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Introduction to this workshop

This workbook is used in a two day workshop "VisBakic for Finance" conducted
internationally by Tykoh Training. Seevw.tykoh.comfor more information about
the workshop.

Visual Basic is part of most Microsoft Office apggations and is a powerful - but
often underutilised tool. With it you can:

Automate routine work and save the time and troobldoing the same thing
over and over

Increase work efficiency by making shortcuts fomooon tasks

Customize Office products to your needs by extemdinchanging those
products' functionality

Integrate workflows across Office applications
Increase the "wow-factor" of your developed appiazs

The intended audience for this workbook is the Bsoft Office "power-user" who
wants to exploit the power and potential of VisBakic.

Visual Basic has many features and new users cdaurged by its size and scope.
This workbook - and the workshop in which it is dsettempts to focus on those
parts of Visual Basic that are the most immediatesigful for business and finance.

We study Visual Basic applications in Excel, Wddditlook and PowerPoint -
individually and in combination. Most of the emplsathough will be on Excel.

Excel 2007's user interface changed significamtynfExcel 2003's. The underlying

Visual Basic however remains much the same. Bwlirkshop we use the 2003
version of Office.

In this workbook we use special symbols for paticpurposes. The following
symbol represents an action you need to take.

j An action to do.

You can tick in the action bcl:lwhen you've finished the action so you can easily
keep track of what you're up to.

The following symbol is a question you need to agrsw

_ A question to answer.
Question
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And this symbol is an Exercise you're asked to do.

_ An exercise to carry out.
Exercise

Some of the exercises are followed by answersamswer section looks like this.

#ANnswer

The answer section will be blank. However, theksbop presenter's version of these
notes will have the blank sections filled out aneiyt will be revealed on-screen at the
appropriate time in the workshop.

In working through this book you'll frequently nednavigate to certain menu items.
The notation we use for menu navigation is like:tfiools | Macro | Record New
Macro. That means you should select the "Toolgiumitem, then the "Macro" sub-
menu item and then the "Record New Macro" sub-sehtmtem.

In these notes we sometimes refer to a referemeadgheet. The spreadsheet is
Tykoh-VBA-Reference.xls and is downloadable framw.tykoh.com/xls/Tykoh-
VBA-Reference.xls

You have been provided with a number of exercigs find those are all in the folder
C:\Program Files\Tykoh\Courses\Visual Basic fordfice. You will have a shortcut
on your desktop named "Visual Basic" that will retf@the preceding folder. At the
conclusion of the workshop you'll be given the madeswers to the exercises.
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Macros and Add-Ins

Introduction to Macros and Add-Ins

Macros are a central part of Visual Basic. A masra set of actions within an Office
Application. The action can be relatively simple: print a page; or it can be
complex: For example to extract information fromexcel workbook and put a
summary into a Word document. Macros can be "cextirand "played back". Or
they can be written. Or a combination of the two.

In this section we look at Macros and see how Hreycreated, where they can be put
and how they can be shared. We also introducearssaurity.

Macros in a personal workbook

Some macros may benefit a group of people. A méaiformats a chart to a
"company style" for example is of common benefdther macros however might
have a more personal nature. Such macros can hetpat special Excel workbook
named Personal.xls.

In the following sections we'll look at how to sgt and maintain Personal.xIs.

We'll begin by looking at how we can add keybodrdrguts to Personal.xls. A
keyboard shortcut consists of the Ctrl key togettién another key. The shortcut
represents a useful set of Office actions. Formgte, the Ctrl and f keys (Ctrl+f
together) might format a cell or part of a documehhe actions associated with a
keyboard shortcut can be recorded. The set ofdedaactions is a "macro”. And the
macros in Personal.xls can be a store of usefufragdently used actions.

You may or may not have Personal.xIs on your Hgou don't have Personal.xls
the easiest way to create it is to record a machat is what we will do next.

