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ODbjectives

At the end of this training session you should be able to:
Understand the purpose of a PivotTable;

Choose the correct data source for the PivotTable;
Choose the information desired on the PivotTable;
Alter Pivot Table layout;

Group and view data within a PivotTable;

Create a chart from a PivotTable;

Format a report from a PivotTable;

Understand the purpose of a macro;

© © N o 00 bk 0 DNPE

Plan out a macro;
10. Record a macro;
11. Run a macro;

12. Assign a macro to a button.
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PivotTable

What does a PivotTable do?

A PivotTable is an interactive table that
summarizes large amounts of information
and can be manipulated to show the data
from different perspectives.

Create a PivotTable

1. Open an Excel file.
e.g. Excel2007_M3.xlsm

2. Click within the data range that the PivotTable

will use.
e.g. cell Al, in the Data worksheet

3. On the Insert tab>Tables group, click on
PivotTable.

4. The Create PivotTable dialog box appears.

Check to see if the data source range is correct.
If necessary, make the corrections in the Table/

Range box.
5. Be sure New Worksheet is selected.

6. Click OK.
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—j Home Insert Page Layout
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|F‘i1.r-::|tTa|:|IEi Table Picture Clip Shapes §
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[ig] PivotTable llustrations
fi5 PivotChart - it |
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2 Abel g Elizabeth |T
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Choose the data that vou want ko analyze
(%) Select a table or range
Table/Range: | THEIIEIR RIS e 25
() Use an external data source. .

Zhoose where you want the PivotTable report to be placed

(%) Mew Waorksheet

() Existing Worksheet e
Location: R
0] 4 Cancel
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7. The PivotTable layout area is visible, along
with the PivotTable Field List and the
PivotTable Tools tab. Now you can manipulate
the data.

A. Row Labels are what the data is grouped
by. For example, grouped by campus.

B. Column Labels separate data into one
column for each record.

C. Report Filter separates the data into
subsets. For example, you can view
each campus individually, or view any
combination of the campuses.

D. ) Values are the fields that are summarized
in the PivotTable.

| PivotTable1

To build a report, choose fields
from the PivotTable Field List
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PivotTable Field List
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Choose fields to add to report:

[ JLastMame
[ ]Firsthame
[ IMiddleInitial
[]5treet
[city
[5tate

[ ]ZipCade
[ ]Exempt
[Jcampus
[ ]5alary

[ ]Gender
[]5tartDate

Drag fields between areas below:

W Report Filter 4 Column Labels
1] Row Labels = Values

[] pefer Layout Update
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PivotTable Tools Options Tab

Once you have created a PivotTable, a

new tab appears in the Ribbon. Click the
PivotTable Tools tab to bring up the
PivotTable options. The PivotTable Options
tab has commands for grouping, sorting,
adding/removing subtotals and formulas.
Some popular options are:

1. PivotChart is used to choose a professional
format for your report.

2. Show/Hide controls the visibility of the Field
list, +/- buttons in the PivotTable and the Field
headers.

3. Refresh Data updates the Pivot Table when
data from the original source changes.

4. Field Settings Dialog Box brings up the Pivot
Table Field Dialog Box. You can change the
field’s number format or choose a different
summary function (sum, count, average, etc.).

@5 Field Settings

5. The Options dialog box is where you can set
preferences for showing contextual tool tips,
layout, format and for showing the classic
PivotTable layout.

[ Options 'I & Fic

“ Options

PivotTable Tools
I Options Design

ZE B dy B % E ‘j’ﬁ

Clear | Select Mave PivotChart Formulas OLAP Field +/- Field
= 4 PivotTable * tools List 'Buttons'Headers

Actions o Tools Show/Hide

Excel I StudentFile.xlsm - Microsoft Excel

Data Review View Developer Add-Ins
% Group Selection || 4 Tﬁ 7 ﬂj i
?.'.l‘ Ay R |
A Ungroup I '_A
. - L] sort Refresh Change Data
€7] Group Field ‘q"lr - Source =

Group Sort e Data

N R A I D
L
Home Insert Page Layout Formulas

PivotTable Mame: | Active Field: =

R e
#= Expand Entire Field

PivotTablel Count of LastMam

& Options = || @ Field Settings = o0 oc CHTE FIEld

F‘im:utTe a Active Field

Divotiabieptions HE

Mame: |PivotTablel

aEE——————.

