Second Level / Microsoft Excel 2010 Lab 7: The Quick Access Toolbar and File Menu

The Quick Access Toolbar and File Menu

Excel’s user interface does not rely on multiple toolbars and menus as past versions have.
Instead, it offers a cleaner, more intuitive, tab-based layout. An important component of the
interface is the Quick Access Toolbar (or the QAT for short). The Quick Access Toolbar is
fully customizable and gives you access to the features that you rely on the most.

In this lesson, you will learn all about the QAT. You will learn about the default buttons, how
to add and remove buttons, how to change the icon size, and how to customize the toolbar.

We will also explore the File menu, which offers the Backstage view. With this view, you
can manage settings that control the file itself, not the components within the file.

The Default QAT Commands

The Quick Access Toolbar is located in the upper left of the Excel screen, just to the right of the
Excel icon.

The QAT has three commands. From left to right, they are Save, Undo, and Redo.

Save If you click this command while editing a previously saved file, Excel will
save your changes, just as if you were to click File =~ Save.

If you opened a new file, performed some actions, and then clicked Save,
you would be prompted to give the file a name and save location.
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Undo If you did something you didn’t mean to, such as added the wrong

formatting, formula, or deleted something, use the Undo command to
revert one change at a time.

Click the pull-down arrow and select an action to undo up to and
including that change. For example, consider these actions. The most
recent action is at the top of the list:

Underline

s Bold
J Typing 300" in A3
Pafté Typing 200" in A2

Clipboal Typing '100" in Al

7 Cancel
A B
1 100
2 200
I 3 300

If you clicked “Typing ‘300’ in A3,” then the two formatting
commands would be undone and the typing in A3 would be erased.

Redo Use the Redo command to “undo an Undo.” If you undid an action, use

Redo to redo that action. As with the Undo command, you can click the
pull-down arrow to redo many things at once:

H TypiA% 300 in A3 |
. Bold
&

j 33~ Underline

j Cancel
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Adding Commands

If you want to customize the QAT, chances are you will add commands that are readily available
on the ribbon, such as number formatting or text/data filtering. To add a command to the QAT,
right-click the command and then click Add to Quick Access Toolbar.

For example, if you wanted to add currency formatting to the QAT, right-click the command and
click Add to Quick Access Toolbar:

I 111) ==
General v «Eijl ‘_)ﬁ ‘d
=2 £ —,
- 8, s | %0 .00 Conditional Format Cell
Add to Quick Access Toolbar

Customize Quick Access Toolbar...

) Show Quick Access Toolbar Below the Ribbon

Customize the Ribbon...

Minimize the Ribbon

The formatting command will be added to the right-hand side of the QAT:
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Many commonly-used commands can be easily added to the QAT by clicking the pull-down
arrow to the right of the QAT. Select an option by clicking it; this will add a check mark
beside that command and place it in the ribbon. Notice how Save, Undo, and Redo are already

checked:

Caliori
a2 *
Paste | ¢ v
Ipooarae .
Al
A 8
v
v

[T RE R T I R T N

Removing Commands

To remove commands from the QAT, right-click any command and click Remove from

Quick Access Toolbar:

Calibri

Paste B 7

-3
J

Clipboard

o

“Ustomize Quick Access Toolbar

Mew

Open

Save

E-mail

Quick Print
Print Preview
Spelling

Undo

Fedo

Sort Ascending

Sort Descending

Open Recent File

More Commands

Show Below the

Remove from Quick Access Toolbar

Customize Quick Access Toolbar... ‘

Show Quick Access Toolbar Below the Ribbon

Customize the Ribbon...

Minimize the Ribbon

Ribbon

You can also remove commonly-used commands by clicking the pull-down arrow beside the
QAT. Click any checked item; this will remove the checkmark and the command.

Page4

Mustansiriyah University/ College of Dentistry

2

Lecturer: Mustafa H. Ali



Second Level / Microsoft Excel 2010 Lab 7: The Quick Access Toolbar and File Menu

Customizing the Toolbar

The QAT is 100% customizable. You can reposition it, add any command you want, or
remove all commands.

To move the QAT, click the pull-down arrow to the right of the toolbar and click Show
Below the Ribbon:

Home Ir Customize Quick Access Toolbar |

Y e
- -

Open Recent File

More Commands...

| Show Below the Ribbon %

This will add the QAT between the ribbon and the Name/Formula bars:

=
b4 . Cretateberaan ~
Home Insert Page Layout Formulas Data Review View (A} 0 (=
. q e a,
= ay 3 - i F - v v P
j & Calibii i -] At A General ‘.E_g Conditional Formatting g Insert > %T m
- By~ $ - % » [{BiFormatasTable - 3 Delete ~ E] -
Paste v | e By ~ v 2 RAS 2 Sort & Find &
S g |48 L g & A 0 o0 (55} Cell Styles ~ {&)Format~ | 2~ Filter~ Select~
Clipboard 1 Font . Alignment ] Number M Styles Cells Editing
|
Ho-~-8 :I
Al e S v
A B (@ D E F G H 1 J K L M N
I [T

To move the toolbar back to the top, click the pull-down arrow again and click Show Above the
Ribbon. We recommend you keep the QAT at the top because it already fits into the title bar for
Excel. Putting it below the ribbon actually takes up more space on your screen.

