[Not for Circulation]

Macros in Excel: Recording, Running, and Editing

This document provides instructions for creating, using, and revising macros in Microsoft Excel.
Simple, powerful, and easy to customize, Excel macros can save you time and increase your
productivity.

Overview of Macros

Are there common tasks that you perform over and over in Excel? For instance, do you often
apply the same combination of formats, or do you receive data every week or month that you
organize and analyze the same way every time? You can use a macro to combine all of the steps
in a task into a single command.

A macro records your mouse clicks and keystrokes while you work and lets you play them back
later. You can use a macro to record the sequence of commands you use to perform a certain
task. When you run the macro, it plays those exact commands back in the same order, causing
Excel to behave just as if you had entered the commands yourself.

In Excel 2007, macro tools are found on the Developer tab in the Ribbon. If the Developer tab is
not displayed,
(Ta
1. Click the Microsoft Office Button .
2. Click Excel Options.
3. In the Popular category, under Top options for working with Excel, check Show
Developer tab in the Ribbon.

Excel Options E]@
Popular ==
. "‘3% Change the most popular options in Excel.
Formulas
Proofing Top options for working with Excel
Save Show Mini Toalbar on selection
Lol ool L Do
Advanced ) N
Show Developer tab in the Ribbon
Customize
Add-Ins Color scheme: Blue v
Trust Center ScreenTip style: | show feature descriptions in ScreenTips A
Resources Create lists for use in sorts and fill sequences: | Edit Custom Lists...
When creating new workbooks
Use this font: Body Font v

Macro Security

As you are probably aware, macros from unknown sources can cause harm to your computer.
You can change the macro security settings to control which macros run and under what
circumstances when you open a workbook. Under all settings, if antivirus software that works
with the 2007 Microsoft Office system is installed and the workbook contains macros, the
workbook is scanned for known viruses before it is opened.
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1. On the Developer tab, in the Code group, click Macro Security.

;fc-!_e-: H9-¢-Q&E-s - Testxlsx - Microsoft Excel - = x
- - Home Insert Page Layout Formulas Data Review View Developer 'Q) - F X
%P Properties f J‘ Map Properties l_;ﬂlmpor‘t -'ﬁ
Q,'J\cfiew Code E ia.'j Expansion Packs =) Export IEE""‘?
n X Source . Document
5d=  H Run Dialog “¢ Refresh Data Panel
Controls XML Maodify
2. In the Macro Settings category, under Macro Settings, click the desired option. Please
note that any changes you make in the Macro Settings category in Excel apply only to
Excel and do not affect any other Microsoft Office program.
T B3
rdoins T Dwte ot mocos st nttston
. .. @ Disable all macros with notification
Q) Disable all macros except digitally signed macros
Macro Settings | © Enable all macros (not recommended; potentially dangerous code can run]
Bdemal Content L] Trust access ta the VBA praject object model
Privacy Options
3. You can also access the Trust Center in the Excel Options dialog box.
. (Pa
a. Click the Microsoft Office Button .
b. Click Excel Options.
c. In the Trust Center category, click Trust Center Settings.
Exce Options B
@ b i e oo R T O R
d. Click the Macro Settings category.
Trust Center 3]
E“‘"‘.' E”."““' ] ‘Trust access to the ¥BA praject object madel
Recording a Macro
Please note that navigation on the Ribbon is not captured in the recorded steps.
1. On the Developer tab, in the Code group, click Record Macro.
!'fﬁf:\l H9 c-Q&@E-$ - Testxlsx - M | - = X
- Home Insert Page Layout Formulas Data Review View Developer ‘QJ - 2 X
- |:__1 S Record Macro l |'_\|3'1 ¥ gf' Properties H _I Map Properties :]'—,]Impor‘t -lﬁ’
==| (=33 Use Relative References % = Q,'lj\fiew Code E fﬂ.'j Expansion Packs i, Export IEQ"?
Visual Macros Insert Design Source Document
Basic I\ Macro Security - Mod= B RunDialog “# Refresh Data Panel
Code Controls XML Modify
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2. Complete the Record Macro dialog box.

