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
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”

DEMO_1_MACRO_FTE_Detail_ Reportadsx - Excel 7 8B - &8 X
REVIEW | ViEW - X
Bl = [ B BE)splt C)
Rl = M B — ! : ] Select the down arrow
— ide
Zoomto New Arrange Freeze __ Switch Ma(rg/
Selection Window All Panes~ L Unhide Windows ~ -
n Window R ViewMacros This begins the recpording
| ®7] Record Macro... /( A
B User
ey 2o€ Record Macro

I ) K L M N 0 P Q R Record a macro. v w [«

le NLEAIRN LEVEL 2 RRESULT C RESULT C FTE FUNLENRL STZENRL ENIORIG FTE ADJSTD FADJS £ 2 NT REASENTRI
ach of the commands you perform
le NO12664 FTED-001FT0000 FTE DetalATSM 07/01/2012/31/25 1 1 will be saved into the macro so that
le NO12664 FTED-001FT0000 FTE DetalATSM  09/26/2012/31/25 0.85714 0.85714 0.85 you can play them back again.
le N133333 FTED-001FT0000 FTE DetaiCOMM 08/21/2012/31/25 1 1 040404 100 - -
le N133333 FTED-001FT0000 FTE DetaiCOMM 03/02/2012/31/25 0.05525 0.05525 040404 100 - -
le NOOO444 FTED-001FT0000 FTE DetaiCOMM 07/01/2012/31/25 0.42778 0.42778 040404 100 - -
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| Record Macro Prompt

Set up the prompt

last Nam First Nan Middle N000444 FTED-001FT0000 F

Last
Last
Last
Last
Last
Last
Last
Last
Last
Last
Last
Last
Last
Last
Last

\
Last Nam First Narr Middle N040404 FTED-001FTO000 FTE Detai

»
Record Macro

ﬂ 2

Macrol

Shortcut key:

Macro name: /

al
tai
tai
tai{
tai
tai

Enter a Macro name or leave as the
default value

Cirl+ t | <

Store macro in:
Personal Macro Workbook

Description:

\B

OK & Cancel

tai]
tai]
tai
tai
tai
tai

tai
tai
tai

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
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Recording the Macro

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

31040404 042222 | TW26248 Emis ID Last Nam First Nan Middle N040404 FTED-001 FT0000

32 (040404 042222 | XG70213¢Emis ID Last Nam First Nam Middle N040404 FTED-001 FT0000

33 /040404 011606 | DD84801:Emis ID Last Nam First Narr Middle N011606 FTED-001 FT0000

34 040404 011606 | LS693436 Emis ID Last Nam First Narr Middle N011606  FTED-001 FT0000

35 040404 011606 | FL311036 Emis ID Last Nam First Nar Middle N011606 FTED-001 FT0000

36 . i i

f7 Hovering over the icon will generate the message-

3 . L L .

a “A macro is currently recording. Click to stop recording.”
FTED-001) FTE Detail043968-201 ©)
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Recording the Macro, cont’d

Start by selecting the top row

E > c @ z v UtMU_l_IVIH\.nU_TIE_Um__“m
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

i - =S5 = ; DSpI:t 11 View Side by Side EV_]
D -V lg] Ruler v| Formula Bar q [b:) _“ r-j E E ] g | »
- = [:—Q D _ Hide | Synchronous Scrolling C -

Normal Page Break Page Custom [ gridlines v Headings Zoom 100% Zoom to New Arrange Freeze _ i o Switch Macros

Preview Layout Views Selection Window All Panes~ []Unhide ' Bf Reset Window Position | windows ~ -

