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1. WHAT ARE MACROS?

LO5: Automate Routine Multi-steps through Simple Macros

An Excel macro is a set of instructions that can be triggered by a keyboard shortcut, toolbar button

or anicon in a spreadsheet. Macros are used to eliminate the need to repeat the steps of common

tasks over and over.

Tasks such as adding or removing rows and columns, protecting or

unprotecting worksheets, selecting a range of cells, or adding the current date to a spreadsheet.

For additional help with macros visit

http://spreadsheets.about.com/od/advancedexcel/ss/080703macro2007.htm

2. CREATE SIMPLE MACROS

To record a macro you can use the macro recorder.

Developer tab.

To access this you must first turn on the

Excel Options ?| =
Turn on the Developer Tab &) customize the Ribbon.
Formulas
. . . Choose commands from: (i Customize the Ribbon:
1. To do this click on the File Presting Popular Commands = Moin Tabs =
Save
Button and click on Options. Langusge il A crar Ty N: B Hone
Advanced 3 Calculate Mow Chpboard
. - = Center Font
2. In the Customlze RIbeI’I tab, Customize Ribbon %Eunzwiu‘nalhrmatﬁng 4 :"g"b""”‘t
Quick Access Toolbar I__;; Ez:;emons [ Styles
select the Developer toolbar dain: G cutom sor. o
Trust Center A~ Decrease Font Size 2 I;sertL .
i E elete Cells... age Layou
check box and then click OK. T Dt e uns (4] Formulss
=% Delete Sheet Rows Data
lg; E;Irlr‘;glnr 3 =
‘= Filter E
Font ==
A Font Color »
. Font Size I-
Set the Security Level 5 ot o
On the Developer tab, in the Code
group, click Macro Security. =3 Record Macio
= —=Q ﬁ Use Relative References
Under Macro Settings, click Enable all macros (not recommended, Visual Macros _
Basic I\ Macro Security
potentially dangerous code can run), and then click OK. Code

Record a Macro

1. Onthe Developer tab in the Code group, click Record Macro.
2. In the name box enter a name for the macro,
remember that spaces are not allowed in the name
of a macro.
3.  You can decide which workbook you would like to
save the macro in by changing the Store macro in
option.
4. Include a description of the macro,
description box to explain what the macro will do.
5. Click OK to start recording NOTE remember that

in the

2 |¥3 Record I"..-1ar:r%r I 75

=l =3 EUSE Relative References %
Visual Macros ) Insert De
Basit I\ Macro Security - M

Code
112 | Record Macro i
A Record a macro,
1 Each of the commands you perform
2 will be saved into the macro so
3 that you can play them back again.

anything you do from this point until you stop recording will become part of your macro.
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http://spreadsheets.about.com/od/advancedexcel/ss/080703macro2007.htm

6. Perform the actions you want your macro to do.

7.

On the Developer tab, in the Code group, click on Stop Recording

Note: You can also click Stop Recording on the left side of the status bar.

3. EXECUTE PREVIOUSLY CREATED MACROS

Assign a Macro to an Object or Graphic

1. Add an object to the worksheet you are working on
[=]
— for example this may be a button to take you to a —r ;
0 Home Menu o
different work sheet. Create the button using | J o ¥ cu
2 | ¢
shapes and formatting. E E:;:
2. Right click on the button or image you have Edit Text
18] ’
created and click on the Assign Macro on the 3 8
¥ 3
shortcut menu. N :
@, Hyperlink..
3. In the Macro Name box, click the macro that you Assign Macro...
Set as Default Shape
want to assign to the button.
4. This will link the button and the macro.

4. MANAGEMENT OF SIMPLE MACROS

Delete a Macro

Open the workbook that the macro is written in.

On the Developer tab, in the Code group, click Macros.

In the macro window click on the name of the macro you

wish to delete and click Delete.

Edit a macro

On the developer tab in the code group click Macros.

In the Macro window click the macro that you want to

edit.

Click Edit and this will open the macro editor in Visual
Basic code. To exit from this select the exit button in the

top right corner.

A macro is opened with the code Sub and closed with End

Sub.

[}

Yisual
Basic

3

3 Record Macro

E=r ﬁ Use Relative References

Macros

I\ Macro Security
Code

< | Microsoft Visual Basic - Book1 - [Module1 {Code)]

