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CHAPTER 2 SETT'NG EXCEL OPT'ONS

: : INFocus

All of Microsoft Excel’s settings are located in the Excel Options
dialog box. The Excel Options control the behaviour and
appearance of Excel, enabling you to adjust the operation of the
spreadsheet package to suit the way you work.

In this session you will:

AN

gain an understanding of Excel Options
learn how to personalise Excel

learn how to set the default font

learn how to set formula options

gain an understanding of Save options
learn how to set Save options

learn how to set file locations

learn how to set the display options.
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UNDERSTANDING EXCEL OPTIONS

All of Microsoft Excel’s settings are accessible in
the one dialog box, Excel Options. You can
access this dialog box by clicking on the File tab

and clicking on Options. The Excel Options
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dialog box provides a list of setting categories
(down the left-hand side) that you can click on to
access the related settings.

Categories

Settings

Excel Options.

Formulas

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

General

General options for working with Excel.

User Interface options

Show Mini Toolbar on selection ()
Enable Live Preview ()

Color scheme: Silver ﬂ

ScreenTip style: |Show feature descriptions in ScreenTips

When creating new workbooks

Use this font: |Body Font

[=]

Font size: n

Default view for new sheets: -

Include this many sheets: 3 lﬁl

Personalize your copy of Microsoft Office

User name: |Watsonia Publishing |

coe

Category

Popular

Formulas

Proofing
Save
Language
Advanced
Customise
Ribbon

Quick Access
Toolbar

Add-Ins

Trust Centre

Description

These settings control some of the most popular options, including the display and enabling of the
Mini toolbar and Live Preview, as well as options for personalising Microsoft Office. Some settings
in this category affect all applications in Microsoft Office.

The Formulas options allow you to control the calculation of formulas, the performance of the
worksheet in terms of calculations, and error handling.

Proofing options control the autocorrect and spelling settings.
The location and format used when spreadsheets are saved are controlled by the Save settings.
These settings control the language(s) used for spelling, help and screen tips.

The Advanced settings control a wide range of options, many of which will be familiar to those
who have used the Tools > Options settings in earlier versions of Excel.

These settings control the content of the Ribbon.

These settings control the content of the Quick Access Toolbar.

Add-ins are special programs that bring additional functionality to Microsoft Excel.

The settings that protect your spreadsheets are stored in the Trust Centre.
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PERSONALISING EXCEL

dialog box. The entries in these fields are used in
various functions in Excel such as tracking changes
and comments. User name is also used as the
Author in Document Properties.

Every time you work in a Microsoft Office
application, user information is added to the file
behind the scenes. Some of this information is
found on the Popular page of the Excel Options

Excel Options @u
Try This Yourself:
y [L] & General options for working with Excel.
Formulas
Before starting this exercise brocfing User Interface options
ensure tha‘t you haVe a Save Show Mini Toolbar on selection (&
blank spreadsheet open... Language Enable Live Preview @
R R Advanced f::::‘[ci:es’:;: ture descriptions in ScreenTips lzl
1 Click on the File tab of the T o .
gl btbOI"I, tthedn CIIICk (t)l‘:] Quick Access Toolbar = | EI
p IOﬂS 0 |Sp ay e AddIns Use this font: Body Font
General page of the Excel St Conter Font size 12 [=] :
Options dialog box e fornen e ﬂ
include this many sheets:
2 Click in User name and Personalize your copy of Micrusoft Offce
type your name User name: |Watsonia Publishing |
If text already appears in
the field, triple-click in the
field to select it, then type
your name...
3 Click on [OK] to save the 0
settings
Any new spreadsheet you
n q L8
create from now on will Ereel Do a—
dlsplay your name as the [L] @ General options for working with Excel.
AUthOI’ Formulas
Proofing User Interface options
Save Show Mini Toolbar on selection (0
Lanouage Enable Live Preview (0
ueg Color scheme: n
Advanced SecreenTip style: ‘Shaw feature descriptions in ScreenTips EI
Customize Ribbon
‘When creating new workbooks
Quick Access Toolbar
Use this font: ‘Body Font B
Add-ns Font size: n
Trust Center Default view for new sheets: n
Include this many sheets:
Personalize your copy of Microsoft Office
[ User name: |Karen Brouwed | ]
(Z) =)

For Your Reference...

