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Has been the emergence of the program Excel (spreadsheet) after it called on the need to develop an
environment for tables in Word program, which was necessary a great effort in mobilizing the table
cells after conducting mathematical and logical operations manually before the entry process, and his
appearance was to get rid of operations cumbersome 1n making the calculations and data entry Per cells
using electronic technology saves time and effort.

How the program is run Excel
Start >> all program >> Microsoft Office >> Microsott Oftice Excel 2007
Excel program then begins work

Excel window
When you run the program window appears spreadsheets as specified in below: -
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Outline of the screen

e Address bar : shows the name of the program and the name of the workbook and quick access
bar and logo Office. The buttons ( zooming 1n and out and closure )
S )
e Dbar tabs : It contains a set of special collections work program Excel .

e groups : a boxes containing a set of command buttons and menus , namely, ( Home , Insert,
Page Layout , Formulas , Data , Review , View ) .

e formula bar : the rectangle 1s extended above the columns , and shows the contents of the cell
and 1ts laws , and contains the Name box , and it appears the name of the cell and the symbol

(M) and () and (fx) the inclusion of the private functions .

e seeded or (Book): - seeded consists of three working papers , and the working paper 1s a single
tables consists of rows and columns

e columns : 1s the upper part of the paper contains a character (A) consists of ( 16384 ) column
column names ranging from the lower (A) until the last column , which (XFD).

e rows : be right in the paper and contains a number (1) and consists of ( 1048576 ) row .

e C(ells: 1s a unit of work and 1s composed of rectangles intersection with rows and columns called
the name of the column and row . Such as : cell (D7) in column (D) and grade (7) .

e Dbar: at the bottom and contains information in addition to the views and size.

e Name box : - that demonstrates the active cell , and it shows the name of the active cell , for
example, Al

=
e Office button" *, you can find it in the upper right corner of the programs Microsoft Office

excel.

Cell

Is the result of the intersection of the column with the row and each cell a name for Aitakerr with
another cell, for example, the first cell named Al, where A 1s the symbol of the column and 1 1s the
row number and when we press on any cell, the name of the cell will appear 1n a special fund called
Fund Name box as in the figure below, and be this cell 1s the active cell. When pressed once on the
cell, 1t will be to 1dentity a single cell but can select more than one cell at the same time by pressing the
left mouse button and then continue clicking and dragging on a group of cells, but only to be
contiguous when it will be determined a range of cells.

Named box

Active cell
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