Workbook Views Show Zoom Window Macros
Al v| Jfr | RPTDESTIRN

A B C D E F G H 1 J K L M N (o] P Q R

1{197 DESTBIdg IRN SEVERITYSSID  EmisID Last Nam First Nam Middle NLEA IRN 'LEVEL 2 RRESULT C RESULT C FTE FUNL ENRL STA ENRL ENI ORIG FTE ADJSTD FADJSTD §
2 012664 | RI358902 Emis ID Last Nam First Narr Middle N012664 FTED-001FTO000 FTE DetaiATSM  07/01/20 12/31/25 1 1 1
3 TM58425 Emis ID  Last Nam First Nam Middle N012664 FTED-001FT0000 FTEDetaiATSM  09/26/20 12/31/25 0.85714 0.85714 0.85714
4 i i i ’ OMM  08/21/20 12/31/25 1 1
5 133333 | . uan . OMM  03/02/20 12/31/25 0.05525 0.05525
6 [os0404 ooosea Click on the “1” to select the first row [y or/o1/20 1273125 040778 0.02778
7 1040404 149888 | KA43989{Emis ID Last Nam First Nan Middle N051555 FTED-001FT0000 FTEDetaiCTVC  08/17/20 11/01/20 0.00246 0.00246
8 040404 149888 | GM78917Emis ID Last Nam First Nam Middle N051555 FTED-001FT0000 FTEDetaiCTVC  08/22/20 10/19/20 0.00191 0.00191
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Recording the Macro, cont’d

From the View tab, select “Freeze Panes” and “Freeze Top Row”

B © c (@7 Z s T DEMU T MATKU-T T UeTan - KepOoTt XIS - E
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
E B T v gemesw Q [3 F 08 HEERET Cveserse @
["? - ™ Hide | Synchronous Scrolling ) =
Normal Page Break Page Cqstom 7| Gridlines [¥] Headings Zoom 100% Zoom to New Arrange] Freeze [ Unhid S Fesafiiiniuy Hediion sw:tch Macros
Preview Layout Views Selection Window All Panesy L CE I Resel Window Fosition  Windows ~ -
Workbook Views Show Zoom Freeze Panes Macros
. E Keep rows and columns visible while the rest of
Al b fl‘ RPT DEST IRN the worksheet scrolls (based on current selection).
Freeze Top Row
D Keep the top row visible while scrolling through
A B C D E F G H 1 J the rest of the worksheet. Q R
1 [RPT DESTBIdg IRN SEVERITYSSID _ EmisID _Last Nam First Nan Middle NLEA IRN  LEVEL 2 RRES Freeze First Column . , {ADJSTD FADJSTD
2 040404 012664 | RI358902 Emis ID Last Nam First Nan Middle N012664 FTED-001 FTC RERRNR G EORE VSN W ST 1 1
through the rest of the worksheet.
3 040404 012664 | TM58425 Emis ID Last Nam First Nam Middle N012664 FTED-001FTGuuu ric uetarArsm uorzvrev 1zraarey wooras 0.85714 0.85714
4 040404 133333 | X1702135 Emis ID Last Nam First Nan Middle N133333 FTED-001FT0000 FTE DetaiCOMM 08/21/20 12/31/25 1 1
5 040404 133333 | TS809912Emis ID Last NamFirst Nanm Middle N133333 FTED-001FT0000 FTE DetaiCOMM  03/02/20 12/31/25 0.05525 0.05525
6 040404 000444 | MNG68131Emis ID Last NamFirst Nan Middle N000444 FTED-001FT0000 FTE DetaiCOMM 07/01/20 12/31/25 0.42778 0.42778
7 1040404 149888 | KA43989¢Emis ID Last NamFirst Nam Middle N051555 FTED-001FT0000 FTE DetaiCTVC 08/17/20 11/01/20 0.00246 0.00246
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Recording the Macro, cont’d

From the Home Tab, select “Wrap Text”