Macro name:
SortMame

Shortcut key:

Ctrl+5hift+ |5
Store macro in:

Personal Macro Workbook v
Description:

Sorts by Last Mame, then First Name.

[ OK ][ Cancel ]

a. In the Macro name box, enter a name for the macro.
i. The first character of the macro name must be a letter.
ii. Subsequent characters can be letters, numbers, or underscore characters.
iii. Spaces cannot be used in a macro name; an underscore character works
well as a word separator.
iv. If you use a macro name that is also a cell reference, you may get an error
message that the macro name is not valid.
b. A shortcut key can be assigned to run the macro. In the Shortcut key box, type
any lowercase letter or uppercase letter that you want to use.
i. Please note that the shortcut key will override any existing Excel shortcut
key while the workbook that contains the macro is open.
ii. For a list of CTRL combination shortcut keys that are already assigned in
Excel, see http://office.microsoft.com/en-
us/excel/HP100738481033.aspx.
c. In the Store macro in list, select the workbook where you want to store the

macro.
i. If you want a macro to be available whenever you use Excel, select
Personal Macro Workbook. Excel creates a hidden personal macro
workbook (Personal.xlsb) if it does not already exist, and saves the macro
in this workbook.
ii. You may also choose to store the macro for use only in the current
workbook or only in new workbooks.
d. Inthe Description box, type a description of the macro, if desired.
3. Click OK to start recording and perform the actions that you want to record.
4. When you are finished recording, on the Developer tab, click Stop Recording. You can
also click the Stop Recording button on the left side of the status bar.

(Do) 9~ Q&EE-s )+ Testxlsx - Microsoft Exce
]
—/ Home Insert Page Layout Formulas Data Review View Developer 24
= = 4= 25
ﬁ @ Stop Recording o + 2 Properties E + Map Properties 51 Import dﬁ e
= ==L el Use Relative References > G view Code ) Expansion Packs - Export — M 4 hgubmmiilieetl - Sheef2 - Sheef3 ]

Visual Macros Insert Desig Source - Document
Easic I Macro Security +  Mode T RunDialog @ Refresh Data Panel Readgl . I

Code Controls XML Modify
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Running a Macro
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1. On the Developer tab, in the Code group, click Macros.

A9 C-REHE 8 )
=
- Home Insert Page Layout Formulas
-zl Record Macro |T\-§'1

2. In the Macro name box, select the macro that you want to run. Then click Run.

Testxlsx - Microsoft Excel

Data Review View Developer

P Properties E ¢ Map Properties [G7 Import o-'ﬁ

[5l Use Relative References TS 2l view Code 2| Expansion Packs - Export =
= =
Insert Desigr Source . Document
i\ Macro Security +  Mode T RunDialog % Refresh Data Panel
Code Controls XML Modify

EPIX

Macros in: | All Open Warkbooks ~ |

Description

Sorts by Last Name, then First Name.

Cancel

Setting Up a Macro to Run from the Quick Access Toolbar

1. Click the Microsoft Office Button, and then click Excel Options.

A QE-s )+

&

Recent Documents
Mew
1 testxlsx =l
e iltering. =
2 Open 2 Sample Filtering.xlsx
o 3 Test2.xlsx =
4 Sample Pivat Tablexlsx i1 ||
bl s
5 Sample Pivot Table - Play.xlsx =
— & PivotData.xls |
H Save As P £
1 Sample Pivot Table - Done.xlsx 1= |F
& Sample Filtering.xlsx =
LE,}J Bint " |9 sample Budgetais =
Sample Charting.xlsx =
.{?
b Prepare  » Scholarships 0607 cohort acad review (2) Soph.., 1=
Freshman entered UIS 2007--with addresses a.. 1=
Q‘ Send  » Budget - Jan 2008.xls v
Budget.xls =
7 Publish  » Couplaa Changes.xl =
L Publis ouplaa Changes.xls
Mew_Students_FAQ.xls =
n Close Public Workshop Attendees.xlsx =
] Excel Options

[ Exit Excel

2. Click Customize, and then in the Choose commands from list, select Macros.
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3. In the list, select the macro, and then click Add.
Bxcel Options PX

Fopular

@ Customize the Quick Access Toolbar.
Formulas

Choose commands from: (- Customize Quick Access Toalbar: (i
Proafi
roofing [Mocros v [ For all documents (defautt -
Save
e i sare
>, PERSOMNALXLSBISortName “) Unde »
[ customize ] © Redo ’
T é Print Preview
Print
Trust Center Themes >
Resources §  Accounting Humber Format

4. To change the button image of the macro, select the macro in the list on the right, and
then click Modify.

&) customize the Quick Access Toolbar.

