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MS Excel: Customizing the Work Area
Lesson Notes
Author: Pamela Schmidt

Toolbars

Creating a Toolbar
From the menu choose:
VieW, TOOIbarS, Customize Customize [ 2] x|

Wiew Insert Format Tools Data Window Help TaslkErs | T — | Options |

glguormal B o %l@l =
' M page Break Preview == %
! C — — | 2 Ty
I » Standard
v Formula Bar v Formatting Renarme... |

|+ status gar Chart

Confral Toolbox
Header and Footer...

T Comments

Dizxlete |
Drawing i . |
External Data ™ Stop Recording =
Custom Views... Farms [ External Data attach... |
Report Manager ... I auditing

Picture

I Full Screen
& :
Full Screen PivatTable ™ Circular Referance
Zoom. .. Reviewing [ visual Basic
visLial Basic g Witeh _I
w
,7 Web Control Toolbax

Wiordart

A dialog box will appear. Choose the New button

. . New Toolbar ?
In the dialog box that appears type in a name for your KIE3
new toolbar. Toalar name:

Note: The name can be 255 characters with spaces.
The new empty toolbar should appear.

Ok I Cancel
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Add Buttons to a Toolbar

) . Customize EFHE

In the Customize dialog box, choose the
Commands tab. Toobars | | options |
On the left, click on the desired category. Categories: Carnrmands:
The commands for that category will Edit g NEw: . =
appear on the right. Vigw ] ew

. . . Insert (= Open
Note: Any command with an ellipse will Format S
bring up a dialog box when selected. ;g;'f i save
Drag the desired command to the new g‘igilﬂr:‘* and Help Save As...
toolbar. Aumshgpes LI Save Workspace, . j

Selected command:
Description | [edify, Selestion = |
3]

Add a Button Image

Not all commands have assigned buttons. These commands may still

be placed on the

| Reset without a picture.
Deletz

Mame: sautoCorrect..,

2

toolbar. They will appear

P

a 's Fawarite T
v autmcorrect,.., | {7

To add a picture, select the newly added command, choose the

\ Copy Button Image Modify Selection button, Change Button Image, then choose an icon.

Paste Buthon Image
Reset Button Image

Edit Button Image. . The icon will then appear as Parmela's Favorite ToolER

Change Button Image P IR IR, I = I | an icon in the button. e @

Default Style ADL ST
Flext Only (Always) n Voo

Text Only {in Menus) # =T % [] %

Image and Text 2+ + 3 9 &

Begin a Group W om m H

i © =% @ % | Toturn off the text, select the newly

Assign Macro. . ] added command, choose the Modify v B

| Modify Selection ™ | Selection button, Default Style. This changes the button

to match the style of the other buttons.

Edit a Button Image

To edit the icon image, select the newly added command, choose

the Modify Selection button, Edit Button
appear.

Image. A dialog box will

Click on a color, and then click on the picture to change the color

of each pixel.

Button Editor

Picture: Color:

Preview
‘g

0K

Cancel

-

Clear
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Attaching a Custom Toolbar to a Workbook
A custom toolbar can be attached to a workbook. When the workbook is copied to another

system, the toolbar goes with it. Once the workbook is brought up in the new system, the
toolbar is then available to all the workbooks on that system.

From the Customize dialog box choose the Attach button.

Customize E
Toolbars |Qummands | Options | - . B .
A dialog box will appear with a list of all the custom
CESESTETC—— toolbars on the current system. Click on the desired
P sirdrd Rerare. | toolbar, and then click on the copy button to attach the
Eggggab'e e | toolbar to the current workbook.
Reviewing
™ Faorms Reset, .. |
F gﬁﬁ;ﬁggﬂm ey | Attach Toolbars m
Fi‘sﬁ“gg?een — Custom toolbars: Toolbars in workbook: oK
™ Circular Reference Pamela's Favorite Tools Pamela's Favorite Tools :l
Er\‘il.f;éa\ Basic Fa—
™ Control Toalbox LI
Note: Be sure to save the
workbook after attaching the < [
toolbar.
Changing Toolbar and Menu Options
In the Customize dialog box, choose the Options tab.
The default Personalized Menus and
Toolbars options can be turned on and off. 2%
As items are selected off long menus, the Tookars | Gommands | Options ||
item is added to the short menu list. As . _
X . ersonalized Menus and Toolbars
hidden tools on wide toolbars are selected, % how Standard and Formatting ool »
i FICIAC S O AT oloars an 0 FOws
they are added to the area of the toolbar N J
. . [ Always show full menus
that can be seen. The internally stored list  Srow A
. W
of most used menu items and tool can be Snow Ll menus after a short delay
reset by clicking the “Reset my usage data” e il st gol el
button. This button does not move Other

toolbars, nor remove/add buttons. [ Large icans

|7 List fornt names in their font
|7 Show ScreenTips on toolbars

Note: Changing the toolbars to be “Large
icons” can cause some of the buttons to be Menu animations: | (System default) = |
hidden. If this happens, create your own

toolbar with just the tools needed.