Printing Diﬁ._

Display
Shows expand/collapse buttons

Showe contextual boolkips

[] pisplav field captions and filter drop downs
] classic FivatTable layout {enables dragging of fislds in the grid)

Field Lisk
() SorkatoZ
() Sort in data source order

[ 0K ] [ Cancel




Hillsborough Community College - Professional Development and Web Services

Populate the PivotTable with A R Pvottable Field st =

1
2 Choose fields to add to report:
3
4 |BR-Brandon | E:S::ame
5 |DAO-District Administrative Offi rsame
1. To compare campus data, check the Campus oM Dae Moy e Do
. . . . . Street
box in the PivotTable Field List. It will L oty <+ ey
automatically appear in the Row Labels area 3_SPC-Sun Point Center [Istate
. . 10 |YB-Yhar [zipCode
and in the PivotTable. 11 Grand Total [Jexempt
12 /| Campus -
. . 13 [Csalary
2. Drag and drop the data you would like to view 14 2| | TJeender
. 15
into the >’ Values box. = [Jstartoate
17
e'g' Salary 18 Drag fields between areas below:
. 19 “W Report Filter H Column Labels
3. Now the PivotTable shows the total salary by =
campus. 22
P 23
gg 1] Row Labels X  Values
26 | Campus I | |
. A B iPivotTable Field List - ¥
Change Summary Calculation 1
g y § Choose fields to add to report:
. . [(LastName
4 15um of Salary )
1. The default summary calculation is Sum. To f m—— ot E;djxmn |
change the function, click on the field under )’ 6 DM Dale Mabry 583800 o
) X 7 |MacDil 156000 [lstreet
Values and select Value Field Settings. 8 |PC-Plant City 117600 | | |[Dow
9 |SPC-Sun Point Center 178800 [Cstate
10 | YB-Ybor 297300 [zipCode
c.g. Sum of Salary 11 | DAO-District Offices 34650 [JExempt
12 (Grand Total 207 \\Campus
13 | lsaiary ¥
14 =| |Jcender
15 [startate
16
17
18 Drag fields between areas below:
19 “W Report Filter “ Column Labels
20
21
22
23
24 1] Row Labels X Values
25 | Campus ~ | | Sum of Salary  ~
®  Values
Lo af Salary T

Move to Report Filter

Move to Column Labels

X Remove Field
G ﬂﬂ Value Field Settings...

'y
1] Move to Row Labels
it
x
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2. The Value Field Settings dialog box appears.
Select Average.

3. Click on Number Format to reformat this
column.

4. Click Currency and OK on the Format Cells
dialog box.

5. Click OK on the Value Field Settings dialog
box.

6. The PivotTable has been updated to show
averages of salaries that are formatted as
currency.

Activity

Create a pivot table from the Buccaneer attendance
data on worksheet Activityl. View Attendance by
Opponent. Which game had the highest attendance?
Lowest?

Seily= e lel Jaieyds

2x]

Source Mame:  Salary

Custom Mame:  |Average of Salary

Surnmarize by | Show values as

Summarize value field by

the data from selected Field

Sum
Counk

Max
Min
Product

Zhoose the type of calculation that wou want ko use o summarize

e

<]

MNumber Farmat 9 [ (0] 4 e Cancel ]

Hormatiells ﬂﬁi
Mumber
Category:
General Sample
uuifbEe:. $583,800,00
(CUPFEMCY
| #&ccounting i . :
Bt Decimal places; |2 E
Time Symbal: | $ v
| Percentage il m
| Fraction fegative numbers:
| Scientific (€1 23410
Text. $1,234.10
Special ($1,234.10)
| Custom (41,234,109

