Excel 2000 Macro Basics

Class Overview:
This class has been designed to teach you how to use the Excel Macro Recorder to create and edit simple macros.  You will learn how to assign macros a shortcut key or create an object to execute them.  Fundamental Visual Basic for Applications (VBA) commands will be introduced.

Class Duration:

This class will last 4 hours.

Selected Audience:
This class has been designed for students who want to create simple macros and learn how to evaluate basic VBA code.

Prerequisite Skills:
This class assumes that you have worked with Excel and created, edited and printed spreadsheets on a regular basis.

Objectives:
Students will learn how to:

· explore macro terminology


· run a macro 

· record a macro with the macro recorder

· assign a macro to a shortcut key

· add comments to document a macro

· change between absolute and relative recording 

· stop a macro


· introduce the Visual Basic code for applications


· display a macro's code

· add additional steps to existing macros

· debug a macro


· assign a macro to an object on a sheet

· format an object assigned to a macro

This class was last updated on 9 July 2002.

Macro Basics

What is a Macro?

A macro XE "Macro:Definition"  is a list of recorded instructions that tell Excel how to perform a specific task. Macros are generally used to perform a set of repetitive steps. 

Simple macros type text and formatting it.  Complicated macros can automatically perform calculations, analyze data and prompt a user for information using a custom dialog box.

How are Macros XE "Macro:How created"  Created?

A macro is created by using one the methods listed below.

· Use the macro recorder to record the steps as you perform them in Excel.  The macro recorder works just like a tape recorder.  The steps can be played back at any time.


· Write a macro from scratch using the VBA programming language. 

How Does a Macro Work?

[image: image1.wmf]All macros are based upon Excel's built-in programming language called VBA XE "VBA" .  VBA stands for Visual Basic for Applications XE "Visual Basic for Applications" .  Excel plays back the list of VBA instructions just as you recorded or typed them.  When the end of the instructions is encountered, Excel stops. 

( Note:
VBA is different than Visual Basic, a similar programming language.  VBA includes special codes for the Excel program.

How is a Macro XE "Macro:How used"  Used?

After a macro is created, you simply need to run it.  A macro can be run using one of the three methods listed below.

· Use the Macro menu option.


· Use a shortcut key assigned to the macro.


· Click a button or object to which the macro is assigned.

( Note:
The last two options are available only if the person creating the macro incorporated them as a part of the macro when it was created.

Opening Workbooks XE "Workbooks:Opening with macros"  Containing Macros XE "Macros:Opening workbooks with" 
When you open a workbook containing macros, you may see the macro virus [image: image2.png]Microsoft Excel
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protection dialog box illustrated at the right.

The options in this dialog box are described below.

	Option
	Description

	Disable Macros XE "Disable Macros" 
	· This opens the file and prevents the macros from being run. 

· You will not be able to use the macros if they are disabled.

· Macros can contain viruses and if disabled, they cannot infect your computer.

( Note:
Most organizations use a separate virus protection software that provides better protection than Microsoft Excel can provide at this time.

	Enable Macros XE "Enable Macros" 
	· This opens the file and allows the macros to be used.

( Note:
This option should be selected if you want to use the macros.

	More Info
	· The Microsoft Excel Help window is displayed with a detailed description of Macros.
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Class
Exercise

1.
Open the file called MacroSamples.xls. Notice the Microsoft Excel macro virus protection dialog box.

2.
Select Enable Macros.

3.
Disable the macro virus protection dialog box using the steps below.

Disabling Excel's Virus Protection XE "Virus Protection:Disabling" 
Use the steps below to disable the macro virus protection dialog box after opening an Excel file.
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1.
Choose Tools – Macros – Security from the menu.

2.
Click the Security Level XE "Security Level"  tab.  The dialog box illustrated at the right is displayed. 
3.
Select the Low option.

4.
Click the OK button to apply the change.  The macro virus protection dialog box is no longer displayed when opening Excel files containing macros.
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Exercise

1.
Close the MacroSamples.xls file.

2.
Open the MacroSamples.xls file. Notice the virus protection dialog box isn’t displayed.

Running Macros XE "Macro:Running"  

Macros can be run in one of three ways.  Use the information that follows to try each method.
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Warning!

