MS Excel - Options

Excel Options allows you to set
your defaults for word-
processing documents.

To access the Excel Options, click
on the Microsoft Office Button,
and then click the Excel Options

button.
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Hint:

Think of the
Microsoft Office
Button like the
File Menu in
Office 2003.



MS Excel Options - Popular

The Popular option allows you to
set Mini Toolbar, Live Preview,
Developer Tab, Clear/Type, Full
Screen Email Attachment
Reading View, Color Scheme,
ScreenTip, Personalizing your
copy, and setting Language.
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a4

Resources

Formulas
Pracfing Top options for working with Excel
Save Show Mini Toolbar on selection
Enable Live Preview (i
Advanced
Show Developer tab in the Ribbon
Custamize Always use ClearType
Add-Ins Color scheme: [Blue ~|
Trust Cemter ScreenTip style: | Show feature descriptions in ScreenTips v

Create lists for use in sorts and fill sequences: Edit Custam Lists...

‘When creating new workbooks

Use this font: Body Font v
Font size: ]_1 er;

Default view for new sheets: | Normal View Ld

Include this many sheets: 3 3 o

Personalize your copy of Microsoft Office

User name: :nnlr.e twaddle

Choase the languages you want ta use with Micrasoft Office:
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MS Excel Options - Display

The Display option allows you to
set the Calculating Options,
Working with Formulas, Error
Checking, and Error Checking
Rules.
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Excel Options

Trust Center Working with formulas

Resources |:| B1C1 reference style (i

Formula AutoComplete G

Use table names in formulas

Use GetPivotData functions for PivotTable references

Error Checking

Enable background error checking

Reset Ignared Errars
Indicate errors using this color: _

Error checking rules

Farmulas inconsistent with other formulas in the region®

Papular P . ) .
. '—’_.'ﬂ Change options related to formula calculation, performance, and error handling.
" Formulas =
Praafing Calculation options
Save Waorkbhook Calculation i ] Enable iterative calculation
N dhvanced © automatic Maximum Iterations: iLOO - i
ez (O Automatic except for data tables ’ —
Maximum Change: 0.001 _|
Customize ) Manual |t e |
Add-Ins

Cells containing farmulas that result in an errar i Formulas which amit cells in a region i
Inconsistent calculated column formula in tables Unlocked cells containing formulas t
Cells containing years represented as 2 digits |:| Farmulas referring to empty cells G
Mumbers formatted as text or preceded by an apostrophe i Diata entered in a table is inyalid

QK

]’ Cancel ]
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MS Excel Options - Proofing

The Proofing option allows you
to set the AutoCorrect Options,
Spelling/Grammar, and
Dictionary.
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Excel Options
Papul ABC|
ke éfﬂ Change how Excel corrects and formats your text.
Farmulas :

Proofing

AutoCorrect options

Ignaore waords that contain numbers
Ignore Internet and file addresses
Flag repeated words

|:| Enforce accented uppercase in French

Trust Center
Resources

|:| Suggest from main dictionary only

Custom Dictionaries..,

Save Change how Excel corrects and formats text as you type: AutoCorrect Options..,

Advanced
‘When correcting spelling in Microsoft Office programs
Customize
Ignore words in UPPERCASE
Add-Ins

French maodes:

| Traditional and new spellings  »

Dictionary language: : English {U.5.}

v

QK ] ’ Cancel
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MS Excel Options - Save

The Save option allows you to
set the Save document types,
AutoRecover File locations,
Offline Editing, and Preserve
Fidelity of the document.
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Excel Options

AutoRecover file location: iC:".Documents and Settings'\Michael Twaddle'Application Data'Microsoft'Excel’ |

Papular .
; H Customize how workbaooks are saved.
Farmulas
Proofing Save workbooks
Save Save files in this format: | Excel Warkbook v
—
Advanced Save AutoRecover information every |10 ¥ | minutes
Customize
Default file location:
Add-Ins

| C\Documents and Settings\Michael Twaddle'\My Documents |

Trust Center [l sample worksheet.x..,

AutoRecover exceptions fon

Resources [[] Disable AutoRecover for this warkbaok only

Save checked-out files to:(i
@J The server drafts [ocation on this computer
) The web server

Offline editing options for document management server files

Server drafts location: | C\Documents and Settings'Michael Twaddle'\My Documents' SharePoint Drafts' | [ Browse..,
Preserve visual appearance of the workbook
Choose what colors will be seen in previous versions of Excelif
QK ] ’ Cancel
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MS Excel Options - Advanced

The Advanced option allows you

to set the Editing Options,
Copy, and Paste, Show

Cut, MICROSOFT

EXCEL 2007

Dc?cument Cq;\ttint, DiSplaVII | BASICS
Print, Sa.vg,. Fidelity, General, an TIP SHEET
Compatibility of the document.
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Excel Options

* Al
Papular { ; s ;
; _j Advanced options for working with Excel,
Farmulas
Proofing Editing options
Save After pressing Enter, move selection
e Direction: | Down vi
|:| Automatically insert a decimal point
Customize = —|
Add-Ins Enahble fill handle and cell drag-and-drop
Trust Center Alert befare ovenwriting cells
Allow editing directly in cells
Resnprces Extend data range formats and formulas
Enable automatic percent entry
Enable AutoComplete for cell values
|:| Zoom on rall with IntelliMouse
Alert the user when a potentially time consuming operation accurs
When this number of cells {in thousands] is affected: |33554 5
Use system separators
Cut, copy, and paste
Show Paste Options buttons
Show Insert Options buttons
Cut, copy, and sort inserted gbjects with their parent cells
Print
|:| High quality maode far graphics
Display v
QK ] ’ Cancel
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MS Excel Options - Customize

The Customize option allows you

to set the tools for the Quick

Access Toolbar.
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Excel Options

Papular
Farmulas
Proofing
Save

Advanced

" Customize

Add-Ins

Trust Center

Resources

“@ Customize the Quick Access Toolkar,

Choose commands fram:

| Popular Commands

<Separators
Calculate Mow
Calculate Sheet
Create Chart

Custom Sort...
Datasheet Formatting
Delete Cells...

Delete Sheet Calumns
Delete Sheet Rows
E-mail

Insert Cells...

Insert Hyperlink
Insert Picture from File
Insert PivotTahle
Insert Sheet Columns
Insert Sheet Rows
Mew

Chpen

Paste Special...

EEPSEYEIREe0E

3
E

Print Previzw
Cuick Print
Redao
Repeat

Save

Comd Pwiomd Apmem

v

O PEc2@HeBloy =

Show Guick Access Toolbar below the Ribbon

Customize Quick Access Toolban '

| Far all documents (default) v

[ save
¥} Undo »
¥ Redo »
1 MNew

ﬁ Open
o

Quick Print

QK ]’ Cancel ]

MS Office 2007 Workshop