Recording a keyboard shortcut

We'll record a keyboard shortcut Ctrl+r to settdsd red in whichever cells are
currently selected.

We'll begin by initialiasing the worksheet befotaring the macro recorder.

Open Excel.

Select a cell and type some text intovMake sure you don't
change which cell is selected while you do the foling
steps.

Next we'll start the macro recorder.
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Select Tools | Macro | Record New Macro

You should see something like this.

Macro name:
przcros ]
Shortout key: Store macro in:

Ctrl+ Personal Macro Workbook A
Description:
Macro recorded 14012002 by tykah

Ok ][ Cancel ]

Set the macro name to SetCellRed

Set the shortcut key to r

Make sure the "Store macro in" choice is set tas®®al Macro
Workbook".

Your Record Macro dialog should now look like this.

Record Macro

Macro name:
SetCelRed

M shortout key: Store macro in:
Cirl+r Personal Macro Workbook W

N

CIESTTIae T

Macro recorded 14/01/2002 by tykoh

[ OK ][ Cancel ]

Press the OK button.

The macro recorder is now on and will record alfyadir actions in Excel.

Next we'll perform the Excel actions we want reeatd

Set the text color of the selected cell to red (ensikre not to select an
other cell though).

The last step in recording is to stop the macronazr.
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Select Tools | Macro | Stop Recording. Alterndyiygess the stop
recording button.

You have now recorded a macro and linked it tokindoard shortcut Ctrl+r

Running a macro - from a keyboard shortcut

You now should be able to run the recorded macrosiyg the keyboard shortcut
Ctrl + r to set red whichever cell or cells areestétd. You could set the colour of a

single cell, a single block of cells or a set dfatent cells. We'll do the last of these.

Put text into several cells.

text
more text

mare again

] |en s o]

here too |

Hold down the Ctrl key and then successively sdleetells you typed
in earlier.

Your selection should be grayed

A | B |
|1 [text
2
=R mare text
| 4 ]
5 |mare again
6
| 7 [here tog |
i
Press the Ctrl + r keyboard shortcut and the teatliof the selected
cells should turn red.
A | B |
1 |text
2
3 miore text
4
5 |maore again
6
7

_ In a similar way to before record a macro to setdirrently
Exercise | selected cells to bold font. Name the macro SetBaH give it
a keyboard shortcut Ctrl + b.
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_ Also record a macro to set the currently selecdis ¢o italic
EXxercise | font. Name the macro Setltalic and give it a keydcshortcut
Ctrl +i.

_ Last, record a macro to set the text colour to tivatic".
Exercise | Name the macro SetAutomatic and give it a keybshaitcut
Ctrl + a.

_ After you have recorded the macros try them outcretk that
Exercise | they work as they should.

Changing a keyboard shortcut

Sometimes you might want to change a macro short¢ati might, for example,
have a macro "SetCellRed" whose name you wantdogdhto "SetCellTextRed".
You might want to do that so you can add anothermkater "SetCellPatternRed".
In this section we'll show how to change macro &hubs after they have been
recorded. We'll show how to do this with our earlbetRed macro. We'll first
change the keyboard shortcut that runs the maatahem we'll change the name of
the macro.

We'll change the shortcut key that sets a celfnaa Ctrl + r to Ctrl + R.

Select Tools | Macro | Macros.

A dialog box should appear which lists all of thacros currently available

Macro @ @

Kot e e

[seiCelRed

|setcellautomatic |

|SetCellBold ’
|

Macros in: All Gpen Workbooks v |

Description

Macrao recorded 19/05/2009 by tykoh

Select the SetCellRed macro and then press the@pbutton.
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Another dialog will appear showing the Macro Opsion

Macro Options §|

Macro name:
PERSOMAL.XLS!SetCellRed
Shortcut key:
coi+ 2|
Description:
Macro recorded 21/01/2009 by tykoh ‘

l OK ][ Cancel ]

You can now change the macro shortcut key and ig¢iscr.