Choose commands fram Customize Quick Access Taslbar:
Frosfing Macras Fot all dacuments (default) v
Adwanced < Separator> i sve
b PERSOMALXLSBISortName 4 undo
customize o Redo
Add Ins
Trust Center
Reseurees

= ]

5. Under Symbol, click the button image that you want to use. To change the name of the
macro that is displayed when you rest the pointer on the button, in the Display name
box, type the desired name. Click OK, then click OK again to add the macro button to
the Quick Access Toolbar.

Modify Button

Symbol;

A0 A PP HGWMT ~
DEEASGENAR DN «
+F PO S BTR2LEQT
YEtoLZuMds0HLD
BELFTaefIOMO
O0O0O0O0O0O00 =@ 1k o
Y@M S8 6 %W
AAX vROUT &a Fis
PimSTIncdvan v

Display name: |SortByName |

[ oK ][ Cancel ]
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6. To run the macro, click the macro button on the Quick Access Toolbar.

@ ao o sam {a) .
= . e een This is the Display name,

== HRecord Macro B which is shown when the
=0 E Use Relative References -

Visual Macros
Basic I\ Macro Security

Code

mouse rests on the button.

Assigning a Macro to an Object, Graphic, or Control

Macros can also be associated with a graphic object. To run a macro by clicking an object,
1. Right-click the object, graphic, or control to which you want to assign an existing macro,
and then click Assign Macro.

A B = D E F
1 First Name Last Mame Street Address City State Zip Phaoi
2 |Lawrence O'Connor #1 CountryLane Mycity IL 88886 555-
3 |Peter Bates 107PumpkinlJZJJrive,AptC Mycity IL 88887 555-
4 |Susan Adler 123 Learning Y= floadoua L 5555 555-
5 |Madeline Jones  14STherryigg et C AT A & - ¥ g8ss 555-
6 |Timothy  Jones 1568 |Educa EIEE=EA-E - 555-
7 |Rebecca McElson 312 H T TMycity IL 88886 555-
3 Patricia Elliott 32 Isgbel # | cut 53355 555-
9 |Jennifer Lehman 411 ¥ 53 | Copy 55555 555-
10 Derek Codson 49 OakStreet | [ paste 44444 555-
11 Andrew Gentry 546 W Preside Edit Text ESBSS 555-
12 Matthew  Ackerman 5670 Main Stre| 2888 555-
13 Samantha Peterman 62 Oak Street = ' 4443 555-
14 |Joshua williams 7 Isabel Street| = " 55555 555-
15 |Eric Johnson 712 Apple Bou £ " haaaa sss-
16 |Elizabeth Jackson 8 Illinois Drivg i _Hyoerlink 3 555-
17 Robert Tilman SSOPorridg£ Assign Macro... 888 555-
18 Shawn Smith 901 Springfi Sef 2c Default Shape 444 555-
15 Terry Wilson RR1Box 234 |, . 555-
-;l__,J Size and Properties...
20 |Lucy Brooks RR 1 Box 7891 82888 555-
21 Andrea  Gilbert  RR2Box170 | Fermetshere. 8887 555-

2. In the Macro name box, click the macro that you want to assign. Click OK.

Assign Macro

Macro name:

PERSONAL  XLSB!Sorthiame e Edit

PERSOMAL . XLSB!SortName

Macrosin: | All Open Workbooks R

Description
Sorts by Last Name, then First Name.

3. Click the object to run the macro.
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Editing a Macro

Macros can be edited in the Visual Basic Editor, which requires expertise with Microsoft Visual
Basic. For those who are not familiar with Visual Basic, macros can be deleted and then re-
recorded.

