Excel 2007-2013 Macro “How to’s”
· Plan a macro
· Identify all steps required to get from Beginning to End result
· If lengthy process, write them down
· Practice makes perfect so practice until comfortable with the entire process
· Record macro
· At least once, you must go to File, Options, Customize Ribbon, Turn on (Check) Developer Tab
· [image: ]Start Recording & Option: 
· [image: ]Icon on Status Bar beside Ready, 
· Developer Tab, 
· Once recording is turned on, almost everything is recorded; i.e., scroll left 10 times to see where to go next because you didn’t write it down or lost track of your place? It records “Scroll Left” 10 times even though it isn’t needed to finish the macro steps.
· Turn on “Use Relative References” when ranges can or will change.
· [image: ]Stop Recording
· [image: ]Icon on Status Bar beside Ready, 
· Developer Tab, 
· [image: ]Access macrosTo save the macro in the current file it MUST be saved as a
[image: ]
The macro will be lost if you save as in the  XLSX format.

· Developer Tab, 
· Alt + F8
· Create Quick Access Toolbar Shortcuts
· Create buttons on your spreadsheet to run macro
· [bookmark: _GoBack][image: ]VBA Editor
· Developer Tab,  
· ALT + F11
· Edit an existing macro in the VBA Editor
· Delete, change, and add lines of code
· Before actually Deleting lines, mark as Comment using an apostrophe ‘  before each line you think is unneeded and see if the macro works.
WARNING: When recording a macro, you can “undo” the steps recorded so you can test the macro. BUT once you run a macro, nothing cannot be undone. 
TIPS: Make a copy of your macro so you have a backup/starting point – just in case
Likewise, make a copy (copies even) of the sheet you want the macro to run on BEFORE testing and run the macro on it/them until it works as needed.
· Personal Macro Workbook
· If you have never used it before, you do not have one established yet
· Should be found in C:\Users\{username}\AppData\Roaming\Microsoft\Excel\XLSTART and always starts in Hidden mode when Excel starts
· Extension is XLSB and is known as a binary file; they run faster
· Macros are “always available” when stored here
· Moving a macro to your personal macro workbook
· Insert Module if required
· Cut, or Copy, and Paste using VBA Editor 
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