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Learning Outcomes

By the end of this unit the learner will be able to:

v' Customize general, language, formula, proofing, and saving options
v’ Use Excel’s version control features

v" Customize the ribbon and the Quick Access toolbar
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UNIT 07 CUSTOMIZING THE EXCEL ENVIRONMENT

Customize General and Language Options

THE EXCEL OPTIONS DIALOG BOX

The Excel Options dialog box is the central hub where you can find many of Excel’s custom
settings. These options are divided into ten categories, each with its own set of tools. To open
the Excel Options dialog box, click File - Options:

Save
Save As
Print

Share

Export

Publish

Close

Account

Options
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Once open, you will see the ten categories listed on the left side of the dialog box with the
General category already displayed:

Excel Options ? X
General - - -
e r%o General options for working with Excel.
-
Formulas
Proofing User Interface options
Save Show Mini Toelbar on selection @
Language Show Quick Analysis options on selection
] i iew®
Advanced Enable Live Preview

ScreenTip style: |Show feature descriptions in ScreenTips

Customize Ribbon
Cuick Access Toolbar L TE R TR I TS
Add-Ins Use this as the default font: |Eody Font

Trust Center Font size:

Default wiew for new sheets:

Include this many sheets: 1

IE
]

Personalize your copy of Microsoft Office

User name: |Juhr1 Smith

[ Always use these values regardless of sign in to Office.

Office Background:
Office Theme: Colorful

Start up options

Choose the extensions you want Excel to open by default: | Default Programs...

Tell me if Microsoft Excel isn't the default progam for viewing and editing spreadsheets,
Show the Start screen when this application starts

Below is a breakdown of what kind of settings you can find in each category:

General This category includes several settings that change the
general appearance of Excel. This includes changing
the color scheme, font type, and your user name.

Formulas Specify how formulas are calculated, set error
handling options, and more.

Proofing Customize how Excel find and corrects spelling errors.

Save Customize how workbooks are saved.
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Language

Advanced

Customize
Ribbon

Quick Access
toolbar

Add-Ins

Trust Center

Specify the language that you would like to use for
Excel and Microsoft Office as a whole.

The settings in this category control some of the more
complex aspects of Excel. This includes things like
image size and quality, editing options, and more.

Customize what controls appear on the ribbon and
where.

Customize what controls appear on the Quick Access
Toolbar and where.

Add and manage Office add-ins.

This category allows you to access the Trust Center,
whichcontrols a variety of privacy and security
settings.

Excel Options and Microsoft Office

When changing the settings in the Excel Options dialog, keep in mind that many of the changes
that you make will affect other Microsoft Office applications. Be sure to check that any changes
you make in the Excel Options dialog do not adversely affect other applications.

Customizing Excel in the Workplace

If you are using Microsoft Excel 2016 individually or in a small office environment, you can
typically customize it as needed. However, many larger organizations have policies in place to
prevent you from making customizations. If this is the case you may find that some of the
options in the Excel Options dialog will appear grayed out.
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THE GENERAL CATEGORY

Displayed by default, the General category of the Excel Options dialog box allows you to
personalize the overall appearance of Excel:

Excel Options 7 x
General . . .
r:h. General options for working with Excel.
-
Formulas
Proofing User Interface options
Save Show Mini Toolbar on selection @
Language Show Quick Analysis options on selection
] @
Advanced Enable Live Preview

ScreenTip style: |Show feature descriptions in ScreenTips

Custemize Ribbon
Quick Access Toolbar e T I e TS

Add-Ins Use this as the default font: |Endy Font
Trust Center Font size:

Default view for new sheets:

Include this many sheets:

Personalize your copy of Microsoft Office

User name: |John Smith

[ Always use these values regardless of sign in to Office.

Office Background:
Office Theme: Colorful

Start up options

Choose the extensions you want Excel to open by default: | Default Programs...

Tell me if Microsoft Excel isn't the default progam for viewing and editing spreadsheets.
Show the Start screen when this application starts

Below is a brief breakdown of some of the options that are available in the General category of
the Excel Options dialog box:

Show Mini Selected by default, this option will ensure that the
Toolbar on mini toolbaris displayed when you select text or
selection objects within your workbook.

Show Quick Checked by default, this option toggles the Quick

Analysis options Analysis buttons on and off.
on selection
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Enable Live
Preview

ScreenTip style

Use this as the
default font

Font size

Default view for
new sheets

Include this many
sheets

User name

Office theme

Show the Start
screen when this
application starts

Checked by default, this option toggles the Live
Preview feature on and off.

Using this drop-down menu you can choose how
ScreenTips are displayed. Options include showing
or hiding control descriptions, as well as disabling
them altogether.

This control allows you to choose the font face that
will automatically be used when new workbooks
are created.

This control allows you to choose the font size that
will automatically be used when new workbooks
are created.

This control allows you to choose the view that will
automatically be used when new workbooks are
created.

This increment box allows you to choose how many
sheets will be automatically included in a workbook
when they are created. By default, this is set to 1.

This text box is used to enter the name that you
would like to associate with your copy of Microsoft
Office. You can also choose to always use this value
regardless of your Microsoft Account sign-in.

Using this drop-down menu you can choose from a
few different themes for Microsoft Office
applications: Colorful, Dark Gray, and White. The
default setting is Colorful.

This checkbox allows you to choose between
having the Start screen shown when you first
launch Excel 2016, or not.
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THE LANGUAGE CATEGORY

The Language category in the Excel Options dialog box will display the following options:

Excel Options 7 x
G | ==
enere ﬁ% Set the Office Language Preferences.
Formulas
Proofing Choaose Editing Languages
Save Add additional languages to edit your documents. The editing languages set language-specific features, including @
dictionaries, grammar checking, and sorting
Language

Editing Language Keyboard Layout  Proofing (Spelling, Grammar...)

Advanced English (United States) <default> Enabled % Installed
Customize Ribbon o

Quick Access Toolbar

Add-Ins |[Add additional editing languages]

Trust Center Let me know when | should download additional proofing tools.

Choase Display and Help Languages

Set the language priority order for the buttons, tabs and Help@

Display Language Help Language
1. Match Microsoft Windows <default> 1.  English <default>

2. English I:I 2. Match Display Language

I View display languages installed for each Microsoft Office pregram

L]

% How do | get more Display and Help languages from Office.com?

These controls are used to choose the editing language (1) (the language that the spell checker
will use), as well as display and help languages (2).

