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/ .
Excel Versions

I'll be teaching from the Microsoft 365 version of Excel, and noting any
differences or limitations in the legacy versions of Excel. - Page Layvait

: : : : : : : = v [ ut —
The Future of Excel Legacy Versions g'b Calibri
b
Paste
¥ Format Painter B:i- G

Microsoft 365 Perpetual Licenses I demonstrate each technique at
Subscription-based version of Microsoft || Pay once for the software to least twice, first by way of
Office, which includes Excel. Use the use on a single computer. No ﬁ numbered steps in PowerPoint,
software on multiple devices, new new features added until you and then in Excel.
calculation engine, services and more buy a new license. Includes f
features are rolling out that will Excel 2021 I Handouts include PDF of today's
dramatically se.t this version apart from Excel 2019 loresentation along with an example
past Excel versions. Formerly known as Excel 2016 workbook that contains mast
Office 365. Excel 2013 examples I'll teach from.
www.microsoft365.com Excel 2010 and earlier

Email ask@davidringstrom.com if
| you haven't received the handouts.

| o e S8 B N B Y e N S B N e 8 T W SR S 0 I STV N I

References to Excel 2013+, Excel 2016+, and so on mean a feature is
available in all subsequent versions, including Microsoft 365.

| Related Articles

| Sheetl |
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“Macro Recorder Introduction

Select any cell within
a worksheet.

[
W 0~ O ;s W N e
==t |01 i) N Il il (S . :

Choose Macros from
the View menu.

ecord Macro... )-

HH Use Relative References

J~3-
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Record Macro

Macro name:

Shoricut key:
Ctrl=

tore macro in:

Type "Hello, world!"
and then press Enter.

H Arrange All
1] Freeze Panes ~ E

Window

Switch Macras
Windows ~ v

Macros
J

Macro

Macro name:

PERSONAL.XLSB!Heallg|
PERSONAL.XLSB!Hello

14)

Step Into

Edit

Create

N/

Hello, world! should
appear in another cell.

Delete

Options...
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Center Across Selection

A B C D

Format Cells

1<_f{e_port Title » } } 1

2 \Report Subtitle /]2 Number Alignment  Font  Border Fill Protection

3 | ¢ 5, P 3 Text alignment Orientation
4 Select the area you wish 4 | Horizontal:

3 | to center across columns. 5 \4 jCenterAuoss Selaction 'V“_ Indent:

6 - - - 6 | Vertical: 0 o

7| 7 |

8 | 8 |

9 | 9

-
=]

Center Across Selection

A B C D
] "Report Title
Review View Help Report Subtitle Data Review
p = A )

ab, Wrap Text

(e —"1
The text is centered across

the columns without
merging the cells.

= Merge & Center ~
3 e

| Click the Alignment Settings

i button, or press Ctrl-1.

To undo Center Across
Selection, select the cells in
1 question then choose Align Left.

W00 ~N O bW N

>UD

-
(=]

‘ Center Across Selection
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- Automating Center Across Selection

D

1 RepqrtTit_Ie
2 \Report Subtitle

N

1 Preselect the cells you wish to

5

format, so that the selection is

not included in the macro.

2)

Click the Record button or choose
View, Macro, Macro Recorder.

Shortcut key:
Ctri=

Center Acr

Click the Alignment Settings
button on the Home menu or
press Ctrl-1.

Allgnment

G | H

B C

Report Title
Report Subtitle

features as macro
names, also spaces
are not permitted.

hfma

region

Format Cells

Number Alignment Font Border Fill

Text alignment

Horizontal:

Vertical
Bottom

Justify distributed

the Status Bar becomes a Stop
Recording shortcut, and also
serves as a visual indication that
recording is in progress.
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I\/IanuaIIy Running Our New Macro

F H

Select any combination
of rows and columns.

W 00~ ay B W N -
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AOOtherRepoﬂTN

Another Report Subtitle

‘ Center Across Selection

Em -

=9

Sw:tch Macros
Windows ~ -

i Selection - Exceb

Review

New Window E s )

| Arrange All 1
Freeze Panes ~ i

Window Macros

.

The text is centered
across columns.

