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Setting up Excel 2013

® Hello and welcome to
Setting up Excel 2013.
This short video will walk
you through some of the
changes you may wish to
make to your default
settings of Excel before
you begin creating
spreadsheets.
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® So now you've been
upgraded to Excel 2013,
and while your files were
not affected, several of
your settings and defaults
In Excel have probably
changed.
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® Some of this is due to
changes and new features
from Microsoft, and some
of this is due to how the
upgrade process works.
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® Regardless of the reason,
let’s take a look at how to
fix and change some of the
most common default
settings in Excel 2013.
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® Most of the settings we are
going to look at today can
be found in the Excel
Options dialog box.
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® To open this dialog box,
select the File tab, and
then click the Options
option at the bottom of the
list.
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Excel Options <
o M 1
'he Excel Options dialo —
General options for working with Excel.
Nl | Formulas
| | . I . h h Proofing User Interface options |
OX I S p ays W It t e Save Show Mini Toclbar on selection ' 4
Language Show Quick Analysis options on selection -
Enable Live Preview O

. .
Advanced
e n e ra a V I S I e o ScreenTip style: | Show feature descriptions in ScreenTips El

Customize Ribbon

Quick Access Toolbar When creating new workbooks

Add-Ins Use this as the default font: | Body Font |z|
Trust Center Font size: 11 |z|

Default view for new sheets: | Mormal View El

Include this many sheets: 1 =

Personalize your copy of Microsoft Office

User name: Scott A Concilla

[] Always use these values regardless of sign in to Office.
Office Background: | Circuit El

Office Theme: Dark Gray El

Start up options

Choose the extensions you want Excel to open by default: | Default Programs... A

Tell meif Microsoft Excel isn't the default progam for viewing and editing »
spreadsheets, y

Show the Start screen when this application starts
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® In the When creating new [ ot otns st

Formulas
. . h I Proofing User Interface options I
wo r oo s Sect I O n I n t e Save Show Mini Toclbar on selection ' sat
Language Show Quick Analysis options on selection -

Enable Live Preview O

m id d I e, yo u Ca n Set t h e e ScreenTip style: |Show feature descriptions in ScreenTips [ =]

Customize Ribbon

Quick Access Toolbar When creating new workbooks

d efa u It fo nt a n d th e Add-Ins Use this as the default font: | Body Font [~

Trust Center Font size: 1 |z|
Default view for new sheets: | Mormal View El

n u m be r Of b | a n k Include this many sheets: |1 z

Personalize your copy of Microsoft Office

worksheets for all new
Office Background: | Circuit El
workbooks.

Office Theme: Dark Gray El

Start up options

Choose the extensions you want Excel to open by default: | Default Programs...

Tell meif Microsoft Excel isn't the default progam for viewing and editing
spreadsheets, y

Show the Start screen when this application starts
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== | £
~ Excel, a S Wel I a S a I | Of th e el E.:% General options for working with Excel.

Formulas =
M Proofing User Interface options i
other Office 2013 ‘ :
Save Show Mini Toolbar on selection gz
Language Show Quick Analysis options on selection s

Enable Live Preview O

. . . o _ o
Advanced
a p p I Ca I O n S’ I n I I a y ScreenTip style: | Show feature descriptions in ScreenTips El

Customize Ribbon

Quick Access Toolbar When creating new workbooks

d iS p | ays a Sta rt SC ree n Add-Ins Use this as the default font: | Body Font [~

Trust Center Font size: 1 |z|
Default view for new sheets: | Mormal View El

instead of going directly to ————

Personalize your copy of Microsoft Office

a blank workbook et e
Q [] Always use these values regardless of sign in to Office.

Office Background: | Circuit El
Office Theme: Dark Gray El

Start up options

Choose the extensions you want Excel to open by default: | Default Programs...

Tell meif Microsoft Excel isn't the default progam for viewing and editing
spreadsheets, y

Show the Start screen when this application starts
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. e e === | E
~ If yO U WO U |d | I ke tO g O el E.B General options for working with Excel. o

Formulas
d M e I c b | k l Proofing User Interface options
I r Ct y t a a n Save Show Mini Toclbar on selection ' gz
Language Show Quick Analysis options on selection .

