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How to keep Ribbon minimized: Right-click the Ribbon, and then
click Minimize the Ribbon. To use Ribbon while it is minimized,
click the tab you want to use, and then click the option or command
you want to use.

o A Microsoft Excel workbook is a file that contains one or more
worksheets (worksheet: The primary document that you use in
Excel to store and work with data. Also called a spreadsheet. A
worksheet consists of cells that are organized into columns and
rows; a worksheet is always stored in a workbook.) that you can
use to organize various kinds of related information. To create a
new workbook, you can open a blank workbook. You can also base
a new workbook on an existing workbook, the default workbook
template, or any other template.

o By default, a new workbook contains three worksheets, but
you can change the number of worksheets that you want a new
workbook to contain.

o If you are using Office 2010, you can save files in an earlier
version of Microsoft Office by selecting the version in the Save
as type list in the Save As dialog box.



Yy

Address
Cell
Column
Commercial
Common
Figure

File
Following
Mark

Menu
Ribbon
Row
Spreadsheet
Table
Workbook

Worksheet

Excel 2007 s31uf dadin & 5 5lgs Gilayy g ® o
Excel .la:tM K} b.\‘;u.ui dadn Lt L,._.L&T IJJ‘ _}LS.\A‘J

a8y

L}“")éT
Jel
OF=

(O&]) 28) )l

OF)

03 S dzmbo
Jgo
Ay S

S5

‘e



S [V Y PR PRV S USSP @lsa 5 o8 plesla — elaial 55l 5 HK o5l
oo LIS Gl st L m© @ Ml D8l 55 selS 10l o6
e R Y AVA RS P-4 Q AEATARTAVA TR PV

Ao &R

o3l 5 Jyane 5ol 05,5 33 4 Slyisn |y 0, amico sl 58 5
a3, gilies o Sis pes 09,5 lyl3le s 008 el (S ) oy Lo
il GR350y 4 59, 058 s Lo 4 a5 gz sl Cosl ea el

Sl glgre aily ;o el 00l s 4by (g0laad 4y A5 el (6l (5185 e,
Home 4ib3) coul Jled laasl; o 51 SO oloy 0 50 9 050 o0 iy Llgs YL aS
olales by o 3 (slgiome ST SIS laail; 5l (o g5, By (V) S8 o
g g0 00l

S5 olaws 5l oS5 adg 5 aisd co odel dligy IS Excel slaonsy,
o]

by olass o0 Oyle g Gt g sl 3L ol Juld (5 Jgor SR 58
568 b (oyoT 5 9508 (g0l gis 5 Sl p g o el Jolos a5 col 4l
D9bse e elol plod

w23 go ol |y Jld Jsbos oyol (Jgars b o 6l 53

Sy S ang IS 0,58 gl N oS 5 aldS was abgy IS obxl (sl p

oS 5 S gy IS iy 6l L0 S 5 S iy IS 05 5k (sl (CtrlsS
by |, AIHFA. S 5 oIS Excel 53le 5 (s 6l 5 CrlF4

L 4

q

Q

Y'Y



v Excel 2007 o918 dadin 1 5)lgs Glay g ® o

i Excel buas 580 iuS dabia b olal iy ,Sualy []‘. .‘.

Qs g3l

Tl (5l 380 5 A ploS & 3lesio Excel l38l0 5 -
OpenOffice Org aws — &I
bl ,Sole S 5 Office s -~
KOffice aiws -z
SkyOffice axws —o
Sl K11 3 e 08 yianFaxiuo Jl3dlp 5 plas ¥
Excel — <l
KSpread -
EditGrid -z
Zoho Spreadsheet —o
flwwl g Cxi 00 punS axais Hl3dle 5 plas’ -

