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M S Excel 2007 - Lesson 2. Customizing in Excel

Excel 2007 provides awide range of customizable options, allowing you to work with Excel in the most
convenient way.

TipsMake.com - Excel 2007 provides a wide range of customizable options, allowing you to work with
Excel in the most convenient way. To access these options:
* Click Office Button

* Click Excel Options
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These features allow you to define a working environment with a mini toolbar, color combinations, workbook
default options, sort and enter user names and allow you to access the Live feature. Preview . The Live Preview
feature allows you to preview the results of design and format changes.
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_3 Change the most popular options in Excel

Formulas
Preafing Top options for working with Excel
Save [#] Show ini Taolbar on selection
R Enable Live Previsw
[ Show Developer tab in the Ribbon
Customize [#] Always use Clearlype
Add-Ins Colar scheme: | Blug | »
Trust Center ScreenTip styles | Show feature descriptions in ScreenTips w
[ Fu— Create lists for use im sorts and fill sequendes:
When creating new workbooks
Use this fogt: Body Font W
Font size: 11 |»
Diefault yiew Tor new sheets: | Normal View w
Include this many jhests: 3 3

Personalize your copy of Miorosoft Office

User name: |MganNT

Chioose the languages you want to use with Microsolt Office: | Language Settings...
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Formulas

This feature allows you to define calculation options, work with formulas, check errors and check rules.

Excel Options

Pagular = ‘.!I Change options related to formula calculation, performance, and error ki
f handling.
Praaling Calculation options
Save Workbook Caloulation [ enabie iterative calculation
Sibani & gutomatic Magimum lterations: (100 |3
) Automatic except for gata tables
= pHiorg Maximum Change: 0,001
Customize '{:'.' Manasal
Add-Ing
Trusk Center Wordng with ¢ e
R
il v [] BICL reference style
Formula AutaComplets
Use table mames informulas
Use GetPvetData fundicns for PivolTable referendes
Error Checking
le Enable packground emar checking
Reset lgnared Ermars
Indicate grrors using this colon _
Error chedking rules
= Cefls eontaining formulas that resullin [#] Farmulas which fmit £ells in & region
bt bl [#] untacked cells containing formulas
ﬂil:zﬂitenlu!tumed column farmula [ Formulas referming to smpty cells i
[ ox ][ canea |




Proofing

This feature allows you to define how to edit and format words for text. You can customize the settings
automatically and ignore words or errorsin the document through Custom Dictionaries.

Excel Options

Popular Al|
" g 4 Change how Excel corrects and formats your text.
Formulas i
- Prosting - AutoCorrect options.
Save Change how Excel corrects and formats text a5 you type: | AutoComect Options..
Advanced
When cofrecting spelling in Micrasaft Office programs

Customize

[#] tgnore words in UPPERCASE
Add-Ins Ignore words that contain numbers
Trust Center [#] Ignore Internet and file addresses

Flag repeated words
Resources

O Enforcg accented uppercase in French
] Suggest from main djctionary only

Custom Dictionaries...

French modes: Traditional and new spellings %

Dictionary language: | English [U.5) v
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Save

This feature allows you to determine how a workbook is saved. Y ou can specify how to automatically save when
running and where you want the workbook to be saved.

Excel Options rf“?l
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il Customize how workbooks are saved.
Formulas
Procding Save workbooks
| save q Sawve Tibes in this fomat: Excel Workboak w
Advanced ] Save AutcRecover information every | 10 = | minutes
Curtomize sutoRecover file location: | C\Doouments and SettingsLAdministeat orapplicaticn DatahMicros oftExcer,
dddn Drefault fjle locations C\Dotuments and Settings . Administrator My Decumernts
&dd-ng
Truft Canter AutoRecover exceptions for F: Bookl W
Resources

[C] Disable futoRecover for this workback onty

OFflene editing optiont for dofument Mansgement senved files

Save checeed-out files to:
G} The serwer drafts jocation an this computer
() The web server

Serger drafts location:  Cf\Documends and SettingsiAdmanistrator bty Doouments'Share

Presenve visual appearance of the workbook

Choose what colors will be 3een in previous versions of Exel Lolors.,




Advanced

This feature alows you to specify options for editing, copying, pasting, printing, displaying, formulas,
calculations and other settings.
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apuiar j Advanced options for working with Excel.
Formulas
Praafing Editing options
Save After pressing Enter, move selection

- Advanced o Direction: | Down | %

[ Automaticalty insert a decimal point
Customize )
Add-Ins Enable fill handle and cell drag-and-drop
[#] alert before averwriting cells
Allow editing direcly im cells
Extend data range formats and formulas

Trust Center
Resources

Enable automatic percent entry

Enable AutoComplete for cell values

[] Zoom on roll with InteliMause

[#] Alert the user when a potentially time consuming operation occurs
When this number of cells {in thousands) is atfected: 33554 3

[#] Use system separators

Cut, copy, and paste

Show Paste Options buttons e
< >

Customize

This option allows you to add features to the Quick Access Toolbar. If there are many tools that you use often,
you may want to add them to the Quick Access Toolbar.
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P ﬂ Customize the Quick Access Toolbar.

Farmulas

Choase caommands from: Customize Quick Aocess Toolbar
Praofing Popular Commands o Far all dacuments |def sui) w
Save
Ativanisd <Separator: -~ I save
—— @ calculste How ) Undo

r‘“’"" bﬂﬁ _:J Calouiate Shest 0 Redo .

Addudns g Create Chart

+8 Custom Sart..
Trust Center A Datashet Formatting
Bistsss T Delete Caliz...

¥ Delete Sheet Columns

=" Delete Shast Rows

B4 E-mall

3= Inset Cells..

&, Insert Hyperlink

@ Insen Picture from File

= - A Pt N
[ Show Quick &coess Toolbar below the Ribbon
£ *

Previous article: MS Access 2007 - Lesson 1: Start with Microsoft Access 2007

Y ou finished reading the article "M S Excel 2007 - L esson 2: Customizing in Excel" edited by the TipsM ake
team. We hope this article has provided you with many useful tech tips and tricks. Y ou can search for similar
articles on tips and guides. Thank you for reading and for following us regularly.
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