Enable Live Preview O

WO r k b O O k W h e n Sta rti n g e ScreenTip style: |Show feature descriptions in ScreenTips [ =]

Customize Ribbon

Quick Access Toolbar When creating new workbooks

Exce | J u n C h ec k t h e S h ow Add-Ins Use this as the default font: | Body Font [~

Trust Center Font size: 1 |z|
Default view for new sheets: | Mormal View El

the Start screen When Include this many sheets: |1 z

Personalize your copy of Microsoft Office

this application starts
Office Background: | Circuit El
option at the bottom.

Office Theme: Dark Gray El

Start up options

Choose the extensions you want Excel to open by default: | Default Programs...

Tell me if Microsoft Excel isn't the default progam for viewing and editing

Show the Start screen when this application starts I
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o ! m
Let S Ove O n to t e General Change options related to formula calculation, performance, and
error handling.

Formulas

F I t b f t h E I Proofing ion options |

o rm u a S a O e Xce Save Workbook Calculation [T Enable iterative calculation a2
Language @ Automatic Magimum Iterations: |100 = -
) Automatic except for data Maxi
aximum

Options dialog box. e

Customize Ribbon
Recalculate

Quick Access Toolbar workbook before
Add-Ins saving
Trust Center Working with formulas =

[7] R1C reference style '

Formula AutoComplete '
Use table names in formulas g
Uze GetPivotData functions for PivotTable references

Error Checking

Enable background error checking

Reset Ignored Errors

Indicate errors using this color:

Error checking rules

Cells containing formulas Formulas which omit cells in a i .
that result in an error region .:‘ -
Inconsistent calculated i Unlocked cells containing formulas ' ’

column formula in tables . ~
7] Formulas referring to empty cells

Data entered in a table is invalid =2

Cells containing years i

docd ar T Ainise
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o I == :
. . L] I _ e —
S pec I I Ca I |y | et S I O O k at th e General [ET change options related to formula calculation, performance, and
I LEJx error handling.
Formulas
E I I [ ] I Proofing Calculation options k
rro r c ec I n g ru es Save ‘Workbook Calculation [T Enable iterative calculation st
Language @ Automatic Maximum herations: 100 o -
. () Automatic except for data Maxi
Advanced tables aximum 0.001
section near the nottom - Change
® Customize Ribbon © Manual
- Recalculate
Quick Access Toolbar workbook before
Add-Ins saving
Trust Center Working with formulas E
[7] R1C reference style '
Formula AutoComplete '
Use table names in formulas g
Uze GetPivotData functions for PivotTable references
Error Checking
Enable background error checking
i i i Reset Ignored Errors
Indicate errors using this color:
Error checking rules }
Cells containing formulas Formulas which omit cells in a i
that result in an error region .:‘ -
Inconsistent calculated i Unlocked cells containing formulas ' ’
column formula in tables [] Fermulas referring to empty cells
CellscorltaanTE Eefrf_ ’ Data entered in a table is invalid K

[ oK ] Cancel
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® 1 1
Exce | d I S p | ays a Va rl ety Of General [ET change options related to formula calculation, performance, and
LEJx error handling.
Formulas -y
d . ff M d M Proofing Calculation options I
I e re nt I n I Ca to rS O n a Save ‘Workbook Calculation [T Enable iterative calculation st
Language @ Automatic Maximum herations: 100 o -
° ) () Automatic except for data .
Advanced tables Maximum 0.001
workKsneet when | INKS : Change
Customize Ribbon © Manual
- Recalculate
/ . Quick Access Toolbar workbook before
ou’'ve made a mistake e -
.
Trust Center Working with formulas E
[7] R1C reference style '
Formula AutoComplete '
Use table names in formulas g
Uze GetPivotData functions for PivotTable references
Error Checking
Enable background error checking
i i i Reset Ignored Errors
Indicate errors using this color:
Error checking rules }
Cells containing formulas Formulas which omit cells in a i
that result in an error region .:‘
Inconsistent calculated i Unlocked cells containing formulas ' ’
column formula in tables [] Fermulas referring to empty cells
CellscorltaanTE Eefrf_ ’ Data entered in a table is invalid K

[ oK ] Cancel
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o - == "
. I f yo u d O n ,t Wa nt to See General _| Change options related to formula calculation, performance, and

LEJx error handling.

Formulas

Proofing Calculation options

certain “errors” flagged R | -

@ Automatic

Language Magimum lterations: |100 = .