To edit a macro in the Visual Basic Editor,

1. On the Developer tab, in the Code group, click Macros.
.'/I-:!_:-a el 9- u};@' $ = Testxlsx - Microsoft Excel - |
i |

x
Home Insert Page Layout Formulas Data Review View @ - = x

= | Record Macro '-?\' < [ Properties E % Map Properties [ Import
= 3l j 3 "] P

= L] Use Relative References 2 § = Q,i]\cfiew Code q.'j Expansion Packs =) Export =

Visuall Matros Insert Design X Source . Document
Basic] i\ Macro Security - Mode @ Run Dialog “¢ Refresh Data Panel
Code Controls XML Modify

2. In the Macro name box, select the macro that you want to edit. Then click Edit.

Macro name:
PER.SOMAL, XLSB! Auto_Open 5| Run

Step Into
Edit

Macros in: | All Open Workbooks w |

Description
Automatically formats

Cancel

3. The macro opens in the Visual Basic window and can now be edited.

4 Microsoft Visual Basic - Test.xlsx - [Module1 (Code)] [3[=1E3]

‘M Fle Edit View [nset Format Debug Run  Tools  Adddns  Window Help Type a question for help [ _ & x
EHE-H 4 aaA 9 > ouoa e %EY S @ nzcn _
[tGeneral) | [sortBylame =~

Sub SortByName () N

! SorcByName Macro
' Sorts by Last Name, then by First Name.

' Keyboard Shortcut: Ctrl+Shifc+3

ActiveWorkbook.Worksheets ("Sheetl”) .Sort.SortFields.Clear
ZctiveWorkbook.Worksheets ("Sheecl") .Sorc.SortFields.Add Key:=Range ("52:521"

, Sorton:=xlSortOnvalues, Order:=xlhscending, DataOption:=xlSortNormal
ActiveWorkbook.Worksheets ("Sheetl”) .Sort.SortFields.Add Keyi=Rangs ("A2:R21"

, SortOn:=xlSortCnValues, Order:=xliscending, DataOption:=zlSortNormal
With ActiveWorkbook.Worksheets("Sheetl”).Sort

.SetRange Range ("AL:M21")

.Header = xlYes

.MatchCase = False

.Orientation = xlTopToBottom
.SortMethod = x1Pin¥in

«Apply
End With
End Sub
i K fol[”|
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Deleting a Macro

1. If the macro that you want to delete is stored in the personal macro workbook
(Personal.xlsb), and this workbook is hidden:

a. On the View tab, in the Window group, click Unhide.
!'fﬁg H9 ¢ -Q&EE-$ @) - Testxlsx - Microsoft Excel

Home Insert Page Layout Formulas Data Re'\fiew Developer ‘@

D L Page Break Preview Ruler V| Formula Bar \_% & £ New Window [ Split R I % |

I:'u Custom Views V| Gridlines V| Headings E Arrange All Y FEH
MNormal| Page Zoom 100% Zoomto . Save Switch Macros
Layout |3 Full Screen Message Bar Selection || B Freeze Panesf (] unhide [ 414 Workspace Windows = -
Waorkbook Views Show/Hide Zoom ow Macros
b. Select PERSONAL, and then click OK.
Unhide
Unhide warkbook:
PERSONAL.XLSE
[ oK ] [ Cancel ]
2. On the Developer tab, in the Code group, click Macros.
;’Ii'@ B9 ¢ QaE- s @) - PERSONALXLSE Microsoft Fxcel =
- Home Insert Page Layout Formulas Data Review View Developer '@] - 7 X
# -zl Record Macro |'.\‘E'l M ﬁ Properties E _si— Map Properties :ﬂ[mpurt é'ﬁ
= B Use Relative References 2% o view Code & Expansion Packs = Export LE:}
Visug Insert Design Source Document
Basif i\ Macro Security - Mode T RunDialog “} Refresh Data Panel
Code Controls XML Modify

3. In the Macro name box, select the macro that you want to delete and click Delete.
Please note that deleting a macro does not undo its actions.

Macro |E|r>__<|
n

Macro name:
| R
Sorthame
Step Into

)
i

SortName

Options. ..

Macros in: AI\O en Workbooks v|

Description

Sorts by Last Name, then First Name.

Cancel
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