To customize the QAT with more commands, click the pull-down arrow beside the toolbar
and click More Commands:

Open Recent File

More Commands...

Show Below the Rib .
Customize Quick Access Toolbar
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> . 4
You can also click File = Options. When the Excel Options dialog opens, click the Quick Access Toolbar
link on the left:

r = = R M
Excel Options - - WTTEETTS M

General

‘@ﬁ Customize the Quick Access Toolbar.
Formulas
Choose commands from: (i Customize Quick Access Toolbar: (i

Proofing Popular Commands E] For all documents (default) E

Save

<Separator> - I save

Borders » [ ¥} Undo >
Calculate Now M Redo >
Center

Language

Advanced

Customize Ribbon

Quick Access Toolbar

Add-Ins

B

Conditional Formatting >
Connections

Copy

Create Chart

Custom Sort...

Cut

Datasheet Formatting .
Decrease Font Size

Delete Cells...

Delete Sheet Columns

Delete Sheet Rows

E-mail

Fill Color >
Filter

Font 1hg
Font Color 4
Font Size I-
J Format Painter

‘;El Freeze Panes 4

A Increase Font Size

Customizations: i
[ Show Quick Access Toolbar below the
Ribbon Impor/Export = |G

[ OK J [ Cancel

@

m

Trust Center

SEVET Q=GB

W

>
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The list of Popular Commands contains mostly those commands that are already found in the
ribbon. You can change which group of commands to see by clicking the “Choose commands
from” combo box and selecting an option:

*

Customize the Quick Access Toolbar,

K

Choose commands from:

Popular Commands

Commands Not in the Ribbon
Al Commands

Macros

File Tab

Hame Tab
Insert Tab

Page Layout Tab
Formulas Tab
Data Tab
Review Tab

Tan

To add commands, select a command from the list on the left and click Add. The command will
be added to the bottom of the list on the right. Note that you can also add <Separators> to help
organize whatever commands you will add to the QAT.

Once commands and/or separators are added, you can organize them using the small up and down
buttons on the far right. Items at the top of the list are shown on the left of the QAT.
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For example, here we are adding the Create Chart command:

@ Customize the Quick Access Toolbar.

Choose commands from: Customize Quick Access Toolbar:
Popular Commands E For all documents (default) E

<Separator> - lal Save
¥} Undo »
¥ Redo »

~i- Borders [»
@ Calculate Now
= Center

m_|

-?S_%l Conditional Formatting 4
J@ Connections
53 Copy [
11 Create Chart

1 Custom Sort...

$ cut

%' Datasheet Formatting

A~ Decrease Font Size -

: Customizations: i
[] Show Quick Access Toolbar below the
Ribbon e o

Once the command is added, we will move it up two positions using the Move Up button:

Customize Quick Access Toolbar: i
For all documents (default) I~

=l save

Al Create Chart

‘ Move Up

Click OK to commit the changes. The QAT will be updated:
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As you become more experienced with Excel, you may find that you frequently use the same group
of commands for a certain file, but not other files. Excel lets you save certain QAT customizations
for use with a specific file. To do this, open the file you use frequently. Click File

Options  Quick Access Toolbar. Make your customizations to the QAT and then select the file name
from the Customize Quick Access Toolbar:

Customize Quick Access Toolbar: i
For all documents (default) IZI

For all documents (default)
For sample data.xisx k
dbi Feanéa Ao }

Click OK to confirm the change. Now each time you open this file, the QAT customizations
will be applied.