1 Autematic except for data

with these symbols, you o

Customize Ribbon Manual

Recalculate
workbook before

can disable them in this

Trust Center Working with formulas

Quick Access Toolbar

m

[7] R1C reference style '

section.

Use table names in formulas g
Uze GetPivotData functions for PivotTable references

Error Checking

Enable background error checking

Reset Ignored Errors

Indicate errors using this color:

Error checking rules }
Cells containing formulas Formulas which omit cells in a i
that result in an error region .:‘
Inconsistent calculated i Unlocked cells containing formulas ' ’

column formula in tables

V| Cells containing years i . I
P E Em:;, Data entered in a table is invalid -

[ oK ] Cancel

[] Fermulas referring to empty cells




Setting up Excel 2013

oo I~ "
S e | ect O r u n Se | ect t h e General [ET change options related to formula calculation, performance, and
LEJx error handling.
Formulas
. | . Y Proofing Calculation options |

O pt I O n S yo u eS I re ° O u Save ‘Workbook Calculation [T Enable iterative calculation st

Language @ Automatic Maximum herations: 100 o -

) Automatic except for data

can also click the S o

Customize Ribbon ) Manual
Recalculate
workbook before

information symbols for

Trust Center Working with formulas

Quick Access Toolbar

m

[7] R1C reference style '

help with each option.

Use table names in formulas g

Uze GetPivotData functions for PivotTable references

Error Checking

Enable background error checking

Reset Ignored Errors

Indicate errors using this color:

Error checking rules }
Cells containing formulas Formulas which omit cells in a i
that result in an error region .:‘
Inconsistent calculated i Unlocked cells containing formulas ' ’

column formula in tables

V| Cells containing years i . I
P E Em:;, Data entered in a table is invalid -

[ oK ] Cancel

[] Fermulas referring to empty cells
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o I == :

® Now let's m to th | 5
G I

OW e S Ove O n O e e ":?CJ Change how Excel corrects and formats your text.
Formulas
P f. | Proofing rrect options
ro o I n g ta . Save o, e how Excel corrects and formats text as you AutoCorrect Options... f‘.{r’

Language pe .-
Advanced When correcting spelling in Microsoft Office programs

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

Ignere words in UPPERCASE

Ignore words that contain numbers
Ignore Internet and file addresses
Flag repeated words

[] Enforce accented uppercase in French

[] Suggest from main dictionary only

French modes: Traditional and new spelllngle‘
Spanish modes: Tuteo verb forms only
Dictionary language: |English (United States) lz‘




Setting up Excel 2013

® As you're probably aware,
Excel has a habit of
changing a lot of things
automatically while you're

typing.

=rE— e

General
Formulas
Proofing
Save
Language
Advanced
Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

":?CJ Change how Excel corrects and formats your text.

rrect options

e how Excel corrects and formats text as you AutoCorrect Options...

When correcting spelling in Microsoft Office programs

type:

Ignere words in UPPERCASE
Ignore words that contain numbers
Ignore Internet and file addresses
Flag repeated words

[] Enforce accented uppercase in French

[] Suggest from main dictionary only

Custom Dictionaries...

French modes: Traditional and new spelllngslz
Spanish modes: Tuteo verb forms only
Dictionary language: |English (United States) lz‘
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® Some of these “corrections”
are very helpful, and some
of them are downright
Intrusive and annoying.

=rE— e

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

<] |
e ":?CJ Change how Excel corrects and formats your text.
Formulas
Proofing rrect options
Save o, e how Excel corrects and formats text as you e e
Language '
Advanced When correcting spelling in Microsoft Office programs

Ignere words in UPPERCASE

Ignore words that contain numbers
Ignore Internet and file addresses
Flag repeated words

[] Enforce accented uppercase in French

[] Suggest from main dictionary only

French modes: Traditional and new spelllngslz
Spanish modes: Tuteo verb forms only
Dictionary language: |English (United States) lz‘
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® At the top of this section,
click the AutoCorrect
Options button in the
upper right hand corner.