‘e File Edit View Insert Format Debug Run Tools AddIns Window Help

H =R ™ R REER N W pou @B MW @ n3 cons
o
B3 & " Format Macro|
= & vBAProject (Book1) !
osoft Excel Objects
Sheetl (Sheet1)
Sheetz (Sheet2) With Selection.Font
Sheet3 (Sheet3) .Color = -16776961
487 Thiswarkbook, .TinthindShade = 0
=5 Modles End With
w2 Module1 With Selection.Font
= & vBAProject (Timetable 2 .Hawe = "Calibri®
#I-[2 Microsoft Excel Objects .Size = 14
=5 Modles .gtrikethrough = False
w2 Module1 .Superseript = False
& Module2 .Subscript = False
¥ Maduled .outlineFont = False
w2 Moduled .Bhadow = False
22 Modules .Underline = x1UnderlineStylelone
& Modules .Color = -16776961
¥ Madule? .TintindShade = 0
% Modules .ThemeFont = x1ThemeFontMinor
End With
Selection.Font.Bold = True
Selection.Font.Italic = Trus
With Selection
.Horizontalhlignment = xlGeneral
.Verticaldlignment = xlCenter
.UrapText = False
.Orientation = 0O
.hddIndent = False
. IndentLevel = 0
.ShrinkToFit = False
.ReadingOrder = xlContext
.MergeCells = False
End With
With Selection
.Horizontalhlignment = xlGensral
.Verticalilignment = xlCenter
.UrapText = True
.Orientation = 0O
< Pl s B
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LO5: Automate Routine Multi-steps through Simple Macros

The green code shows the name of the macro.

Each of the blue With sections of code specify actions which will be completed. These are ended

with an End With.

To delete one particular action delete the With section of code as far as the End With option.

Every macro in one workbook is saved in a list of Subs under each other.

Document a macro

To document the contents of a EFTEE Q)L
! E =7 Export IE:“"}
Document
macro go the developer tab in |2=er= - Pane!
horne: | Run ] Modify
. :T?metable ZDDQ.XIsm:!BCECUI_Ugy ~
the code group macros, click on | [Tnebe 207 diocerores: useonion]
ormat Macro Options
the bUtton Optlons/ thls WI” ‘Tietable 2009, xlsm'ILegalstudies
‘Timetable 2009, xlsm'ILevel3 Macro name:
. ‘Timetable 2009, xlsm'|Relationallatab b
open the Macro Options button. Tinetable 2009, e Spraacitest 3 o
"Timetable 2009, xlsm'| SpreadsheetITS _ Shorkeut key:
:T?metable 2009.xlsm:!Spreadsheetofmdmin Options... Chrl+
From here you can docu ment Timetable 2009.xlsm'I Timetable ) Descrption: |:|
Macras in: | All Open Warkbooks hd ‘ hella
the details of the actions the | cesiition
hela
macro does and you can also

assign a shortcut key for the

macro.

Combine two macros

When creating macros remember that a macro can contain more than one action and every

workbook can contain several macros.

Saving a Macro

j Save a copy of the document
To save a macro you must change the file type to Excel [f?_] ExcellWoribook

1] save the file as an Excel Workboaok.
/ Qpen

Macro-Enabled Workbook. T
@_} Excel Macro-Enabled Workbook
M save the warkbook in the XML-based

e
and macro-enabled file format.

= Excel Binary Workbook
H Save As | P & b= . . ]
cma|  Save the workbook in a binary file format

optimized for fast loading and saving.

[ 1 i N = Evral 7. 2002 Werll L

NOTES:

Assign a Macro to the toolbar:
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TASK 1 Create a macro which connects different pages in a

worksheet together.

1. Rename all the pages in the worksheet. In this » M| Home . Profits | Budget %1

dy | &4 |

example there is are Home, Profit and Budget pages.

2. Label each of the pages so they can be easily identified.

This is the Home Page which has been named on the Home Page

worksheet and in cell B3.

3. Next add a shape to each of the pages which will be used

(el R I = R = TR

as the button. The macro will be assigned to this button.

(To do this go to Insert > Shapes and drag the outline of ' " Home _Profs _Budget . ©. =

the shape on the page, add text to the shapes to show which worksheet they link to).

These buttons will be used to as a link to the Profit

D E
and Budget pages from the Homepage, like a Home page

hyperlinked menu.
Budget

4, Now record the first macro to link to the Profit

page.

H Profits . Budget . ¥3J 4
Assign the Profit macro to the appropriate shape. = e =l -
Repeat steps 4 and 5 for the Budget Page.

From the Profit page create a shape which will be the button to link back to the Home page.

P N o w

Record a macro which will link to the Home page and assign this macro to the Home page
button.

9. This Home page button with its macro assigned can be copied and pasted to the Budget page.

Save a copy of the document

10. Save your workbook as the file name Example

e
Menu Macros and as the document type EXCEL oy
MACRO ENABLED WORKBOOK. j

= Excel Workbook
L] Save the file as an Excel Workbook.
Open

NOTE: If you save as a normal Excel Workbook the ﬁj Excel Macro-Enabled Workbook
L

Save the workbook in the XML-based
and macro-enabled file format.

. Save
macros will be removed from the spreadsheet.
ﬁj Excel Binary Workbook

Save the workbook in a binary file format
optimized for fast loading and saving.

Save As | P

TASK 2 Create a Macro which consists of at least five

b 2 L W

Dol a . Fweal Q7 7002 Warkhanl

different commands.

Page 4

These notes have been compiled by Rynagh McNally for students of Monaghan Institute.