Press the Shift and R keys and the macro optiolhsipdate to show
the new shortcut

Macro Options g|

Macro name:
PERSOMNAL . XLS!SetCellRed

Shortcut key:

Ctri+shift4| R |

Macro recorded 21/01,/2009 by tykoh

I OK. ][ Cancel ]

If you wanted to, you could also change the maesscdption.

Press the OK button. Your macro should now hagendw shortcut.

Check the new shortcut works as it should

Changing a macro name

Next we will change the macro name. We'll makentiime more precise and

specific. We'll change the name from SetCellRe8dtCellTextRed. In order to do
this we'll need to edit the macro.

Select Tools | Macro | Macros to bring up the Matiadog.
Select the SetCellRed item and press the Edit butto
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An error message will appear ..

Macro name:

|PERSONAL X151 5etCelRed Run

FERSOMAL. XL5!SetCeallAutomatic i

PERSCMAL. ¥l 5ISetCelBald |

PERSOMAL. ¥L5/SetCelTtalic

'

PERSONAL XL5!SetCelRed e, |
|

Microsoft Excel

R ! : Cannot edit @ macro on & hidden warkbook. Unhide the workbook using the Unhide command.

Descripy
o

Personal.xls is a "special" workbook in that ihidden by default. To edit the macro
we will first need to unhide it.

Press OK on the error message dialog and then @aesel on the
Macro dialog.

Go to the main Excel menu and choose Window | Unhid

Window | Help

I Compare Side by Side with...

Hide
_| Unhide. ..

Freeze Panes

1Baok2

%

After you select Unhide the Unhide dialog box \aipear ..

Unhide workbook:

PERSCONAL XL5

l OK ][ Cancel ]

Make sure Personal.xlIs is selected and press OK.
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Excel will then activate the Personal.xls workbook.

E Microsoft Excel - PERSONAL.X1 S
iH) Ble Edt Vew Inset Formet Tools Data

Now we can return to our original goal of changihg name of the SetCellRed macro
to SetCellTextRed.

In the main Excel Toolbar select Tools | Macro chda.

Select the SetCellRed macro and press the Edit key

Delete

Macro name:
SetCelRed _ Run
SetCellAutomatic
SetCelBold
SetCellItalic
etCellRed _

[ ]

Macros in; Al ©pen Workbooks - |
Description
Macro recorded 21/01,/200% by tykoh

Options. ..

You should now see a screen that looks somethieghiis ..

& Microsoft Visual Basic - PERSONAL.XLS - [Module1 (Code)]

‘% Fle  Edit View Insert Format Debug Run  Took  Adddns  Wndow  Help -8 x
: RESRCNT- N IO ST Tl o S )
- S “El igeneral) | [setceiirea -]

ERE]E ! Sub SetCellRed() -
-84 atpvbaen.xds (ATPVBAEN.XLA) '
1+-4# funcres (FUNCRES.XLA) ¥ SR R MaEs
=-&& VBAProject (Book2) s P e b el

=+ Microsaft Excel Objects Dy TyRO

B8] sheet1 (Sheet1)
-] Sheet2 (Sheet2)
- BF] Sheet3 (Sheet3)
t @ ThisWorkbook
- &% vBAProject (PERSONALXLS)
(=¥ Microsoft Excel Objects
. BF) Sheet1 (Sheet1)
i & @ ThisiWorkbook

= ggdﬂl-‘ll‘:;ulel 5§,Lu IJ
Properties - Module1 W E
Module1 Maodule
#lphabetic | categorized |

|{I"-Jame)

e ‘j

Selection.Font.ColorIndex = 3
End Sub

Expression Value Type Context

[elix
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This screen has several parts and we'll focus @paints in turn.