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

Excel Options
<] |
e ":?CJ Change how Excel corrects and formats your text.
Formulas
Proofing AutoCorrect options
Save ;:a;ge how Excel corrects and formats text as you e e
Language '
Advanced When correcting spelling in Microsoft Office programs

Ignere words in UPPERCASE

Ignore words that contain numbers

Ignore Internet and file addresses
Flag repeated words

[] Enforce accented uppercase in French

[] Suggest from main dictionary only

Custom Dictionaries...

French modes: Traditional and new spelllngslz
Spanish modes: Tuteo verb forms only
Dictionary language: |English (United States) lz‘
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. [ uteCorrect: En |'s- ni i
* The AutoCorrect dislog [Pt e
. AutoCorrect |AutoFurmat As You Type | Actions I Math .ﬁ.utoCorrectl
box displays.

Show AutoCorrect Options buttons

Correct TWo IMitial Chpitals
|:| Capitalize first letter of sentences

Capitalize names of days

Correct accidental use of cAPS LOCK key
Replace text as you type

Replace: With:

(d
(e]
(r)
(tm]
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® This dialog box has four pactorce i Ui S, e

. AutoCorrect |AutoFurmat As You Type | ‘cﬁnns I Math .ﬁ.utoCorrectl
tabs, however right now,

Show AutoCorrect Options buttons

I d CnrrectT'u"'."n IMitial Chpitals :
you On y nee to Worry [ capitalize first letter of sentences __Exceptmns...
. Capitalize names of days
a bout the fOl |OW| ng tWO Correct accidental use of cAPS LOCK key
Replace text as you type
. Replace: With:
tabs:

() (=]
® AutoCorrect )

(r)

® AutoFormat As You Type o
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[ uteCorrect: English (Uni wiim
®*Go through these two tabs AutoCorrect English (United Statcs) SN =l
. AutoCorrect | AutoFarmat As You Type | Actions | Math AutoCorrect |
and deselect any automatic

Show AutoCorrect Options buttons

behaviors, corrections, or B comtae o s o
. Capitalize names of days
actions yO u d on ’t want. CGF:rect accidental use };f CAPS LOCK key

Replace text as you type

® Click the OK button at the 1 vt

(d = B
bottom when you're 0 E

I
ir ®

finished. -
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TE O W :
Lastly for the Excel T— 2
Advanced options for working with Excel.
Formulas
0 [ ] | L4 | | I I Proofing Editing options c k
pt I o n s I a O g OX, et S Save After pressing Enter, move selection a2
Language drection: DownEl i '
Advanced tomatically insert a decimal point

take a look at the -

Customize Ribbon
Enable fill handle and cell drag-and-drop

Alert before overwriting cells

Adva n ced ta b . Add-Ins Allow editing directly in cells

Trust Center Extend data range formats and formulas

Quick Access Toolbar

Enable automatic percent entry
Enable AutoComplete for cell values
Automatically Flash Fill
[7] Zoom on roll with IntelliMouse
Alert the user when a potentially time consuming ocperation cccurs
When this number of cells (in thousands) is affected: 33,554 5
Use system separators
Decimal separator:
Thousands separator:
Cursor movement:
@ Logical

) Visual "

¥

[] Do not automatically hyperlink screenshot
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TE O W :
® :
[here are quite a few Gereal - agui 2
Advanced options for working with Excel.
Formulas
. h L4 | Proofing Editing options E k
Sett I n g S O n t I S ta . Save After pressing Enter, move selection a2

Language Direction: DownEl i '
Advanced [] Automatically insert a decimal point

. = Places: 2 -
r W r V rl Customize Ribbon
Enable fill handle and cell drag-and-drop
Quick Access Toolbar Alert before overwriting cells
. . Add-Ins Allow editing directly in cells
sections and options and ) o s st o
Enable automatic percent entry
Enable AutoComplete for cell values

L] L] L]
f t h e re I S a n th I n O u Automatically Elash Fill Z
Se e I y g y [7] Zoom on roll with IntelliMouse y
Alert the user when a potentially time consuming ocperation cccurs
by h h When this number of cells (in thousands) is affected: 33,554 5
WI S to C a n g e . Use system separators
Decimal separator: c

Thousands separator:
Cursor movement:
@ Logical

) Visual "