Currency formats are used For general monetary values.
align decimal paints in a colurn,

Use Accounting Formats to

[ ok || cancel |

Average of Salary

BR-Brandon $32.600.00
DM-Dale Mabry $32,433.33

MacDill $62.000.00

@ PC-Plant City $39,200.00
SPC-5un Point Center $19,866.67
YB-Yhor $33,033.33
DAO-District Offices $38.500.00

Grand Total $32,876.19




Hillsborough Community College - Professional Development and Web Services

Add Data and Pivot the Pivot
Table

PivotTables are good at quickly displaying
reorganized information. For example, to
see if gender affects salaries, we can view
the data by gender or we can pivot the table
to view the data by campus.

1. Click Gender in the PivotTable Field list box.

2. Now you can see a summary of salaries at each
campus, by gender.

3. To pivot the table to group salary by gender,
then campus, click on the Campus bar in the
Row Labels area.

4. Select Move Down from the drop-down list.

5. Now the campus salaries are grouped by gender.

A B iPivutTabIE Field List v x
1
g Choose fields to add to report:
oW els ¥ Average o a DLasiﬂamE
g = BR!_Br:nldun freres ssfz,ssolo.?o DFirsthame
5 = 532,600 00 [CMiddleInitial
7 | =DM-Dale Mabry $32,433.33 [street
8 F $39,800.00 [eity
E] M 5$28,750.00 [Cstate
10 | = MacDill 9 $52,000.00 [zipCode
11 M §62.000.00 [exempt
12| =PC-Plant City $39,200.00 |—| |#lcampus
13 F $39.200.00 []salary
14 | = SPC-5un Point Center $19,866.67 [+]Gender 9 -
15 F 523,900.00 [lstartDate
16 M 517,850.00
hill QVE Yhor $33,033.33 Drag fields between areas below:
13 :,1 Egggggg W Report Filter 7 Column Labels
20 | ©DAO District Offices $38,500.00 ‘
21 F 560.000.00
22 M 27.750.00
23 |Grand Total §32,876.19 Lcj RawLabels '“esfs
ampus jge of S5... *
gg I Gender
1] Row Labels T Valueq
LAMPYE. e il | | Average ¢
Move Down a
Row Labels | * | Average of Salary
=IF $37,290.00
BR-Brandon $32.600.00
DM-Dale Mabry $39,800.00
PC-Plant City $39.200.00
SPC-Sun Point Center $23,900.00
Y¥B-Yhaor $39.800.00
DAD-District Offices $60,000.00
-IM $28,863.64
DM-Dale Mabry $28,750.00
MacDill 552.000.00
SPC-Sun Point Center $17.850.00
YB-Yhor 529.650.00
DAO-District Offices 527.750.00
Grand Total $32,876.19
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Rename Data Fields in the
PivotTable

1.

As you manipulate your PivotTable, you may
want to alter the field headings. To change a
heading, click on the heading and type a new
title.

e.g. Change Average of Salaries to Salary
Average.

Remove Data from the
PivotTable

2.

To remove any field from the PivotTable,
deselect the field in the PivotTable Field List.
e.g. Campus

Re-select Campus from the PivotTable Field
List or click Undo to place the field back into
the table.

Report Filter

To view one of your category groupings at a
time, use the Report Filter feature.

4.

To view campus data separately, click on
Campus in the Row Labels area.

Select Move to Report Filter.

Now the data can be viewed by each campus
separately or all together. Click on the arrow in
B2 to select an individual campus.

e.g. YB-Ybor

To view all data again, click and drag Campus
back into the Row Labels area.

