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1 Default location for documents, picture files
etc ...

I1.1 Standard workbooks

e  OFFICE Button — EXCEL OPTIONS Button — SAVE Category — SAVE WORKBOOKS
Topic - DEFAULT FILE LOCATION Option

Excel Options . . 5 & &

Popular .

Customize how workbooks are saved.
Formulas
Proofing Save workbooks
Save | save files in this format: Excel Workbook [*.xlsx)
Advanced Save AutoRecover information every |10 | minute
Customize AutoRecover file location: |C&\Users'JaePAppData’\Roamingh

Default file location: DY,
Add-Ins
Trust Center AutoRecover exceptions for: [II| Bookl Izl
Resources [] Disable AutoRecover for this workbook only
Offline editinn nntinns for docoument mananement server files

When you install Office, the default folder for opening or saving Excel workbooks will be the
DOCUMENTS folder (sub-folder in your user profile, created when installing Windows). You
can select any other folder.

# What you set in Excel has no influence in Word or PowerPoint.

I1.2 Picture files

Contrary to Word, there is not default folder you can set for picture files.
When you insert a picture, Excel opens the last used folder.

2 Types of templates

I2.1 A standard « .xIsx » workbook used as a « template »

A standard workbook can word as a template. You will retrieve the content : a table with no
data, "empty" formulas returning a 0 value for the moment, any format, the page layout etc ...

This is particularly appropriate for custom templates or shared by a team (usually a small
team).

| Default location for documents, picture files etc ... Page no 4




Create

Save the workbook as usual but it may be advisable to give a name that explicitly points to
using it as a template.

Use
OFFICE Button — NEW

MNew Workbook I | ? 2 |

Templates o Search Microsoft Office Online for a t- XL-Charts-Detail-Exos

Elank and recent |

Installed Templates Blank and recent

My templates...
I Mew from existing... I

Microsoft Office Online
Blank Waorkbook

Featured
Agendas

Recently Used Templates
Budgets A 8 I

E 1|Contents

Calendars = -

1| Cowberie  Plan d A erTis e s | 2 |SEmdand chart— usng theWizard
Expense reports s s v e 3

3| LN O —

M E e e | 4 | Ciala and Incoporated chart
arms e n i g
" . |!H Bll- EEhET
Inventaries |6
7] ALEA0E SWA3 InCame

Invoices

¥L-Charts-Detail-Exos Amortissement de prét |_B |Help Excel when artamatic oh ar baliding st s Sactany
Lists
Flans
Planners
Purchase arders N e et
Receipts [ ——
Schedules
Stationery i b

Create ] ’ Cancel
L - A

New from existing A dialog box of the File — Open type
Select the required workbook
Excel creates an unsaved copy of the workbook

Important

Point the template and a tooltip will indicate its path.
A preview of the template content is displayed but only if a thumbnail has been saved while
saving the file for the first time. To check this :

—  Open the source file
—  OFFICE Button — PREPARE — PROPERTIES

a Document Properties *  Location:

Aul %' Advanced Properties...
Johanna Smith
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SUMMARY Tab

Hyperlink
base:

Make sure that the

| Save Thumbnails for All Excel Documents

I 1"y
SAVE THUMBNAILS ... option is turned on (it is not necessarily on by

default). You do it only once as it is memorized for the next files and across sessions.

*SAVE THUMBNAILS ... should be on only for templates. If this option remains active for heavier
files, it sometimes tremendously increases the size of the file

Right click and you may select REMOVE TEMPLATE.

Advantages You are working with standard workbooks.
The destination folder is free.
Note : contrary to Word, macros contained inside the source file (.xIm)
will be copied into the new file.

Weaknesses Simple OPEN to edit the source document. Dangerous.

You can add a password to modify to the source file. When someone
tries to open it, a dialog box will prompt the user for the password. This
will provide direct access for a password holder and only a read-only
access for the others. When you will create a new workbook based
onto this protected file, no password will be asked. A good solution.

