Creating a Bespoke Tab on the Ribbon

By following these instructions, you can create a personalized tab on the Excel ribbon tailored to your
specific needs and frequently used commands.
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Creating A Bespoke Tab

Creating a bespoke tab on the ribbon in Excel involves several steps. Here are the numbered
instructions to guide you through the process:

Step-by-Step Instructions to Create a Custom Tab in Excel

1)

2)

3)

Open Excel:
a. Launch Microsoft Excel on your computer.
Access the Options Menu:
a. Click on the "File" tab in the top-left corner of the screen.
b. Select "Options" from the list to open the Excel Options dialog box.
Customize Ribbon:
a. Inthe Excel Options dialog box, select "Customize Ribbon" from the left-hand menu.
Create a New Tab:
a. Inthe right-hand panel under "Customize the Ribbon," you will see a list of the
current tabs.
b. Click the "New Tab" button. This will create a new tab with a default name, typically
"New Tab (Custom)".
Rename the New Tab:
a. Select the newly created tab ("New Tab (Custom)") and click the "Rename" button.
b. Enter the desired name for your new tab and click "OK".
Add New Group:
a. A new tab automatically includes a group called "New Group (Custom)." You can
rename this group by selecting it and clicking the "Rename" button.
b. Enter a new name for the group and click "OK".
Add Commands to the New Group:
a. Inthe left-hand panel, you will see a list of commands that you can add to your new
group.
b. Use the drop-down menu above the list to filter commands (e.g., "Popular
Commands," "Commands Not in the Ribbon," etc.).
c. Select the command you want to add, and click the "Add" button to include it in the
new group.
Reorganize Commands (Optional):
a. If you want to rearrange the commands within the group, select a command in the
right-hand panel and use the "Up" and "Down" arrows to move it.
Create Additional Groups (Optional):
a. If you need more groups within your custom tab, select the tab and click the "New
Group" button.
b. Rename and add commands to these additional groups as needed.

10) Save and Apply Changes:

a. Once you have added all the desired commands to your new tab and groups, click
"OK" to save and apply the changes.

11) Verify the New Tab:

a. Return to the Excel workbook. You should now see your custom tab on the ribbon,
containing the groups and commands you added.
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Additional Tips
1) Customizing Existing Tabs:

a. You can also add new groups to existing tabs or customize existing groups by
following similar steps.

2) Exporting and Importing Customizations:

a. If you want to use your custom ribbon setup on another computer, you can export
your customizations. Go to "File" > "Options" > "Customize Ribbon" and click the
"Import/Export" button to export your customization file.

3) Resetting the Ribbon:

a. If you want to revert to the default ribbon, you can reset all customizations by

clicking the "Reset" button in the "Customize Ribbon" options.
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Key Benefits
Creating a bespoke tab on the Excel ribbon offers several advantages that can enhance productivity
and efficiency. Here are the key benefits:

1)

7)

8)

9)

Improved Workflow Efficiency:

a. Quick Access to Frequently Used Commands: Having all your commonly used
commands in one place reduces the time spent searching through various tabs.

b. Streamlined Processes: Grouping related commands together allows for a more
logical workflow, minimizing interruptions.

Customization to Specific Needs:

a. Tailored for Tasks: You can customize the tab to include tools and commands specific
to your tasks or projects, making it highly relevant to your work.

b. Industry-Specific Tools: If you work in a specialized industry, you can include
commands and tools that are specific to that field, which might not be available in
the default ribbon setup.

Enhanced Productivity:

a. Reduced Learning Curve: Custom tabs can be designed to simplify complex
processes, making it easier for new team members to get up to speed.

b. Consistency Across Teams: Standardizing a custom ribbon tab across a team ensures
everyone uses the same tools and processes, improving collaboration and reducing
errors.

Personalized User Experience:

a. User Preferences: Users can arrange commands in a way that suits their personal
preferences, leading to a more comfortable and efficient working environment.

b. Visual Clarity: A bespoke tab can be organized in a way that is visually clear and
intuitive, reducing cognitive load and making it easier to navigate.

Time-Saving:

a. Faster Task Completion: Direct access to essential commands means tasks can be
completed more quickly, increasing overall productivity.

b. Less Menu Navigation: Reduces the need to navigate through multiple menus and
submenus, saving time.

Consistency and Standardization:

a. Uniform Setup: Ensures a consistent setup across multiple users, which is especially
useful in team environments and training scenarios.

b. Template Creation: Custom tabs can be saved and shared as templates, ensuring
uniformity in tool access and usage across different projects and teams.

Enhanced Focus:

a. Minimized Distractions: By having a tab that only includes relevant commands, users
are less likely to be distracted by unnecessary features.

b. Task-Specific Groups: Commands can be grouped based on specific tasks or projects,
helping users to stay focused on the task at hand.

Support for Advanced Features:

a. Macros and Add-Ins: Custom tabs can include buttons for macros and add-ins,
providing quick access to advanced functionality that is not readily available in the
standard ribbon.

b. Automation: Simplifies the execution of complex or repetitive tasks by integrating
macros and custom scripts into the ribbon.

Scalability:
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a. Expandable: As your needs change, you can easily update the custom tab to include
new commands and tools, ensuring it remains relevant and useful.

b. Adaptability: Custom tabs can be adapted for different roles or departments within
an organization, making them highly versatile.

10) Professional Appearance:
a. Organized Layout: A well-organized custom tab can give a professional appearance to
your Excel environment, which is beneficial when presenting or sharing workbooks

with clients or colleagues.

By leveraging these advantages, a bespoke tab on the Excel ribbon can significantly improve the
efficiency, productivity, and overall user experience, making it a valuable customization for any Excel

user.
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