Row Labels ~ | Salary Average|
-IF $37,290.00
BR-Brandon e 532,600.00
DM-Dale Mabry $39,800.00
PC-Plant City $39.200.00
SPC-5un Point Center $23,900.00
YB-Yhor $39,800.00
DAO-District Offices 560.000.00
- $28,863.64
OM-Dale Mabry 528.750.00
MacDill $52.000.00
SPC-5un Point Center $17,850.00
YB-Yhor $29.650.00
DAQ-District Offices 527.750.00
Grand Total $32,876.19
Campus -
larv
[+]Gender
[ |5tartDate
1] Row Labels =
Gender - Salg
A Campus b
MMove Up
Move to Beginning
“F Mave to Report Filter
A B
1
2 |[Campus (AN} g
R e
4 BR-Brandon
5 DM-Dale Mabry
6 MacDill
7 PC-Plant City
3 SPC-5un Point Center
q YB-Ybor
10 DAQ-District Offices
11
12
13
14
15
16

] select Multiple Items

[ 0] 4 ] [ Cancel
H4 Row Labels
Gender -
Campus 7
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Group and View Underlying [7] Campus
Data [¥]salary
[]=ender
1. Let’s see if there is a hiring pattern related {v|startDate -
to time of year. De-select Gender and select '
StartDate from the PivotTable Field List. i B
Move StartDate to the top of the Row Labels 1| '
area. This will change the grouping of the data 2 |
from gender or campus to start date. 3| _
. o 4 Row Labels |~ | Salary Average
2. Each day a person was hired is listed down the 5 ] = 5/21/1982 | $20,000.00
left side. To group the dates by week, month or & DM-Dale Mabry = 520.000.00
quarter, instead of day, click on a date. 7 | =5/15/1995 $39,800.00
8 DM-Dale Mabry $39,800.00
c.g. cell AS 9 | =9/16/1995 $42,300.00
3. In the PivotTable Tools/Options tab>Group el SAZ,300.80
. 11| 23M31996 $52,000.00
group, select Group Field. 12 MacDil 522 00000
4. The Grouping dialog box appears. Select the 13 | 5511511398 $60,000.00
appropriate group and click OK. If the dialog 14 DAG-District Offices $60,000.00
box does not automatically appear, right click o RhE 339,100
Y appear, 1g 16 YB-Ybor 539,800 00
on cell AS and select Group. 17 =9/17/1999 §17.000.00
e.g. Quarters
T S HE R |89
h . PivotTable = Active | Group 1
If you would like to group by month, you Field -
should decide if it matters what year the month
is in. For example, all January entries will be AS up Selection
grouped together, even if they are in different & Hngroup
years. If the year matters, then select Month and 73] Group Field
Year. ;| =
= Group
O e Jﬂi

Auko
Starting at: | 5/21/19582
Ending at: | /1372004
By

Seconds
Minutes
Hours
Days

Monkhs
Years

[ Ok ][ Cancel ]

10
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5. Change Salary Average to Count, so we
can see how many people were hired at each
campus, during each quarter. Click on the
Salary Average under ) Values and select
Value Field Settings from the drop-down list..

6. Choose Count.

7. Click Number Format and select General.
Click OK.

8. Click OK.

9. Click +/- button next to the row label to show/
hide the summary of the count for that quarter.

10. Double click on any of the cells to show/hide
the underlying data.
a. Row Labels data will appear in the
PivotTable.
b. > Values details will appear in a new
spreadsheet.
c. Double click on Qtr1l. What happened?
d. Double click in the Count area. What
happened?

Activity
Use the PivotTable from the data on worksheet Ac-
tivityl. Add Date to the row fields area of the pivot

table. Which month has the highest average atten-
dance? Lowest?

x  Values

Salary Average *

Move to Report Filter
Move to Row Labels

Move to Column Labels

Remove Field

2 X ™ [ E <

Yalue Field Settings...

i

(el eI B ST L NES

Rx]|

Source Mame:  Salary

Cuskam Mame: | Counk

Summatize by | Show

values as

the data from selected
Sum

Average
Max

Min
Product

Summatrize value field by

Zhoose the kype of calculation that you want to use to summarize

Field

A
|
&

Mumber Formak 7

Cancel

Row Labels |~ | Count
+ Qtr1 ! 21
.Qtr2 21
% BR-Brandon 3

DM-Dale Mabry 12
SPC-Sun Point Center 3
DAO-District Offices 3
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Create a Chart

