










What is the purpose of a Macro?

 It contains an instruction or series of instructions that 
replace the user’s manual interaction. A macro could be 
called a robot.

 Once created it can be played over and over to eliminate 
repetitive tasks

 For very complex tasks this also eliminates human error, as 
it can be tested, then replayed flawlessly many times 
thereafter.



How do I create a Macro?

 Excel has a macro recorder. Using this, the user’s 
actions can be recorded and saved for future use.

 Or using Visual Basic(VBA) programming language 
the user can write the code that performs the user’s 
actions.

 Since the recorder creates VBA code, once a macro 
has been recorded it can be modified or enhanced 
via programming modification.

 Macros can also use any function in the Excel library.



Where do the macros reside?

 The macros that are created can remain with the excel worksheet. 
If so, then the worksheet must be saved as an XLSM file instead of 
a XLSX file.

 Macros can be saved into another worksheet which can be open 
and accessible to the user’s task worksheet.



To record a macro select menu item Developer



When ready to record select menu icon Record Macro



When ready to record select menu icon Record Macro



When ready to record select menu icon Record Macro



To find or execute Macros



1. Select to macro to work with
2. Select the action to perform



• Enter a new name to create a VBA macro
• Select EDIT to open an editor to work in
• Use the menu SAVE
• To run the macro open the Macros box select it and RUN



The AI copilot can produce typical program 
code for VBA macros

Just describe the task you would like a VBA
macro for

Copy the code and go to Macros – Create –
then paste code in