> > >
To reset the QAT back to its default, click File =~ Options ~ Quick Access Toolbar ~ Reset

only
Quick Access Toolbar:

Customizations: Reset ¥ ’ i

Reset only Quick Access Toolbar %

Reset all customizations

Using the File (Backstage) Menu

The File menu is a new addition to Excel 2010. This menu lets you modify your workbook as a
single entity, rather than making changes to the data contained within the workbook. You can
preview your file, print it, make changes to file properties, share the file with others, and more,
all using the File menu.
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Click the File tab. This will open the Backstage view:

|
Home Insert Page Layout Formulas Data o -
[ Save : T -
- Information about sample data LB
Save As
C:\Users\Velsoft\Desktop\sample data.xlsx
L7 Open =
[ Close L
a Permissions
:-'JBJ Anyone can open, copy, and change any part of this Properties ~
workbook. . o
Protect Size 8.58KB
Recent Workbook ~ Title
Tags
New Categaories
Prepare for Sharin
i N 3 3 2 9 2 : Related Dates
Print 7 Before sharing this file, be aware that it contains: )
Chli r Document properties and author's name Lk Madiled Taday, £ 31 AM
eck for bt ot - -reate
Save & Send s Content that people with disabilities find difficult Created Today, 9:14 AM
to read Last Printed
Help
Related People
|:] Options . Versions Author Velsoft
- S{j %) There are no previous versions of this file.
E3 Ext
Manage Last Modified By Velsoft
Versions ~
Related Documents
Bl Open File Location
Show All Properties

Let’s go over the main categories available on the left. As we progress further through this
manual, we will expand more on some of these options:

File Management These are options we have already explored:
U

[1

Save will save changes to an open file.

Save As lets you save an existing file under a new name, location,
and/or file format.

Open will open a worksheet.

Close will close the current worksheet without closing Excel.
Info Displays vital statistics about the current file. You are also able to modify

read/write permissions, check for compatibility issues with other
programs, and manage versions of this file. The document properties are
listed on the far right.
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Recent Lists recently-opened files; click a workbook to open it and/or pin recent
documents to this list. Note the checkbox at the very bottom of the list:

Recover Unsaved Workbooks

("] Quickly access this number of Recent Workbooks:

If you click this checkbox, the first few workbooks in the Recent
list (default 4) will be shown under the File Management area:

.i. Home Insert
=l save
El save As
|7 Open

[ Close

@_] sample data
&) skill Sharpener13 ...

& skill Sharpener 1.3

& skill Sharpener1.2

New Create a new blank workbook or choose from a number of installed
templates. More templates are available via download from Office.com.
To create a new blank file or a file from a template, select an option and
click Create:

Available Templates Billing Statement

3 |Q Home » Sample templates A : : X

;  Your Company Name

Street Address
Address 2
4 City, ST ZIP Code
-tmcaﬂollwhn'

Billing Statement Blood Pressure Tracker J

-
v
L
=)
&
=¥
Ali
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Print

Save & Send

Excel 2010 features an all-in-one printing location. Select your printing
options on the left, and see what the printed page will look like on the
right:

Print
[
] Copies: 1 %

B xs
Print m— wes

Printer

/ Send To OneNote 2010

Read

Printer Properties

Settings

J Print Active Sheets

nly print the active sheets

Pages: < to >
YJ.JC(_:”,MEd o =
J Portrait Orientation v
J Letter =

Normal Margins
Left: 0.7

1] No Scaling
[100f Print sheets at their actual s

1 ofl e

Collaboration was a major design consideration when Office 2010 was in

production. Although many of the sharing options here are beyond the

scope of this manual, the major ones are explained below. We will
discuss some of them later:

Send Using E-mail: Send the workbook via e-mail or send a link,
provided the recipient is part of the same network.

Save a workbook in PDF/XPS format: These two file formats
are

widely used and easy to e-mail.

Save to Windows Live SkyDrive: Online file-sharing service.

Save to SharePoint: A combination of a central repository Web
site and other collaboration tools.

Publish to Excel Services: Make all or part of this workbook
available to view/edit through a Web browser or SharePoint.

Change the file type: Same as Save As command.
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Help Here you can open the Help file, learn about new Excel 2010 features,

view Excel options (same as next item), check for program updates, and
view program information:

Support
9 Microsoft Office Help
"O Getting Started
ACIn
Q.‘»S; Contact Us
Tools for Working With Office

j Options

|y
7id Check for Updates

o

-

%]

on

~

A
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Options

Opens the Excel Options dialog. Here you can view and modify the more

specific and background options in Excel. Choose a category on the left
and then modify options on the right:

-
Excel Options

o

L9 fimm

General ‘

Formulas

Proofing

Save

Language

M Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

Y
_3 General options for working with Excel.

User Interface options

V| Show Mini Toolbar on selection
[¥] Enable Live Preview i

Color scheme: Silver [ZJ
ScreenTip
style:

When creating new workbooks

Use this font: Body Font

1 [+]

Normal View

Font size:
Default view for new sheets:

Include this many sheets: 3 5

Personalize your copy of Microsoft Office

User name: |Velsoft

Show feature descriptions in ScreenTips

[=]

[ ox

][ Cancel ]

u

Exit

documents if you haven’t already done so.

Closes the program. You will be asked to save any changes to opened
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