Macros CANNOT be undone after they have been run.  It is always a good idea to save your file BEFORE running a macro.

Macro Dialog Box XE "Macro Dialog Box" 
Use the steps below to run a macro with the Macro dialog box.
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1.
Choose Tools - Macro - Macros from the menu.  The dialog box illustrated at the right is displayed. 

2.
Do one of the following to run the macro. 

· Click the macro name you wish to run.  Click the Run button.


· Double-click the macro name.
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Exercise
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1.
Highlight cells B6:D6 in the Product Sales worksheet.  

2.
Run the FormatText macro using the Macro dialog box. 

Keyboard Shortcut XE "Keyboard Shortcut" 
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Press the appropriate combination of keys to make a macro run using an assigned keyboard shortcut. 

( Note:
Creating and finding keyboard shortcuts is covered later in this class.

Objects Assigned to Macros XE "Objects Assigned to Macros" 
Use the steps below to run a macro that is assigned to an object or picture.
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1.
Place the mouse over the object.  The mouse pointer changes to a hand. 

2.
Click the object once to run the macro.

[image: image13.png]Macro name:
Moo
Shartcut key: Store matro i

o] | [thisworkbook [+

cripton:
Wiacra recarded 6112/

[Personal Macra Workboak
ew Workbook





Class
Exercise

1.
Highlight cells A7:A12 in the ABC Company Update Sales [image: image14.png]


worksheet. 

2.
Run the FormatText macro using the keyboard shortcut, [Ctrl-Shift-F].

3.
Highlight cells B7:D12 in the ABC Company Update Sales worksheet.

4.
Run the FormatNumbers macro using the object named Format Numbers.

5.
Highlight cells A6:D12 in the ABC Company Update Sales worksheet.

6.
Run the CreateChart macro using the object named Create Chart.

7.
Close the MacroSamples file. Do NOT save changes.

8.
Open the ClassMacros file.

Recording Macros XE "Recording Macros" 

 XE "Macro:Recording" 
Planning Prevents Problems

The macro recorder records ALL keystrokes and mouse clicks.  It is a good idea to plan your macro before creating it.  You may want to do one or more of the following to plan your macro.

· Practice the steps you want the macro to record before you actually start the macro recorder.  

· Write down the steps used to create the macro.  You can use this as a “cheat sheet” or “script” when you record the macro.


· Make sure the Excel environment is set up just as you expect it to be when the macro used.  
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Hint!

· When recording or running macros for the first time, you should always make sure to have a "backup" copy of the workbook, just in case something unforeseen occurs.

· It is always a good idea to save your workbook before running or recording a macro.
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Warning!

Be careful selecting other windows or undo actions while the macro recorder is active.  Excel records these actions as part of your macro.

Macro Guidelines XE "Guidelines:Creating macros" 

 XE "Macro Guidelines" 
Keep the following guidelines in mind when creating macros.

Typing/Data Entry Guidelines XE "Typing/Data Entry Guidelines" 

 XE "Guidelines:Typing/Data Entry" 
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The macro recorder records ALL keystrokes and mouse clicks until you stop the recorder. 


· The macro recorder does not record any data in a cell until you complete the entry by pressing the [Enter] key.


· If you make a spelling error and have not pressed the [Enter] key, you can correct it without recording the error.  Excel records the final result, not each letter typed or deleted.


· If you make a spelling error and have pressed the [Enter] key, you can edit the error, but this makes the editing process part of the macro.  Every time the macro is run, the error will be made and corrected.  


( Note:
It is easy to edit the macro to correct spelling or typing errors in the VBA code after the macro has been recorded.  You will learn how to do this later in the class.


Name Guidelines XE "Guidelines:Macro Names" 

 XE "Name Guidelines" 
· [image: image18.wmf]Macros must have a unique name. 


· Macro names are limited to 255 characters.


· Macro names must begin with a letter.


· Macro names may include numbers and underscores [ _ ].


· Spaces are not allowed in a macro name.


· Words used as part of the VBA language should be avoided as names for macros.
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( Note:
If a name contains spaces or other illegal characters, the dialog box illustrated at the right is displayed after selecting the OK button in the Record Macro dialog box. 

Shortcut Key Guidelines XE "Guidelines:Shortcut Key" 

 XE "Shortcut Key Guidelines" 
· [image: image20.wmf]Shortcut keys can be assigned for all capital and lowercase letters.  If you could use all the letters, you could create 52 shortcut keys. 