£
)

1+ & atpvbaen.xis (ATPVBAEN.XLA
# & funcres (FUNCRES.XLA)
= & vBAProject (Book2)
= 2§ Microsoft Excel Objects
- @ Sheetl {Sheet1)
@ Sheet2 (Sheet?)
. @ Sheet3 {Sheet3)
. @ ThisWorkbook
= & VBAProject (PERSONALXLS)
=5 Microsoft Excel Objects
. @ Sheetl (Sheet1)
- @ ThisWorkbook
=5 Modules

4% Module1 /
o

~

The highlighted area in the preceding diagrames'Broject Explorer” window. It
shows what workbooks and Excel Add-Ins are curyesttessible to Visual Basic.
In your PC or laptop there may be more or differgatkbooks and Add-Ins. Here
we'll consider only the workbooks listed in theqaeding project explorer. We'll
consider them in turn.

ATPVBAEN.XLA

This is a Microsoft provided Excel Add-In and cantaa number of advanced Excel
functions like XNPV.

FUNCRES.XLA
This is another Microsoft addin.
Book?2

This is the current Workbook Book2.xls. Visual Basan "see" three worksheets
within the Workbook

Personal.xls

This is the workbook that contains the keyboardtshits we defined earlier. Inside
that workbook are one or more modules and our kagbshortcuts will be in one of
the modules. The macro we are interested in -SKREd - is displayed on the right
side of the screen ..
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eneral) L] ISetCeIIRed LJ \
Sub SetCellRed() j
'M : e i 21/01/200% by tykeh
Selection.Font.ColorIndex = 3

End Sub

\_ V

== ] jﬂ

We want to change the macro name from SetCellR&&tGellTextRed.

Change the name from SetCellRed to SetCellTextRatle same way|
as you'd change a word in a document.

Next save the updated version.

Select File | Save in the Visual Basic menu

< Microsoft Visual Basic - PERSONAL.XLS - [Mod

% File | Edit View Imsert Format Debug Rur

|H Save PERSONAL.XLS Cirl45 |

Proje Impart File. .. cri+M |
=l Export File, .. Ctrl+E

+- & Remove Module ... i
igg Print... Ctrl+P
Close and Return to Microsoft Excel  Alt+Q

Next, close the VB window and return to Excel.

Then re-hide the Personal.xls window by selectingddw |

Hide.
Last, save your workbook and close Excel.

When asked if you want to save changes in the Rarédacro
Workbook click Yes.
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_ In a similar way as previously change the naméefmacro
Exercise | setCellltalic to SetCellTextltalic.

_ Write a macro from scratch and add it to the maahesady in
Exercise | personal.xls. Details about the macro are:

Name: SetCellTextPlum
Action: Sets selected cells' colour to a plum color
Shortcut: Ctrl+p

Hint: You may have noticed, when looking at the
SetCellTextRed macro, that Visual Basic refersaors by
numbers. The number for Plum is 54.

Create the macro by copying and pasting anotheaayr
existing macro and then editing it as necessary.

Moving your personal workbook from one PC to anothe r

Moving your Personal.xls from one PC to anotherlwarricky. One difficulty is that
Personal.xlIs's location can depend on how yoursPsetiup so it can be difficult
finding where it is. Generally Personal.xls wi im the folder C:\Documents and
Settings\<user name>\Application Data\Microsoft\&X¢LSTART but it may be in
another location. Also, the Application Data foldeay or may not be visible to
Explorer (depending on its settings). Sometimesetlare multiple Personal.xlIs's and
its unclear as to which is the actual one beingluSéhese problems exist both on the
source machine (i.e. the one you're copying fromd) the destination machine (i.e.
the one you're copying to). So it's not surprigimgt people can end up with multiple
Personal.xIs's when they attempt to move it from B& to another.

You can use the following technique to copy Perkgisa

On the destination machine record a dummy keybsiaodicut and
save it in the Personal Workbook.
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Record Macro El
Macro name:
|Dumm\; |
Shortout key: Stoce macroio:

Ctr|+|:| |Persnnal Macro Workbook w |
Description:

Macro recorded 9/05/2009 by tykoh

OK ][ Cancel ]

Press OK and then record a Dummy macro (e.g.ypstsomething
into a cell). Then stop the macro recorder.

