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Office Button—Located at the top left of any Microsoft Office® window, this button displays a pull-down menu with commands for working with files as well as a list of recently used documents.

Quick Access Toolbar—This toolbar, located to the right of the Office button, provides quick access to frequently  used commands.

Title bar—Located at the top of the screen, the title bar indicates the name of the document and what program you are working in.

Minimize/Maximize/Restore/Close Button—Located in the upper right-hand corner of all Microsoft® products, these buttons enable you to minimize the window, maximize the window to the full screen, restore the window to original size, or close the window.

Ribbon—The Ribbon is a collection of tabs (e.g., Home, Insert, Page Layout, etc.) and is located directly below the title bar, which you use to show commands that you will use for different tasks.

Ribbon Tabs—Each Ribbon tab relates to a type of activity, such as inserting objects, formatting data, etc. For example, you will see Chart tools when you insert a chart.

Help button—Located directly below the Close button, the Help feature provides access to information and tips about the program’s features. You can enter questions using your own words or use keywords in the Search field to display Help topics.

Workbook Name—If the workbook is displayed in its own window, the title bar specifies the name of the current workbook. A workbook can contain one or more worksheets.

Name box—Located on the left below the Ribbon, this displays the cell address of the active cell (e.g., A1, C10, etc.).
Insert Function—Click this tool to open a dialog box to choose a built-in function.

Formula Bar—Located to the right of the Name Box, the formula bar displays the contents of the active cell.

Column Headings—Letters in sequence at the top of each column.

Row Headings—Numbers in sequence at the left side of each row.

Cell—The intersection of a row and a column, e.g., H8.

Tab scrolling buttons—Located in the bottom left corner of the workbook window, use these buttons to move between the worksheet tabs. Buttons with a single triangle move the view one sheet. Buttons with vertical lines before or after the triangles will move the view to the first or last worksheet in the workbook.

Scroll Bars—The vertical bar allows you to scroll up or down, the horizontal scroll bar allows you to scroll the page left or right.

Sheet tabs—These tabs are located at the bottom of the workbook. They allow you to insert multiple worksheets into your workbook. Clicking on any of the tabs makes that worksheet active.
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