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1.0 Introduction  
This workshop will introduce you to some of the more advanced features of Microsoft Excel 2007. We will begin 

with customizing the Excel environment and enhancing your workbooks. We will also cover using and creating 

templates, charts, pivot tables and pivot charts, graphics, and advanced formulas. We will end this session with 

learning to sort and filter data. 

2.0 Customize Excel 
Now that you have been introduced to Excel, 

we can improve usage of Excel by 

Customizing the Excel environment. You can 

access Excel Options from the Microsoft 

Office Button shown here. 

Customize Excel Options 
With Excel Options you have a wide variety 

of choices within the Excel environment. You 

can turn features on or off, like the mini 

toolbar or live preview. You can change 

several other options such as the overall 

color scheme, the default save options, 

proofing options and many more.  

 

Customize the Quick 

Access Toolbar 
The Quick Access Toolbar is located 

next to the Microsoft Office Button, 

shown above. It can be moved 

below the toolbar but is visible 

from any Excel workbook. You can 

customize the Quick Access Toolbar 

by adding or removing options in 

Excel Options shown here. 