· All capital letters are available to be assigned as a macro shortcut key.  Only the following lowercase characters are available—e, g, h, k, l, m, q, t, w, and y.


· Shortcut keys with capital letters are set as [Ctrl-Shift-letter]; while, lowercase letters are set to [Ctrl-letter].
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Description Guidelines XE "Guidelines:Description" 

 XE "Description Guidelines" 
· Descriptions are optional but serve as a reminder of when they were created and by whom.  This is helpful if you have more than one person creating macros. 


· It is a good idea to type a brief description of the macro so you or others can be reminded of its purpose.

Storing Macro Guidelines XE "Storing Macro Guidelines" 

 XE "Guidelines:Storing macros" 

Macros can be stored in one of three locations: This Workbook, a New Workbook, or the Personal Macro Workbook.  A description of each location is found in the table below. 

	Option
	Description

	This Workbook XE "This Workbook" 
	· Stored in the Excel file that is currently open and active.

· This is a good solution for macros that are workbook specific.

· The macros are available whenever the workbook is open.

· When the workbook is closed, the macros are no longer available.

	Personal Macro Workbook XE "Personal Macro Workbook" 
	· Stored in the Personal.xls file.  This is a hidden file on your computer.

· This is a good choice for macros that can be used with any workbook, anytime.

· The macros are available as soon as you start Excel.

	New Workbook XE "New Workbook" 
	· Excel creates a new workbook before the macro recorder begins recording instructions.  This workbook needs to be saved separately.

· The macros will be available whenever the workbook is open.

· When the workbook is closed, the macros are no longer available.


Macro Toolbar XE "Toolbar:Macro" 

 XE "Macro Toolbar" 
If the Macro toolbar is not available when you are recording macros, do one of the following to display it.

· Select View - Toolbars from the menu.  Click Stop Recording.


· Right-click an existing toolbar.  Click Stop Recording.

Recording a Macro XE "Recording a Macro" 

 XE "Macro:Recording" 
Use the steps listed below to record a macro.

1.
Open the appropriate workbook.

2.
Do one of the following. 

· Position the cursor from where you expect the macro to function.


· Select the appropriate range of cells to be affected by the macro.

3.
Choose Tools - Macro - Record New Macro from the menu.  The Record Macro dialog box is displayed. 

4.
Type a name in the Macro name text box. 

( Note:
Excel automatically names macros as macro#, where the # represents the number of the macro being recorded during the current session.

5.
Type a Shortcut key character if appropriate.

6.
Determine where you will Store the macro using the descriptions on the previous pages.  

7.
Type any additional Description information.  

( Note:
The description text box does have word wrap. Press the [Enter] key to force lines breaks in the description.

8.
Click the OK button to start the macro recorder.  The Stop Recording toolbar will be displayed as illustrated at the right. 


9.
Perform the steps you want the macro to record.


10.
Click the Stop Recording button in the Stop Recording toolbar. 

( Note:
Do not click the Close icon in the Stop Recording toolbar.  The macro recorder is still active, closing the toolbar becomes part of the macro.

Hint!

To change the user name that appears in the Description, select Tools - Options from the menu. Click the General tab.  Enter your name in the User Name box.


Class
Exercise

Record a macro that formats cells with bold, italics, blue font, word wrap and returns to cell A1 when formatting is complete.

1.
View the Product Sales worksheet in the ClassMacros file.

2.
Highlight cells B6:D6.

3.
Record a new macro called FormatText.  Use the information pictured at the right to complete the Shortcut key, Store macro in, and Description information.

Hint!

A capital F requires a [Shift] key combination.

4.
Perform the following steps.


· Click the Bold and Italics icons.


· Select blue from the Font Color palette.


· Choose Format - Cells - Alignment tab from the menu.  Turn on Word Wrap.


· Click cell A1.

· Stop the macro recorder.

5.
Highlight cells A7:A12.  Run the FormatText macro using the menu.  Notice where the cursor is located after the macro has been played. 

6.
Highlight A2.  Run the macro by pressing [Ctrl-Shift-F].  Notice where the cursor is located after the macro has been played. 

7.
Save the workbook.
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