Gnumeric — < Excel -l
Calc -o Google Docs —z
(may Wy abigy ;5 Colu pileo aals’ ¥
CtrlsS - CtrleW — |
Ctrl+K - Ctrl+N -z
Fog o0 o0laiw! (g paie ax 3l HInl 4lg sl> 4 Excel 2007 413810 5 asens j0 -0
yeo Oy~
Sl ez =0 ol b -z
(o ZZ (g 9 W o 05l Jlaws 3555 31 oo Joduw o yo] -5
130:2Z - < 13027 -l
77:130 -» 77130 -z

Tl (6 yaliin 42 (5152 3510 318 ygmt ) GBS (odins adgS yo a5 [ (ST -
O3y 0355 Bl -l
i (505 Pl -0
O3y e slpSol pls —z
i b Bl o pgloxs jolS igles —



ol sl 5 Ssass o l3, W™ Sl 5 3 pledln — gelaial sal 5 LK b m® e
ladia JIS G, sl b w© @ sl 3l S st b m® @ e
U IALANESUSY P ys AR ATARTAVARET R PV PR o
€218 518 wux Gdabe )5 )0 S 0,5 Wz (o8 Heb 4 -A
i — il
Dgd g0 S8l 0 )5 5l adie IS cole leg o slaws o
Y-z
Yy -0
(Cmanz 9,95 3l yabio -4
O]
OF= <
polie iSlas -z
polae Egome —O
i guid o0 018 L e plaS y5 Wigwh oo Sl 45 b Jgkw (ol Vo
Jsbos Js — il
el Jly —<
Jse2 )l ¢
O 79
2,18 ol dz wiS (0 0SS wyur pL L |y Aligy )5 45 (5590w -1
Save — &I
Save As -
Rename —¢

Copy -
12- How many cells are there in B2:C5 range?
a-1 b- 4
c-3 d- 8
RS Tndgi [y S )5 g adigy 5 Y
3Ol Wil ol 0B d Olpadi Alg )5 cpiws jeiwd jadwe loj yo ST -
ST S gl 51 9 apd 0 eI )5 @ |y Ao (g S5 o0 b (gloyglone
(el 0 Slos 0,15 3429 Cancel g No Yes doSd dw 0y9lo jol5 (9l 40 .05 o0
DO el gl |y eSS dw



Excel 2007 o918 dadin 1 5)lgs Glay g ® o
4

A\ N
L R

. Excel .Ia._x:.n K] u‘,:....S dads L.s dtui“‘ IJJ‘ JKA;‘J ]

15- Mark E11 in the following figure:
SN CID | ELF |Gl bl
T
L)
)
10
11
12
13
1"

16- Mark C2:ES8 in the following figure:
BRAIBICIDE|F G Al
1

s L RS R R TR



S [V Y PR PRV S USSP @lsa 5 o8 plesla — elaial 55l 5 HK o5l
ledia LIS G st o6 m© @ oM e oS st L m® g pA
a- V0V Ve lat e YoFYYEN Y elet Y °

9 @l

WS S, S5 S sy lan slaws iSTas )

Lol ol 0 o 5 e Sl o |y ol sy Sl e glacaend o Y
O g 0gd 0ols iales ab Llg 1o ol B oS SIS Jobo (55, o 5l o oo auseis
A S 0g> eas L,

ooy sample pG L1, ]S 8 lg 1) Test & )le AL ol ;o cujlus (oo b5 Y
5L 1, sample adgs IS .0sS 11 T 6,bss 0 7,5 Excel ;l.0.5S 6 .53 Documents
Iy ddig IS csaz Ol ks 0,03 a0y jb ol S ol |, Test & \le A2 Jolos j0 .0
il oaud Jloel oaigy 4o Ol s a5 0uS 768 g oS 5L Al )15 0,bgs Loy



S 3 g0 YUAIN) 4uS) 48 5 IS aal g (l dadlas 3 (s
aas mas 5 15 T 9SHIE 5 aas s | SHalS cga )

LS Sl calg 5o 5 ol 1 OF @S uly (Soke sl 5 Y
S Jlacl L shes € 00l Gasdid 1 coulio suls g3 —F