AcTiviTy 7-1

Customizing General and Language Options

Now that you are more comfortable using Microsoft Excel 2016, you would like to customize a
few of its general and language settings.

1. To begin, open Microsoft Excel 2016 to a blank workbook.
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2.  Click File - Options:

Save
Save As
Print
Share
Export
Publish

Close

Account

Options
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3.  The Excel Options dialog will open to the General category:

Excel Options ? X
Ge | - - .
ner “e® General options for working with Excel.
-
Formulas
Proofing User Interface options
Save k4 Show Mini Toolbar on selectio
Language [ Show Quick Analysis options on selection
Advanced [l Enable Live Preview ©

ScreenTip style: ‘Show feature descriptions in ScreenTips

Customize Ribbon

Quick Access Toolbar U IED FE YIRS

Add-Ins Use this as the default font: | Body Font

Trust Center Font size:
Default view for new sheets:

Include this many shests:

Personalize your copy of Microsoft Office

User name: |John Seith

[ Always use these values regardless of sign in to Office.

Office Background:
Office Theme: Colorful

Start up options

Choose the extensions you want Excel to open by default:

Bl Tell me if Microsoft Excel isn't the default progam for viewing and editing spreadsheets.
[4 Show the Start screen when this application starts

QK I | Cancel
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4. Click the Office Theme drop-down menu and click one of the options provided:

Excel Options ? X
Ge | - - .
ner I;% General options for working with Excel.
-
Formulas
Proofing User Interface options
Save B show Mini Teolbar on selection @
Language [ Show Quick Analysis options on selection
Advanced [l Enable Live Preview ©

ScreenTip style: ‘Show feature descriptions in ScreenTips

Customize Ribbon

Quick Access Toalbar When creating new workbooks
Add-Ins Use this as the default font: |Body Font
Trust Center Font size:

Default view for new sheets:
Include this many shests:

Personalize your copy of Microsoft Office

User name: |John Seith

[ Always use these values regardless of sign in to Office.
Office Background: |Clouds

Office Theme: Calorful f—
Colorful

Start up options

Choose the extensionsyoawa oweel to open by default: | Default Programs...

Bl Tell me if Microsoft Excel isn't the default progam for viewing and editing spreadsheets.
[4 Show the Start screen when this application starts

| QK | Cancel

5.  Next, type your own name into the “User name” text box if it isn’t there already:

Personalize your copy of Microsoft Office

User name: |John Sith  f—

[ Always use these values regardless of sign in to Office.

Office Background: |Cloud5

Office Theme: Dark Gra],r
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6. Click the Language category:

Excel Options

General

Forrmulas

Proofing

Save

Language
Advanced h‘

7. Review the settings in this category and ensure that they match the language you will be
using in your day-to-day work:

Excel Options ? X
G | =l .
Fnera ﬁ% Set the Office Language Preferences.
Formulas
Proofing Choose Editing Languages
Save Add additional languages to edit your documents. The editing languages set language-specific features, including &
dictionaries, grammar checking, and sorting
Language

Editing Language Keyboard Layout  Proofing (Spelling, Grammar...)

Advanced English (United States) <def;ul|> Enabled Installed

Customize Ribbon

Quick Access Toolbar

Add-Ins |{Add additional editing languages] dd
Trust Center B Let me know when | should download additional proofing tools.
Choose Display and Help Languages

Set the language priority order for the buttons, tabs and Help@®

Display Language Help Language
1. Match Microsoft Windows <default> 1. English <default>

2. English EI 2. Match Display Language

L]

[ View display languages installed for each Microsoft Office program

& How do | get more Display and Help languages from Office.com?




Microsoft Excel

8. Click OK to apply all of the new settings that you selected:

QK Cancel

9. Close Microsoft Excel 2016.
Customize Formula Options
THE FORMULAS CATEGORY

The Formulas category contains options to customize calculations, formulas, and how errors are
handled:

Excel Options ? X
General E ) ) )
enere Change options related to formula calculation, performance, and error handling.
Formulas
Proofing Calculation options
Save Workbook Calculation) [ Enable jterative calculation

Language ® Automatic Maximum lterations:

Automatic except for data tables
Advanced % ? n Maximum Change:  |0.001
O Manual

Customize Ribben | Recalculate workbook before saving

Cuick Access Toolbar
Working with formulas

Add-Ins
[ R1C1 reference style @
Trust Center [ Eormula AutoComplete @

[ Use table names in formulas

[ Use GetPivotData functions for PivotTable references

Error Checking
[#] Enable background error checking
Reset Ignored Errors
Indicate grrors using this colon
Error checking rules

A Formulas which gmit cells in a region ®

B4 Cells containing formulas that result in an error (0

[ Inconsistent calculated column formula in tables G b Unlocked cells containing formulas

[ Cells containing years represented as 2 digits & [ Formulas referring to empty cells
EA Mumbers formatted as text or preceded by an apostrophe & 4 Data entered in a table is inyalid

EA Formulas inconsistent with other formulas in the region ©
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The options in this category are divided into four sections. Below is a breakdown of each
section and the type of controls that they contain:

Calculation Using the controls in this section, you can
options choose when calculations are made.

Working with The controls within this section allow you toset
formulas the reference type for cells, use the Formula

AutoComplete feature, enable table names, and
use GetPivotData functions for PivotTable
references.

Error Checking The first option in this section is used to enable
or disable background error checking. You can
also change the color of the error indicator
here.

Error checking This section includes checkbox controls that you
rules can use to choose exactly what kind of errors
will be looked for by Excel.
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ACTIVITY 7-2

Customizing Formula Options

You have found that the default color which is used to identify formula errors is too hard to see.
You need to change this color by modifying some of the settings in the Formulas category of the
Excel Options dialog box.

10. To begin, open Microsoft Excel 2016 to a blank workbook.

11. Next, click File = Options:

©

MNew

Open

Save

Save As

Print

Share

Export

Publish

Close

Account

Options
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12. The Excel Options dialog will open to the General category:

Excel Options ? X
Gel I N - B
e “e® General options for working with Excel.
-
Formulas
Proofing User Interface options
Save B Show Mini Teolbar on selection @
Language [ Show Quick Analysis options on selection
Advanced [ Enable Live Preview &

ScreenTip style: ‘Show feature descriptions in ScreenTips

Customize Ribbon

Quick Access Toolbar S T T

Add-Ins Use this as the default font: | Body Font

Trust Center Font size:

Default view for new sheets:

Include this many shests:

Personalize your copy of Microsoft Office

User name: |John Seith

[ Always use these values regardless of sign in to Office.