Another Report Title
Another Report Subtitle

Macro

Macro name:
PERSONAL.XLSBiCe nterTitle|

Step Into

Edit

Delete

Options...

Macros in: | All Open Workbooks v
Description
Automates center across selection,

Cancel

| Center Across Selection |
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Creating an lIcon for Our Macro

Touch/Mouse Mode

Z) v Commands. >

Show Below the Ribbon

Excel Options

General

E‘Eﬂ Customize the

Choose commands fr
2?? . Popular Commands
The Quick Access Toolbar
section of the Excel Options
dialog box appears.

Farmulas

Chart

hfma
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.5‘35 PERSONAL. (L\E"H-—Ho

Modify Button
Symbol:

EEEEEEE DE=EN
EEIIZJD_IEH'LD]A@E’

paces are permitted in
the Display Name field.

Customize Quick Access Toolban
For all documents (default)
- C
=] Save
Undo

Redo
PERSONAL.XLSB!CenterTitle

Customizations: Reset ~

Import/Export ¥ |

(11

oK Cancel
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Shortcuts for Running a Macro
= —} o - U

Yet Another Report Subtitl Help O Tell m,e\
12

. S
< | I New Window B | DO % =
st Select cells. ; A | o (v’j @

14 e, Switch Macros
15 | ) %
16

i7 Macro name;

=5 ':pensonm XLSB!CenterTitlel [2]

Step Into \

Edit |

Creats {
e ‘ Macro name:

PERSONALXLSBICH J8r!

Delete

the icon or tap Alt and then

type the number shown. - Description:

2 [ =N .
Macrosin: | All Open Workbooks Ll kutomates center across selection
(Shartcut Ctrl-Shift-C).

Description

YetAnotherReport Title
Yet Another Report Subtitle

Macro descriptions appear here.

| Center Across Selection l_
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“What are the Risks?

A B \ c | D ‘ E ‘ ‘ G \ H | I ‘ J ‘ K
When you run a macro, you can't undo any previous steps that you carried out. Save your work frequently!

Recorded macros are unable to make any decisions, so the macro recorder is only useful for simple but repetitive tasks.

|

Recorded macros can easily break if the user changes the name of a worksheet or modifies the structure of a worksheet.

| Keyboard shortcuts for macros can potentially override an Excel or Windows shortcut, such as Ctri-C.

O N O W s W N

In Excel 2007 and later, users can inadvertently remove macros from a file by saving in the XLSX format.
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“What is the Personal Macro Workbook?

iew Help £ Tell me what you want t
e T *am B split !f!
B | T 2zl
oom to New Arrange Fre
election | Window  All

If Unhide is disabled then you J

have not yet used the Macro
Recorder and do not have a
Personal Macro Workbook.

A B C D
1

1

I- Unhide ? X
2 |
3 || Unhideworkbook: -
4 |
5 |
6 |

|
A (3)
0] T - =

Sheet! | (&

hfma

region

i) PERSONA
De Home Insert Page Layout Formulas Data eview View Hel
~

The Personal Macro Workbook is a normal Excel workbook with some
special characteristics:

e It is created the first time you use Excel's Macro Recorder

e Macros can be used in any other open Excel workbook

* The personal.xisb file opens automatically when you open Excel.

e The workbook should remain hidden unless you're editing macros.

&F:
Sheet1 )
A B C D
()
4 licrosoft Excel
View

Do you want to save the changes you made to th

g * = split s ) = Personal Macro Workbook? If you click Save, the
F Hﬁ macros will be available the next time you start
—

3 (3 Microsoft Excel,
dlines \/fﬁ rrange Freeze
5 & All hide ' 7'} Save | Save All

Choose the Hide command atch for this prompt when you

after you finish working witht exit Excel, click Save to save your
the Personal macro workbook. 1| work, or Don't Save to discard.

. ns

Panes ~ Don't Save Canc
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Deleting a Macro

PERSONALXLSB ~ Macro ? X
; . @ Help O Tellme
/ ][ & |
Make sure that the personal § 4y = £ . :
i\ dterTitle P ﬁé‘i [ New Window [ Split 'k

macro workbook is visible. If TEEE stepinto | [
R 5 1 ; EArrange All
it isn't, choose View, Unhide, gomto | i :
. = 0 b Freeze Fanes » |
and then dick OK. S

o

Macro name:

Edit

Be sure to hide the Personal
Macro workbook back again.

