Create a MACRO to Format a
Spreadsheet

Create a Macro

* A macro can be created to complete spreadsheet set ups
with one click

* Freeze Top Row

* Wrap Text in the Header Row
* Justify column width
* Apply Filters

* Create it once and use it over and over
e Start by opening any FTE Report from the Data Collector
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Begin Creating a Macro

From the View tab, select the down arrow under Macros and

select “Record Macro”
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Record Macro Prompt
Set up the prompt

Last s

Enter a Macro name or leave as the
default value

Enter a unique Shortcut key value

Tip- enter a value that you don’t typically
use as a Ctrl command (don’t use values
such as Ctrl A, Ctrl C, Ctrl V, etc.)

Record Macro
last
last | Macro name:
Last ‘Macrol
Fast] | shorteut key: ta| |
'-‘“‘| L g — BIE
ast
- | Store macro jn: !:a~
ot Personal Macro Warkbook B al
last
Last Description:
l-ast
Js.t‘ -
Lasti . th
- ok AT Cancer | Ma
st L — x }tan

| ast Nam First Na Middle N040404 FTED-001FT0000 FTE Deta:

Select “Personal Macro Workbook”
from the “Store macro in” dropdown
menu then click OK
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Recording the Macro

* Macro is now recording
L. Ready status and a small square icon show at bottom left

31 040404 042222 | TW26248 Emis ID  Last Nam First Nan Middle N040404  FTED-001 FT0000
| |5z 040404 042222 ) XG70213¢Emis ID  Last Nam First Nanm Middle N040404  FTED-001 FT0000
23 040404 011606 | DD84801 Emis 1D  Last Nam first Nan Middle N 011606 FTED-001 FT0000
34 040404 011606 | LS693436 Emis ID  Last Nam First Nam Middle N011606 FTED-001 FTO000
35 040404 011606 | FL311036 Emis ID  Last Nam First Nar Middle N011606 FTED-001FT0000
36 . - ,
f7 Hovering over the icon will generate the message-
s “A macro is currently recording. Click to stop recording.”
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i 040404 13333TN 5 : : 1331 FIEC.00LE FIEQataCOMM  08/21/20 12/31/25 1 1
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. 040404 149888 | GM78917 Emis (D Last NamFirst Nan Middle NO51555  FTED-001 FT0000  FTE Detai CTVC 08/22/20 10/19/20 0.00191 0.00131
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Recording the Macro, cont’d

From the View tab, select “Freeze Panes” and

“Freeze Top Row”
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n HOME INSERT

PAGE LAYOUT

FORMULAS DATA REVIEW
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4040404 133333 | X1702135 Emis 1D Last Nam First Nan Middle N133333  FTED-001FT0000 FTE Deta COMM  08/21/20 12/31/25 1 1
5 040404 133333 | TSB09912Emis ID  Last Nar First Nan Middle N133333  FTED-001FT0000 FTE DetaiCOMM  03/02/20 12/31/25 0.05525 0.05525
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Recording the Macro, cont’d

From the Home Tab, select “Wrap Text”
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TR INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW
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Recording the Macro, cont’d

¥ M INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

| | Click on the triangle K Calibri S - K A T =D e g Tes Text

| 3 Copy - = i
between Column A and Paste G pame BT U Ve A = st o @ Mege&iCenter -+ 6

I- Row 1 to select the Chpvased Font Angnment

/|| entire spreadsheet Al S meToEsTIRN
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Recording the Macro, cont’d
“« . ” ur: ”
From the Home tab, select “Sort & Filter” and then “Filter
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Stop the

recording

Recording

£8 [UsUaUs Ulaaag
29 040404 011777
30 |040404 042222
31 040404 042222
32 |040404 042222
33 |040404 011606
34 | 040404 011606
35 |040404 011606
36

JAZZ3I564 EMIS 1D LastName FirstName WIaoie Name USISsS FIED-
MM3506602 Emis ID Last Name First Name Middle Name 040404 FTED-
K52624834 EmisID Last Name First Name Middle Name 051555 FTED-
TW2624834 EmisID Last Name First Name Middle Name 040404 FTED-

Click on the small square icon at the bottom left to stop the

The appearance of the icon will change and a hover
message will appear. “No macros are currently recording.
Click to begin recording a new macro.”
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Make the Macro a Quick Link

Select the Quick Link dropdown
arrow, then “More Commands”
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Make the Macro a Quick Link

Highlight your macro from

the list and click “Add”

The macro will move to the list on the right.
—| While it is highlighted, select “Modify” and

rwr Quack Ak crts Tordr briow the
RAbcn

T choose an icon that you like. Click Ok and Ok.
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Quick Link

New Quick Link now appears
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To remove the Quick Link, right click
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Save the Macro

* You can choose to save or not save your spreadsheet

* A second prompt will ask if you want to save the changes
made to your Personal Macro Workbook

betall COMM 07/01/2018 12/31/2500 0.427778 0.427778 i

¥ | Select Save so that the macro will be
~ || available to use on future spreadsheets
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Delete a Macro

Once a Macro is created a few extra steps are needed to
delete it if needed

e S DELIO L MACRG FTE Detal Report Copy s

HUOME [hSERT PAGE LAYOUT FORMULAS GATA REVIEW | JIEW l

From a new or existing spreadsheet [ Unhide [ 2 g

¢ [roesios i sevenss| pepSONALXLSB selected, click OK [T

040404 012664

Caneel

™ select “Unhide” from the View tab | sbide oot
Al . Jio RPTOEST RN :
|
by ol In the Unhide prompt with | |
=

TM5E425 Emis 1D Last Nam First Nan Middle NOL2663  FTED.O0LFTO000  FTE DotaiATS)
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040404 000444

Xi702135 Ermis 1D Last NamFirst Nan Middle N 133333 FTED-001FT0Q00  FTE Deta:COMM  08/21/20 12/31/25 1 1
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MN68131Envis ID  Last Nam First Nam Middle N 000444 FTED-001FTN000  FTE Deta: COMM  07/01/20 12/31/25 042778 0.42778
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Delete a Macro, cont’d
A blank spreadsheet named PERSONAL.XLSB will open

Macro T
Macro name:

Macral

Mugrol
Maiiad

select “delete”

Select “Macros” from the View tab, then in the
Macro prompt select the macro to be deleted

All Open Workbooks -

|-

When finished, close the Macro prompt and select
“Hide” and the PERSONAL.XLSB will close
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Quick Check

Macros are a quick way to
turn a multi-step process in
Excel into one click. Creating
a quick link macro does not
embed the macro into the
spreadsheet. This macro is for
use on the machine where it
is created.

* Are you able to record and save your
macro?

* Can you think of other instances where
a macro can save time?

* Are you able to find and manage your
macros?
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FTE Detail Report Subtotaling

s =
~|a o 7[7]7 |From the Data Tab choose Sort

FTE Detail Report Subtotaling

' Subtotal the FTE Detail Report

* Sort by SSID, then by Enroliment Start Date

|

| Sort by SSID, then select “Add Level”,
then sort by “ENRL START DATE”, then

|||||
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