To personalise Excel:
1. Click on the File tab of the Ribbon
2. Click on Options
3. Enter relevant details in User name

Handy to Know...

¢ In situations where workbooks are shared,
the information that you enter in User name
will be used by Microsoft Excel to show
others who has a workbook open.

e The User name also appears in pre-set
header and footer options.
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SETTING THE DEFAULT FONT

The default font is the font used for all text and font if you need to. The font settings are located on
values displayed or entered into a spreadsheet. the Popular page of the Options dialog box and
The standard font used in Microsoft Excel 2010 is affect only new workbooks.

Calibri, 11pt, but you can select an alternative

e Excel Options ‘ o ]
Try Th IS YO u rself [L] @ General options for working with Excel.
Formulas
Before starting this exercise proofing User Interface options
ensure that a blank Save ShowMiniToolbaro_n selection (0
. Enable Live Preview ()
spreadsheet is open... tanguage color scheme:  [Siver 5]
Advanced ScreenTip style: | Show feature descriptions in ScreenTips =]

1 C!ICk on the .F|Ie tab and Customize Ribbon Ahen reating new workbooks

click on Opt|0ns SR Teoet Use this font: [Boay Font =l ]

. Ada-Ins Font size: 1 [=]

2 CIICk on the drop arrOW E Trust Center Default yiew for new sheets:

for Use this font to display Indlude this many sheets:

a long list of available fonts e T

The default |S Body Font User name: |Karen Brouwer |

which is taken from the

default theme and is

Calibri...
3 Click on Arial Black then [ Gne |

click on [OK] = =)

A message box will indicate

that you must restart Excel e A2 - (= £ |

foﬁ[ thte changes to take A | B | c | D E F

eitect... Heading

4 Click on [OK] then close
and restart Excel

The new workbook will
display Arial Black column
and row headers...

5 Type Heading in the first
cell and press Enterl @ n e f-|

O N b W -

The text, too, is in Arial . A e | c [ o £ 2 S H
Black... 5
6 Repeat steps 1 to 4 to %
restore the default setting to |
Body Font 6 |
7]
8
For Your Reference... Handy to Know...
To set the default font: e The font that appears in the column and row
1. Click on the File tab and click on Options headings and in the spreadsheet itself can

g ' be changed by applying an alternative theme
2. Click on the drop arrow [=] for Use this font or theme font. The Themes group of

an.d select the font commands appears on the Page Layout tab
3. Click on [OK] on the Ribbon.

4. Click on [OK] then close and restart Excel
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SETTING FORMULA OPTIONS

Formulas are such a big part of using formulas, Error Checking and Error checking
spreadsheets that Excel has devoted an entire rules. To help you understand what the settings
Options category to formula settings. They do, Excel includes information icons ‘i’ which
include Calculation options, Working with display relevant help when you hover over them.
0 Excel Options N BB
Try Th iS YO U rself: ::::;s Change options related to formula calculation, performance, and error handling.
- . . Proofing Calculation options
Before starting this exercise e Workbostk Calation )
enguage ® Automatic Maximum Iterations:
ensure that a blank © st o s
spreadsheet is open... "B Recacuste workbook befor sving

Customize Ribban

Quick Access Toolbar e

RICH reference style

1 Click on the File tab of the
Ribbon and click on Options, ) s reres e

Use GetPivotData functions for PivatTable references

Add-Ins

then click on Formulas

Error Checking
2 Click on Manual in Workbook (——
Calculations, under e

Error checking rules

Cal C u I at I O n 0 ptl O n S ’ So th at It Cells containing formulas that result in an error Formulas which omit cells in a region
appears selected

Cells containing years represented as 2 digits ()
Numbers formatted as text or preceded by an apostrophe

3 CIICk on [OK] Formulas inconsistent with other formulas in the region 0

[] Unlocked cells containing farmul

Formulas referring to empty cells
Data entered in a table is invalid O

4 Type 1 in cell A1 and 2 in cell -
A2, then click on A3 and

double-click on AutoSum [Z] o A | B c D E | F
on the Home tab to create and
insert a SUM formula

The total of 1 and 2 is 3...