[Row Labels [-7] Count
= Qtr1 21
o BR-Brandon ! B
DM-Dale Mabry B
e | -
| i I
PivotChart| Formulas OLAP
o tools
Toaols
Inser). Charl. 21|
L3 Templates | Cnlunfn : : 7]
e L 3] 12 ol o) 89 33§
= Jnd| A |
I\ﬁ
& surface imes - - g g -
o e |l 7] (] |] i) 2] Y]
W Radar Pie
A o] o] [AR] [an] (o] %]

l Manage Templates... ] [ Set as Default Chart ]

1. Select a cell within the PivotTable.

2. Select PivotChart from the PivotTable Tools/
Option tab.

3. The Insert Chart dialog box appears. Select
your chart and click OK.

4.  Your chart and the PivotChart Filter Pane
appear.

5. Edit the chart title. Double click on Total and
type in Hiring by Quarter.

6. Use the buttons to the right of the Axis Fields
in the PivotChart Filter Pane to adjust the
amount of data displayed in the chart. Click on
the Start Date button and deselect everything
except Qtrl. Click OK.

7.  Now the chart and table only show the data for
Qtr 1.

Go to the Design tab to change the style of
your chart.
Hiring by Quarter

-]

5

4 ;

5 |

5 |

1 4 I . M Total

. BR-Brandon oM-Dale MacDill SPC-5un DAO-District

Mabry Point Center Offices
Qtrl a
Activity
Create a chart of the PivotTable data from worksheet
Activityl.

12

’ Total e
| 14
f }g
§| & E|L|5|E|E|S|2|8|5|E|8|%
o e (] =
B E SE|B|Z|laE|L|X|Ble|5|E
e e | o B clo| Ele2l2|lcs|B|O H Total
o o 3 om o 3 — o 3
z| § R Bl Z|lm|la|El = | @ g
: 2 =
| || 2|2 |E|E|lE = | B &
2 = 2“2 = o
o o o
=T =T =T
o (] (]
Qirl Qtr2 Qtr3 Qtrd

H

| PivotChart Filter Pane
Active Fields on the
PivotChart

“f Report Filter

1] Aodis Fields (Categories)
E_ﬂrtDate

Campus

7 Legend Fields (Series)

Z Values

Count
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Format the Report

PivotTable Tools

Design

When your PivotTable is showing the
information the way you would like, you
can select a report format. This will make
your PivotTable look more professional. You
can apply the cell styles or font from the
Home tab, or you can use the PivotTable

styles on the Design tab. To make sure =i |2 =| |=H | @ rowHeaders Banded Rows
your information will display properly in the T |
report, you should wait to select the format ¥ T°“';;wf’”°”t* Rows © —
until your table is just the way you want it.
Click back on the PivotTable worksheet. == ‘ 6

Subtotals|

1. Click the Design tab>PivotTable Styles group.

2. Select your format Lo

3. Use the arrows to the right of the styles to scroll ==
. . ==| Show all Subtotals at Bottom of Group
through more options. Click the bottom arrow ==

to see all the choices in one screen. :
. . . ——— Show all Subtotals at Top of Group
4. Other design options are row/column headings, —

subtotals/totals and the report layout.

6. Use the Subtotals menu in the Layout group to - | Off for Rows and Columns
show/hide subtotals or to select the location of
the subtotals.

5. Select or deselect options in the PivotTable
Style Option group to alter the chosen Grand
PivotTable Style. il

On for Rows and Columns

7. Use the Grand Totals menu in the Layout
group to show/hide grand totals or to select the
location of the subtotals.

0On for Rows Only

8. Use the Report Layout menu in the Layout £ | On for Columns Only
group to select the report form - compact,

outline or tabular.
Report e

Show in Tabular Form

Layout =
ACtiVity % Show in Compact Form
Create a report of the PivotTable data from worksheet == ) )
Activity1 —=-| Show in Outiine Form

13
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Macros

The purpose of a macro is to automate
repetitive tasks. Do you have a specific
print style in the header or footer that you
always use? Do you use the same series
of keystrokes often? If so, then you can
automate these tasks by using macros.

