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VBA 
= Visual Basic for Applications


= programming language


= accessible from all major Microsoft Office applications 

Macro
= set of instructions telling the MS Office application which commands to execute


= program written in VBA

You can create a macro by:

· writing the program yourself

· or by “recording” some actions and letting MS Office write the program for you

This document contains a macro. Put your cursor here and try  Alt+A

Examples of uses:
· speeding up routine editing or formatting

· inserting a table with specific size requirements

· reorganizing data in an Excel spreadsheet
Shortcut key:

If you want to set up a shortcut for your macro, go to Keyboard shortcuts for Word to check if the one you want is already reserved.
Recording a macro in Word

	To open the Record Macro window

      (Tools   (Macro   (Record New Macro

Give the macro a meaningful name (no spaces etc.)

We will not assign the macro to a toolbar or a keyboard, so don’t click either icon.

You can store the document as available to all documents, or just the current document.

Add to the description if appropriate.

(OK

Everything you do now is being recorded.
To stop recording
     (Tools   (Macro   (Stop Recording
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note: there are some things you can’t “record”, for example selecting multiple table cells, so be prepared to delete the macro and try again.
Using/running a macro

(Tools   (Macros   (Macros…   (the name you gave the macro   (Run

Deleting a macro

(Tools   (Macros   (Macros…   (the name you gave the macro   (Delete

If you get a security warning

(Tools   (Macro   (Security     In the security window, select a lower security.
Macros in Excel
Very similar to above. One difference is that you will be asked for a shortcut key. You can ignore this if you want – many of the shortcuts are already used by MS Office applications.
some examples …   - there are also examples in the slides for VBA

if in Excel, you select cell C9 and type in   =TODAY()                     

then the VBA macro code is Range("C9").Select

                                              ActiveCell.FormulaR1C1 = "=TODAY()"

if in Excel, you select cell F6 and type in   =SUM(F2:F5)

then the VBA macro code is       ActiveCell.FormulaR1C1 = "=SUM(R[-4]C:R[-1]C)"

if in Excel, you select cell F6 and type in   =IF(SUM(D2:D5)100,"big","small")
then the VBA macro code is       
ActiveCell.FormulaR1C1 = "=IF(SUM(R[-4]C:R[-1]C)100,""big"",""small"")"

Working with VBA code

(Tools   (Macro  (Macros…   (the name you gave the macro   (Edit
You may need to open the Project and Properties windows
(View   (Project Explorer

(View   (Properties Window

Stepping through VB code

Reduce the VBA window so that you can see what’s happening in the Word or Excel document.

(View    (Toolbars   (Debug

(anywhere in the code window to select the macro you are testing

(Step Into icon  
As you keep clicking the Step Into icon,  you can see each statement of code being executed and what the result is in your document

Absolute vs Relative references

The default is absolute reference – what happens does not depend on where you cursor is when you run the macro, and the results are always in the same place.  To code relative references, 
(Relative Reference icon in the recording toolbar.

Create a macro from scratch

In the VBA editor    (Insert   (Module  
Type in the full subroutine. 

________________________________________________________________________

Words of advice

- don’t work on two spreadsheets at the same time… you may accidentally change code for one spreadsheet when you meant to have it apply to the other one

- save often, esp. after you have got something working and before you start on the next step… and use Save As so that you can go back to previous versions if you get into trouble… for example if your first file is called A01Test.xls then at 1:30pm you Save As A01Test1330.doc, then an hour later as A01Test1435.doc, etc.

Finding and using some good macros

- there are lots of examples on the internet, just Google “vba macro examples”

- copy the code (from the Sub down to the End Sub statements) into your clipboard

- in your Excel spreadsheet: ( Tools ( Macro ( Visual Basic Editor

- in VBA:    ( Insert ( Module   to open a new blank module window

- paste the code into the module

- ( View ( Project Explorer

- ( View ( Properties Window

- in the Project window, select the new module

- in the Properties window, change the name to something meaningful

[optional:

- in Excel:  ( Tools ( Macro ( Macros…

- select your new macro, ( Options…  and enter a shortcut key]

- to run the macro in Excel:  ( Alt+F8  ( your macro name ( Run

Create a Form to capture input 

a form can be triggered from a command button (as above) or from a macro that has the statement UserForm1.Show in its subroutine  

in your Excel spreadsheet: ( Tools ( Macro ( Visual Basic Editor

in VBA:    ( Insert ( UserForm1   to open a new blank form

( View ( Project Explorer

( View ( Properties Window

select command buttons, text boxes and labels from the Commands Toolbox

functions in Excel and VBA

(1) get the function working in Excel first

(2) copy the formula to your clipboard and paste it into an unused cell, but prefix it with a space so that it’s text and visible to be copied

(3) create a macro for the same function, using the record macro feature, carefully typing in the formula you see on the screen

(4) look at the macro code to see what was created

(5) now you know how to program it!

Add a command button to your spreadsheet
- do this only AFTER you have created and tested the form that will appear when you click the button, and given the form a name
- do this only if you don’t mind the button showing all the time (incl. in hardcopy)

- in Excel: ( View ( Toolbars (Control Toolbox

- in the control toolbox:  add a command button

- right(  on the new command button   ( Properties

- in the properties window: change the name and the caption

- right( on the new command button again  ( Edit Code

- in the new subroutine, enter “UserForm1.Show” (use your own form name of course)

- in the control toolbox:  ( Design Mode  (this is a toggle switch used to enter and exit design mode… you must exit design mode in order to test your new command button)