S iS5 1 shasel b)) suiiShua 5 ulas sliel als ) sluas ¥
LS IS, sud sil wlilae g g3l 1) sud alad) slilee -0

Lo ]




S [V Y PR PRV S USSP @lsa 5 o8 plesla — elaial 55l 5 HK o5l

et L bl bl o m© @ 1 3l 5 olS a5l o6,
A-U _\a/\/\:ﬁ‘}Lﬁ-‘i‘ O Y-¥Y/Y¥/\/¥ :aJLa...Z O
<Lds Y-\

Oepodes b5 axly cul o g 0ls alises glgil 9gd 0 8 )lg Excel sl b ;o a5 slsie

A el Ll g gl
lgome b 15 oloy yo ol ioldl laaliey IS SLIS B asS el colazul ools glgl 51 sl
S5ty ol Slei 55 55 s ol 45 antly 43S Slles 5 L 5l 4 S ool (S

PP (52
o) bgixe Y-V
ST asllos

435 00,5 Sl jeaing Start asSs (59, XP jeang )3 ow)lb (5399 03,5 Jbb ln
Date, Time, 4535 595 00 b a5 (slojgle,olS ;o .0S bl |, Control Panel
I, Regional and Language Options 435 )| ;| aw 9 Language and Regional Options
Install Files for Complex Script and 4435 (g5, 9 29, Languages aib; 4 oS ol
s 35 Input Language (s¢3b 05 [0 .08 IS Add asSs (59, o] 5l 9w g right-to-left
ol ool 5L slao gl yols” 51 B oS SIS OK aeS's (59, 5L 4w oS Gl 1) Farsi

g

S )5 g Y-Y-)

0Ll B a5 el i @lgn 5l (65l Lol Cesly @ o (2 8 ysb 4 S8 e
Croms 3 Vb sl & Jgoo Toe oS 0 )5 £5 ol o .0 solitl o 4y Sl sS85
(Y- %) \.\.;.;56;. law

¥.



¥\ Excel 2007 o918 dadin 1 5)lgs Glay g ® o

.

L 4

bh.cLU\suﬂub::Nw&_bbg".

Cuealy do 0 9 o do Sl y e g0 jo S yls S Y- U<

ool Page Layout| Sheet Options| *] Sheet Right-to-Left ;| 5,5 cqz s Iy

9 S )5 ple g 0gd oo oge Jlad abgy IS 51 Jad S )5 cga haid jgrws (pl b oS

L Jglw slgixo Y-V

lgice 3959 Y~ 1)

Ol 5l am 0gd QL b 0l SIS 055 Jlain 00 Joh 595 sk 5 03ls (3,5 0)lg ol
IRVELIPESVE S BN L G TR VEL S POR VA AR YR U PPN



el sl )l 5 Saa s ol n® $Mioa 5 8 plosl — elaial sl 58 ool m T e

Slasio SIS bl bl o m© & M sl oS bt b m® g gy
AU LTS YoEY/YE/V/¥ o lat gy -
-:1 & n = i I
i
2 ok il
3 Al 195
P deds 1043
5 o 10
8 sy 1105
T
(]

4 gas slacala Y-Y s

LS sl Joko plea 5l oz b glanl 4 (38 sl Jabe lsime 50,5 3l (o 5o
oLk 1y eols 59,9 ,I58le 5 Enter oo lS™ 0,28 L .a.sS ool Alt+Enter oS )5 oIS 5| Enter
S 591y o sk (Slyimn 05 e ol b 353 cm ] tny o 5 035 o il iy

D) 5l g calie (618 aldien ad sz (Glgime 1) S 0 lg o

cslai) @y sl ) 5ulS o Enter S Joln 1o @S <ol loj o sy = i
el 9 heso b oo sinlpg @Sy wgeand ol )] J) e i & o5
b aalg ) q Vt

~ ~

2 ) e 909 ) SIS Syl @ ojluy csnna by S i pmd ..’
e S )y &) SpS ) o )y VY dSb g S s oy @ / _
T o) J9oa o copus @2 WS 2 @ )y )y Spls 32

i A B G ¥]
1

2 i Wl

| ] 12

F v 18

5 3 i

i 4 21

7 3 2]

8

4

agan Jgun Y-F Jsu



¥y Excel 2007 bJ)l....s dadin 2‘_;'3‘)Lq,o 4.4‘.0:;: .‘ o

.

