Chapter

16

Using Macros and Buttons

Microsoft Excel allows you to record the steps that you carry out within a spreadsheet.
These recordings are called MACROS and they can be played back as often as required.
You can assign a shape to represent a MACRO. In this way the user of the spreadsheet can
simply click on the shape (button) to play back the MACRO.

Using a Simple Discount Table

To see how MACROS and BUTTONS work a simple discount system for a retail store will be
set up. It offers discounts of 5%, 10% or no discount at all depending on the time of year.

A Opening a Sample File

1 Load Microsoft Excel or close the current file.

2 Click on the OPEN icon in the QUICK ACCESS TOOLBAR or from within the FILE tab,
access the CHAPTER 16 folder of the EXCEL 2010 SUPPORT FILES, load the file:

Macros

and select YES to the READ-ONLY dialogue box.

B Setting a 5% Discount Macro

The first macro will add 5% discount in the DISCOUNT ALLOWED column.

Sfl)mpl':lln g Department Store

(1 Open the VIEW tab in the RIBBON,
click on the arrow at the base of the
MACROS icon and select RECORD
MACRO to open the RECORD MACRO
dialogue box.
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Record Macro

Macro name:

(2 In the MACRO NAME box enter:

!Discuunt_SJJercent <=

Shortcuk key:
s | |

Skore macro in:

| Discount_5_percent

iThis Workboolk

Description:

3 Click on OK and the recording will
commence.

[8].4

Cancel

NOTE:
such as %, *, etc.

MACRO names cannot have spaces or contain mathematical symbols

@9~

DEl=

Macros [Read-Only] - Microsoft Excel

Home Insert Page Layout Faormulas Data Review View Add-Ins
£ 222 [ Farmula Bar '--1; _'ﬁ '_EEJ _ﬂ E ]
iNormaI Page Page Break | Custom Full [¥] Gridlines [¥] Headings Zoom 100% Zoomto Mew Arrange Freeze |
| | Layout  Preview Views Screen - Selection | Window Al Panes~ L_
Workbook Views Show Zoof
> o T 4 Move the cursor to cell C9 and enter
A B | ¢ | D the formula:

Discounted Iltems

1-Nov-10

=~ | L (po

Normal

Selanything Department Store

Discount

=IF(B9<>""5%,")
and click on the ENTER button.

Jiscounted

40

& | Price Allower’ Price

9 [Car Alarm 5450.00 ; §427.50

10 |Lounge Suite 51,550.00 005 5147250 ;

B oo v oo 00 - 5 Fill the formula down to ce!l C17 as
12 |Video Recorder $595.00 005 5565.25 we may want to add more items to
13 |Air Conditioner §3.525.00 005| 5334875

4 the table at a later date.

15

16

Bl P

18 W

NOTE

The formula looks to see if there is an entry in the cell to the left of the

DISCOUNT ALLOWED column. If there is, 5% is entered, otherwise a

blank space is inserted.
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[:” "~ JiEF= Magros [Head-Only] = Mitrosoft Excel = @ m

1
]
3 Discounted ltems
[
I3 1o 10 | ]
2 F
7
Mormasl  Discount  Discountnsd
8 Price  Allowed
5

3 o Al wam 0w sl 6 Click outside COLUMN C to remove
the highlight then click on the
MACROS icon arrow in the RIBBON
and select STOP RECORDING.

EH9--0E= Macros [Read-Only] - Microsoft Excel
Home Insert Page Layout Farmulas Data Review View Add-Ins

[ e . - = _ [ = HiaH

110 *| A A = ®~ =¢ Wrap Text Percentage LA N o=
— 53 copy - A i 3 hj
Pt S romatpaner B L U QA === FE EMeocaceter | § o[ o | 4| Condtions)
Clipboard I Font Alignment ) I ber
Lo | =IF(BI" 5%, TN
H

4 Selanything Department Store

2 4

&i| Discounted ltems

4 4

5 1-Nov-10

G 4

T . o

Normal Discount Discounted 7 Re_hlghllght CE”S C9 tO C1 7, Open

B — puice __aliowed = the HOME tab in the RIBBON and
9 |Car Alarm 545000 5% - X
10 |Lounge Suite §1.550.00 5%| s147250 format the cells to PERCENT with no
11 |Colour TV $995.00 5% $945.25 .
12 |Video Recorder 5595 00 %) $565 25 deCImaI places'
13 |Air Conditioner $3.525.00 5%
g
|15
16
B

18
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C Setting a 10% Discount Macro

A second macro to set a discount of 10% will be created in the same way as the 5%
macro.