Close Excel and, when asked to save the Persanfileslpress the
YES button.

Go to Windows Explorer and search for Personal.xls.

Search by any or all of the

criteria below

file name:

(==

& word or phrase in the file:

Look in:

|='.-n ACER (C:)

)

The search will return one or more Personal.xlIs's.

I

n Folder Date Modified Size | Type

i C:\Documents and Settings\tykoh.LP2\Application Data\Microsoft\Office \Recent 9/05/2009 £:53 PM 1KB_ Shortout
C:\Documents and Settings\tykoh.LP2\Application Data\Microsoft\Excel\XLSTART 3/05/200% 6:56 PM 13KBE Microsoft Excel Worksheet I
_]PERSONAL.XLS Recycle Bin 1/05/200% 9:50 PM 32KB Microsoft Excel Worksheet
@PERSONAL.XLS Ci'\Recycled 1/05/200% 9:50 PM 32KB Microsoft Excel Worksheet
@PERSONAL.XLS D:'\Recycled 1/05/200% 9:50 PM 32KB Microsoft Excel Worksheet
@PERSONAL.XLS (o) 21/01/200% 2:45PM 16 KB  Microsoft Excel Worksheet

Find the Personal.xls search result whose "Dateifiddd matches the
current date and time.

Look at the "In Folder" column for that search testhat is the folder
containing the active Personal.xls.

Now that you have found the folder on the destomaRC that contains Personal.xls

you can find

the folder on the source PC.

Repeat the process above on the source PC.

Close Excel on both the source and destination RXogy Personal.xlIg
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| from the source machine to the destination PC.

After you've completed the above steps the destim&C should have the same
Personal.xlIs as the source PC.

Macros in other workbooks

Personal.xls is a useful repository for personatnm&but it isn't suited for all macros.
Since Excel always opens Personal.xls when ExagkdPersonal.xls is best suited
for macros you'll always need - irrespective of ethother workbook(s) you have
open. If, for example, you always want to usetih format a cell then the logical
place for the macro is Personal.xls. But if yoedhenacros that are project or
workbook specific then it's best those macros aterpother workbooks.

Another reason for putting macros into other wod#mis when you want to share
those macros with other users. By its nature paisds is an individual resource and
isn't designed for sharing with others.

In the following section we look at putting macri® other workbooks.

Suppose we occasionally print Excel reports. Banesof these reports we want the
footer to have a certain format. (The footer ithatbottom part of each printed page
and is usually shown in a lighter, gray, colow\e want to record a macro - call it
SetStandardFooter - that will set the footer forfoaus: The left part of the footer
should show the date, the middle section the ndrtteed/Norkbook (and its folder)
and the right part of the footer should show thgepaumber. We want to record the
macro into a workbook that we'll name GeneralMagitss In the following sections
we'll show how to do this.

Before recording the macro practice setting theégiooTo set the footer:

Select File | Page Setup | Header/Footer and firessustom Footer
button. The following dialog box should appear.
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Set the footer in the format described earlierddatieft section,
pathname and file in the middle section and pagebau in the right
section). Do that by left mouse clicking in onetlud three footer
sections and then pressing one of the buttons above

The dialog should look like the following when ybave finished.

Press the OK button.

Select File | Print Preview and verify that thetéwappears as
should.

Close the preview window.

Next, remove the footer. To remove the footer bbagk the
footer dialog and manually remove the contenthefieft,
centre and right sections.

Now that we know how to set up the footer we'lloreca macro to do the same.
Then, later, we'll be able to play the macro back.

Recording and running a macro

We'll begin by recording a macro to set the footer.

~—+

Select Tools | Macro | Record New Macro.

In the Record Macro dialog make sure the Macro niarset to
SetStandardFooter and "Store macro in" is sethis"
Workbook".
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