I b LIS HUIsS a0 H8aals O ; e
lysoxa il 29 T-F-Y
ol o e W a8 e s 51 (S 555 585 gl (sl il g sl Jol ol
(V=¥ JS) 09 o 00ls ialed Jga,8 Jlgi 5 )T (slgione S SIS ail ou o)y
S Gl el oad 03l (iales ()] o a1, (5lake 5 08 SIS Jsey 5 (59, Seilsi s
ilpg cdls 5l L oS SIS 6,500 gl o b s liay | olS axiaw Enter oldS LG o

Sagd gz

m y rRETT - PO T i 1L P £ | P
- A B = D i Jya b g
1
- | Ll el

. A FL T L5 A |

: s g -
1 i 1.043 g g Beked | ke L3 3 B
§ ] 1 0Ed
. A 1106
7

Jgo 8 4185 59 Jole ylalie lulad Y-¥ JSib

S SIS Bl Jobo (59, a5 el (nl S0 ol ) SGilaJgbe glgizme alzg sl g0 ol
AS al 1y T lgiome asilgn 0,5 )18 iolng el 0 Joko b

Sk lgme oS oolanal (L3 (g, 99 5 ST il Jeke sleime alng sl pom ol
5 955 SIS sk (555 5108 ol ) T wilsise 5 9505 (o0 S8 sals Sl o sl
Dgdsa ki ools (1l Wi Ol S Wb ) (Jle

1.025 « ); 1.015 <3l ouiS )y Excel o)) Y-F IS csloassls icppmd #

lgixo g0 ,5 SL Y-Y-Y
S5 el by lidy |y 0ulS asas Delete oS s S Ol 1y T Jgho slgims 50,5 Sb (sl

e o Sb T U3l slgime Lass



S [V Y PR PRV S USSP @lsa 5 o8 plesla — elaial 55l 5 HK o5l
oo LIS Gl il L m© @ Gl il sl el 6w ®

a- V0V Ve lat e YoFYYEN Y elet Y °

03l &9 pobo V-V -F

sl sl |y sl g9 90 5l (S b sl JB wilgioe Jsles 52

ools -\

s T
Elgil delol ;o .aigd oo 0018 prudgl (gom locend 0 b Jgo,8 g CLS 5l Ceond pl jo aosls

.d; M‘? @R ‘) osld

ST aslaw

S )5 eal wad oo 0aueli Plug-in L Add-in a5 il sl l38le 5 le5 oo Excel o
b Jsbw J2ls e aiile a5 Wil oo 1) loges 51 ol glgil a5 aijls 0529 il sl 5800 5
Sy 03l | saseiin glsil o lsila i 5 SleMbl SlacSil ¢ cmygianli s SBEL; 5 6 ks 5
aile b Jle lsie ay 0,8 6,055 alise sla St 4y Hlai oo |, Lalgize Sy 0l
Oyge 4 b (05 (Slaiiy (oued 6l a1 ) 20,6 S y90 4 plgiee | MTITY
ools &5.. A F) 05 0,3y Dy 4 Olei o | (slodls ya aldl oS 0 e
O ygo &y el e g (5 kel paolia ool Mis oo 3 5 els a8 1, glosls ol g Jg (e
et pll 1) llre Slles ol 4 el b puiS 0,055 iog> ol

—

139 csbl cslyliplop el iSeend ey I comad cspan U Excel Lo
2iScsn @) &) ey )y cuhlB Cp) aS )l T ';,‘