HS-2-®m X = T DEMUTTMACKU-TTE-Detan—Kepy
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
o —
0 E?E)Cut Calibri - |11 A A E== ¥ |EWepTet Text v TE [;'4 Normal
B Copy ~ s —_—
Paste | . | & . l===lae= . . «0 00 Conditional Formatas Jel=s 4ol ]
- ¥ Format Painter Iy — - A === € B Merge & Center $-% 00 2.0 Forititing= Table~ Lheck Cel |
Clipboard ] Font f'. Alignment 1 Number 1
Al v : Jx | RPTDESTRN
A B C D E F G H I J K L M N o] P Q
LEVEL2 ‘FTE
RPT REC 'RESULT ‘FUND ENRL ENRL
DEST SEVERIT Last First ‘Middle TYPE RESULT ;CODE JI’TI'RN !START END iORlG ADJSTD
1 |IRN Bldg IRN Y CODE SSID EmisID Name Name Name LEAIRN CODE CODE DESCR CODE DATE DATE FTE FTE !
2 040404 012664 | RI358902 Emis ID Last Nam First Nam Middle N012664 FTED-001FT0000 FTE DetaiATSM  07/01/20 12/31/25 | 1
3 040404 012664 | TMS58425 Emis ID Last Nam First Nam Middle N012664 FTED-001FT0000 FTE DetaiATSM  09/26/20 12/31/25 0.85714 0.85714
4 040404 133333 | X1702135 Emis ID Last Nam First Namr Middle N133333 FTED-001FT0000 FTE DetaiCOMM  08/21/20 12/31/25 | 1
|

5 040404 133333 TS809912Emis ID Last Nam First Nam 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

.i|l. HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

| [ ] [ ] a n = — -
| | Click on the trlangle B db Cut Calibri 1 A A T == - [FWaplet Text
o B copy -
¥ e | . — gy
between Column A and e S pantey B I U EH- DA === &35 EMegebiCenter - § -
Row 1 to select the Clipboard M Font M Alignment M
entire spreadsheet A1 - Ji | RPTDESTIRN
Mg A B C D E F G - I J K
Place cursor between any " mionn |
two column headers and s EST SEVERIT last  First  Middle TYPE  RESULT
d bl | k EW o S % 1 |IRN Bldg IRN YCODE SSID EmisID Name Name Name LEAIRN CODE CODE [
ounie ciic . 2 040404 012664 | RI358902 Emis ID Last Nam First Nan Middle N012664 FTED-001FT0000 F
Y N 3 040404 012664 | TM58425 Emis ID  Last Nam First Nan Middle N012664 FTED-001FT0000 F
BQ—)C 4 (040404 133333 | X1702135 Emis ID  Last Nam First Nan Middle N133333  FTED-001FT0000 F
S 040404 133333 | TS809912Emis ID Last Nam First Nam Middle N133333  FTED-001FT0000 F
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Recording the Macro, cont’d

From the Home tab, select “Sort & Filter” and then “Filter”

BME S 2 M3
HOME | INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW
O el =
O Calibri ‘1 - A A == ¥- [EFWeplet T4
P . B Copy * . Fr3
".'“ of Focmit Painbis I u- »r A EEE E¥E SMergeliCenter ~  §
Clipboard Font Alignment
Al - fr  RPTDESTIRN
A B C D E F G H 1 J K
LEVEL 2
RPT REC
DEST SEVERIT Last First Middle TYPE RESUL]
1 |IRN Bldg IRN Y CODE SSID EmisID Name Name Name [LEAIRN CODE CODE
2 040404 012664 | RI358902 Emis ID Last Nam First Nan Middle N012664 FTED-001FTi
3 040404 012664 | TMS58425 Emis ID Last Nam First Narm Middle N012664 FTED-001FT |

7T 0 - & X
Hrosch, Tammy ~ r“l
v( alculation o-:'.x: _x)( '.. zﬁmo&;m . Av
- =B S B - Z° ﬁ
Note Insert Delete Format Sont & Find &
v - - & Clear - Filter =) Select -
Celts Edtl 3] SomAtoZ ~
il SenZwA o
T?._ Cystom Sort
w X ¥ z AA B ad Yt ) z
w
STATE »
EQuIV %
SENT SENT GRADE DISAB SPECED ECON I CAL s
PN REASON REASON LEVEL CNDTN CAT DISADV LEP FTEINCL CALDIST BLDG  GF
2 2PCT CODE CODE CODE FLAG CODE CODE IRN IRN LE
KG 12 6 N N FULL 999999 999999 **
03 12 6 N N FULL 999999 999999 **




Stop the Recording

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

Z8 1 1 I

29 1040404 011777 MM3506602 Emis ID Last Name First Name Middle Name 040404 FTED-
30 |040404 042222 KS2624834 EmisID Last Name First Name Middle Name 051555 FTED-
31|040404 042222 TW2624834 Emis ID Last Name First Name Middle Name 040404 FTED-

|
|
|
32040404 042222 || The appearance of the icon will change and a hover TED-
|
|
|

33 |040404 011606 , . ==
message will appear. “No macros are currently recording.