Office Background:
Office Theme: Colorful

Start up options

Choose the extensions you want Excel to open by default: efault Programs...

F41 Tell me if Microsoft Excel isn't the default progam for viewing and editing spreadsheets.
k4 Show the Start screen when this application starts

| oK | Cancel

13. Click the Formulas category:

Excel Options

General
Formulas
s

Proofing

Save
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14. With the Formulas category now open, examine the Error Checking section. Here, you
will see that the default error indicator color is a shade of green:

Excel Options ? X
General & - . -
fi Change options related to formula calculation, performance, and error handling.
Formulas
Proofing Calculation options
Save Workbook Calculation™ [ Enable jterative calculation
Language ©® Automatic Maximum lterations:
Automatic except for data tables
Advanced o " - Maximum Change:  |0.001
(O Manual
Customize Ribbon 7 -
Quick Access Toolbar —
Working with formulas
Add-Ins .
[ R1CT reference style @
Trust Center I Formula AutoComplete ©
F4 Usetable names in formulas
[4 Use GetPivotData functions for PivotTable references
Error Checking
[#] Enable background error checking
. . Reset Ignored Errors
Indicate errors using this color:
Error checking rules
B Cells containing formulas that result in an error @ B4 Formulas which omit cells in a region @
E4 Incongistent calculated column formula in table [ Unlocked cells centaining formulas &
4 Cells containing years represented as 2 digits & [ Formulas referring to empty cells &
E7 Numbers formatted as text or preceded by an apostrophe™ [ Data entered in a table is invalid &
[ Formulas inconsistent with other formulas in the region @

15. Click the “Indicate errors using this color” drop-down command and click Red:

Error Checking
[ Enable background error checking
Reset Ignored Errors
Indicate grrors using this color: Q -
B Automatic
Error checking rules EEEEEEEE

. | . . . .
[ Cells containing formulas that 1 [ Formulas which omit cells in a region
? EEEEEEN ?
[ Inconsistent calculated column EEENR B Unlocked cells containing formulas
[ Cells containing years represent | Red | [ Formulas referring to empty cells G
B Numbers formatted as text or p [ Data entered in a table is invalid

[ Formulas inconsistent with oth
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16. With the new error indicator color now selected, click OK to apply this new setting:

Cancel

o

17. Close Microsoft Excel 2016.

Customize Proofing and Save Options

THE PROOFING CATEGORY

The Proofing category includes options to control what items the spell checker looks for and

ignores. Additionally, you can find controls to change how AutoCorrect behaves:

Excel Options

General

Formulas

Proofing

Save

Language

Advanced

Customize Ribbon
Cuick Access Toolbar
Add-Ins

Trust Center

éﬁCJ Change how Excel corrects and formats your text.

AutoCorrect options

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

When correcting spelling in Microsoft Office programs

[ Ignore words in UPPERCASE

[ Ignore words that contain numbers
[ Ignore Internet and file addresses

A Flag repeated words

[ Enforce accented uppercase in French

[J Suggest from main dictionary only
Custom Dictionaries...
French modes: |Trad|t|ona| and new ;pellmgs

|Tuteo verb forms only
Dictionary language: |Eng|i;h (United States)

Spanish modes:
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THE SAVE CATEGORY

The Save category contains a number of different controls that can be used to choose how
workbooks are saved, what format they are saved in, and what their default file location will be.
Additionally, this category also includes controls to handle AutoRecover settings and offline
editing options when working with non-local files:

Excel Options 7 X
General 5
Customize how workbooks are saved.
Formulas
Proofing Save workbooks
Save Save files in this format: |Exce| Workbook
Language A Save AutoRecover information every minutes
Advanced [#] Keep the last autosaved version if | close without saving

Customize Ribbon AutoRecover file location: |C:\Users\abcww\AppData\RUamlng\MlchsUf‘t\Excel\

[J Don't show the Backstage when opening or saving files

ke A Toolb
Quick Access Toolber EA Show additional places for saving, even if sign-in may be required.

Add-Ins [ save to Computer by default

Trust Center Default local file location: |C:\Users\abcw\\OneDrlve\DDcuments |

Default personal templates location: |C:\UsErs\abcww\OﬂeDrive\DDcuments\CustDm Office Templatest, |

AutoRecover exceptions for: Bookl.xlsx

[ Disable AutoRecover for this workbook only

Offline editing options for document management server files

Save checked-out files to:
(O The server drafts |ocation on this computer

@® The Office Document Cache

Server drafts location:  |C\Users\abcwiOneDrive' Documents\SharePoint Drafts) ‘

Preserve visual appearance of the workbook

Colors...

Choose what colors will be seen in previous versions of Excel:G
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The AutoRecover Feature

The AutoRecover feature can be a lifesaver if you experience a computer malfunction or power
loss while working on a file, as it will automatically save the file that you are working on at
regular intervals. These intervals can be modified using the “SaveAutoRecover information
every” increment box:

Excel Options ? X
General .
Customize how workbooks are saved.
Formulas
Proofing Save workbooks
Save Save files in this format: |B(ce| Workbook
Language Save AutoRecover information every | 10 E minutes
Advanced Keep the last autosaved version if | close without saving

AutoRecover file location: |C:\Users\abcww\AppData\Roaming\Michsof‘t\Excel\

Customize Ribbon

[J Don't show the Backstage when opening or saving files

ick As Toolb
Quick Access Toolbar Show additional places for saving, even if sign-in may be required.

Add-Ins [ Save to Computer by default

Trust Center Default local file location: C\Usersh\abowi\OneDrive\Documents

By default this is set to ten minutes, but it can be changed to shorter or longer intervals if you
wish. You can also disable this feature entirely by unchecking the box, or disable the feature for
just this workbook using the “AutoRecover exceptions for” set of commands:

Custemize Ribbon

Quick Access Toolbar

Excel Options 7 X
General .
Customize how workbooks are saved.
Formulas
Proofing Save workbooks
Save Save files in this format: |Exce| Workbook
Language Save AutoRecover information every minutes
Advanced Keep the last autosaved version if | close without saving

AutoRecover file location:

|C:\U5ers\a bewitAppData\Roaming\Microsoft\Excel\

[] Don't show the Backstage when opening or saving files

Show additional places for saving, even if sign-in may be required.