¥

[] Do not automatically hyperlink screenshot
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TE O W :
o g !
e way, if you don S B
I Advanced options for working with Excel.
Formulas
h . Proofing Editing options =
understand what a setting
Language Direction: DownEl i '
O Q Advanced [] Automatically insert a decimal point
oes or wnat It Is paces 2
Customize Ribbon
Enable fill handle and cell drag-and-drop
O . Quick Access Toolbar Alert before overwriting cells
describin g, You pro bab |y s P
I Trust Center Extend data range formats and formulas
Enable automatic percent entry
.
S h O u | d n ,t C h a n e It Enable AutoComplete for cell values
g . Automatically Flash Fill
[7] Zoom on roll with IntelliMouse 2.
Alert the user when a potentially time consuming ocperation cccurs
When this number of cells (in thousands) is affected: 33,554 5
Use system separators
Decimal separator:
Thousands separator:
Cursor movement:
@ Logical
) Visual .:‘
[] Do not automatically hyperlink screenshot ’
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TE O W :
. I L] . . _ e —
Once you're finished, click s 3
I Advanced options for working with Excel.
Formulas
h o K h Proofing Editing options =
t e b u tto n at t e Save After pressing Enter, move selection st
Language Direction: DownEl i '
Advanced [] Automatically insert a decimal point
ottom to close the Exce N
Customize Ribbon
Enable fill handle and cell drag-and-dre
g P
) 0 Quick Access Toolbar Alert before overwriting cells
O pt I o n s d I a | O g b OX Add-Ins Allow editing directly in cells
.
Trust Center Extend data range formats and formulas
Enable automatic percent entry
Enable AutoComplete for cell values
Automatically Flash Fill
[7] Zoom on roll with IntelliMouse 2.
Alert the user when a potentially time consuming ocperation cccurs
When this number of cells (in thousands) is affected: 33,554 5
Use system separators
Decimal separator:
Thousands separator:
Cursor movement:
@ Logical
) Visual .:‘
[7] Do not automatically hyperlink screenshot ’
y hyp
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® If you've started to work
with Excel already, you may
have noticed that there are
lots of new little animations
that happen as you enter
and edit information on a
worksheet.
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® Just like with AutoCorrect,
some of these animations ”
are helpful, and some of '
them are downright
annoying, and cause the
cursor to be sluggish.
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® Unfortunately, this setting

isn't easy to find and when A,

you change it, it will affect
ALL of the Microsoft Office u Offl C e

programs, not just Excel.
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® It's actually a Windows
setting, so we will need to
open a specific section of
the Windows Control
Panel.

Adjust your computer’s settings

System and Security
Review your computer's status
Back up your computer

Find and fix problems

Network and Internet
View network status and tasks

Choose homegroup and sharing
optiens

Hardware and Sound
View devices and printers |5
Add a device 4
Connect to a projector

®

Adjust commenly used mebility
settings

Programs
Uninstall a pregram
Get programs

View by: Category ~

User Accounts
'$'Change account type

Appearance and
Personalization
Change the theme

Change desktop background
Adjust screen resolution

Clock, Language, and

Region

Change keyboards or other input

methods

Change display language g

Ease of Access
Let Windows suggest settings
Optimize visual display

“ W
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® Click the Windows Start
menu to open It.

® In the Search programs
and files box at the

bottom of the menu, type

Ease of access.

Programs (1)
'@' Ease of Access Center
Control Panel (4)

OOOOOOOO
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Programs (1)

® A results list is displayed as S

Control Panel (4)

you type.

® In the Programs section at
the top of this list, select
the Ease of Access Center.
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) ¢ Easeof Access b Ease of Access Center ~ [ 49 [{ Search Control Panel o

Control Panel Home .
Make your computer easier to use

® The Ease of Access Center
dialog box displays. - R

Windows can read and scan this list automatically. Press the SPACEBAR to select the ‘e
highlighted tool. .
Always read this section aloud [] Always scan this section

Start Magnifier & Start Narrator
& Start On-Screen Keyboard | setup High Contrast
Y| p Hig

Not sure where to start? Get recommendations to make your computer easier to use

Explore all settings
When you select these settings, they will automatically start each time you log on.