This is particularly appropriate for custom templates or shared by a
team (usually a small team).

|2.2 The .xltx - .xItm files

Files of these types are appropriate to corporate templates, namely those used by a large
department or the whole company.

The templates files can be of two types :

XItx
Xltm

Excel template with no macro

Excel template with macros
(ActiveX not affected)

Caution : the presence of a macro FORCES you to save the file with the correct extension. It
is not a question of personal choice.

| Types of templates

Page no 6




If you try to force saving the file with the .xltx extension instead of the .xltm one, the following
dialog box will warn about the consequences :

Microsoft Office Excel Iél

The following features cannot be saved in macro-free workbooks:

+ VB praject

To save a file with these features, dick Mo, and then choose a macro-enabled file type in the File Type list.

To continue saving as a macro-free workbook, dick Yes,

[ Yes ] [ Mo ] [ Help ]

b

NO : back to the workbook — now save again using the correct extension
YES : the workbook remains a normal template with no macro. Until you close the file, the
macros are still visible. When you open the file again, you will see that all macros have been

removed.

# The same warning box will be displayed if you try to save a standard workbook containing macros
by using the .xIsx extension instead of the .xIsm one. See page 18.

I2.3 What is the templates default path ? (.xItx or .xltm)

Before you save a template, it is important to think twice about who is going to use it.
Private ? The whole department ? The whole company ? (then the templates are called
corporate). It is important because the path will be different.

The Word options — indicate — and allow to modify — the default path for templates.
Word ? Yes, this is set in Word but it is applied by default to all Office programs :

e OFFICE Button — WORD OPTIONS Button — ADVANCED Category — GENERAL Topic
— FILE LOCATIONS Button

File Locations

File types: Location:
Documents D:
|User templates C:\... \RoamingMicrosoftiTemplates
Workagroup templates D:\000-Templates MD
AutoRecover files C:\... \Roaming'Microsoft\Word
Tools C:\... \Microsoft Office\Office12
Startup C:\.. \Microsoft\Word\STARTUP

| Types of templates Page no 7




User templates

Workgroup templates

Usually a local drive folder (C), which is dangerous in most
cases as companies have no backup procedure on local hard
drives. A sub-folder in your network folder would be more
advisable.

Note : the AppData folder is a hidden folder. To show
hidden folders (and files). ORGANIZE Button — FOLDER
AND SEARCH OPTIONS Option — VIEW Tab

It is the path for templates shared by a dept or the whole
company. Usually it refers to a network folder protected and
accessible to only assigned users that are allowed to create,
open and edit templates)

But although the folder is protected, any user can create a new
workbook based on one of those templates. (protection is only to

manage them)

I2.4 Saving a file as a .xltx or .xltm template

e Prepare the template content : texts, formats, header and footer, « empty » formulas,
data validation, form controls ...

e Inthe drop-down list of Save as type at the bottom of the saving dialog box, just below
File name : save as a template.

# While saving, check if the SAVE THUMBNAILS ... option is turned on, as this guarantees that
users will see a preview of the template in the NEW WORKBOOK dialog box.

*SAVE THUMBNAILS ... should be on only for templates. If this option remains active for heavier
files, it sometimes tremendously increases the size of the file

¢ Make sure to select the folder corresponding to User templates or Workgroup templates
(according to your access rights).
Usually the User templates folder is automatically selected

In the main folder

In one sub-folder

The template will be displayed in the general Tab « My
templates ».

A tab with the name of the sub-folder will be created
and displayed in the dialog box. « neater » ...

| Types of templates
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I2.5 Creating a new workbook based on a template

e OFFICE Button — NEW

-
New Workbook

(2JL )

Templates -

Elank and recent
Installed Templates
My templates...

Mew from existing...

