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Programs accessible via 
1. icons on desktop
2. items on the Start Menu

Standard Programs
A. Web Browsers IE Explorer, Netscape
B. Spreadsheets Excel, Quattro Pro
C. Word Processors Word, Word Perfect
D. Computer Algebra Maple, Mathematica

Spreadsheet vs Database Program

Rows Records
Columns Fields

Excel
Definitions/ Glossary

Cell
Cell Reference A16, F7
Range E7:E19, B2:C107
Active Cell

Entering Data
Select cell with mouse pointer
Alphanumeric

File/Save
Use directory: USERS$\username on Euclid

File/Open

Definitions/ Glossary

Workbook
Worksheet
Sheet Tabs



Parts of Spreadsheet

Menu Bar
Standard Tool Bar
Formatting Tool Bar
Formula Bar
Row/Column Headers
Scroll Bars

Moving Around
Mouse
Cursor Keys
Home Key vs CTRL Home Key
End Key + Cursor Keys

Operators +, -, *, /

Functions
=SUM(range)
=AVERAGE(range)
=COUNT(range)

Inserting/Deleting Rows/Columns

Copying Formulas
Auto Fill
Fill Handle


