline 
around the cell. 

6. Graph A visual representation of data. 

7. Worksheet 
One page of a spreadsheet. The workspace made up of columns and rows 
where you enter data to create an electronic spreadsheet. 

8. Formula 
This is a mathematical equation which must always starts with an “=” sign.  This 
calculates values for each cell.   

9. Value A number that can be entered into a cell. 

10. Format Cells 
Changing the appearance of a number without changing the number itself. We 
can apply a number format (0.8, $0.80, 80%, etc.) or other types of formatting 
(alignment, font, border, etc.). 

11. Grid Lines The horizontal and vertical lines on the spreadsheet. 

12. Auto Sum A formula that will add up a column of numbers. 

13. Auto Fill Handle The dot at the bottom of each cell while it is active 

14. Sheet Tabs 
Tabs that identify the worksheets in a workbook. Labels located at the bottom 
of workbook window indicating the worksheets 

15. Auto Fill 
A feature that automatically inserts a series of numbers, dates and other 
regularly used items for you. 

16. Fill/Shading Tool To fill a cell with color using the paint bucket tool 

17. Average 
The function used to calculate the average of a range of numbers. (i.e. Average 
= (B11:B35) As seen in Activity 11 Quiz Scores 2. 

18. Selecting To highlight a set of cells 

19. Auto Fit:   
A feature in Microsoft Excel that automatically adjusts the width or height of a 
cell. 

20. Range:   A group or block of cells in a worksheet that have been selected or highlighted. 

 