Add-Ins [ save to Computer by default
Trust Center Default local file location: |C:\Users\abcw\\OneDrive\DDcuments
Default personal templates location: |C:\Users\abcww\OneDrive\DDcuments\CustDm Office Templatesh
AutoRecover exceptions for: Bookl.xlsx
[ Disable AutoRecaver for this workbook only
VERSION CONTROL

In addition to the AutoRecover feature, Excel also has built-in version control. This protects
your work if you accidentally close a file without saving it, as well as in a few other scenarios.
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You can change how version control operates using the Save category of the Excel Options
dialog box. For example, you can choose the default file location where versions are stored and
toggle this feature on or off:

Excel Options ? X
General .
Customize how workbooks are saved.
Formulas
Proofing Save workbooks
Save Save files in this format: |B(ce| Workbook
Language Save AutoRecover information every |10 E minutes
Advanced Keep the last autosaved version if | close without saving
Customize Ribbon AutoRecover file location: |C:\Users\abcww\AppData\Roamlng\Mlchsof‘t\Excel\

To access previous versions of your workbook, click File = Info and then examine the Manage
Workbook group:

Book - Excel

©

Info

New

Book1
Open Desktop
Save Protect Workbook

} Control what types of changes people can make to this workbook.
Save As Protect
Waorkbook =
Print
Share @ Inspect Workbook
Before publishing this file, be aware that it contains:
Bxport Clheckfor Content that people with disabilities find difficult to read
ssueEs A setting that automatically removes properties and personal information when

Publish the file is saved

Allow this information to be saved in your file
Close

—rj Manage Workbook
Q

Account Check in, check out, and recaver unsaved changes.

Manage 3 Today, 12:19 PM (when | closed without saving)

- oday, - wnen | closed without saving
Options Waorkbook
Feedback
Browser View Options
- Q Pick what users can see when this workbook is viewed on the Web.
Browser View

Options
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You can then click on any of the previous versions of this file listed (if any are present) to open
them.

ACTIVITY 7-3

Customizing Proofing and Save Options

To make sure that your copy of Microsoft Excel 2016 is properly configured, you need to review
its proofing and save options.

18. To begin, open Microsoft Excel 2016 to a blank workbook.
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19. Next, click File - Options:

Account

Options
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20. The Excel Options dialog will open to the General category:

Excel Options ? X
Gel I N - B
e “e® General options for working with Excel.
-
Formulas
Proofing User Interface options
Save k4 Show Mini Teolbar on selection
Language [ Show Quick Analysis options on selection
Advanced A Enable Live Preview

ScreenTip style: ‘Show feature descriptions in ScreenTips

Customize Ribbon

Quick Access Toalbar When creating new workbooks
Add-Ins Use this as the default font: |Body Font
Trust Center Font size:

Default view for new sheets:

Include this many shests:

Personalize your copy of Microsoft Office

User name: |John Seith

[ Always use these values regardless of sign in to Office.

Office Background:
Office Theme: Colorful

Start up options

Choose the extensions you want Excel to open by default: Default Programs...

Bl Tell me if Microsoft Excel isn't the default progam for viewing and editing spreadsheets.
[4 Show the Start screen when this application starts

| QK | Cancel

21. Click the Proofing category:

Excel Options

General
Farmulas
Proofing
Save

Language
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22. For this example, uncheck the “Ignore Words in UPPERCASE” checkbox as you want the
spell checker to examine words in this format:

Excel Options ? X
G |
eners 't‘;CJ Change how Excel corrects and formats your text.
Formulas
Proofing AutoCorrect options
Save Change how Excel corrects and formats text as you type: | AutoCorrect Options...
Language
When correcting spelling in Microsoft Office programs

Advanced

I ds in UPPERCASE mm—
Customize Ribbon %gnoreww s

Ignore words that contain numbers

Quick Access Toalbar [} Ignore Internet and file addresses

Add-Ins k4 Flag repeated words
Trust Center [ Enforce accented uppercase in French

[ Suggest frem main dictionary only

Custom Dictionaries...
French modes: Traditional and new spellings| |
Spanish modes: Tuteo verb forms only

Dictionary language: | English (United States)

23. Next, click the Save category:

Excel Options

General
Formulas
Procfing
Save

[

Language
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24. Within the “Save workbooks” section, change the “Save AutoRecover information every”
value in the increment box from 10 to 8 minutes:

Excel Options ? X
General 5
Customize how workbooks are saved.
Formulas
Proofing Save workbooks
Save Save files in this format: ‘Exca\ Workbook
Language [ Save AutoRecover information every I % minutes
Advanced =) Keep the last autosaved version if | clos@withsUt saving

AutoRecover file location: ‘C:\U sersfabcwilAppData\Roaming\Microsoft\ Excel\

Customize Ribbon

[ Don't show the Backstage when opening ofsaving files

ke As Toolb:
fuicke Access Toolbar [ Show additional places for saving, even if sign-in may be required.

25. Click OK to apply the new changes:

] 4 kj Cancel

26. Close Microsoft Excel 2016.
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Customize the Ribbon and Quick Access Toolbar

THE CusTOMIZE RIBBON CATEGORY

The Customize Ribbon category gives you controls to customize the tabs, groups, and
commands on the ribbon. As well as creating your own tabs and groups, you can also import
pre-customized ribbons as well as reset the ribbon back to its default state. You can also export
your own customizations so that you can import them into other installations of Excel:

Excel Options ? *
G | B .
Ener E-E Customize the Ribbon.
Formulas
) Choose commands fram: (@ Customize the Ribbon: ()
Proofing |Popu|ar Commands |Main Tabs
Save
Add or Remove Filters ~ Main Tabs
L
Fnauege All Chart Types... El B Home
Advanced i Borders 4 Clipboard
. Calculate Mow Font
Customize Ribbon Center Alignment
L. . K
Quick Access Toolbar Egg;htlunal Formatting gt;:'ﬂber
es
Add-Ins Custom Sort... Cells
Cut Editing
Trust Center Decrease Font Size B Insert
Delete Cells... [ Page Layout

Delete Sheet Columns E A Formulas

EX Delete Sheet Rows

(L]

Fill Color 3 A Review

Font =) ] view

Font Color 3 ® [ Developer

Font Size = @ [ Add-Ins

Ezi::: g:ilr!:ter [ Background Removal
Bl Freeze Panes 4

Increase Font Size
= Insert Cells...