For macros to be able to run, you may need
to adjust the security level. This is in the
Developer tab, which may not be initially
visible.

14

Go to the Microsoft Office Button.
Select Excel Options.

Select Show Developer tab in the Ribbon.
Click OK.

Click on the Developer tab>Code group and
select Macro Security.

Choose Disable all macros with notification.
This option gives you the choice to run or
cancel a macro. Click OK.

BYAEG &) - Excel I Stud

Recent Documents
1 Excel I StudentFile.xlsm 1=l

Open

I -

Save As b

|-h_, @ LI;
1=
:

oy

Print 4

3":;_: Prepare *

d »

é:
L
o
3

Publish ¥

J Close

£} Excel Optjons | | X Exit Excel |

Top options for working with Excel

Show Mini Toolbar on selection '
Enable Live Preview (i
Show Developer tab in the Ribbon

Developer

s i

= ; = e . = =y
ﬁ = ] Record Macro 2 L%Zy % Praperties E P

= =2 [{§] use Relative Refer, =4 &l view Code & Expansion Packs
Visusl Macros |Design source ,_,
Hasic i\ Maero Security Mode | o Run Dialag ( esh Data

Document
Panel

Controls XML Modify

Code

Macro Settings

For macros in documents not in a trusted location:
(:) Disable all macros without notification
@ Disable all macros with notification
O Disable all macros except digitally signed macros
(:) Enable all macros (not recommended; potentially dangerous code can run)
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Record and Run a Macro

Creating a macro starts out with a purpose.
What are you trying to accomplish? Set up
your spreadsheet accordingly, then you can
record the necessary keystrokes and your
macro is ready to use.

1. Set up a simple grade calculator for students
to use. This macro will erase scores and set the
active box to B1. Select worksheet Macrol.

2. Type numeric grades in the yellow boxes.

3. From the Developer tab>Code group select
Record Macro.

4. Name the macro GradeCalculator (no spaces).

Type in g for the Shortcut Key. You have the
option to save the macro in this workbook,
another workbook or for all workbooks. Select
This Workbook. Click OK.

5. Erase the grades in the yellow boxes and click
back in cell B1.

6. Click the Stop button, in the Code group of the
Developer tab, or in the bottom left corner of

|

the screen.

7. Test the macro by typing in another list of
grades. Then start the macro by typing the
shortcut keys of Ctrl + g. The macro should

erase the values and return to cell B1.

Activity

Use worksheet Actvity2. Record a macro to erase the
expenses and paycheck amount and return to cell B1.
Re-enter expenses and run the macro to test it.

l:ii ﬂRecard Macro g
=2 EUSE Relative Refe [
Visual Macros
Basic I\ Macro Security
Code
B6 - § £
A | B &
1 |Grade 1 80
2 Grade 2 81
3 Grade 3 82
4 |Grade 4 83
5 |Grade 5 84
6 Grade6 [_85 1
7 Average 82.50

plaedpel e j g

Macro name:

GradeCalculator

Shorteut ke
Chel+ g

Skare macro in:
| This Workboolk, i:|

Description:

@ Stop Recording

=2 E Use Relative References
Visual Macros

Basic _§\ Macro Security
Code

A B
Grade 1 |
Grade 2
Grade 3
Grade 4
Grade &5
Grade 6
Average 0.00

=] || R =

15
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Create a Macro Shortcut

After a macro is created, you can assign it

to the Quick Access Toolbar. If you are going

to use the same macro repeatedly, it is
convenient way to start the macro.

1. Click the down arrow that is to the right of the

Quick Access Toolbar.
2. Select More Commands.
3. Select Customize from the left panel.

4. Click the down arrow to the right of Popular

Commands and select Macros from the drop-

down list.

5. The available macros are listed in the left panel.

Choose GradeCalculator and click Add.
6. Click Modify to change the icon. Click OK.
7. Click OK.