341040404 011606 ik to begi 4 c o

35 |040404 011606 Click to begin recording a new macro. —

36
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Make the Macro a Quick Link
Select the Quick Link dropdown

" M C d 27 b nf excel Options -
alrrow, then ore Lommandads _ —
SE ._-H Customize the Quick Access Toolar -
- Formulas Inp
> : Choote commands fromc Customize Quack Access Toolber:
H ©- b 3 post ( -
& E Fory ’ "3 D e N | For all documents (default) q Bytes
FILE HOME IMNSERT Customize Quick Access Toolbar ATA REVIE e Popular Commands
) anguage Commands Not in the Ribbon o Save
- : H Mew ) ’
Dl (}f_-. Cut Calibri I 'p/, = || Advanced » "
ER Copy ~ i Open Customize Ribbe b
Pﬂf-te ¥ Format Painter B Il v save St = Qe M R
Clipboard m v Email align “«
: singa o In the “Choose commands
(4] [t rin
AL "
Print Preview and Print from” dropdown, select “Macros”
Spelling —
G H I N Developer Tab =
« Undo Add-lIns Tab
o Redo Sn'ufb'-ﬂ Tools | Design Tab .~
. Smartrt Tooks | Format Tab 15
Sort Ascending iENRL Chart Tools | Design Tab 01
First  Middle | i Sort Descending 'START oo i
1 fNa'me- Name| r [ LEA |RE[' Touch/Mouse Mode EEDATE E "”“"'r‘ 1°°';"°'“"‘ ""‘ L
- B — ProtTable Tools | Analyz b el
2 |First Nanm Middle N012664 [' P ] 07/01/20 e Customizations: (L Reset =] =
3 jFi!’St Nam Middle N012664 — 09,/26/20 :"‘:‘;‘!‘I":";‘:ﬁ;%‘?" Tab Imgon/Eaport ¥ e
g o A ' able Tools o Tal -
4 |First Nan Middle N 133333 Show Bejow the Ribibon 1 08/21/20 PrvctCha Tecs | Anshze Tob o) Coma | -
5 |First Nan Middle N133333  FTED-O01FT0O000 FTE DetaiCOMM  03/02/20 T oo pey O Teb — =4 o
& |First Nam Middle N000444  FTED-001 FTOO00 (FTE DetaiCOMM  07/01/20
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Make the Macro a Quick Link

Highlight your macro from
) ) The macro will move to the list on the right.
the list and click “Add”

Ll Ll Ll Ll Ll ll L] ”
_ _ While it is highlighted, select “Modify” and
Excel Options e g
L3 Ll Ll
= 7 ——————— choose an icon that you like. Click Ok and Ok.
Lhoose commands from: Customize Quick Access Toolbar: anguage P T
Macros E] For all documents (default) E Advanicad & PERSONALXLSBMacrol :3 ::::
H Sove sstomize Ribbon  Em
© Undo » \ l.i.:m
r‘ & Redo g | Quick A:cﬂs‘ooma’ Modity Button L2 g & PERSOMAL XLSBMacrol ] I
| . > :-:I 0 [ Add-ins symbot: |
Quick Access Toolbar Trust Center Aoo@ L' o9 H .HH; - |
3§ BEACE «» €
aver Tt0PrEQAY
Y IR & 4,( & .3 de & | E Add >>
DELCOY~—RONENR P Ve
ace> Eum sngh
HO EOFZonsac
DXxi@RBR= oL A
ARXVMEOUT N &
rUECH[EADLAaVES -
Display name: ERSO
S - Modity...
Show Quick Access T below the Customization Rpet = Show Quick Access Toolbar below the Customaations: Reset ~
Ribbon Imgor/Export ~ Ribbon Imgort/Export
ok ][ conce 0K Cancel
B - EMIS
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Quick Link