Creats

Options...

y R@rom m =

1
bw @ Help 2.
3| Microsoft Excel X : -
Window [ D 7 Window [ Split
I eAll [AHide [

i L) o 3 5 o Do you want to delete macro Hello? s ) i Macros
ePanes» [ ] My Windows~ < 6 : ePanes~ [JUnhide [y W s Y
Window Macros A 7 6 No 1& el A 2 Boe

N 3 i Personal.xlsb should not appear
ol on this list unless you're
H ' J K = editing/deleting a macro.
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region

11 of 25


file:///X:/Examples/Blank workbook.xlsx
file:///c:/users/david/dropbox/images/805.snag
file:///X:/Examples/Blank workbook.xlsx

Slide ID: 810

Path to Personal Macro Workbook

= | This PC

Computer View

Type %appdata% and press
Enter in a This PC or Windows
Explorer address bar.

v » ThisPC » TISO026900H (C:

) 3D Objects A Name

: ?shop FileZilla

D Music

(! Pictures Viicrosoft Teams

& Videos Mirroring360
e 11S0026900H (C:} Mozilla

hfma
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T » ThisPC » TISO026900H (C:) < v <« TISP0Z6900H (C:) » Users

J) 3D Objects y Narme

= Pictures
B Videos

[ Desktop

", />
m Documents ¢ | | Excell5xlb

Double-click XLSTART. This
folder may not exist if you haven't
used the Macro Recorder yet.

Document Buildi

Forms . -
HTML Help m Videos

dw T1S0026900H (C: InputMethod Jw TIS0026900H (C:]

v P <« Users » david » AppData » Reoaming » Microsoft » Excel » XLSTART

30 Objects
[ Desktop

@ Documents
) Downloads
J\ Music

7] Pictures

A
~ Name

1" PERSONAL.XLSB

Excel launches any spreadsheets stored within the
XLSTART folder automatically. If you sharing or
moving your personal.xIsb file then save it in this
location on other computers. Make sure that you close

=

i TISO026900H (C

Excel before you attempt to maintain personal.xisb.
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Recording a Simple Contact Info Macro

Sl | \ | B | C | ,D | ,_A B 4 D‘m
(3) Questions}? Additional functionality?
The first character of a macro P dl,vid@amadv.wm

name must be a letter.

1
. 2 2
@ i No punctuation or spaces are i ) 7\ /\
Select cell A1. If you move the - permitted, butyou can use = Type two lines of text and
cursor after startmg'the recorder . underscores and numbers. = then select cells A1:A2
then your macro will always be Sl 3
tied to the cell that you click on. Record Magro 78\ 1 1 1
Macro name; _ Kg/OptionaI: Press Ctr-B, Ctrl-, and
| Ctrl-U to make the text bold,
Shorteut key: 1| italicized, and underlined. You can |
Cirl= 1| use keyboard shortcuts or menu
y: , A commands interchangeably while
@E‘m i recording a macro. Undo mistakes
tbersonal Macro Workbook > ' as you're recording to remove
Description: : those steps from the macro.
If the Macro Recorder shortcut [ L
. 17 |
doesn't appear here then =
choose View, Macros, and then g\

Click Stop Recording here
or on the Macros menu.

Sheetl | (@ 7 | @ el T
£ W Ready C‘ Count: 2

hfma 1
3 of 25
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Record Macro.
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A | B8 | ¢

| Contact david@acctadv.com

@Additional FunctionaE
7) /-

e macro starts out in the cell you
selected, but continues in cell A2.

1?
2

31
4]
s
3
8.
g

—
)
b

’ | sheeti | Sheet2 | (&
& Sub ContactInfo()

. We recorded the macro starting in cell A1, but
[INew Window B D f=‘,j : 77 71 when we pressed Enter the macro recorder
H Arrange All of | > ' captured A2 instead of "move down one row").