Insert Function...
Insert Picture

T Insert Sheet Columns

MNew Tab | ‘ MNew Group | | Rename... ‘
€= Insert Sheet Rows
E- Insert Table Customizations: 'ZE'I‘
Macros

Merge & Center Y] Import/Export ¥ |
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THE QuUICK ACCESS TOOLBAR CATEGORY

Similar in look and function to the Customize Ribbon category, the Quick Access Toolbar
category allows you to pick and choose what controls appear on the Quick Access toolbar. In
addition to adding and removing commands, you can also import previously created Quick
Access toolbarcustomizations, as well as export your own. Finally, you can also reset all Quick
Access toolbar settings:

Excel Options 7 X
General o B N
I‘::pﬂ Customize the Quick Access Toolbar.
Formulas
Choose commands from: (0 Customize Quick Access Toolbar (&
Proofing |Popu|ar Commands ‘For all documents (default)
Save
Language <Separator> - H save
"W Add or Rernove Filters € Undo | 3
Advanced i Borders 3 ¢ Redo |>
Customize Ribbon Caleulate Now
= Center
_ Conditional Formatting 3
Add-Ins B Copy
all Create Chart
Trust Center Custom Sort...
3 Cut
A Decrease Font Size
[ Delete Cells...
%J Delete Sheet Columns IZ'
EX Delete Sheet Rows EI
[¥7 Email
& Fill Color [»
Font I-
A Font Color [»
Font Size I-
Format Cells
& Format Painter
Freeze Panes 3

A" Increase Font Size
Insert Cells... v
[ Show Quick Access Toolbar below the ustemizshion=
Ribben Import/Export = |©
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AcTivity 7-4

Customizing the Quick Access Toolbar

In order to improve your workflow, you would like to add some of your most frequently used
commands to the Quick Access toolbar.

27. To begin, open Microsoft Excel 2016 to a blank workbook.
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28. Next, click File - Options:

Account

Options




Microsoft Excel

29. The Excel Options dialog will open to the General category:

Excel Options ? X
Ge | - - .
ner “e® General options for working with Excel.
-
Formulas
Proofing User Interface options
Save k4 Show Mini Toolbar on selectio
Language [ Show Quick Analysis options on selection
Advanced [l Enable Live Preview ©

ScreenTip style: ‘Show feature descriptions in ScreenTips

Customize Ribbon

Quick Access Toolbar U IED FE YIRS

Add-Ins Use this as the default font: | Body Font

Trust Center Font size:
Default view for new sheets:

Include this many shests:

Personalize your copy of Microsoft Office

User name: |John Seith

[ Always use these values regardless of sign in to Office.

Office Background:
Office Theme: Colorful

Start up options

Choose the extensions you want Excel to open by default:

Bl Tell me if Microsoft Excel isn't the default progam for viewing and editing spreadsheets.
[4 Show the Start screen when this application starts

QK I | Cancel
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30. Click the Quick Access Toolbar category:

Excel Options

General

Forrulas

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center
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31. The Quick Access Toolbar category will now be displayed:

Excel Options ? X
G | B .
enera E‘E Customize the Quick Access Toolbar.
Formulas
Choose commands from: Customize Quick Access Toolbar:
Proofing [Popular Commands |For all documents (default)
Save
Language «<Separator> - B save
Add or Remove Filters € Undo [»
Advanced

Borders > @ Redo [»

Custornize Ribban Caleulate Mow

Add-Ins

Center

Cenditional Fermatting 3
Copy

Create Chart

Custom Sort...

Cut

Decrease Font Size

Delete Cells...

Delete Sheet Columns

Delete Sheet Rows

Ernail

Fill Color [»
Fant -
Font Color |»
Font Size EI

Format Cells

Trust Center

L]

Format Painter
Freeze Panes 3

Increase Font Size
Insert Cells... v

[ Show Quick Access Toolbar below the ustomizations E
fepen Import/Export ¥ |

I QK I | Cancel
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32. Inthe left-hand list box, scroll down and click to select the Repeat command:

Excel Options ? X
General o B .
/=] Customize the Quick Access Toolbar.
Formulas
Choose commands from: Customize Quick Access Toolbar:
Proofing [Popular Commands |For all documents (defautt)
Save
Language €= Insert Sheet Rows ~ = save
Advanced Insert Table € Undo [+
Merge & Center @ Redo ‘ 4
Customize Ribbon 57 Name Manager
- 1 MNew File
Quick Access Toolbar
Open
Add-Ins [ Page Setup
&D Paste
Trust Center --D Paste »
& Paste Special..
PivotTable

[& Print Preview and Print
%2 Quick Print

L]

@ Redo [»
[2 Refresh All
B save

Popular Commands | Repeat (Repeat)
k& Save s P P P
[ SetPrint Area
[ Shapes 3

2| Sort Ascending
%) Sort Descending
g Spelling...

&~

[ Show Quick Access Toolbar below the ustomizations E
fepen Import/Export ¥ |

I QK I | Cancel
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33. Click the Add command between the two lists:

Excel Options ? X

G | i i
eneral E—E Customize the Quick Access Toolbar.

Formulas
Choose commands from: Customize Quick Access Toolbar:
Proofing [Popular Commands |For all documents (defautt)
Save
Language €= Insert Sheet Rows ~ = save
Advanced Insert Table € Undo [+
Merge & Center @ Redo "
Customize Ribbon 57 Name Manager
- 1 MNew File
Quick Access Toolbar
Open
Add-Ins [ Page Setup
&D Paste
Trust Center --D Paste »
& Paste Special..
PivotTable

[& Print Preview and Print
%2 Quick Print
@ Redo [»

[2 Refresh All

B save

I Savess

[ SetPrint Area

[ Shapes 3
2| Sort Ascending

%) Sort Descending

e .
v Spelling...
&~

[ Show Quick Access Toolbar below the ustomizations E
fepen Import/Export ¥ |

I QK I | Cancel

<< Remove

L]
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34. The Repeat command will now appear in the right-hand list box, meaning it has been
added to the Quick Access toolbar:

Excel Options ? X
Genes! E-E Customize the Quick Access Toolbar.
Formulas
X Choose commands from: @ Customize Quick Access Toolbar (@
Procfing [Popular Commands |[Ferall documents (default)
Save
Language €= Insert Sheet Rows ~ I Save
Advenced Insert Table € Undo v
Merge & Center @ Redo [»
Customize Ribbon 57 Name Manager = () Repeat
- 1 Mew File
Quick Access Toolbar
Open
Add-Ins [:.g. Page Setup
r Paste
Trust Center -n-D Paste |’
T Paste Special..
[id] PivotTable
[& Print Preview and Print El
S e ! =]
edo
[ Refresh Al
(5 Repeat
H Save
& saveas
[& Set Print Area
[&) Shapes 3
4| Sort Ascending
%) Sort Descending
e .
[ show Quick Access Toolbar below the Custemizztions: I‘”
Ribbon _M(;)

35. Click OK to apply these new settings:

Modify...

