Excel 2007- Customize

Excel offers a wide range of customizable options that allow you to make Excel work the
best for you. To access these customizable options:

= (Click the Office Button
= Click Excel Options
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Popular

These features allow you to personalize your work environment with the mini toolbar, color
schemes, default options for new workbooks, customize sort and fill sequences user name
and allow you to access the Live Preview feature. The Live Preview feature allows you to
preview the results of applying design and formatting changes without actually applying it.
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- I . 3 Change the most popular options in Excel. m
Formulas
Proofing Top options for working with Excel
Save Show Mini Toslbar on selection )
Cd i e
need Enable Live Preview :. _
[#] Show Developer tab in the Ribban &)
Customize [#] anways use Clearfype
Add-InG Color scheme: | Blue %
Trust Cantar ScreenTip style: | Show feature descriptions in ScreenTips Iﬂ_f]
- r— Create lists for use in sorts and fill sequences: | Edit Custgm Lists...
When creating new workbooks.
Use this font: |Body Font )
Font sige: 11w/
Drefault yiew for new sheets: | Normal View :J
Inctude this many sheets: 3 ‘;]
Personalize your copy of Microsoft Office
User name: |Jennn‘et Spanaw |
Choose the languages you want to use with Microsaft Office: l Language Settings... J
[_ox ][ concer |
Formulas

This feature allows you to modify calculation options, working with formulas, error checking,
and error checking rules.
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P o ﬁ Change options related to formula calculation, performance, and error handling.
Lllﬂu-m“ —-—-]
Proafing Caleulation options
Save Woarkbook Caloulation ] Enabile iterative calculation
Advanced @ sutomatic Magimum Iterations: 100 -
() Automatic except for data tables )
Maximum Change: 0,001
Customize O Manual )
Add-Ins
Trust Center L et
Resources [ BLCL reference style
[#] Formula AutoComplete
Use table names in formulas
Use GetPivotData functions for PivotTable references
Error Checking
Emable badkground error checking
[ Reset [gnored Errors ]
Indicate grrors using this colon m
Error checking rules.
Cells containimg formulas that result in am emor Formulas which gmit cells in a region
Inconzistent caloulated columm farmula in tables Unlacked cells containing farmulas
[#] cenis containing years represented as 2 digits ] Formutas refering to empty cells
[¥] Mumbers formatted as text or preceded by an i [¥] Data entered in a table is invalid C
apostrophe
Formulas inconsistent with ather formulas in the
regian
| ok || conce

Proofing

This feature allows you personalize how word corrects and formats your text. You can
customize auto correction settings and have word ignore certain words or errors in a
document through the Custom Dictionaries.
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P f i Change how Excel corrects and formats your text.
Formulas .
Praoting AutoCorrect options
Save Change how Excel corrects and formats text a3 you fype: | AutaCorrect Options... ]
Advanced

When correcting spelling in Microsoft Office programs

Customize

lgnare words in IFPERCASE
Add-Ing Igniore wards that contain numpers
[«] tgnaore Internet and file addresses
[+] Flag repeated words

Trust Center

Resources [] enfarce accented uppercase in French

[ swagest from main dictionary only

Lustom Dictionaries... I

French modes: Traditional and new spellings |+

Dictionary language: | Emglish [U.5] w

1. OK ] l Cancel

Save
This feature allows you personalize how your workbook is saved. You can specify how often
you want auto save to run and where you want the workbooks saved.
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putar H Custamize how workbooks are saved,
Foarmulas
Proofing Save workbooks
P-SHI "I Sawve files in this format: Excel Workbook b
Advanced [#] save AutoRecover information every [10 N . Mminutes
Customize AutoRecover file location: :C:'-.Documnt-s and Settings\jsparrowrApplication Data\Microsof
Add-lns Default file location: C\Documents and Settings'jsparrow\My Documents
Trust Center AuteRecover exceptions for. % Bookl w
Resources [] Disable AutoRecover for this workbook anly
Offline editing options for dotument management server files
Sawe checked-out files to:
(&) The server drafts Jocation on this computer
() The web server
Seryer drafts location: 'C\Documents and Settings'jsparraw My Document
Preserve visual appearance of the workbook
Chaode what colors will be feen in prévious versions of Excel
[ ox ][ concer |
Advanced

This feature allows you to specify options for editing, copying, pasting, printing, displaying,
formulas, calculations, and other general settings.
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- ~
Papula q : .
puar j Advanced options for working with Excel.
Formulas
Proafing Editing options
Save [#] after pressing Enter, move selection
l Achearced i Dijrection: _D-:lwn b

[] automatically insert a decimal point
Customize I
Add-ng [#] Enable fill handle and cell drag-and-drop
Trust Center [¥] Atert before ovenwriting cells

[+] Allow sditing directly in cells
e Extend data range formats and formulas

|+] Enable automatic percent entry

[#] Enable AutoComplete for cell values

EI Loom on roll with IntelliMouse

[] Alert the user when a potentially time consuming operation ocours

‘Wheen this nymber of cells in thousands) is affected: 33554 =
Use system separators
Cut, copy, and paste
b
£ ¥
l OK ] l Cancel ]
Customize

Customize allows you to add features to the Quick Access Toolbar. If there are tools that
you are utilizing frequently, you may want to add these to the Quick Access Toolbar.
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Formulas

Froofing

Save

Aadvanced

[ customize |
Add-Ins

Trust Center

Resources

@ Customize the Quick Access Toolbar.

Choose commands from:

Popular Commands

TR Y YRS

<Separators
Cal¢ulate Now
Caloulate Sheet
Create Chart

Custom Sort...
Datasheet Formatting
Drelete Cells...

Dielete Sheet Columns
Delete Sheet Rows
E-mail

Insert Cells..,

Insert Hyperlink
Insert Pickure from File
Insert PrvotTable
Infert Sheet Columng
Insert Sheet Rows

Customize Quick Access Toolbar
For all documents (default)

v|

A H Save
¥} Undo
¥ Redo

W

[ shew Quick Access Toolbar below the Ribbon
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