Use the computer without a display

Optimize for blindness

Make the computer easier to see

Optimize visual display

Set up alternative input devices

Make the mouse easier to use

a Use the computer without a mouse or keyboard

Adjust settings for the mouse or other pointing devices

Make the keyboard easier to use
Adjust settings for the keyboard

Use text or visual alternatives for sounds -~
’

Set up alternatives for sounds

F Make it easier to focus on tasks

Adjust settings for reading and typing
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® In the Explore all settings e e

Control Panel Home .
Make your computer easier to use

%) Change administrative settings Quick access to common tools

section near the middle, -

Windows can read and scan this list automatically. Press the SPACEBAR to select the ‘e
highlighted toal. .
C | i C k t | U s t I [¥] Always read this section aloud [] Always scan this section

Start Magnifier M Start Narrator

& Start On-Screen Keyboard P et up High Contrast

computer without a

Not sure where to start? Get recommendations to make your computer easier to use

Explore all settings

[ ] .
d I s p I ay O pt I O I I When you select these settings, they will automatically start each time you log on.
.

ns Use the computer without a display -

Optimize for blindness

Optimize visual display

a Use the computer without a mouse or keyboard

Set up alternative input devices

J Make the mouse easier to use
' Adjust settings for the mouse or other pointing devices

Make the keyboard easier to use
Adjust settings for the keyboard

(

Use text or visual alternatives for sounds

Set up alternatives for sounds

ﬂ Make it easier to focus on tasks
4 Adjust settings for reading and typing
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® The Use the computer
without a display dialog
box Is displayed.

S CXrTyrIre—"

Use the computer without a display
When you select these settings, they will automatically start each time you log on.

Hear text read aloud
[ Turn on Narrator

Marrator reads aloud any text on the screen. You will need speakers.

[ Turn on Audie Description

Hear descriptions of what's happening in videos (when available).

Set up Text to Speech
Adjust ime lirits and flashing visuals
[¥] Turn off all unnecessary animations (when possible)

How long should Windows notification dialog boxes stay open?

See also
Audio Devices and Sound Themes

Learn about additional assistive technelogies online

Other programs installed

These programs are available on this computer. Running more than one at a time might

cause conflicts.

lava Access Bridge, from Oracle, Inc, providing Assistive Technelogy access to Java

applications

[7]Enable Java Access Bridge
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® In the Adjust time limits
and flashing visuals
section near the middle,
select the Turn off
unnecessary animations
(when possible) check
box.

=

Use the computer without a display
When you select these settings, they will automatically start each time you log on.

Hear text read aloud
[ Turn on Narrator
Marrator reads aloud any text on the screen. You will need speakers.
[ Turn on Audie Description
Hear descriptions of what's happening in videos (when available).

Set up Text to Speech

Adjust time lirmits and flashing visuals

[¥] Turn off all unnecessary animations (when possible)

See also
Audio Devices and Sound Themes

Learn about additional assistive technelogies online

Other programs installed
These programs are available on this computer. Running more than one at a time might
cause conflicts.
lava Access Bridge, from Oracle, Inc, providing Assistive Technelogy access to Java
applications

[7]Enable Java Access Bridge
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® Click the OK button at the
bottom to confirm your
selection, and then close
the Ease of Access Center.

f‘\ —
1—'—.‘-‘.3) _« Ease.. » Usethe.. hd

Use the computer without a display

When you select these settings, they will automatically start each time you log on.

Hear text read aloud sat
[ Turn on Narrator o

Marrator reads aloud any text on the screen. You will need speakers.
[ Turn on Audie Description
Hear descriptions of what's happening in videos (when available).

Set up Text to Speech

Adjust ime lirits and flashing visuals
[¥] Turn off all unnecessary animations (when possible)
How long should Windows notification dialog boxes stay open?

See also
Audio Devices and Sound Themes
Learn about additional assistive technologies online

Other programs installed
These programs are available on this computer. Running more than one at a time might
cause conflicts.
lava Access Bridge, from Oracle, Inc, providing Assistive Technelogy access to Java g
applications v 2

[7]Enable Java Access Bridge
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® Remember, this setting
affects all of Office 2013,

not just Excel. .
I:l Office
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® That covers most of the
basic changes you're
probably going to want to
make before getting
started with Excel 2013.
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®If there was something not uppov E————
covered in this video, go to Office help and training -
o - Find helpful answers. Contact real people. Learn simpler ways to work. ;
the Microsoft Office help p T

site at support.office.com

Get help with a product

O R E a

for further information. S S

Top solutions

> Trending topics
> Getting started with Office 2016

> Install, upgrade, and activate

> Office 365 for business
ST T







