Review for Excel part of Exam (10 TF, 20MC, 20Matching – Excel Projects 1-3)

What appears in a cell if you type =8/4/2 into it? 1

Moving vs. Copying cells? Stays in org loc if copied

Absolute vs. Relative cell address? Absolute locks down with $ sign (ex: $B$5) Relative references move with the formula.

Currency, General, Fixed, Percent

Columns are identified by letters and Rows are identified by numbers. A3, B5

Top left is A1, top right is IV1, bottom left is A65536, bottom right is IV65536.

Data is temporarily stored in (RAM) before it is saved.

Can we use a different font, style and alignment on each cell? Y

Functions: =IF(condition, true, false), =MAX(range), =MIN(range), =SUM(range), =Average(range), PMT(int,term,prin)

Order of operations: (and know operators)

1. 
Par ( ) 

Please 

2. 
Exp ^

Excuse

3. 
Mult *

My

Div /

Dear

4.
Add +

Aunt


Sub -

Sally

Active cell – with bold border

Home cell – A1

Cell – intersection of a row and column

Cell Address – column letter, plus the row number to uniquely identify the cell location

Range – group of cells in the shape of a rectangle, identified by two opposite corners.

F1 key – help

F2 key – edit

F4 key – absolute

ESC key – cancels an operation in progress

MODES: Ready, Edit

######## in a cell means cell is not wide enough

#VALUE! in a cell means formula has error due to referencing a label in a calculation.

Fill Series command – just know the term fill series

When a formula referencing A1 is copied from A5 to A6, the reference to A1 changes to: a. A1, b. A2, c. C5, d. Z11, e. none of these (ANS = A2)

Arguments – values you give functions

Portrait vs. Landscape orientation

Chart – pictorial representation of data in a worksheet (aka graph)

CIS 146 via Internet - Review for Access part of Exam

10 True False, 20 Multiple Choice, and 10 Matching questions (same format)

Record - (rows) - contains information about a given object, person, product, place or event.

Field -  (cols) - contains specific information within a record

Table - 

Database - 

Data Types: Text, Number, Memo, Date/Time, Currency, Yes/No

What data type should a field for hourly rate be? NUMBER

What data type should a field for social security number be? TEXT

Query - question represented in a way that Access can understand

Tables, Queries, Forms, Reports

Detail Lines

Database design - the arrangement of data into tables and fields

Data Redundancy - storing the same fact in more than one place

Problems with data redundancy: 1. wasting disk space,  2. difficulty in updating, the database, 3. possibility of inconsistent data

Primary key - field that uniquely identifies a record in a table

Foreign key - a field in one table whose values are required to match the primary key of another table. Example: An account number field in an invoice table which was required to match an account number in the accounts table.

Datasheet view - table represented as a collection of rows and columns

Form view - one record appears on the screen at a time

Wildcards - * and ?

Computed Field - type computed field name followed by a colon, then create formula by enclosing field names in brackets. Ex: on hand value:[on hand]*[cost]

Zoom - provides a larger data input area.

Grouping - select group by as entry in the total row in the field column to be used.

Searching - running a query to find all clients in a particular area.

Validation Rules - user must follow these rules when entering data.

Required - will only allow user to leave a record after entering information in a field.

Default Value - 

Comparison Operators: >, <, >=, <=

Logical Operators: AND, OR

Example: how do you list all companies with a branch in at least one of the following states: AL, GA, and FL? AND or OR

Update query - automatically changes the value of specified fields

referential integrity - property that ensures the value in a foreign key must match the primary key in another table.

One to many relationship

index

join

portrait and landscape orientation