3]

O“U“-&‘l w N|I—l

5 Click on A1 and type 4, then
press Enterl

. . A B C D E F
With manual recalculation, the e |

total will not change until you ; :I
tell Excel to recalculate... . 3
6 Press |F | to update the total 4
5
6
7 Repeat steps 1 to 3, clicking on
Automatic under Workbook 2 | s c 5 = =
Calculation to restore the e 1 2
calculation settings = |
EN 6
| 4 |
| 5 |
3
For Your Reference... Handy to Know...
To set formula options: e A great innovation is the inclusion of
1. Click on the File tab and click on Options Formula AutoComplete. This automatically

displays help when you build a formula,
especially where functions are involved,
helping you complete functions accurately.

2. Click on Formulas
3. Make the required changes
4. Click on [OK]
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UNDERSTANDING SAVE OPTIONS

If you thought that saving a spreadsheet was as
simple as clicking on the Save tool @ or
pressing [ctr] + [S ], you'd be right — from your
perspective. From Excel’s perspective, however,

there is a whole lot more that goes on when you
save a spreadsheet. The operation is controlled by
the save settings that appear in the Excel Options
dialog box.

-
Excel Options m
General .
Customize how workbooks are saved.
Formulas
Proofing Save workbooks
Save files in this format: | Excel Workbook [*.xlsx) lz‘
Language Save AutoRecover information every minutes
Keep the last Auto Recovered file if I close without saving
Advanced
AutoRecover file location: |C:\Users\Karen\AppData\Roaming\Microsoft\Excel\ |
Customize Ribbon Default file location: |C:\Users\Karen\Documents |
Quick Access Toolbar Save date and time values using IS0 8601 date format [may limit precision) &
Add-Ins AutoRecover exceptions for: @ Bookl : |
Trust Cent:
fust Lemter Disable AutoRecover for this workbook only
Offline editing options for document management server files
Save checked-out files to: (D)
(@) The server drafts Jocation on this computer
@ The Dffice Document Cache
Server drafts location: | Ch\Users\Karen\Documents\SharePoint Drafts\ | [ Browse..,
Preserve visual appearance of the workbook
Choose what colors will be seen in previous versions of Excel: (&)
[ ok ][ cance

Save Settings

Save files in this format

Save AutoRecover
information every 10
minutes

AutoRecover file location

Default file location

Save date and time values
using ISO 8601 date
format

AutoRecover exceptions

Save checked-out files to
Server drafts location

Visual appearance

Excel allows you to save your spreadsheets in a wide range of formats.
Whatever you select here will be the format that Excel uses automatically to
save the file unless you specify a different format when you save.

Excel automatically creates a spreadsheet recovery file at the interval that you
specify in minutes. You can specify a time from 1 to 120 minutes. If Excel
crashes for any reason, the latest AutoRecover file will open when you next
start Excel. You can then save the changes.

This is the folder that the AutoRecover files are stored in.

This is the folder that spreadsheets are automatically stored in. It is also the
folder that is opened when you click on the File tab of the Ribbon and select
Open. This is the same folder as that shown in File Locations.

Saves dates and times in Open XML files using the 1ISO 8601 format. Times
are rounded to the nearest ISO 8601 time value supported by Excel. Excel
2007 requires a converter to open Open XML files with data saved in the ISO
8601 format.

Allows you disable AutoRecover for a specific file.

This specifies whether or not to save checked-out files to your computer or to
the server. It is used for sharing spreadsheets.

This specifies the local server drafts location that is used if your checked-out
files are stored locally.

Controls the colours that will be used when a file is opened in an earlier version
of Excel.