S sk 50 ST b flaie 4 ol 05 Ly 00l £ 9590 ;0 (5, Kisew Excel 38ls 5 4o

Al opl adlogd gllae Ko slasae aile Wlgi oo il 00,5 0,53 |y (go3e (yis g9

A ools go5 Culey 6l ddo aliciul yas g o)l po ol

Gl coldes (g, pildS J.gl., oo cold £45 i a5 0 Salgs OUS aslol o

Excel ;0 colio 08ls £93 s (6 Jdo (s St alias ol 05l 3T 50 ools (Lioled 0ga)

¥Y



¥ Excel 2007 ss1uf dadin & 5 5lgs Gilayy g ® o
‘&ML:")LS@ULB:‘:"JJJLSAA“Q

&

S S ) esase polio plod ogiS kg )y V-F USub Jgoa i ped A < N

03l &g yrd Y-Y-0
L.v ‘) U] S )‘)3‘|4=).v 9 S| f}a ‘5...7;& Lsd...lu.!b » ).........a.: ‘J}ws‘o o.A...aLv ool &5.' Excel L 4.7D—‘

S oo astiee (93¢ (g3 dB) Number Format sl olae e

ax>|,0 Home &by Number isu 45 08,5 Gl | 045 Hlai 0590 Jobo cosls £ cpmnd 6l 50
(V-0 &) oS

a3ls fo wlodd! gum il A e Genenal
$-% v %

! L)

Home 4L j) Number i, v-0 Jsui

I ]y s i3 (69, .l o0ls gg5 ST (gl o ls J13 sl YL aST el 0l
(V-7 JS8) 0.5 )18 b Les] o a5 6 oS SIS

-
(csabedB) ilnlod ogul 089 5))35 o0 U ol oiSdac ppaeb e s s

) ,,lr‘

sl \15—““ S el canlie Lools plei (gl L.)).:u aS ool General (6 3 i 43S
b ooad ol Joho Hlade 5l cisled yion 43S 50 LS 0400 0429 p2 (e 4035 Slosls
10y 8 nl 5 a8 0l s2g 4 )T glaglass

S oo astiee |y sae sole glgil ((oue) Number °



el sl ) 5 Saasd ool e Mo 5 (8 plesl — gelaial H el 5 LK o505, %

Slaie SIS SLL Sl (LW G M8l solS lstind L m® g ¥p
-3 =VO/V/Vis e Yo¥Y/YE/N/F o slads =
- - //°_) .‘0. ///°.) .‘0.
.......... ;._ S
Ii i Mo sl [aiimal
Bingryi by
Iz i1
LTy
= o
Bl Atrsuniing

3111

e [lade
13l

iy, TEF O i g

Temc
S AL AM

=
== Loy Dot
-
Froranitags
% W
I i Gy
4
T kel

| | BT

Toewd
ABLC 5

KESrs Mlumbei | ot
oula 93 (pauad sladia 8 V-7 Jsud

Slo polie g, o0 ,5 4 Jbo polie sly (Il y8lEo) Accounting g Currency
Sl 5,%e0 (sloosad b ialed s3le slaoseds slr 4 Ysans (5 chiied S0 3
et e Ceadle b 1) ke polie aSepl gl a4 Jle plaie 4 gl oo o0ld
IRCEXYPPS Je CH PR PR S IR T PRVEL S

B a gl g &b sy i(pb) g &2 ,b) Time g Long Date Short Date
z U Short Date 438 ol lis olgy so alidee gbvogeds 4y 1) 2o )b .adg) o0
aile) sy sYsb &y90 4 Long Date 5 (1900/1/1 aiile) (g 5olisS &jg0 4 |,
A2 oo wled (Sunday, 1900, 01 January