= = Switch Macros
& Freeze Panes~ [T] | oy | Windows ~ = X B ! "Ouestions? Additional Functionality?™
Range ("A2") .Select

ActiveCell.FormulaRIiCl "Contact david@acctadv.com”

Macro name: ) Range ("A1:A2") .Select

‘PED“%IAL.XLSB!ContactInfo election.Font.Bold = Tru
Bl 5 )iz iCanterTitle lection.Font.Underline

< PERSONAL XLSBiContactinfo ‘ Step Into Lon. Font.

hfma
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| Macro
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F fo - Excel B C D

'Questions ? Additional Functionality? \
uvid@acctadv. com

View Help O Tell me

HINewWindow (DD | : A tiny border indicates
H Arrange All 0 S | L that Use Relative
: References is on.

ype two lines of text and

SR o Panes - [ then select cells A1:A2.

Windc TH‘ View Macros
@ Record Macro..

" Use Relative References) =\ ”

.4 Optional: Press Ctrl-B, Ctrl-l, and |
Record Macro ' ! 13 Ctrl-U to make the text bold,
Macro name: Microsoft Excel italicized, and underlined.

6 JContactinfo -
ol =

Shortcut key: o Macro with name 'Contactinfo’ already exists. Replace existing macro? 16

Ctrl= | . ‘ =
_Store macro in: Cancel =

19

W 0O~ O B W e

7 Personal Macro Workbook

Description:

Types out contact info @

. | Sheetz | Sheet3 |

Cancel

hfma
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-

Playing Back the Re-Recorded Macro

A

Add a blank worksheet.

-

The macro functions properly now.

_Questions ? Problems? Additional Functionality?
ntact d«l!vi d@acctadv.com

Select any cell
other than Al.

W 00~ b WM -

o
=

W 00 N O b B WM -

.. | Sheets | Sheetd | | | Sheet1 | sheetz | Sheetz | Sheetd

Sub ContactInfo()

Use Relative References instructs Excel to record the
macro in a way that although cells A1 and A2 are

[T New Wind ik i
CINew Window  E referenced, the macro operates based on the active cell.

Hamangean [ @

B9 prasce pares= [0 B ActiveCell.Formy##RIC1 = "Questions? Additional Functionality?"
ActiveCell.Offset (1, 0).Range("Al").Select
ActiveCell.FormulaRiCl = "Contact david@acctadv.com"

 Macro name: ActiveCell.Offset (-1, 0).Range("Al:A2").Selsct

: WSONAL.XLSB!Contactinfo ._ Selection.Font.Bold = True
5 R Selection.Font.Italic = True

Macro

AS LS

q;pERSONALXLSé[contad(nfo ’ Step Into Selection.Font.Underline = x1UnderlineStyleSingle

End Sub

hfma

region
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Planning to Automate a Repetitive Task

hfma

region

l,
2‘
3
7
=
2
=
i
p

Lo aeeROl RN o

Abercrombie, Kristy

Remodel Bathroom .
Abercrombie, Kristy - Other

Total Abercrombie, Kristy

Campbell, Heather

Remodel

Total Campbell, Heather

Robson, Darci
Robson Clinic

Total Robson, Darci

Roche, Diarmuid
Garage repairs

Total Roche, Diarmuid

Violette, Mike
Workshop

Total Violette, Mike

TOTAL

Sheetl

D
'Dec 1-15,19

3,862:00
10.00
3,872.00

13,900.00

13,900.00

aalP

12,362.00

12,362.00

440,00
440.00

5,632:00
5,632.00

53,009.69

The report as it exports from
an accounting software.

13 |TOTAL
14 |

15

W 0 N v oBE W N

v

Abercrombie, Kristy
Campbell, Heather
Cook, Brian
Keenan, Bridget
Lew Plumbing - C
Natiello, Ernesto
Nguyen, Tuan
Pretell Real Estate
Robson, Darci
Roche, Diarmuid
Violette, Mike

/\

C
Dec1-15,19 * |
3,872.00
13,900.00
1,528.45
95.00
220.00
13,207.66
37.58
1,715.00
12,362.00
440.00

5,632.00
53,009.69

N

We'll create a macro that deletes the
detail rows and removes the word Total
from each line. The macro will also
automatically open the report
spreadsheet. We'll then create a button
on the screen for launching the macro.
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Accountmg Report Macro: Clean- Up

Insert Page Layout

Click Browse (or Computer
in Excel 2013) if needed.