© Watsonia Publishing

Page 20 Setting Excel Options



SETTING SAVE OPTIONS

The Save settings in Excel reside in the Excel

Options dialog box. They can be used to modify
the way Excel saves spreadsheets, enabling you
to create backup copies automatically or specify

Microsoft Excel 2010 - Level 3

a different default save format. This is great if you
need to save all of your spreadsheets in Excel 97-
2003 Spreadsheet format for compatibility
reasons.

Try This Yourself:

Before starting this exercise
ensure that a blank
spreadsheet is open...

Click on the File tab of the
Ribbon and select Options, to
display the Excel Options
dialog box, then click on Save

Click on the drop arrow [=] for
Save files in this format and
click on Excel 97-2003
Workbook (*.xIs)

Click on [OK] to save the
changes

S e [ [ |
General .
Customize how workbooks are saved.
Formulas
Procfing Save workbooks
Save Save files in this format: | Excel Workbook (“xisx) [=]
Language Save AutoRecover information every (10 [=] minutes
Keep the last Auto Recovered file if I close without saving
Advanced
AutoRecover file location: | C:\Users\Karen\AppData\Roaming\Micros oft\Excell |
Customize Ribbon Default fle location: | C\Users\Karen\Documents |
Quick Access Toolbar Save date and time values using IS0 8601 date format (may limit precision)
PSR T S—
Trust Cent
rust Center Disable AutoRecover for this workbook only
Offline editing options for document management server files
Save checked-out files to: (@
@) The server drafts location on this computer
@ The Office Document Cache
Server drafts location: | C:\Users\Karen\Diocuments\SharePoint Drafts\ | [ Browse...
Preserve visual appearance of the workbook
Choose what colors will be seen in previous versions of Excek: ()

Click on the File tab of the
Ribbon and select Save

olders

’\/,’\J/\/N%\/:Wﬂa\pt;%,’\u/\/’\u/\//\_/,’

Notice that Save as type is
automatically set to Excel 97-
2003 Workbook (*.xIs)...

Click on [Cancel]

Repeat steps 1 to 4 and

File name:

-

Save as type: ’E)(cei 97-2003 Workbook (*xls}

7]

Authors: Karen Brouwer

Tags: Add atag

(~ Hide Folders

[ Save Thumbnail

Tools - l Save I [ Cancel

change Save files in this

format back to Excel
Workbook (*.xIsx)

For Your Reference...

To set save options:
1. Click on the File tab and select Options
2. Click on Save

3. Change the settings as required and click on
[OK]

Handy to Know...

e The Save as type setting can be changed at
the time that you save a file, but by making
the change in Excel Options, the format you
need will appear automatically, saving you
time and reducing the likelihood that you’ll

use the wrong format accidentally.
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SETTING THE DEFAULT FILE LOCATION

By default, Microsoft Excel records the location of the predefined folder called Pictures under your
different types of files so that it can find them user name. The only location that you can change
when you need them. For example, Excel knows is where Excel looks for your spreadsheet files.
to look for your pictures and other graphic files in This is known as the Default file location.

a Excel Options. l&u

Try This Yourself: seners L customize how workbooks re savec

Formulas

Before starting this eroofing Save workbooks
EXEercise ensure tha_t a Save Save files in this format: | Excel Workbook [*isy) =]
blank spreadsheet is Language Save AutoRecover information every minutes
open ad " Keep the last Auto Recovered file if I dose without saving
e Ivances
AutoRecover file location: |C:\Users\Karen\ADpData\Roaming\Mi(rosaft\Excel\ |
Customize Ribbon "
H H Default file location: Ch\Users\Karem\Documents
Click on the File tab of the ! | |
. . uich ccess loolbar ave gate and time values using ste format (may limit precision) (i)
Quuick A Toolb [F] save dat, d ti I ing I50 8601 date fi it || limit ision) (2
Ribbon and click on
AutoRec for: Bookl
Options, then click on utoRecover exceptions for: [ 6o ]
Save Trust Center Disable AutoRecover for this workbook only

. Offline editing options for document management server files
2 Select the text in the
. . Save checked-out files to: ()
DefaU|t ﬂle IOCat'On and (@) The server drafts Jocation on this computer

