
Create a MACRO to Format a 
Spreadsheet
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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
• 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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Select the down arrow

This begins the recording



Record Macro Prompt
Set up the prompt 
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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.)

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



Recording the Macro
• Macro is now recording 
• Ready status and a small square icon show at bottom left
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Hovering over the icon will generate the message-
“A macro is currently recording.  Click to stop recording.” 



Recording the Macro, cont’d
Start by selecting the top row
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Click on the “1” to select the first row



Recording the Macro, cont’d

From the View tab, select “Freeze Panes” and “Freeze Top Row”
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Recording the Macro, cont’d

From the Home Tab, select “Wrap Text”
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Recording the Macro, cont’d
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Click on the triangle 
between Column A and
Row 1 to select the
entire spreadsheet

Place cursor between any 
two column headers and 
double click



Recording the Macro, cont’d

From the Home tab, select “Sort & Filter” and then “Filter” 
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Stop the Recording 
Click on the small square icon at the bottom left to stop the 
recording
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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.”



Make the Macro a Quick Link
Select the Quick Link dropdown 
arrow, then “More Commands” 
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In the “Choose commands 
from” dropdown, select “Macros”



Make the Macro a Quick Link
Highlight your macro from 
the list and click “Add”
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The macro will move to the list on the right. 
While it is highlighted, select “Modify” and 
choose an icon that you like.  Click Ok and Ok.



Quick Link
New Quick Link now appears 
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To remove the Quick Link, right click 
on the icon and select “Remove from 
Quick Access Toolbar” 



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 
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Select Save so that the macro will be 
available to use on future spreadsheets



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

19

From a new or existing spreadsheet 
select “Unhide” from the View tab

In the Unhide prompt with 
PERSONAL.XLSB selected, click OK



Delete a Macro, cont’d
A blank spreadsheet named PERSONAL.XLSB will open 
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Select “Macros” from the View tab, then in the 
Macro prompt select the macro to be deleted 
select “delete”

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