New Quick Link now appears

B HS & O 3|e|
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW \
ol Cut T Aoy = __
0 b Cu Calibri lu Ay E=E - B
g E@ Copy ~
aste B I U~|FFH+« &~ - EEE E =
v ¥ Format Painter = = . — === &£ Eme
Cllpboard P Font M . . . .
To remove the Quick Link, right click
E > c [@j z N, . o
h [Eemovefrem Quick Access Toolbar On the ICOn and SElECt Remove from
HOME  INSERT P VIEW
Customize Quick Access Toolbar... . ”
Lo
D EEEM Calibri Show Quick Access Toolbar Below the Ribbon 'Wrap Text QUICk Access TOOIbar
opy ~
Pa'st ¥ Format Painter B I | Customize the Ribbon... Merge & Center ~ $ - % » 3 4
Clipboard 7 Collepettheiitbion i Number
A1 v Jx | RPTDESTIRN
A B = D E F G H | J K L M
1 |RPT DES'I.IB!ngRN SEVERITY SSID Emis ID Last Nam First Narr Middle NLEA IRN LEVEL 2 RRESULT C RESULT C FTEF
2 (040404 012664 | RI358902 Emis ID Last Nam First Nan Middle N012664 FTED-001FT0000 FTE Detai ATSN
3 /040404 012664 | TM58425 Emis ID Last Nam First Narr Middle N012664 FTED-001FT0000 FTE Detai ATSN
A NANANA 122222 1 YITND128 Crmic I 1l act Alarm Circt Alaew RAIAAIS AN 122222 ETCN ON1 CTONNN ETC Natai CON EMIS
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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

Detail COMM 07/01/2018 12/31/2500 0.427778 0.427778 (
Detail ‘ -
Detail Microsoft Excel - —— e Select Save so that the macro will be
ey available to use on future spreadsheets
Detai ! Do you want to save the changes you m -
Personal Macro Workbook? If you ch
Detai marcros will b; avail:lble the / Ltlime you start 35 ¢
Detai Microsoft Excel. 1
Detai [ — (
Detai - (
Detail "NFRG 0871572018 . (
Detail NFRG 09/07/2018 12/31/2500 0.964286 0.964286 (
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Delete a Macro

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

= - @33 © = DEMO_1_MACRO_FTE_Detail_Report - Copy.xisx
HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW
isti B B B % | [um o
| From a new or existing spreadsheet = H B Unhide ?
— ae
Norma “" H ”» ° o New Arramyg :
select “Unhide” from the View tab || .. 7 oS Unhide workbook: -
Workbook Views Show Zoom Win PERSONALXLSB =
Al v fr | RPTDESTIRN
A | s ¢ In the Unhide prompt with L | -l
1 IRPT DESTIBIdg IRN SEVERITY SSII . RESUTFes3ed | :
1 ] )
3 040404 012664 | TMS58425 Emis ID_ Last Nam First Nan Middle N012664 FTED-001FT0000 FTE DetaiATS '
4 040404 133333 | X1702135 Emis ID Last Nam First Nam Middle N133333 FTED-001FT0000 FTE DetaiCOMM  08/21/20 12/31/25 1 1
S 040404 133333 | TS809912Emis ID Last Nam First Nam Middle N133333 FTED-001FT0000 FTE DetaiCOMM  03/02/20 12/31/25 0.05525 0.05525
6 (040404 000444 | MN68131Emis ID Last Nam First Nanr Middle N000444  FTED-001FT0000 FTE DetaiCOMM  07/01/20 12/31/25 0.42778 0.42778
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Delete a Macro, cont’d

A blank spreadsheet named PERSONAL.XLSB will open

[ =)
l
REVIEW Macro |
= mms] o M 1
> | -— Macro name:
>/ B\ B E
00% Zoom to New Arrandy, Freeze witc acros Macrol Q«I
Selection Window QNES ~ AL f r - .
Macro2 Step Into
Macro3 ; -

Select “Macros” from the View tab, then in the

Macro prompt select the macro to be deleted
select “delete”

pn

: | All Open Workbooks 3

. Ed“ J
; Delete I

. Options...

When finished, close the Macro prompt and select ‘ o

“Hide” and the PERSONAL.XLSB will close
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