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Macros

In this session you will learn how to:

ωUnderstand what  a macro can accomplish
ωSet up developer tab and macro security
ωPlan a macro
ωRecord & play macros



Macros

A macro is a small program 
designed to perform a number 
of tasks all at once. 



Macro Planning

Think about how to break down the task 
into repeatable steps and determine what 
actions are needed to perform these 
steps in Excel.



Developer Tab

Office button, click on Excel Options

XShow Developer tab in the ribbon



Check Security Settings

Macro Security

Disable on certain conditions



Macros

Recording Macros



Macros

Playing a Macro

Select macro from list and click Run



More about Macros

More macro functionality is available, 
such as assigning a keystroke to a macro, 
making a relative reference macro, and 
deleting a macro.



Relative Macros

Record a Relative Reference Macro

Loosen cell restrictions; run on any cell range



Relative Macros

Running a Relative Reference Macro

Select active cell with relative data nearby, then run 
macro



More about Macros

Assign Keystroke to a Macro

When recording macro, assign keystroke



More about Macros

Deleting a Macro

Select macro from list and click Delete



More about Macros

Excel 2007 File Formats and Extensions

Excel Workbook (.xlsx) [Default]
Excel Macro-enabled Workbook (.xlsm)
Excel Template (.xltx)
Excel Macro-enabled Workbook Template (.xltm)
Excel Binary Workbook (.xlsb)
Excel Add-in (.xlam) 



Advanced Topics

Form controls provide a user-friendly 
visual way to interact with data in a 
workbook.  You can apply formatting, 
perform calculations, and more with 
controls you are already familiar with.