E
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Changing MS Excel Options

From the menu choose, Tools, Options

View
Options ilil
Color | International | Save | Error Checking | Spelling | Security
'v'lew ________ Calculation | Edit | General | Transition | Custom Lists | Chart
Shionwy
|7 Startup Task Pane |7 Eormiula bar |7 Status bar |7 Windows in Taskbar
Comiments
O pone @ Comment indicator anly  ( Comment & indicator
Chijects
® Show all (" Show placeholders " Hide all

Window options

I_ Page breaks
I_ Forrmulas
|7 Gridlines

|7 Row & colurmn headers
|7 Cutline symbols

|7 Zero values

Gridlines gDIDr:I Automatic vl

|7 Horizontal scroll bar
|7 Yertical scroll bar
|7 Sheet tabs

]

Cancel

Startup Task Pane - was a new feature in version 2002.

B3 microsoft Excel - Book2

€] Fle Edt View Imsert Format Tools Data Window Hep

DEE" SRY I Jo-o- i E-ziAizl[ﬂmO% -2 2

Arial 10 ~ B I U

Al - A

A

+ New Workbook

The Startup Task Pane is the window that opens up listing - I

_l

Openaworkbook

=lofx|
g x

el R

> x

Diet Program Master empty (version
Diet Tracking Spreadshest xls
Copy of Diet Program Master empty.
Diet Program Master empty.xls
& More workhooks. .,
News
O Blank warkbook

New from existing workbook
) choose workbaok.

New from template
] General Templates
(2] Termplates on my Web Sites.,

JJJ & Termplates o n Wicrosoft.com |

UM /il

most recent files.
be moved.

It usually appears on the right but can

[o[w]=[o]a=]e]s[>

=)

&}

13
M 4 » w\Sheeti [Shee[«| |

Ready

Objects — show placeholders will display and print gray boxes for pictures and graphs. Hide
all will not show or print the pictures and graphs.

Window Options — zero values — 0’s will not show, but formatting can override this feature.
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Calculation Options P 20|
Colar | International | Save | Errar Checking | Spelling | Security
iew : : Edit | General Transition Custom Lists | Chart

Calculation — defaults to Caleultion
automatic. On systems with * futmmatc  taenl _cactiow (9 |
L. ' (" Automatic except tables ¥ Recalculate before save
limited memory and speed, cale ghest |
changing the Calculation to =

Iteration
Manual can SpEEd Up the Maximum iterations: IlDD Maiirmum change: ID.DDl

workbook response to data entry.
Make sure to recalculate before
printing or total may be wrong.

Iteration — “the repetition of a
sequence of computer
instructions a specified number of
times or until a condition is met”

‘Wworkbook options
[vw Update remote references
[ Precision as displayed
[~ 1904 date system

[v Save external link values

[vw Accept labels in formulas

Cancel

o]

Precision as displayed — changes
the actual value to what is displayed.

Note: Turning the Precision as displayed off again will not get back the original number.

Update remote references — if another document is linked back to the spreadsheet, this
feature allows the other document to be automatically updated when the spreadsheet is

changed.

1904 date system — Macintosh systems use the 1904 date system.
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Edit Options
Options EHE |
Transikion I Cuskom Lisks | Chart | Color
Yigw | Calculation Edit | izeneral
Sekkings

v Edit directly in cel
¥ allow cell drag and drop

¥ alert before overwriting cells

¥ mMove selection after Enker

Direction: ID::-wn - I

™ Fixed decimal

Flaces: IE 5‘

¥ cut, copy, and sort objects with cells
V¥ ask to update automatic links
¥ Provide feedback with Animation

¥ Enable autoComplete For cell walues

Ik I Cancel

Alert before overwriting cells — this is only for the dragging of cells. If a cell is copied and
pasted, there will be no alert.

Move selection after entry — the default is down, but if most of the data entry being done in
the spreadsheet is normally across, the direction can be changed to across.
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General Options

Options EHE |
Transition | Custom Lists | Chart I Color I
Yigw | Zalculation I Edit: General '
Settings
[T R121 reference skyvle ™ Prompt For workbook properties
[" Ignore other applications ™ Provide feedback with sound
W Macra virus protection [~ Zoom on roll with InteliMause

¥ Recently used file list: |4 5‘ enkries
Sheets in new workbook: |3 5‘

Standard fonk: Arial x| Gieeifin =
Default file location: IC:'I,M‘:.# Daocuments

alternate startup file location: I

User name: IF‘riru:ess Anne Rec Center

K I Cancel |

R1C1 reference style - In R1C1 reference style, Microsoft Excel indicates the location of a
cell with an "R" followed by a row number and a "C" followed by a column number. ie $A$1
would be R1C1 $B$5 would be R5C2




9 Voicerevgnc.

MS Excel: Customizing the Work Area

Transition Options

Options

cosot xce wokbock 7
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Custom Lists
A custom list can be typed into using the List Entries box hitting enter after each entry.