Uinles LYoo b jho Gigo a0 1) SO g yao o polie ((Wus ) Percentage
.M&‘;o
aile) GBjlete gl S jgo a1y (g liel polie (8o (g ) Fractioh

a3 oo Liales (VO S0 & le 4y b 1% les 61,51 1/2



YV

Excel 2007 6318 dadin 5 )lge Glay g ® o
szLULsUA_uJ;:NJJLs_bbD"'

Olaie 4020 o Hlis cale olad & jg0 4 1) (g00e y0las :(Go.l.: dlos) Scientific °
Sl Ve 00y VY Jw) des oo L L2EH05 & ja0 4y 1, 120000 soe Jls
(+0

! e djLMJO).‘c}.:} 6‘)-.’ (U"“’) Text °

ST asllos
SilugolaiBl slp lan ;S Spe aon 510)00 3929 55 (6 S0 lgil ond aiS slaany 5 o
a5 loyglxe L0553,k 5l ol axal 8 lge plod .l 0uls >,k Excel jo 50 0ols g95 LJB

Gl o5 waler cwiws LB 59l o 3L Home ail; Number  yisx T o9l g, SIS L
<l 1) Format Cell 00,5 cosl, SIS Jolos (695 dled co codud aiaS 0 jgloxe jolS 50 57 50
(oS

g 2485 Jloe) @] @ ) ol Elgp) oS 5))g 1) 2.5 )i B3 e o il b
4

SUS csayp )y

il o)l olowy Y-V -
Home| Number| #38 Decrease Decimal g, ,Licl B8, slaxs zalS gl ¢ Jobuw ol 5l as
(Y=Y JSs) asS SIS Home| Number| % Increase Decimal S9y o) Ll Gl g

dp on 83l lolad Jyed Jlai 43 suc B0 g el Jade diien

[N} " .Fn_ L2 3507 El - A ETRT. TS

| %
=
> ]

4 F a L] L o

' ==

PN e

(@2 Cas) HLdisl ald ) slaad GEALS Y-V Jsub

.

L 4



S [V Y PR PRV S USSP @lsa 5 o8 plesla — elaial 55l 5 HK o5l
oo LIS Gl il L m© @ Gl il sl el 6w ®

2 -\ Visslet 27 FORYTENF s pla °

Sl pl 50 05 0 0018 inled 00l 0,5 O g0 4y sas e oS ) Ll o)1 slaws o34
Mo 5 Slewlome 1) 090 (P58 Ol Glaled ol hadd g WS gad i das aBly e
iales Jse s Jlgs o o] osdly e il oad bl Jolo By (055 so Ll sue Lol

Db 4l zals ol ciales jlael pB )l slaxs ST > 09 o 00l
U siS ol J) ol oaiS 5)9 C5 ol o ) (FVFABATED) oo 2ac iCpd :'
200 LS i) 08y ¥ b )y oac

Bl ose b p b om ew] csab B e lie) o)) ol s g

2besnd S a€ § 28es S S )) ) eslio) cualo 9 o)iSesn 'T‘

Ol o, 5l am s Lol s s a8 g lael o8 | slows 51 s 1y (g0 Liel o8] slaas 31

(Y—A J&w) S| ).nbl.fu ).on ué; UL& 6‘14 ‘5:5} o|) U’“"?) U"‘ 05.....»‘59 oold )‘)5 ).a..a

12.300 12.3
1.420 1.42
263.700 263.7
473.100 473.1
230.000 230

JJJL:.CJ;:.:%Cs.a.u.:‘,.“a}mﬁ‘}.)jm‘fh.a|CaJL;JJJ|AL|Cm|JMJ:\5.m3_)JV7AJS.J.’:

Coval oudds (paaad jLiiel a8 ) duw AT ulad (51 s 4S aiiiun Al

o8l oS Tas Y-Y-V
o L FIVYAEY 0 0 0 g s (i Lakens Sl 6,15 4 YFIVYASY 0 0 sac

Sas glizl aS asS (gancdl g b 1) b Jshe sy oo 00l hle ST alss (lgi o0 o,
WS o o8 ja 4 o8 A |

YA



¥4 Excel 2007 ss1uf dadin & 5 5lgs Gilayy g ® o
‘&ML:")LS@ULB:‘:"JJJLSAA“Q '.