Microsoft Office Online

Search Microsoft Office Online for a t-

Blank and recent
| -
Blank Workbook

Recently Used Templates

Featured
Agendas
Eudgets

Calendars

m

Expense reports

Forms

Inventaries
Invoices

Lists

Flans

Planners
Purchase orders
Receipts
Schedules

Stationery

Loan Amorizatan Sche N ——
Loan Amortization Eilling Statement

¥L-Charts-Detail-Exaos Relevé de facturation

Loan Amortization

4 B E |

1 Loan Amortization Scheq

L osan asmionrnt
Annual interest rate
Loan period in vears

8 Number of payments per year

Start date of loan

Create ] ’ Cancel

Blank and recent

A new Excel workbook

A "standard" workbook using Excel default global settings.

Installed Templates

A gallery of Microsoft preset templates — make your choice
Their path : C/Programs/Microsoft Office/Templates/1033

My templates

The dialog box will display the custom templates :

1. that have been saved in the user templates folder
2. that have been saved in the workgroup templates folder

| Types of templates

Page no 9




_ EE N
Mew
My Templates |Custom I MD-Training

I~ [=)[ER=

Hl

. Preview
LoanAmortization.

wltx

B

: Loan Amortization Schec

The above tabs :

My Templates The .xltx or .xItm files saved in the main folder indicated for the user and
workgroup templates path.

In the above screen capture, it is the case of the LoanAmortization.dotx

template.

Custom My custom templates. They have been saved in a sub-folder — named
Custom by the user - of the main folder indicated for the user templates
path.

MD-Training The corporate templates. They have been saved in a sub-folder — named
MD Training — of the main folder indicated for the workgroup templates
path.

Microsoft Office Microsoft templates that you can download from their web site

Online Impossible to find the folder into which they are saved. They are listed in

no folder, even though they appear in the list of recently used templates.

3 The other files related to customization

I3.1 Files stored in the XLSTART folder

This folder is usually located at the following path :

C:\Documents and Settings\User Profile\Application Data\Microsoft\Exce\XLSTART
(Windows Vista : add the folder Roaming between Application Data and Microsoft)

Any file stored into this folder will be opened when you run Excel, whatever the file extension
(-xIsx) or (.xltx - .xItm).
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Creating a template Book.xItm in the XLSTART folder

Purpose : include number formats, macros ... in the file

When Excel is run, this file is automatically active. It replaces Excel preset values when
creating a blank workbook. The user does not see the difference because the new workbook
default name is as usual Book1, Book2 efc ...

Weakness : the storing path is on the local C drive, always a dangerous address ...
But you can change the folder and select one of your network address. But then make sure

to set it as startup folder through : : OFFICE Button — EXCEL OPTIONS Button —
ADVANCED Category — GENERAL Topic — AT STARTUP, OPEN ALL FILES IN : Option

|3.2 Creating a corporate theme (the company's theme)

3.2.1 User assigned as responsible for corporate templates

This person will create a colors and fonts scheme. An .xml file will be created for each
scheme. The whole set (colors-fonts-effects) will be saved as a theme (a .thmx file). All these
files will be stored on the user's local hard drive. Then the theme will be applied to all the
Office company's templates (Word, Excel, PowerPoint etc ...). Updating the theme or the
corporate templates will be his/her task. Options to create the colors and fonts schemes are
at the bottom of the corresponding galleries.

Finally the theme will be either installed on each user's workstation or sent to each user with
instructions on how to install the theme and make it available to any Office file.

3.2.2 The other users or « end-users »

The theme has been saved onto the local hard drive
It is displayed in the themes gallery and is available to any Office file.

No theme file on the hard drive

The theme is not displayed in the themes gallery and is not available to any Office file.

But if the theme has been added to the Excel basic template (Book.xIltm), any new workbook
will automatically include the theme. If you receive a file from the outside but containing the
theme, it will be present when you edit the file. The theme is incorporated into the file — but
this is invisible. To check it : create an item using an automatic sequence of colors — you will
see that the theme colors have been applied automatically.