Custormizations:

Reset = |0

Import/Export * |

a

Cancel
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36.

37.

Returning to the Excel window, you will see that the Repeat command now appears on
the Quick Access toolbar:

(&) =
Inse t Page Layout Farmulas
ulln % Cut .'E".‘ "
&Y
Egy Copy ~
Paste By . -
> ~ Format Painter B I U — ﬁ A
Clipboard Ta Font

(Note that this command may be grayed out as it is currently unavailable.)

Close Microsoft Excel 2016.

Customize the Functionality of Excel by Enabling Add-Ins

WHAT ARE ADD-INS?

Add-ins can come in the form of a single task-oriented tool, or they can consist of several tools
combined in a pack, like Excel’s Analysis ToolPak(which provides an assortment of tools for
analyzing scientific, statistical, or engineering related data). Some add-ins come packaged with
the Microsoft Office system, while others may be provided by third party vendors.

No matter where an add-in comes from, it is managed using the Add-Ins category of the Excel
Options dialog box:
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Excel Options 7 x
G | . . . .
s D View and manage Microsoft Office Add-ins.
Formulas
Proofing Add-ins
save MName Location Type ~
Language Active Application Add-ins
Advanced o -

Inactive Application Add-ins
Analysis ToolPak &

Customize Ribbon

=

..flicelB\Library\Analysis\ANALYS32. XKLL Excel Add-in

Quick Access Toolbar Analysis ToolPak - VBA Ch..e16\Library\Analysis\ATPVBAEN.XLAM  Excel Add-in
Date (XML) Ci\...icrosoft Shared\Smart Tagh\MOFL.DLL Action

Add-Ins Euro Currency Tools Ci\..ot\Officel6\Librany\EUROTOOLXLAM  Excel Add-in

Trust Center Inquire C\.fice\root\Office16\DCF\MativeShim.dll - COM Add-in
Microsoft Actions Pane 3 XML Expansien Pack
Microsoft Power Map for Excel Ci\.., Bxcel Add-in\EXCELPLUGINSHELLDLL ~ COM Add-in
Micresoft Power Pivot for Excel Ch. Add-in\PowerPivotExcelClientAddindll - COM Add-in
Microsoft Power View for Excel Ci\... Add-in‘AdHocReportingExcelClient.dll  COM Add-in
Solver Add-in C.ffice168\Libran\SOLVER\SOLVER.XLAM  Excel Add-in

Document Related Add-ins

v
Add-in: Analysis ToolPak
Publisher Microsoft Corporation
Compatibility: Mo compatibility information available
Location: C:\Program Files (x86)\Microsoft Office\root\OfficelB\Librany\Analysis\ANALYS32 XLL
Description: Provides data analysis tools for statistical and engineering analysis

Manage: |Excel Add-ins
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THE ADD-INS CATEGORY

The Add-Ins category is used to manage any add-ins that you have access to. By clicking on an
add-in in the list box, you will see information about it, including its publisher, location, and
description:

Add-ins

Mame Location Type ~
Active Application Add-ins

Inactive Application Add-ins

Analysis ToolPak G\ fficelBiLibrany\ Analysis\AMNALY532 XKLL  Excel Add-in
Analysis ToolPak - VBA Ch..elB\Librant\Analysis\ATPVBAEN.XLAM  Excel Add-in

Date (XML) Cih..icrosoft Shared\Smart TaghMOFL.DLL Action

Euro Currency Tools ChLot\Office 16\ Librany\EUROTOOL XLAM Excel 4dd-in

Inguire G ficehroot\ Office 16\ DCPNativeShim.dll - COM Add-in
Microseft Actions Pane 3 XML Expansion Pack
Microseft Power Map for Excel Ci\.. Excel Add-im\EXCELPLUGINSHELL.DLL ~ COM Add-in
Microsoft Power Pivot for Excel ChuuAdd-in\PowerPivotExcelClientAddindll - COM Add-in
Microsoft Power View for Excel .. Add-in\AdHocReportingExcelClient.dll  COM Add-in

Solver Add-in Cih\ L ffice16\Libranh SOLVERNSOLYER. XLAM Excel Add-in

Document Related Add-ins

v
Add-in: Analysis ToolPak

Publisher: Microsoft Corporation

Compatibility: Mo compatibility information available

Location: C:\Program Files (x86)\Microsoft Office\root\Officel8\Library’ Analysis\ ANALYS32 XLL

Description: Provides data analysis tools for statistical and engineering analysis

To start managing the add-ins, click the Manage drop-down menu, choose the add-in type that
you would like to manage, and click Go:

Manage: |Excel Add-ins Go.. &
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This action will open the appropriate dialog box, listing any available add-ins of that type:

Add-Ins
Add-Ins available:

Euro Currency Tools
[ ]solver add-in

Browse...

=
ot

Automation...

Analysis ToolPak

Provides data analysis tools for statistical and
engineering analysis

To activate or de-activate an add-in, just check or uncheck its corresponding checkbox. To find
an add-in that you downloaded and you would like to add to Microsoft Excel, click the Browse
button.
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THE DEVELOPER TAB

The Developer tab includes lots of different commands that you can use to manage add-ins, as
well as modify VB code, work with XML, and manage form controls. Due to its commands being
more technical in nature, this tab is hidden by default. To make it visible, first open the Excel
Options dialog box to the Customize Ribbon category. Next, check the Developer checkbox in
the Customize the Ribbon list on the right and then click OK:

Excel Options 7 X
General o . .
E-E Customize the Ribbon.
Formulas
Choose commands from: (0 Customize the Ribbon: (D
Proofing |Popu|ar Commands |Mair1 Tabs
Save
Language "W Add or Remove Filters ~ Main Tabs
1 All Chart Types... Bl kA Home
Advanced i Borders 4 Clipboard
o Calculate Now Font
Customize Ribbon Center Alignment
- . K
Quick Access Toolbar Conditional Formatting MNumber
Copy Styles
Add-Ins Custom Sort... Celle
Cut Editing
Trust Center Decrease Font Size Insert
Delete Cells...

