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Interface

When you open Excel, the Excel Start Screen will appear. From here, you'll be able to create
a new workbook, choose a template, and access your recently edited workbooks.

« From the Excel Start Screen, locate and select Blank workbook to access the Excel
interface.
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The Quick Access Toolbar lets you
access common commands NO

matter which tab is selected. You
can customize the commands
depending on your preference.

The Tell me box works like @
search bar to help you quickly
find tools or commands you
want to use.
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The Ribbon
Microsoft Account

The Ribbon contains all of the

commands you will need to perform From here, you can access
common tasks in Excel. It has multiple - e MICTO§Off account
tabs, each with several groups of information, view your profile,

commands. and switch accounts.



Name box Formula bar

The Name box displays In the formula bar, you can
location, or name, of a enter or edit data, a formula,
selected cell. or a function that will appear

in a specific cell.
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A row is a group of cells that

runs from the left of the page

to the right. In Excel, rows are
identified by numbers.

Each rectangle in a workbook A column is a group of cells
is called a cell. A cellis that runs from the top of the

the intersection of a row and a page to the bottom. In Excel,

column. Simply click to select a column are identified by

cell. letters.



Worksheets

Excel files are called workbooks.
Each workbook holds one or
more worksheets. Click the talbs
to switch between them, or right-
click for more options.
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Worksheet View Options

There are three ways to view a
worksheet. Simply click a
command to select the
desired view.

Zoom Control

Click and drag the slider to use

the zoom control. The number

to the right of the slider reflects
the zoom percentage.
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To add a fill color:
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3. The selected fill color will appear in the selected cells. We've also chanaed the font
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2. In the Editing group on the Home Tab, clllick fhe arrow next fo the AutoSum command.
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4. Press Enter on your keyboard to get the result.
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