What should you do in the latter case ? If this is no worry to you, don't do anything. If
selecting the theme from the themes gallery is important, then save the current theme onto
the hard disk (option at the bottom of the themes gallery). And if you also want to change
something in the colors/fonts schemes, then click on the CREATE NEW THEME COLORS /
FONTS ... option and save the files.

| The other files related to customization Page no 11




3.2.3 Saving a custom theme

e Themes gallery : SAVE CURRENT THEME

Pl
UU | . % Users » Jael » AppData » Roamning » Microsoft » Templates » Documnent Themes »

Views = B Mew Folder

‘ Organize =

Folders

J Signatures
J Smart Tags
J Stationery
J SystemCertificates
, Templates
| Charts
. Document Themes
, Theme Colors
, Theme Effects
| Theme Fonts
. SmartArt Graphics

File name:  MD.thmx

Mame

| Theme Colors

| Theme Effects

| Theme Fonts
[ MD thmx

xml files for the colors/fonts
schemes

L

Save as type: [Oﬁice Theme [*.thmz]

Note : the above folders are hidden by default. Therefore they appear when you save
the files but will not be displayed in the Windows Explorer.

3.24

If you wish to add extra access to the colors/fonts scheme in order to modify them

e At the bottom of the colors or fonts set galleries, click on the CREATE NEW THEME
COLORS or CREATE NEW THEME FONTS option
e Change as necessary and save THE SCHEME

Create Mew Theme Fonts

A=)

Heading font: Sample

Broadway |E| Titre

Body font:

Arial Marrow |z| fexie COMpes.
MName: |MD-Fonts

Comps de t2iie cops de t2xds compe de

B )

Save

] [ Cancel

| The other files related to customization
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Create New Theme Colors |?—§K|

Theme colors Sample
Text/Background - Dark 1 E Text Text
Text/Background - Light 1 E & ]
Text/Background - Dark 2 E ‘M
Text/Background - Light 2 E J:[III]:L L
Accent 1 E Hyperlink
Accent 2 E Hwperlink
Accent 3 E
Accent 4 E
Accent 5 E
Accent 6 E
Hyperlink E
Followed Hyperlink E

Mame: |MD-Colors

[ Save l [ Cancel ]

Do not leave the name on the default Custom 17 ....

The colors or fonts scheme is saved as an .xml file and stored in one subfolders or the main
THEMES folder (see previous screen capture)

It is not possible to save the effects scheme (although the corresponding subfolder does exist)

4 Customizing the QUICK ACCESS toolbar

You certainly master the first "level" of this customization : adding buttons to the bar, placing
the bar above or below the ribbon. Reminder on how to add a button to the toolbar : right
click any button or command and click on ADD TO QUICK ACCESS TOOLBAR.
Customizing can go far deeper :

e Special buttons for a given file

e  Buttons running macros

Right click any button on the ribbon : CUSTOMIZE QUICK ACCESS TOOLBAR

I4.1 Keyboard shortcuts

Contrary to Word, no CUSTOMIZE button for modifying an Excel keyboard shortcut.
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I4.2 Buttons displayed only in a given workbook or template

It is possible to set buttons for commands, macros ... that will be displayed only in the
workbook/template itself or in any new workbook created on this workbook/template.

Simply specify so in the customize dialog box :

@ Customize the Quick Access Toolbar,

]

s

Choose commands from: (i

FPopular Commands

<Separator=
[T ralrodata Ko

Customize Quick Access Toolbar G

For all documents (default)

]

For all documents (default)
For Monthly-Planning.xlsm

== Mnan

Once you have indicated the required file (workbook or template), the commands that you
add will be added to THIS file only and will be displayed at the right end of the Quick Access

toolbar.

I4.3 Buttons running macros

It is not possible to modify the buttons assigned to Excel preset commands.

