Excel 2003 – Creating and running Macros
To use this handout, go to www.moritzlaw.osu.edu/technology/training and download the files listed under Excel Macros: first export.xls, addresses.xls, Macrocanned.xls and Macroproblem.doc
Creating a Macro:

1. Plan the steps for the macro.
2. Choose Tools-Macro – Record new Macro
3. Name the macro (must be all one word – no spaces allowed)

4. Give your macro a hot key.  (stay away from regular hot keys examples below)

a. Ctrl+C = copy

b. Ctrl+V = paste

c. Ctrl+X = cut

5. Decide where you want the macro stored.  If you store it in your personal workbook you can use the macro on all workbooks that you open on your computer.
6. Decide if you want the macro to be relative reference or not.

a. Relative Reference – will perform the macro on the rows and cells that you record the macro on.  If relative, then you must move your data you want to manipulate to that row and cell where the macro was recorded.

b. Non-Relative Reference – You can perform the macro anywhere in the workbook.

7. Go through your steps that you want to record

8. Click on the Blue Square on the Stop Recording toolbar to stop the macro

9. Play the macro back using the Ctrl key sequence.

Simple macro:

1. Open First Export.xls

2. Choose Tools-Macro-Record new Macro

3. Name this macro deleterow

4. Use Ctrl+B for the hot key

5. Store in This Workbook.

6. On the stop tool bar make sure the relative reference is unchecked.

7. Click on row 4 marker, choose edit-delete (to delete the row)
8. If box pops up, choose to shift cells up to move data closer together.

9. Click on the Blue Square to stop the macro recording.

10. Now test the macro by selecting several blank rows and pressing Ctrl+B.

Editing a macro:

1. If we had not pressed the relative reference we would only delete things in row 4.

2. However, we can edit the macro.

3. Choose Tools-Macro-Macros.

4. Click on the macro named deleterow and press the edit button.

5. The Visual Basic editor opens – see if there are any cell references in the macro, if so, delete them.

More Complex macro:
1. Open Addresses.xls

2. We are going to take the addresses that are vertically listed and put them horizontally in the second sheet in the file.
3. Choose Tools-Macro-Record new Macro

4. Name the macro address and use Ctrl+S for the shortcut key.

5. Place your cursor on the first name in the list

a. from row choose edit-cut

b. move to sheet2 row 1, column A and choose edit-paste

c. move back to sheet1 row 3, column A and choose edit-cut

d. move to sheet2 row 1, column B and choose edit-paste

e. move back to sheet1 row 4, column A and choose edit-cut

f. move to sheet2 row 1, column C and choose edit-paste

g. move back to sheet1, row 5, column A and choose edit-cut

h. move to sheet2, row 1, column D and choose edit-paste

i. now click on row 1 and choose insert-row to put a new blank row before your new address.

j. move back to sheet1 and highlight rows 1-5 and choose edit-delete to move the next address up to the correct row where our macro will work.

6. Press the Blue Square to stop the macro.

7. Now press Ctrl+S to move the other two addresses to the second sheet.

Running a packaged macro:

You may find macros on the web that you want to use rather than creating your own.

WORD MACRO:

1. Open Macroproblem.doc
2. Click on the middle link in the training site area titled Word macro.

3. Copy the macro from the web page.

4. Choose Tools-Macro-Visual Basic editor inside of Word.
5. Choose insert-Module and paste the macro NOTE:  Remember the macro name just to the left of the sub command.

6. Run the macro clicking on the run command, or choose tools-Macro-Macros and find the macro name and run it.

EXCEL MACRO:

1. Open Macrocanned.xls
2. Click on the third link in the training site area titled Excel Macro.

3. Copy the macro from the web page.

4. Follow steps 3-5 listed above under WORD MACRO
Some Notes:
1.  If you put a macro in your personal workbook, it may hide the file. To unhide the file, go to window-unhide and it will open up the workbook for you to delete the macro.

2. If the stop recording toolbar disappears, choose View-Toolbars-Customize.  On the Toolbar tab scroll down to Stop Recording and checkmark the box.