Options EHE |
Wigi | Calculation | Edit | General
Transition Custom Lists | Chart | Calor
Custom lisks: Lisk enkries:

= = add |
Sun, Mon, Tue, Wed, Thu,
Sunday, Monday, Tuesdas
Jan, Feb, Mar, Apr, May, Delete |
January, February, March
Lowe, Mediurn, High

[ [
Press Enter to separate list entries,

Import list From cells: I :k_] Irnport |

I I Cancel |

Import - If a list already exists in the workbook, the list can be pulled in using the “Import”
button.

Note: the advantage of using this method is the ability to have other people proof the list
and/or run spell check over the list.
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Chart Options

Options ilil
Colar | International | Save | Error Checking | Spelling | Security |
e | Calculation | Edit | General | Trarsition | Custorn Lists ------- Chart

Active chart

Flot empty cells as: @ Mot plotted (leave gaps)

" Zero
" Interpolated
[v Elot visible cells only [¥ Chart sizes with window frame
Chart tips
[ Show names ¥ Show values

(04 | Cancel

Plot empty cells as - dictates whether empty cells show up on the chart. If Interpolated is
chosen on a line chart, the line will continue over the blank cells in a linear fashion.

10
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Color Options

Options EHE |

Wigt | Calculation I Edit | General |
Transitian | Cuskarn Lists | Chart Colar

Skandard colors: |i | Modify, .. |
N
N Reset |
|
Ol L]

Chart fills: [y |

Chatt lines: N |

Copy colors From
; .

Ik I Cancel

To change the color, choose the modify button.

21| coors 2%l
Standard | Custom | Standard ~ Custom |
Colors: Colars:
Cancel Cancel
<
Calor model: RGE hd
Red: 236 E‘
Mew Green: Iﬂ =1
; - lﬂ ;
Current Current

Copy colors from — pulls the color pallet from another workbook.
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Security
This features was new in version 2000.
Parts of the Security are for the workbook, others for the whole system. A new document

will have the document security turned off. Once a workbook is saved with security, the
document security travels with the workbook.

Note:document security is saved with a template

2| x|

Wi | Calculation | Edit | General | Transition | Custom Lists | Chart |

Colar | International Save Errar Checking Spelling Security

File encryption settings for this workbook

Password to open: I Advanced. .. |

File sharing settings for this workbook
Password to modify: I

I_ Read-only recommended

Digital Signatures. .,

Privacy options

I_ Remave personal information fram this file on save

Macro security

Adjust thu_a security level for files that might contain macro viruses Macro Security. . |
and specify names of tusted macro developers.

(04 I Cancel |

A MS Excel document normally saves information such as the creator, with the document.
The Privacy Options removes that information so it does not travel with the document.

Macro Security — opens a dialog box for setting the security
level for allowing macros to run on your system. ety Level || Trusted Publshers

() ¥ery High. Only macras installed in trusted locations will be allowed
ta run, All other signed and unsigned macros are disabled.

(¥ High. Only signed macros from trusted sources will be alowed to
run, Unsigned macros are automatically disabled.

(O Medium. You can choose whether or not ko run potentially unsafe
macros,

() Low (nat recommended), You are not protecked From pokentially
unsafe macros, Use this setting only if you have virus scanning
software installed, or you have checked the safety of all documents
OU Open,

Wirus scanner(s) installed,

12
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Protecting Cells
All cells have the ability to be protected. When protection is turned on, any cell that has the
ability will be protected.

To turn off the protection on specific cells:
From the menu choose, Format, Cell, Protection

Format Cells EHE
Uncheck the locked check box Mumber | Algnment | Font | Border | Patterns {i '

v Locked
' Hidden

Locking cells or hiding Formulas has no effect unless the
worksheet is pratected. To protect the warksheet, choose
Protection from the Tools menu, and then choose Prokect
Sheet. & password is optional.

K I Cancel I

To protect the sheet, from the menu choose Tools, Protection, Protect Sheet.

| Tools Data Window Help

Voopeing.. 7§ ® %, W EE
AutoCorrect, ., | Al F
= f |
Look Up Reference. .. @ = Zl ﬁl ﬂ glﬁ
Share Warkbook. .. o |
Track Changes ]
Merge Workbaaks, .,

Prokection Prokect Sheet. ..

Protect Wworkboak.

Goal Seek. ..
= Praotect and Share \Warkboak. ..

Srenarine

13
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Creating Templates

Create the base spreadsheet
In the Save As dialog box change the Save as type: to Template
It should automatically change the Save in: directory to Templates

Save As

Save in; I L3 Templates

Access CI Presentation Designs Save I
Binders |:| Presentations

Databases [ Publications L':Ell
Legal Pleadings 8 | Reports Options. .. |

Letters & Faxes 3 Spreadsheet Solutions
Memos [[1'wWeb Pages
Other Documents [ Awebpages

Microsoft Excel Woaorkbook (*, xls

Outlook Ternplate (* .« F |
Farrnatked Text (Space delimited) (*.prm)
Texk (Tab delimited) (* kxk)
[ p—— Microsoft Excel 5.0095 Warkboak (*,xl=)

Microsoft Excel 97 & 5.0095 Warkboalk (*,xls)
Save as bype: ITempIate (*, wlEh
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