Customise the Quick Access Toolbar for Excel 2007

The reason for customising the Quick Access toolbar in Excel is to provide logical groupings of the most
common tools you will use with Excel. This customised quick access toolbar, along with right mouse
clicking for menus, removes the need to hunt through the various tabs and sub menus on the top menu
ribbon bar making using Excel easier and faster. It also enabled users who were competent in using Excel
2000 to make Excel 2007’s jumbled tools in tabs and menus easier to find.

Once you have customised the Quick access bar all your most useful tools will appear in their own bar
beneath the menu ribbon.
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7 Retain the : Customize Quick Access Toolbar — For all
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Customize Quick Access Toolbar:(i 7
For all documents (default) - B documents ( defaUIt)
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12 Arrange the tools in the right column in a logical order, this will be the order they appear in on the Quick

Access Toolbar . The order is following

13 To move a tool up the list,
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14 When you have completed re arranging the tools Show Quick Access Toolbar below the Ribbon

click Show Quick Access Toolbar below the Ribbon.

Then click OK in the bottom right corner 14

15 Your Quick Access Toolbar should now look like this:
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16 All the icons won’t be visible unless you press the MORE CONTROLS at the end of the bar. 16

This will make the remaining tools visible for use. T by

The tools have been organised so that the page and cell formatting tools appear first, data sorting, borders
and text direction, add-on’s such as tables, hyperlinks, text boxes then shapes and shape formatting

More Customising your Excel
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Click on the MS Office button top left

jnr.'-_s“ |X Exit Excel |

For Excel Options — Popular

Left click Excel Options

Excel Options
[ Popular .. . .
i } | 3 Change the most popular options in Excel.
Formulas
. Top options for working with Excel
Proofing
[¥] Show Mini Toolbar on selection’i
Save iy ) ) =
[¥| Enable Live Preview i
Advanced [Z] Show Developer tab in the Ribbon (i <
R Color scheme: Blue EI
Customize
ScreenTip style: | Show feature descriptions in ScreenTips B
Add-Ins —————
Create lists for use in sorts and fill sequences: | Edit Custom
Trust Center
When creating new workbooks
Resources

Use this font:

Font size: 12|3<

Default view for new sheets: | Normal View

Include this many sheets: 3 =

Body Font

B

Un click Show Developer Tab in
the Ribbon

Personalize your copy of Microsoft Office

User name: |Sue Inness

[

<

Increase font size

<

Choose the languages you want to use with Microsoft Office: | Language Settings...

Insert your name

For Excel Options — Formulas

Excel Options

Popular

Formulas
Proofing
Save
Advanced
Customize
Add-Ins
Trust Center

Resources
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b&' Change options related to formula calculation, performance, and error handling.

Calculation options

Workbook Calculation’i

<

@ Automatic <

[] Enable iterative calculation

O Automatic except for data tables

0 Manual

Recalculate workbook before savin

Working with formulas

[T] R1C1 reference style (i

Formula AutoComplete (i

Use table names in formulas

Use GetPivotData functions for PivotTable references

Error Checking

Maximum Iterations: |100

Maximum Change:  0.001

Make sure Automatic is checked

d—
Enable background error checking @

Indicate grrors using this color:

Error checking rules

Cells containing formulas that result in an error (i

Reset Ignored Errors

Make sure Enable Background error checking
is checked

Inconsistent calculated column formula in tables (i

Cells containing years represented as 2 digits (i

Formulas which gmit cells in a region i

Unlocked cells containing formulas i

. <
] Formulas referring to empty cells' i’

Un-check Formulas referring to
empty cells
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For Excel Options — Consider your options for Proofing and Save

Excel Options
Popular
e Change how Excel corrects and formats your text.
Formulas
” AutoCorrect options
Proofing
& Change how Excel corrects and formats text as you type: | AutoCorrect Options... ‘
ave
When ing spelling in Mi Office
Advanced s
[T Ignore words in UPPERCASE
Customize [7 Ignore words that contain numbers
Add-Ins [@ Ignore Internet and file addresses
[@ Flag repeated words
Trust Center "
[7] Enforce accented uppercase in French
Resources [T Suggest from main dictionary only
Custom Diction
French modes: Traditional and new spellings D
Dictionary language: | English (Australia) El

Excel Options
x
Popular 5
= H Customize how workbooks are saved.
Formulas
. Save workbooks
Proofing
Save files in this format. | Excel Workbook (*xisx) B
Save =
7] Save AutoRecover information every |10 = | minutes
Advanced T
AutoRecover file location: (CA\Users\Toshiba\AppData\Roaming\Microsoft\Excel\
Customize Default file location: C\Users\Toshiba\Documents\My Documents\At Work
Add-Ir =1
i AutoRecover exceptions for: [/ Bookl [

Trust Center

Resources

[7] Disable AutoRecover for this workbook only

Offline editing options for document management server files

Save checked-out files to:(i
© The server drafts location on this computer

© The web server

Server drafts location; | C\Users\Toshiba\Documents\SharePoint Drafts\
Preserve visual appearance of the workbook

Choose what colors will be seen in previous versions of Excel:(i
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