2 Quick Tips, for Using Microsoft Office - Excel

1. Setting the auto-recover timer to constantly save your document more regularly
2. Saving time browsing folders when saving

Excel Options

General

Formulas

Proofing

Save

Language

Advanced

Custemize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

H Customize how workbooks are saved.

Save workbooks

Save files in this format: Excel Workhgok (*.xlsx) v
Save AutoRecover information every

Keep the last autesaved version if | closewithoorsaving
AutoRecover file location: D:nwebb71\AppDatat Reaming'Microsoft\Bxcel\

[[] Don't show the Backstage when opening or saving files

Show additional places for saving, even if sign-in may be required.

[] Saveto Computer by default
Default local file location: H:\Documents

Default personal templates location:

AutoRecover exceptions for: Copy of Dynamic .. | ¥

[] 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 Office Document Cache

Server drafts location: | D:\nwebh7T\My Documents\SharePoint Drafts\
Preserve visual appearance of the workbook

Choose what colors will be seen in previous versions of Excel: Colors...

1 Setting Auto-Recovery Time:
Example in Microsoft Excel:

In the menu at the top click File >
Options

Then select Save in the left column
Change your AutoRecover timer to a
setting that most suits you, eg |
changed from default 10 mins to 5
mins.

Please note — You should always
manually save your work when
finished or closing your file.

Browse...
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2 Default File Location:

Also, to save constant clicking
through drives and folders, you can
set your Default file location to the
path where you save your
documents to the most.

Eg. | have changed it to
H:\Documents\




Save As

+ / « My Docume.. » Documents v O Search Documents -

Organize v New folder

iz Contacts

. Documents

5 My Documents (OEQNOC361000T\nwebb715) (H:)

. Custom Office Templates

=T

File narme: | Booklaxdsx

Save as type: | Excel Workbook ("adsd)

Authors:  WEBB, NORRIS Tags: Addatag

[] Save Thumbnail

4 Hide Folders

Tools = Save Cancel

Hope some of you might find this useful

So now, when | click File > Save
As then click Browse It
automatically goes straight to the
folder | have set.

The settings are similar in each of the Microsoft Office applications — each needs to be configured once per

application

Microsoft Word example below

Word Options ?
General .
Customize how documents are saved.
Display
Proofing Save documents
Save Save files in this format: Waord Document (*.docx) W
Language Save AutoRecover information eve
Advanced Keep the last autosaved version if | ChorsewithooE saving
Customize Ribkon AutoRecover file location: Dvnwebb71\AppDatat Roaming\Microsoft\Word', Browse...
Ouick Access Toolbar [[] Don't show the Backstage when opening or saving files
Show additional places for saving, even if sign-in may be required.
Add-Ins [] Saveto Computer by default
Trust Center Default local file location: HADocuments', Browse...
Default personal templates locations
Offline editing options for document management server files
Save checked-out files to:
(C) The server drafts location on this computer
® The Office Document Cache
Server drafts location: | DAnwebb71\My Documents\SharePoint Drafts\, Browse...
Preserve fidelity when sharing this document: (W Document]
[] Embed fonts in the file
Embed only the characters used in the document (best for reducing file size)
¥| Do not embed common system fonts
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