Delete Sheet Columns
Delete Sheet Rows
Email

Fill Color

Font

Font Color

Font Size

Format Cells

:"='1 )}

Format Painter
Freeze Panes
Increase Font Size
Insert Cells...
Insert Function...
Insert Picture
Insert Sheet Columns
Insert Sheet Rows
] Insert Table
Macros
Merge & Center

HeEl > %y KElEail

Page Layout
Formulas

Data

e
L]

‘ 3 Review
1 View

» Developer
i

M Add-Ins
Background Removal

[l

MNew Tab | ‘ Mew Group | | Rename... ‘

Customizations: .'i:‘
v Import/Export ¥ | @

When visible, the Developer tab will appear next to the View tab by default. It divides its
commands into four groups; however, all of the add-in related commands are found in the Add-

Ins group:

B ©-

File Home

=

Visual Macros

Code

.lj Record Macro
L Use Relative References

Basic ! Macro Security

Formulas

35

Add-  Excel

Page Layout

Add-Ins

COom Insert Design
ins  Add-Ins Add-Ins @

Book! - Excel

Data Review View Developer Q Tell me what youl
o = /‘ Properties D & Map Properties  [53 Import
Kl . } -ﬂ' 2

& View Code ) Expansion Packs [, Export
ource
Mode Run Dialog [#1 Refresh Data
Controls MML
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Clicking the Add-ins command allows you to manage Office add-ins, while clicking the Excel
Add-Ins button is used to let you modify Excel add-ins. COM add-ins are modified by clicking the
command of the same name.

AcCTIVITY 7-5
Customizing the Functionality of Excel

You need to create a workbook that uses the Euro currency. To facilitate this task, you should
enable the Euro Currency Tools add-in.

38. To begin, open Microsoft Excel 2016 to a blank workbook.
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39. Next, click File - Options:

©

Mew

Open

Save

Save As

Print

Share

Export

Publish

Close

Account

Options
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40. The Excel Options dialog will open to the General category:

Excel Options ? X
Ge | - - .
ner “e® General options for working with Excel.
-
Formulas
Proofing User Interface options
Save k4 Show Mini Toolbar on selectio
Language [ Show Quick Analysis options on selection
Advanced [l Enable Live Preview ©

ScreenTip style: ‘Show feature descriptions in ScreenTips

Customize Ribbon

Quick Access Toolbar U IED FE YIRS

Add-Ins Use this as the default font: | Body Font

Trust Center Font size:
Default view for new sheets:

Include this many shests:

Personalize your copy of Microsoft Office

User name: |John Seith

[ Always use these values regardless of sign in to Office.

Office Background:
Office Theme: Colorful

Start up options

Choose the extensions you want Excel to open by default:

Bl Tell me if Microsoft Excel isn't the default progam for viewing and editing spreadsheets.
[4 Show the Start screen when this application starts

QK I | Cancel
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41. Click the Add-Ins category:

Excel Options

General

Forrulas

Proofing

Save

Language

Advanced
Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

42. Ensure that the Manage drop-down menu displays Excel Add-Ins and then click Go:

Document Related Add-ins

v
Add-in: Analysis ToolPak

Publisher: Microsoft Corporation

Compatibility: No compatibility information available

Location: C:\Program Files (x88)\Microsoft Office\root\Officel6\Libran/\Analysis\ANALYS32 XLL

Description: Provides data analysis tools for statistical and engineering analysis

Manage: |Excel Add-ins . Go... I:

Cancel
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43. The Add-Ins dialog box will now be displayed:

Add-Ins
Add-Ins available:

[ ]Euro Currency Tools
[]solver Add-in

Erowse...

Automation...

=
*

Analysis ToolPak

Provides data analysis tools for statistical and
engineering analysis
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44. Check the Euro Currency Tools checkbox:

Add-Ins

Add-Ins available:

Dhnalysis ToolPak oK
[ ] &nalysis ToolPak - VBA

olver Add-in

Erowse...

Automation...

jrt

Euro Currency Tools

Conversion and formatting for the euro currency
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45. Click OK:

Add-Ins ? >

Add-Ins available:

Dhnalysis ToolPak
[ ] &nalysis ToolPak - VBA

™5 Euro Currency Tools

[]solver Add-in

Erowse...

Automation...

Euro Currency Tools

Conversion and formatting for the euro currency
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46. The add-in should now be enabled. To confirm this, open the Add-Ins category of the
Excel Options dialog box again. You will see the Euro Currency Tools add-in displayed in
the Active Application Add-ins section:

47.

48.

Excel Options ?
G | - . - .
enere & Wiew and manage Microsoft Office Add-ins.
Formulas
Proofing Add-ins
Save Name = Location Type
Language Active Application Add-ins
Euro Currency Tools C\...ot\Office1B\Libran\EUROTOOLXLAM  Excel Add-in
Advanced
Customize Ribbon Inactive Application Add-ins
Analysis ToolPak CA\...ffice1B\Librany\Analysis\ANALYS32 XLL  Excel Add-in
Quick Access Toolbar Analysis ToolPak - VBA -e1B\Library\Analysis\ATPVBAEN.XLAM  Excel Add-in
Date (XML) Jdcrosoft Shared\Smart Tag\MOFL.DLL Action
Add-Ins Inquire fice\root\Office16\DCF\NativeShim.dll - COM Add-in
Trust Center Microsoft Actions Pane 3 XML Expansion Pack
Microsoft Power Map for Excel . Excel Add-im\EXCELPLUGINSHELL.DLL ~ COM Add-in
Microsoft Power Pivot for Excel Add-in\PowerPivotExcelClientAddindll  COM Add-in
Microsoft Power View for Excel ... Add-in\AdHocReportingExcelClient.dll  COM Add-in
Solver Add-in .. ficel6\Librany\ SOLVER\SOLVER XLAM  Excel Add-in
Document Related Add-ins
Disabled Application Add-ins
Add-in: Euro Currency Tools
Publisher:
Compatibility. Mo compatibility information available
Location: C\Program Files (x86)\Microsoft Office\root'\Officel6\Libran\EUROTOOL XLAM
Description:  Conversion and formatting for the euro currency
Manage: |Excel Add-ins

Click OK to Close the Excel Options dialog box:

oK

Cancel

Close Microsoft Excel 2016.
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Customize Advanced and Trust Center Options

THE ADVANCED CATEGORY

There are dozens of controls in the Advanced category that allow you to modify everything
from how cut, copy, and paste work to compatibility settings:

Excel Options 7 x
Generl Advanced options for working with Excel. .
Formulas
Proofing Editing options
Save [ after pressing Enter, move selection
Language Direction:

_ [ Autornatically insert a decimal point
Customize Ribbon e . =

B4 Enable fill handle and cell drag-and-drop
Quick Access Toolbar [#] Alert before overwriting cells
Add-Ins [ Allow editing directly in cells
Trust Center [4] EBxtend data range formats and formulas
[4] Enable automatic percent entry
[ Enable AutoComplete for cell values
[ Automatically Flash Fill
[ Zeom on roll with IntelliMouse
4] Alert the user when a potentially time consuming operation occurs
When this number of cells (in thousands) is affected:
[ Use system separators
Decimal separator
Thousands separator: |,
Cursor movement:
® Logical
O Visual
[ Do not automatically hyperlink screenshot
Cut, copy. and paste
w

While these settings can be intimidating, it is worthwhile to take the time to review the
commands shown here.
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THE TRUST CENTER CATEGORY

The Trust Center category, on the other hand,has fewer commands:

Excel Options 7 x
General
Help keep your documents safe and your computer secure and healthy.
Formulas
Proofing Security & more
Save Visit Office.com to learn more about protecting your privacy and security.
Language Microsoft Trustworthy Computing
Advanced

Microsoft Excel Trust Center
Customize Ribbon

The Trust Center contains security and privacy settings. These settings help keep your .
Quick Access Toolbar computer secure. We recommend that you do not change these settings. Trust Center Settings...
Add-Ins

Trust Center

Within the “Protecting your privacy” section, you will find a variety of links to Microsoft’s
privacy statements. The “Security & more” section provides you with a link to the Microsoft
Trustworthy Computing page. Finally, the Microsoft Excel Trust Center section contains the
Trust Center Settings button. This button is used to open and view the Trust Center.
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Customizing Security Settings

The Trust Center Settings button will open the Trust Center dialog box:

Trust Center T X

Trusted Publish:

fusted fubliEner Message Bar Settings for all Office Applications
Trusted Locations
Showing the Message Bar

Trusted Documents @® Show the Message Bar in all applications when active content, such as Active controls and macros, has

been blocked

Trusted Add-in Catalogs
(O Never show information about blocked content

Add-ins

ActiveX Settings Policy Tips

Macro Settings [ Show Policy Tip in the Message Bar. Turning this off will disable all Policy Tips unless your organization requires
it.

Protected View
Message Bar
External Content
File Block Settings

Privacy Options

[J Enable Trust Center logging

This dialog is used to modify the privacy and security settings for Microsoft Office. It is generally
recommended that you do not modify these settings due to the possible security risks.
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ACTIVITY 7-6

Customizing Advanced and Trust Center Options

To familiarize yourself with some of the more advanced features in Excel, you would like to
review the Advanced and Trust Center categories of the Excel Options dialog box.

49. To begin, open Microsoft Excel 2016 to a blank workbook.

50. Next, click File - Options:

©

MNew

Open

Save

Save As

Print

Share

Export

Publish

Close

Account

Options
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51. The Excel Options dialog will open to the General category:

Excel Options ? X
Gel I N - B
e “e® General options for working with Excel.
-
Formulas
Proofing User Interface options
Save k4 Show Mini Toolbar on selectio
Language [ Show Quick Analysis options on selection
Advanced [ Enable Live Preview &

ScreenTip style: ‘Show feature descriptions in ScreenTips

Customize Ribbon

Quick Access Toolbar S T T

Add-Ins Use this as the default font: | Body Font

Trust Center Font size:

Default view for new sheets:

Include this many shests:

Personalize your copy of Microsoft Office

User name: |John Seith

[ Always use these values regardless of sign in to Office.

Office Background:
Office Theme: Colorful

Start up options

Choose the extensions you want Excel to open by default: | Default Programs...

F41 Tell me if Microsoft Excel isn't the default progam for viewing and editing spreadsheets.
k4 Show the Start screen when this application starts

oK I | Cancel
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52. Click the Advanced category:

Excel Options

General

Forrulas

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

53. Scroll down through these options until you see the Display section. Clear the “Show
function ScreenTips” checkbox when you see it:

Excel Options ? X
General ~
enera Display
Formulas
Show this number of Recent Workbooks: E @
Proofing n E
O Quickly access this number of Recent Workbooks:
e (E

Show this number of unpinned Recent Folders:
Language . .
_ Ruler units | Default Umts

EA Show formula bar
Custemize Ribbon e [1¢| Show function ScreenTips
Quick Access Toolbar % Disable hardware graphics acceleration
For cells with comments, show:
Add-Ins (O Mo comments or indicators
Trust Center @ |ndicators only, and comments on hover
() Comments and indicators
Default direction:
O Right-to-left
@ Left-to-right
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54. Click the Trust Center category:

55.

Excel Options

General
Forrmulas
Proofing
Save
Language
Mdmncsd
Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

s

On the Trust Center screen, click the Trust Center Settings button:

Excel Options

General

Formulas

Praofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

@ Help keep your documents safe and your computer secure and healthy.

Security & more
Wisit Office.com to learn more about protecting your privacy and security.

Microsoft Trustworthy Computin,

Microsoft Excel Trust Center

The Trust Center contains security and privacy settings. These settings help keep your
computer secure. We recommend that you do not change these settings.

Trust Center Settings...
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56. The Trust Center Settings dialog will now be displayed. On the left pane, click the Add-Ins
category:

Trust Center ? X

Trusted Publish

fusted fublishers Message Bar Settings for all Office Applications
Trusted Locations
Showing the Message Bar

Trusted Documents (® Show the Message Bar in all applications when active content, such as ActiveX controls and macros, has

been blocked

Trusted Add-in Catalogs
(O MNever show information about blocked content

Add-ins

ActiveX Settings I} Policy Tips

Macro Settings B4 Show Policy Tip in the Message Bar. Turning this off will disable all Policy Tips unless your organization requires
Protected View -

Message Bar

External Content
File Block Settings

Privacy Options

[ Enable Trust Center logging

57. Review all of the settings that relate to add-ins in Microsoft Office:

Trust Center ? x

Trusted Publish
st fusner Add-ins (COM, VSTO and Other)
Trusted Locations
[ Require Application Add-ins to be signed by Trusted Publisher
Trusted Documents

notification for u

ins (code will remain

Trusted Add-in Catalogs [ Disable all Application Add-ins (may impair functionality)
Add-ins

ActiveX Settings
Macro Settings
Protected View
Message Bar
External Content
File Block Settings

Privacy Options
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58. Click Cancel:

|
oK e ﬂ

59. Back at the Excel Options dialog, click OK to apply the new settings:

|
QK [}J Cancel ‘

60. Close Microsoft Excel 2016.



