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Macres

In this session you will learn how to:

w Understand what a macro can accomplish
w Set up developer tab and macro security
w Plan a macro

w Record & 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
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\\ Office button, click on Excel Options

X Show Developer tab in the ribbon

[‘ Popular
Formulas
Proofing
Save
Advanced
Customize
Add-Ins
Trust Center

Resources

|
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\_3 Change the most popular options in Excel.

Top options for working with Excel

Show Mini Toolbar on selection i’
Enable Live Preview (i’

|:| iShow Developer tab in the Ribboni’i
Always use ClearType

Color scheme: [ Blue W I

ScreenTip style: l Show feature descriptions in ScreenTips N 1

Create lists for use in sorts and fill sequences: [ Edit Custom Lists... J

When creating new workbooks

Use this font: ] Body Font v ‘

Font size: Hl v |



Check Security Settings

Macro Security

Disable on certain conditions

Macro Settings

Far macros in documents not in a trusted location:
{:} Disable all macros without notification

E} Disable all macros with notification
{:} Disable all macros except digitally signed macros

{:} Enable all macros (not recommended, potentially dangerous code can run)
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Macros

RecordingMacros
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Insert Page Layout

Microsoft Excel

Formulas Data Review View Developer

—~

@ Record Macro

4 Stop Recording
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- Record Macro 575 [ Properties k Map Properties [ Impo
= JRecard M (ool b/ EF Propert i Map Propert Impart e,
E=r) EUSE Relative References %%/ = C&"]View Code fq'._g Expansion Packs Lf,!Eer-:lrt &
. Insert Design _ Source @ Document
I\ Macro Security +  Mode T Run Dialog § Refresh Data Panel
Toae Canrors TIIC TAGany

Record Macro

Macro name:
| Macrol |

Sharkcut key:

Chrl D

Skare macro in:
|This Workbook, w

Descripkion:

2K, l ’ Cancel
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Macros

| Playing a Macro

Select macro from list and click Run

Macro name:

PERSOMAL, XL3E! Macroz

Macrol
PERSOMAL, XLSE!IMacros

Macros in: | &ll Cpen Workbooks w |

Descripkion

This macrao will be stored in the personal macro
warkboal,

Step Inkto

ancel




More about'Macros

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



Relative Macros
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Record a Relative Reference Macro

Loosen cell restrictions; run on any gelhge

E-Lﬁ LIse Relative References




Relative Macros

Running a Relative Reference Macro

Select active cell with relative data nearby, then ru

mMacro
A B B D E F G H 1
15 120200 Total 13,807 .46
16 2 8/31/2007121800 000 ACTUALS S-Fac Summ- Oth ERN PAY0149893 37xxx 7.147.45
17 2 8/16/2007121800 000 ACTUALS S-Fac Summ- Oth ERN PAY0148496 37xxx 6.551.84
18 121800 Total 13,699 .29
19 2 8/16/2007 122600 327 ACTUALS STU - Reg Earns PAY0148496 37vvv 865.50
A B C D E F G H 1
15 |Subtotal 13,807 46
16 2 8/31/2007'121800 000 ACTUALS S-Fac Summ- Oth ERN PAY0149893 37xxx 7.147.45
17 2 8/16/2007 121800 000 ACTUALS S-Fac Summ- Oth ERN PAY0148496 37xxx 6.551.84
18 |Subtotal 13.699.29

19 2 8/16/2007 122600 327 ACTUALS STU - Reg Earns PAY0148496 37vvy 865.50
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More about'Macros

| Assign Keystroke to a Macro

When recording macro, assign keystroke

Record Macro

Macro name:
| Coubleiindow

Sharkcuk key:

Crrit |d |

Skore macra in:
This Workbook, v

Descripkion:

This macro creates bwo windows For the same workbook]

2K | | iZancel




More about'Macros

Deletinga Macro

Select macro from list and click Delete
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Pacros

PERSOMAL. XLSBIMacroz E T

Macral

PERSCNAL  XLSBIMacraZ Step Into
Edit

Macros in: | &l Open Workbooks

Descripkion

workbook,

This macro will be stored in the personal macro




More about'Macros

1 Excel 2007 File Formats and Extensions

Excel Workbook XIsx) [Default]

Excel Macreenabled Workbook.xIsm)

Excel Templatex|tx)

Excel Macreenabled Workbook Templatex{tm)
Excel Binary Workbookx(sb)

Excel Addn (xlam)




Form controls provide a usediriendly
visual way to interact with data in a
workbook. You can apply formatting,

perform calculations, and more with
controls you are already familiar with.