5yl 1,8 Home 4l | Number iy ,0 a5 % U1 (g5, wae 4 o6, ooisSloz 7,0 slp
General 4 ;8 Number sy gai3b 05 5l cadgl cdlo 4y sae ails 550 (6l aas SIS

s B csp9b )y 2356 .auiS 5))9 ZZ200 Joduw 1o ) YYYFOSYAR 0 sac i pnd "
- i’

b8 adg) e u by &) csal B bl bl (0lF)) sl 1xa a8 sl

dwoyo d ud Y-Y-A
Home 4b; Number v 51 %0 ST g4, Jokw Gl 5l G o0 a5 00ls g5 baus sl
(T2 JSa) o aimlys s 7V o0 by dy o5y g yieo oy Sl IS ol b oS SIS
LY e olgie 4ol sles 7Yoo 51 SYL sawo o a4 baws il )l 53,50 sae S

65"‘"@ J.‘.)“) 7\Yoo

- A '] =

1

7

3 0.2

1 g4y o L C

" gog 3

5 dooe 2

- 3 25%

- d 514
5 s
6 %
g

o ja A o game sas Juaald V-4 i
iéddlowby Lol liel o8] slows ailgs so oS o ys 4y has 1 olael aSepl 51 o

BB S Al 00ls byl



ol oLl 5 Kaa 8 el @lsa 5 8 plesla — elaial 550l 5,8 o5l

oo S8 Sl sttt L m© & oM e oSl P @ .
e R Y AVARY P Q AR ATARTAVA IR PV Q
ST aslas

£9 5095 job 4 O yg0 (pl 40 1S o)l do o WM-CLLA.».M‘) G, polie alys o

g g0 Sl Jokw (gl o yo cols

248 )9 1) 0.6 905 0.4 0.3 02 0.1 .0 polin ALAT 530320 3 i )
2 209 el ilad wop o &) 2lic) S WIS s B csigh )y s20.20 /
I, 509320 .2iS 5)9 ) 100% B 40% polin odiwa el o aS cspolio csle

2035 s jop cggo ) oae aS S csab B esygb

Slbloc 1SS 9 g Y-E

Slados g3 Y-F-)
Olewiia g Mlosls sloul 6,157 510,00 1) (undo) Slles g3 Sl b 38ls 5 25T 0sle 5.0 Excel
88,556 L8 cdl w candg B oS g1 1) )] ales e cslons

AS S ol 108 0yt i Coww g YU 45 (undo el L,)QS.;.—l 63y Shlas g2l 1y
Lol CrZ Sldas g3) gl o085 0lS

Oils (55, ST sl ga) B Sldes iz B oS Lzl ) ool ass jeiws b sz auilys o
AR 0 UL..«J ‘) W) ‘nl.?u‘ g.:L‘.LA.C O")’i 9 \)9,...)‘50 )Lw S5 s.\...»S &_i:.ls uSJ—‘ wb Couws
(Y-Vo %)

alls axgi gl g3 o)Ly Ked U asS Ol gie e (o |y Sldas 5l golaay wilyy oo
g BB aal 00,5 o aslsl Gldas 3T B g ocil atwgn a5 Slles laid a5 ol



0\ Excel 2007 o918 dadin 1 5)lge Glay g ® o

.

L 4

- oo L 4
‘}m‘.ﬁ)lsuﬂb‘y:'a\sd‘,ls.xatsu‘.

