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Advanced Excel   

  :ا�������ت 
  

  ا*3(12' 01 ور-, ا*()'  �
   (Formula Fundamentals )ا*)(2د5ت �

o ,*أ<2<=2ت آ23;, ا*)(2د  
o ,*2د)(*ا '@A)B  
o 2ء ا*)(2د5تDEأ  
o 2@FG*ا HI 2ر ا*)(2د5تJKإ  
o ,MND(*وا ,=OPQ*ا R@2وQ)*ا(Relative and Absolute cell Addresses)   

  
  اU<)2ء �

o 2ء(>Uا V=WGB  
o 2ء(>Uف اYZ  
o [W*ا R@2وQ\ امAG3>^; ةإ`_2ء أ<)2ءA(\Uف واb  
o امAG3>ا*)(2د5تا HI 2ء(>Uا   

  
� 2@FG*ا c=PQB  

o 2=d2MNB 2@FG*ا c=PQB  
o Hef_*ا c=PQ3*ا (Conditional Formatting)  
o ر-2مUا c=PQB  
o ,WWG(*ر-2م اU2ت اM=PQB 2ذج(`  
o WG1 k-ر c=PQB f@flBإ`_2ء وV  

  
   (Importing Data ) ا<f=3اد ا*O=2`2ت �

o ,=p2رE 2تM=ODB R1 2`2ت=O*اد اf=3>ا  
o ةA(\أ q*إ VQ*ا '@blB r*2)1 امAG3>ا  

   (Linking Data)ر;s ا*O=2`2ت �
o ,v2E rd23` qN\ لbWlN* 2JMW*2 و@FG*ا xP`  
o  '()*ور-, ا R(y 2`2ت=O*ا s;ر  
o ,[N3G1 أوراق R(y 2@FE HI 2`2ت=O*ا s;ر  
o 2`2ت=; s;ر{P[` |QW(*ا HI '(\ ,-ور HI s=DGB 01 '(\ ,-ور   
o 2ت[QW(*ا R=; 2`2ت=O*ا s;ر  
o 2ت[QW(*ا R=; 2تD=DG3*ا s;ر  
o  2`2ت=O*ا s;ص/ رbWQ*ا r*2)1 01 s=DG3*ا 

  

 fI( Sorting )ز ا*O=2`2ت �
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�  ,@2(l*ا(Protection)  

o '@A)3*ا R1 2@FE ,@2(Z  
o '()*2@, ور-, ا(Z  
o |QW(*2@, ا(Z  
o [* ورf1 ,(Nآ V=WGB|QW(*�3 ا  

  

  (Data Chart) 01 ا*_fاf3Z2; �dافا*3(12'  �
o يfdاA*ا s=DG3*ا �dاf� 0yb1 ارةA3>ا  
o ,Ib�(*ا ,@fdاA*وا ,@fdاA*2ت اD=DG3*ا HI 2رجGN* �dاf_*ا �l>  
o k=M*ر اbl1ر ا*]�, وbl1 qN\ ضf)*ة اAZو f==�B  
o 2ورl(*وأر-2م ا R@2وQ\ sE c=PQB  
o 2`2ت=O*ا R@2وQ\ ، ا5@�2ح ,N=>ان ، وbQ)*ا HI k�l3*ا  
o s=DG3N* 2`2ت=; ,NPN> ,I2yف وإYZ  
o s=DG3*ع اb` f==�B  
o '>FP*ة اA(\أ A\2OB  

  

  WB(Filtering)]=, ا*O=2`2ت �
o ,=d2MN3*ا ,=[W3*ا  
o ,1AM3(*ا ,=[W3*ا  

  

 (Consolidating Data)دr1 و�B)=0 ا*O=2`2ت �
  

� ,=\f[*ا*)�12=0 ا (Subtotal) 
  

  A*(Functions)وال ا �
o ,=d2WZوال ا�A*ا (Statistical): Min , Max , Average, Count, Counta, CountIF   
o ,=y2@f*وال اA*ا (Math & Trig):  SumIF, Sum, Round, Round UP, Round Down 
o 0pاf(*وا �lO*دوال ا (Lookup & Reference):  VLOOKUP, HLOOKUP  
o ,=MDQ1 دوال (Logical): IF, AND, OR 
o ,=*21 دوال  (Financial): 

�  ,=NOM3P(*ا ,(=M*دا*, اFV 
� ,=*2l*ا ,(=M*دا*, اPV   
 PMTدا*, 2PZب -=), ا2P-Uط  �
 Rateدا*, 2PZب `OP, ا*]Ad2ة  �

 
o x@وا*23ر �-b*دوال ا (Date & Time) :Now, Today, Day, Month, Year 
o ,=W` دوال (Text):Upper, Lower, Proper, Concatenate 

  
� Ap2`2ت=O*اول ا   

o  ولApAZ2ل واE2`2ت ذو إد=;  
o R=*2Eول ;=2`2ت ذو إدAp 
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  )(Pivot Tables ا*�Aاول ا*)blر@, �

o ريbl1 ولAp إ`_2ء  
o ريbl(*ول اA�*ا s=DGB  
o V=GN3*دا*, ا '@A)B  
o ريbl(*ول اA�*ا '=)B  
o ريbl1 ولAp 0 ;=2`2ت=(�B 

  
� b@2رQ=P*ا(Scenarios) 
 )(Comments ا*2M=N)3ت �
 (Macros) ا*)2آfو �

o وfإ`_2ء ا*)2آ 
o Y=[Q3N* ةfء ا*)2آ'\A3>ا  
o وf2آ(N* fW3G1 1]23ح R==)B  
o وf2آ(*2ت زر ا[v '@A)B  