8. Now the macro is available in the Quick Access

Toolbar.
@ Al 10 DL B
-
Activity

Create a macro shortcut button for the macro you
recorded on worksheet Activity2.

16

i
N

ER AN I

Customize Quick Access Toolbar
Mew

».I'.r. Open

v | Save

E-mail

Quick Print

Print Preview

Spelling

Undo

<|[=|[=][<]

Redo
Sort Ascending

Sort Descending
More Commands...

EEE I ONE
Fopuier |ﬁ Customize the Quick Access Toolbar.
Farmulas
Choose commands from:
Proafing lF‘opuIar Cammands e:'
Save :.PolpularCommands .

Advanced
Customize e.

Commands Mot in the Ribbon
All Commands
Macros

Choose commands from: (i

Macros

<Separator>
.*. GradeCalculator

Customize Quick Access Toolbar: (i

D For all documents [default) D
=l save

Undo 3
Redo 3
Open

5 s

[ 3

Spelling...
Print Preview

Ib‘xﬁﬂu?é
(=1}

Reset

Wodinntton

&

Symbol;
FHoe@iA! P9 HLM=m T
AOEAaNAd 2% «
+¥* PR TR2EQT
TERhoLHL 8 0HIID
OBV sl HN
ODOOODOD0ONCOOE mr: N £
EO0 i SE(mMHEeoiHkdinsS
@) HeHE I EBEEA %S
AAX vRONT & Fi=
PRSI Evdvang

Display name: |GradeCalculator

= @)=




Microsoft Excel 2007 - Module IIT

Record a Macro to Alter
Spreadsheet Format

The purpose of this macro is to set a format
for one set of data and then use the macro
to format other sets.

1. Click in cell A1, on the worksheet Macro2.

2. Go to Developer tab>Code group>Record
Macro.

3. Name the macro Reorganize. Type in r for the
Shortcut Key. Click OK.

4. Click Use Relative References, in the Code
group.

5. Cutcell A2 and paste it into cell C1. Cut cell B2
and paste it into cell D1.

6. Click on cell A2.

7. Click on the Home tab>Cells group, select
Delete Sheet Rows.

8. Click on the new cell A2.

9. Click on the Home tab>Cells group, select
Delete Sheet Rows.

10. The cell pointer should be in cell A2. Click the
L

Stop button.

11. Test the macro by typing the shortcut keys of
Ctrl + r. The macro should update the format of
the next set of data. Continue on and rerun the
macro to reformat the remaining sets of data.

A B
0 1 |DOW .I 13245.2

2 109.06 0.0083

Visual
Easic

= ﬂ Record Macro
— E Use Relative Ref

Macros
I, Macro Security
Code

1 DO
- O
3

4

MNASDAQ

REsond e Jﬁ
Macro name:
Reorganize
Shortouk ey
Chrl+ |r
;:.-,1 .ﬂ Record Macro
=d ﬁ Use Relative References
Visual Macros
Basic i\ Macro Securi
Code
A

B [ D
13245.2 IDB.DEI D.DDEBI

: .E AutoSum 7
- @] Fill ~

Delete | Format

= z JZ Cleges
% | Delete Cells... 6

= Delete Sheet Bows

#F | Delete Sheet Columns

Ll Delete Sheet

A
DOwW

10¥R

[ Y S S T W

MASDAC
S &P 500

99.78125 -0.09375 Yield:4.65%

B C D
13245.2 109.06 0.0083
2561.72 30.19 0.0119
14398.26 11.96 0.0038

OIL{ MY @63.6\5 -0.73 -0.0116
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View Macro in the VB Script
Editor

You can view, create or edit any macro in
the VB Script Editor.

1. From the Developer tab>Code group, select
Macros.

2. Select the macro you would like to view, such
as GradeCalculator. Click Edit.

3. Now the VB Editor is open and you can view or

edit the macro.

4. Click the Excel Icon, in the toolbar to go back
to your worksheet.

Activity

Record a macro to highlight the Wins (W) in the data
from Activityl.
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=3 Use Relative References
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o Code
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i File
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