" New Window = D
EArrange All ]

¥ —
W1 Freeze Panes = |

Wit Eﬁ View Macras

3 @ Record Macro...
UseR

e Relative References

E

Record Macro

Jdacro name:

eformatSaIesRepor‘f

Shortcut key:
Ctrl=

Store macro im:

INew Waorkbook

Descriptiomn:

WCondenses and reformats sales report,

ame; ‘ Sales By Customer Summary

Tools (1 2 i Open

hfma

region

W0 s O Wi &K W m

ed |
- Q

Press Ctrl-A, then press Ctrl-Cto
copy and then right-click and
choose Values (or Paste Special
and then Values) to eliminate
formulas fromthe report.

ress Ctrl while you select

columns A and C, and then

press Ctri-Minus to delete
both columns.

Toul Campbell, Heather 13,500.00
'Cock, Brian

Kitchen 1,528.45

18 of 25


file:///X:/Examples/Sales By Customer Summary.xlsx
file:///c:/users/david/dropbox/images/820.snag
file:///X:/Examples/Sales By Customer Summary.xlsx

Slide ID: 822

columns A and B to
widen the column.

Dec1-15,19

2 .Abércrombie, Kristy
Sheet1

Search

-] (Select All)
.| Abercronm

hfma

region

Equals..,

Does Not Equal...
Begins With..,
Ends With..,
Contains...

Joes Not Contain...

1

B
Dec1-15, ~

Custom AutoFilter 22

" Enter the word Total.

Show rows where:

%not begin with ) '

® aAnd O Or

h g

Use 7 to represent any single character
Use * to represent any series of characters

S ‘es By Customer
: Zk: Home

Select the remaining
rows, and press Ctrl-
Minus to delete them.

The rows with word Total remain.
Hidden rows are protected within
filtering data in Excel.

7 ETota atiello, Ernesto 13,207.66
8 }Total Nguyen, Tuan . 37.58
g fTotal Pretell Real Estate | 1,715.00
10 | Total Robson, Darci | 12,362.00
11 |Total Roche, Diarmuid 440.00
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Accountmg Report Macro: Text to Columns

Total Cook, Brian

Total Keenan, Bridget
Total Lew Plumbing - C
Total Natiello, Ernesto
Total Nguyen, Tuan
Total Pretell Real Estate
Total Robson, Darci
Total Roche, Diarmuid

\omer Summary - Excel

er Data Tools
G

hfma
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1,528.45
95.00
220.00
13,207.66
37.58
1,715.00
12,362.00
440.00

Sign in

What-If Fg
Analysis~

Forecas

Convert Text to Columns Wizal§
The Text Wizard has determing
If this is correct, choose Next,
Original data type
Choose the file type that be
goarate each field,

aces between each

-l otal Campbell He .
.I otal Cook, Brlaﬂ
.l otal Keenan,

Convert Text to (

This screen lets Y
Lines with arro
To CREATE 3

To MOVE a
Data preview

Convert Text to Columns Wizard - Step 3 of 3
This screen lets you select each column and set the Data
Column data format
() General
O Text
() Date:
iDo not import columnis_lﬁ_@

‘General’ converts
to dates, and all rg

MDY v

Destination: | SAS1

Data preview

Kristy
B
Dec 1-15,19

Only the customer
names remain.

M<
220.00
13,207.66
37.58
1,715.00
12,362.00
440.00

SO VERRE N

Cook, Brian
Keenan, Bridge!
Lew Plumbing -C
Natiello, Ernegto
Nguyen, Tuan
Pretell Real Estate
Robson, Darci
Roche, Diarmuid

~ v un

o

—t
o
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File

o

Home Insert

Arial

Page Layout

- A A

F. Borders

Dec1-1
Abercrombie, Kristy! 381 [

Campbell, Heather

3 ¥ | .
o b s — 00

T r———

Bottom Bordy¢
Top Border

Left Border

= @
Select cell B1 and press
Ctrl-U to add an underline.

220.00

13,207.66

37.58

1,715.00
12.362.00
I‘.t.l

6 ‘Lew Plumbing - C

7 | Natiello, Ernesto

9 |Pretell Real Estate

|
Y
3 [ Nguyen, Tuan \
|
10 |Robson. Darci |

Sheetl

hfma

region

Press Ctrl-Down to move to
the bottom of the column.