1 Position the cursor at any cell other than cell C9.

2 Open the VIEW tab in the RIBBON, click in the arrow at the base of the MACROS
icon and select RECORD MACRO.

Macro narne:

' Discount_10_percent |

Sharkeuk key:
el | | (
L 3 Name the macro:
Skore maced in:

[This Workbook ¥ Discount_10_percent

Description:
and select OK to commence the
recording.

T

EH2-4-DE= Macros [Read-Only] - Microsoft Excel

Home Insert Page Layout Farmulas Data Review View Add-Ins

[ = | T = ] (3] —'} B |
I Rule 7 e )|

| W= | =l = der O FomuaBar | b ,_li;ﬁ

|Normal| Page Page Break ' Custom Full | [ Gridlines [Z] Headings Zoom 100% Zoomto | Mew Amange Freeze

| |layout Preview  Views Sereen . Selection | Window Al Panes~ L

Workbook Views Show Zoom
9 - fe | =IF(BI<"" 10%,") (
X 2 4 Set the cursor at cell C9 and enter

Selanything Department Store the formula:
=IF(B9<>",10%,")
and click on the ENTER button.

Discounted Items

1-Nov-10

Discount= 2
rrice

Normal Discount
Price Allowed

8
9 |Car Alarm

g 540500
10 |Lounge Suite 51,550.00 $1,395.00
Colour TV $995.00 5695.50
Video Recarder 5535 50 5 Autofill the formula from cell C9 to
Air Conditioner $3.172.50

cell C17.

I NOTE: A discount of 10% should now be applied to all the items. '
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2 dm- D= Macros [Read-Only] = Mirogoft Excel o
n Hume It Page Liyond Farmula Dats Ravima ’ el ]
) 0 =& aeens Q[T 0B 2 5 @D

Metmil Fage Pepelipad  Cumes  Full )l Giaimes J Headings Zeom  100% Zoemt: e Aprangt Freese

Lapourt  Preveew Views Sereen Setectinn - AN Pames+

| o4 - &

I A ] [ 7 E F G H ] ]

,

2

3 Ciscounted items

T-Now 10

[

’ g 6 Click outside COLUMN C to remove
8 Price  Allowed Price

3 Car Ko M W% 0500 the highlight then click on the

D Setting a No Discount Macro

MACROS icon arrow in the RIBBON
and select STOP RECORDING.

We also need a macro that sets the DISCOUNT ALLOWED column to zero when no

discount is to be given.

Record Macro

@5
Macro name:

| Ho_Discount o m—

Shartcut key:
Chrl+ ’T
Store macro ind
iTh\s Workbook.

Description:

(1 Start recording a NEW macro called:
No_Discount

then click on OK to start the
recording process.

EHA9-~-DS=
7Home

Page Page Break Custom Full
|Layout  Preview Views Screen

Workbaok Views

Insert Page Layout Formulas

!Nnrmal

Show

Data

[#] Farmula Bar ':5; —;ﬂ} E;E_;-‘ 7i| E Dil E

[¥] Gridlines [#] Headings

Macros [Read-Only] - Microsoft Exce

Review View Add-Ins

Zoom 100% Zoomto

Zoom

New  Arrg
Selection | Window

2 Move the cursor to cell C9 and enter

c9 -

B | FHEIO"0T) g

A

Selanything Department Store
Discounted ltems

1-Nov-10

Discount
Allowed
v -

Normal
Price

$450.00
51,550.00
$995.00
$595.00
$3.525.00

9 |Car Alarm

10 |Lounge Suite
11 |Colour TV

12 |Video Recorder
13 |Air Conditioner

[ P ey S
fole ||| &=

D

Discor.ed
Price

$450.00
$1.550.00
$995.00
$595.00
$3.525.00

4 theformula:

=IF(B9<>""0%,")
and click on the ENTER button.

3 Autofill the formula to cell C17.
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