@ The Office Document Cache

write the path down so

. Server drafts location: | C\Users\Karen\Documentsi\SharePoint Drafts\ | [ Browse... ]
that you can restore it
Iater Preserve visual appearance of the workbook
3 Type C\Course F||e3 for Choose what colors will be seen in previous versions of Excel: ()
Excel 2010
4 Click on [OK] to apply the
setting
5 Click on the File tab and e ([ open e
SeIeCt Qpen to d|5p|ay the v| 1 <« Course Files for Excel 2010 » - | 3 | | Search 2 |
Open dialog box -

Excel now automatically Name' I P— E—
) . Favorite Links lame Date modified Type »
looks in the _Course files E Documents EB!B Working With Workbooks_1 xlsx
folder. The list of files you (EH) E804 Editing_1.xdsx
see may vary from that & Recently Changed ) EB04 Editing_2.lsx
shown here... ) el () E804 Editing_3.xlsx
Bl Deskiop (B E804 Editing_4.xlsx
6 Repeat steps 1to 4 to B Pictures & E804 Editing_S.xsx
restore the original path B Music (& 805 Ranges_1.xlsx
E Searches EBUG Copying_1 xlsx
)i Public EBUG Copying_2 xlsx
More » EBUG Copying_3xlsx
ESU& Copying_4 xlsx
Folders d EBU& Copying_5.xlsx v
File name: » [l Bxcel Files (4" xi0x"xlst |
Tools - [D'.Deﬂ |v][ Cancel ]

For Your Reference... Handy to Know...
To set the file location: ¢ If you use several different locations but don’t
1. Click on the File tab and select Options want to change the default file location, you
2 Click on Save might flnd u;eful the Recgnt Places link in
) ] Favourite Links, shown in the left panel of
3. Change the Default file location the Open dialog box. This lists folders that
4. Click on [OK] you have accessed recently so you can jump

directly to them.
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SETTING ADVANCED OPTIONS

The Advanced options found in the Excel formulas, general and compatibility settings. For
Options dialog box allow you to change the way example, you can change the gridline colour,
that Excel looks and behaves. They include whether or not page breaks and sheet tabs appear,
editing, copy and paste, print, display calculation, and the units of measure on the ruler.
Excel Options @u
Try This Yourself: conera .
Display
Before starting this exercise :"m:las Show this number of Recent Docwments: (20 (] ®
ensure that a blank o Ruter unts
Save Show all windows in the Taskbar

spreadsheet is open... Show formls bar

Show function ScreenTips

Language

1 CI|Ck on the F||e tab Of the Advanced Disable hardware graphics acceleration
H f For cells with comments, show:
Rlbbon and SeIeCt Optlons Customize Risbon @) Mo comments or indicators
. Quick Access Toolbar @ Indicators only, and comments on hover 5
2 Click on Advanced, then e © Comments and indicators
scroll down until you can Default direction:
A . Trust Center @ Right-to-left
see the Display settings ® Left-toright
There are general display Display options for this workbook: [&]Bookl | 7]
settings as well as those for Show horizontal scroll bar
specific workbooks and Show wertical scroll bar
k h Show sheet tabs
WOrKS eets .. Group dates in the AutoFilter menu
. For objects, show:
3 Scroll down to see Display - - —
options for this [ concer]

worksheet, then click on
Show page breaks so that
it appears with a tick

4 Click on [OK]

The page breaks will appear
as dashed lines on the
worksheet...

5 Repeat steps 1 to 4 to
remove the tick and hide the
page breaks

O [EREEREREREREE[ [N

The vertical page break can be seen here... Q

For Your Reference... Handy to Know...
To set the advanced options: ¢ Inthe Editing options section, you'll find the
1. Click on the File tab and select Options setting Zoom on roll with IntelliMouse.

With this turned on, Excel will zoom in or out

2. Click on Advanced

i of the spreadsheet when you roll the wheel
3. Make the required changes on the mouse, rather than scrolling up and
4. Click on [OK] down as it would normally.
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NOTES:
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