[IE Loiart Pags Bosni Fug

Ll Prymf Lops

,I T T i
= | L gty o

Tormat I Fm E

ciiFnA NTHTh = |

e WiEh —

P e
Cariogt el
& L ]

allas (AT (5400 Y-V IS

Oldose SLHLY-F-Y

g ploxil 0)bgs Sldas b oS g3) wa 1) o] o 30 ales oo S 93l 1 Slilac ST
il 5 ST il LS S SIS (redo b by B 50T s, a5 libee bl sl
oo 3k oo g3l Slikes 5l gie 0iS SIS T (59, (B a5 5 ls 52

ST aslUos

6 ilos 5 3515 3575 b l58le 5 1251 5 (redo) wlkes 1,55 5 o) Slilos 53l slac Ll
gl o Cale, bli8le 5 55T 50 by yiles ol el CILY 4 CrZ o5 5 4 oyl o lasliwl



S [V Y PR PRV S USSP @lsa 5 o8 plesla — elaial 55l 5 HK o5l
ledia LIS G st o6 m© @ oM e S st L m® & py
a- V0V Ve lat e YoFYYEN Y elet Y °

||||]L@Cﬂﬂ|1flllll§-ll@ﬂ~31n

To work with data on a worksheet, you first have to enter that
data in the cells on the worksheet. Then, you might want to adjust
the data so that it is visible, and display it just the way that you
want.

« Pressing the F2 key: Edits the active cell and positions the insertion
point at the end of the cell contents. It also moves the insertion
point into the Formula Bar when editing in a cell is turned off.

o Pressing the Delete key: Removes the cell contents (data and
formulas) from selected cells without affecting cell formats or
comments.

« By applying different number formats, you can change the
appearance of a number without changing the number itself. A
number format does not affect the actual cell value that Excel
uses to perform calculations. The actual value is displayed in the
Formula Bar.

o The default number format that Excel applies when you type a
number is General. For the most part, numbers that are formatted
with the General format are displayed just the way you type
them.

o The Percentage number format multiplies the cell value by 100
and displays the result with a percent (%) symbol. You can specify
the number of decimal places that you want to use.

o Ctrl+Z shortcut Uses the Undo command to reverse the last
command or to delete the last entry that you typed.
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9- Why is it recommended to use thousands separator?
a- This makes numbers readable.
b- It's an old mathematical tradition.
c- Differs numbers from text.

d- Numbers would not function correctly without them.
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On a worksheet (worksheet: The primary document that you use
in Excel to store and work with data. Also called a spreadsheet.
A worksheet consists of cells that are organized into columns
and rows; a worksheet is always stored in a workbook.), you can
select cells, ranges (range: Two or more cells on a sheet. The cells
in a range can be adjacent or nonadjacent.), rows, or columns —
for example, to format the data in the selection, or to insert other
cells, rows, or columns. You can also select all or part of the cell
contents and turn on Editing mode so that you can modify the
data.

o In order to select a range of cells, click the first cell in the range,
and then drag to the last cell, or hold down SHIFT while you
press the arrow keys to extend the selection. You can also select
the first cell in the range, and then press F8 to extend the selection
by using the arrow keys. To stop extending the selection, press F8
again.

o To select the entire worksheet, you can also press CTRL+A.

« You can insert blank cells above or to the left of the active cell
(active cell: The selected cell in which data is entered when you
begin typing. Only one cell is active at a time. The active cell
is bounded by a heavy border.) on a worksheet (worksheet: The
primary document that you use in Excel to store and work with
data. Also called a spreadsheet. A worksheet consists of cells
that are organized into columns and rows; a worksheet is always
stored in a workbook.). When you insert blank cells, Excel shifts
other cells in the same column down or cells in the same row to
the right to accommodate the new cells. Similarly, you can insert
rows above a selected row and columns to the left of a selected
column. You can also delete cells, rows, and columns.

o If needed, you can restore deleted data immediately after you
delete it. On the Quick Access Toolbar, click Undo Delete, or
press CTRL+Z.

o Pressing DELETE deletes the contents of the selected cells only,
not the cells themselves.
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6- Suppose you have clicked on cell D5, pressed Shift key and clicked on
E6. How many cells are selected?

a- There's no cells selected
b- 1 cell
c- 2 cells

d- 4 cells
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