But you may assign custom buttons to macros

Do as follows :

rE>cce| Options - | ?| =%
Popular @ Customize the Quick Access Toolbar.
Formulas
) Choose commands from: (i Customize Quick Access Toolbar: (i
Proafing Macras IZ| @ For Monthly-Planning.xlsm
Save 2
Advanced <5Separators ,533, DirectClearAll
o DirectClearal @ -——-"'/
Customize
Adddns ¥ Modify Button [BER
Trust Center
Symboal:
Resources ’E\Q@@ﬁ [] @@Lﬂ:ﬂﬂjﬂ -
NG ENAR 9 w»
TP OB TR AEQT
TEHFDLAWELLOHII|E
BELEFoFrafOM
00000000 @ Wk .|
B0 EEEidsus
AJ/AX v T &ag 7=
PIRSBANIAVAE - 0O
Display name:  DirectClearall Reset l [ Mod:fy... l
[ oK ] [ Cancel ]
JRibbon
| Customizing the QUICK ACCESS toolbar Page no 14




© Choose the macros category in the drop-down list

® Select the required workbook or template

© Select the macro and click on the ADD button

® Select the macro shortcut and click on the MODIFY button (has now become available) :
select the button

Symbol Choose the button from the displayed gallery but please not that you

cannot edit and modify its "look" or create a custom button.
Display name You can modify the button label

& Make sure to assign the macro button to a specific workbook/template. Or the button will
be systematically displayed on the toolbar, whatever the active file.

Note : when you add a macro button for a specific file, the quick access toolbar will
display :

the usual buttons + the macro buttons

(although in the Customize dialog box, the right pane gets « empty ».
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AUTOMATE
(macro-instructions)




1 Introduction to macro instructions

You can automate some of your work using macro-instructions. A macro is a series of
commands and other instructions that you can run to perform a given task. It can be a good
idea to replace repetitive actions with macros

Il.l Viewing the DEVELOPER Tab

It is the Tab containing commands for so-called « super-user ». The commands include
macros and macro security, form controls and XML tools.

How to display this Tab : OFFICE Button — EXCEL OPTIONS Button — POPULAR Category
— SHOW DEVELOPER TAB IN THE RIBBON Option.

I1.2 Recording a simple macro

You perform the commands as usual and the macro recorder will convert them into VBA
(Visual Basic Edition for Application) lines.

e DEVELOPER Tab— CODE Group — [ Record Macro .5 [ |
RECORD MACRO Button

Macro name:
DirectClearall

Shortcut key:
Ctrl+

Store macro in:
This Workbook |E|

Description:

he

Macro name The name cannot include a space or a dash

& Do not give an existing name such as FileClose because your macro
could replace the Excel pre-set one

Shortcut key To assign a keyboard shortcut key to the macro. If the chosen shortcut
is not available, Excel automatically converts it into a free one (usually
by adding the SHIFT key to it)

Store macro in Macros can be stored | |This warkbook [~
in: Personal Macro Workbook -
Mew Waorkbook
This Waorkbook i

e Choose to save the macro into This Workbook or into a New Workbook (the Personal
Macro Workbook is explained later on)
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e OK to confirm
e Perform the commands to be turned into a macro.

When you have finished : click on the STOP RECORDING = Iimp Recording
button. =5

E Use Relative References
cros
1

A1 Macro Security

Code

I1.3 Saving the file containing the macro

Impossible to assign a "normal" extension such as (.xIsx). You must save the file using the
Macro-Enabled format, that is the .xIsm or .xltm extension. If you try to force saving the file
with the .xIsx extension, the following message will be displayed :

Microsoft Office Excel ﬁ

The following features cannot be saved in macro-free waorkhooks:

= VB project

To save a file with these features, didk Mo, and then choose a macro-enabled file type in the File Type list.

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

[ Yes ] [ Ma ] [ Help l

e

NO : back to the workbook and this time save correctly (.xIsm or .xltm)
YES . the file will have the .xIsx extension. Provided you do not close the workbook, you will
still see the macros. But when the file is closed and opened again : no more macros.