! 220.00
13,207.66
37,58

| Pretell Real Estate 1,715.00

in _}Pnb_e_on_!!?r_fi 12 2R? 0N
| Sheeti @

|Lew Plumbing -C
; Natiello, Ernesto

|Nguyen, Tuan

\ B
Dec1-15,19

The keyboard shortcut is critical

here, because if you click on cell
B13 with your mouse the macro
will always format that cell
instead of the total row which
could shift in the future.

=

&) Y\Lew Plumbing - C

7 \ Natiello, Ernesto

L g

Home Insert Page Layout

hoose Top and Double Bottom
border from the Borders menu.

220.00
13,207.66

Tell me

!=I

Help P2

Wi Tﬁ]‘ View Macros

Stop BecoréﬁnD,

12 1j\ﬁo!ette. Mike
i3 ITOTAL

— HH Use Relative References

21 of 25


file:///X:/Examples/Sales By Customer Summary.xlsx
file:///c:/users/david/dropbox/images/826.snag
file:///X:/Examples/Sales By Customer Summary.xlsx

Slide ID: 4022

Creating a Clickable Shape

Jpec1-15.19
Abercrombie, Kristy | 3,872.00
1\pben Heather |  13,900.00

/*

Close the accounting report
spreadsheet without saving.
We can now format it on
demand with our macro. The
workbook with the macro

Draw a rectangle, and then type

' a caption within the shape.

wmwmmuwm}—

should now be active.

——
o

Page Layout Formulas Dats

E& Online Pictures €7 3D
' B
ended Table Picttives

L bles Recently Used Shapes
ENN 14 @A
p/& N\ {

(@ Copy

Paste Options:

Lines

1]
2‘
3 |
4
3]
6.
7;
8.
9 |

Smart Lookup

\ B 5
PR
htma

region

|
=

Assign Macro

Macros in: | This Warkbook
Description

Condenses and reformats sales report.

U

You can now launch the
macro by clicking this button
instead of going through the

Macros command.

—

| Sheetl | (¥

W 0~ O U W N e
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/ aving Workbooks That Contain Macros

Kl save As
e v 1 B > ThisPC » Desktop v J) £ Search Desktop

= Spreadsheets that contain macros must be
[ This PC Hema saved as an Excel Macro-Enabled Workbook e
B 3D Objects (or the .XLS or .XLSB formats) otherwise your
- macros will get discarded.

[ Desktop v X

File name: | Accounting Report Macro

Save as typé ' Excel Macro-Enabled Workbook (*xlsm) -

Authors:  David Ringstrom Tegs: Add atag Title:  Add 2 title

Tools

Microsoft Excel
« -1+ B

The following features cannot be saved in macro-free w

Organize v New n + VB project
To save a file with these features, click No, and then chol_

3 Quick access
I Desktop

A~ ' '

J. To continue saving as a macro-free workbook, click Yes,

File name: [ Accounting Reportxlsx

Save as type: | Excel Workbook (*xlIsx)
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~Macro Security Notification Prompt

Home Insert Page Layout Formulas Data Review View Home Insert Page Layout

‘[ [%‘ Calibri 11~ A A = : Genenl . |nfO

« BIQ"_ &'Av

Accounting Report
Clipboard & Font P Alignment

— Desktop
! SECURITY WARNING Macros have been disabled, ;

~
A B c D | (> Upload | | |5 Share
e~

Click Enable Content to enable macros for
the current work session. Alternatively skip
this button and choose steps 1 through 4 to

permanently enable macros within this
workbook (this is a per-workbook setting).

1
2
3
4,
5.
6
7
8,
=

Py
o

b
—

Advanced Options
Select which active co
This content will be en
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Thank you for attending!

I'm happy to hear from you. In particular let me know if you did not
receive the handouts for this presentation.

David Ringstrom, CPA
L) ask@davidringstrom.com
] www.twitter.com/excelwriter
] www.linkedin.com/in/davidringstrom

Is there something you were hoping to learn today but didn't?
Please let me know. You can ask me anything about Excel.
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