I1.4 Storing macros into the Personal Macro Workbook

The real name of this workbook is PERSONAL.XLSB.
Provided it contains a minimum of one macro, it will be automatically active when you run
Excel. All its macros will be available in Excel, whatever the file.

But Caution, |t iS hldden If yOU need tO % Zoom to Mew  Arrange Freeze
modify, delete ... one of its macros, you will Selection || Window Al Panes -| (] Unhide
first have to unhide it through the VIEW Tab : 2@ | .
Unhide D |
LUnhide workbook:
-

But do not forget to hide it again once you
have finished (click on the HIDE button)

K ] [ Cancel
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When you exit Excel, you will be prompted to save the PERSONAL.XLSB file (if you have
modified it) : answer YES.

How to delete this file : make sure that Excel is fully closed then run the Explorer and delete
it. It is usually stored in the XLSTART folder :

C: % Documents and Settings\ user profile\AppIication Data % Microsoft ' Excel % XLSTART
(if using Windows Vista add the Roaming folder between Application Data and Microsoft)

|1.5 Managing macros : run, delete etc...

e DEVELOPER Tab - CODE [
Group — MACROS Button

Run

Step Into

Edit

Create

D ] |
Macro name:
DirectClearall Rz
DirectClearall -
Step Into

il Options...
Macros in: | Maonthly-Planning. xlsm |Z|
Description

L.

To run or execute the macro

Note : if you have set a button or a keyboard shortcut, they can also be
used to run the macro

Running the VBA editor. Select the command one by one by pressing
the F8 key. Good knowledge of the VBA language required

Running the VBA editor to edit the selected macro

Any user can make simple modifications but for the rest .... a good
knowledge of the VBA language is required.

It is not possible to edit a macro stored into the Personal Macro
Workbook from another file. You must first unhide it.

Running the VBA editor to create a macro, line by line.
Good knowledge of the VBA language required
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Delete To delete the selected macro

It is not possible to delete a macro stored into the Personal Macro
Workbook from another file. You must first unhide it.

Options You can add a keyboard shortcut to the macro as well as a short
description of it — interesting if you have forgotten to set it in the Record
Macro dialog box.

# There is no RENAME command. To rename a
macro, you need to run the VBA editor (use the EDIT
button for instance) and rename directly in the code. Sub|DirectClearill ()|

|:Genera|]

I1.6 Creating a new workbook : will the macros be copied ?

Yes they are, whatever the extension .xlsm or .xltm
Therefore make sure when you save the new file to choose a "macro-enabled" extension

I1.7 Macro security

Macros and computer security are linked as macros can contain viruses. In order to protect
your files, Office needs to know what to do with files containing macros that you have not
created yourself.

Office works with folders that are defined as « trusted locations » that means « safe ». If an
Excel, Word, PowerPoint ... file is saved into one of these trusted locations, its macros will
be automatically enabled — no special message.

It is also necessary to decide what to do for files that have not been saved in a trusted
location.

1.7.1 Trusted locations

By default, the Excel startup folder and the templates folder are activated.
e DEVELOPER Tab — CODE Group — MACRO SECURITY Button
or (if the DEVELOPER tab is not displayed) :

e OFFICE Button — EXCEL OPTIONS Button — TRUST CENTER Category — TRUST
CENTER SETTINGS Button
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Trust Center @I&J

Trusted Publishiers

Trusted Locations

Trusted Locations

Warning: All these locations are treated as trusted sources for opening files. If you change or add a location, make

Add-ins sure that the new location is secure,
Path Description Date Modified
ActiveX Settings .
User Locations
Macro Settings D:4000-Formation-Perso', 18.11.2008 12:35
C:\01-2007-US-Ateliers), 14.11.2005 14:14
Message Bar D:W01-2007-Fr- Ateliersy 14.11.2008 14:14
Dv04-MD-Training-Concept’, 10.04,2008 12:32
External Content D01 -Ateliers-2003-Fr 14.01.2008 12:07
) . CrvOL-Ateliers-2003-US\ 14.01,2008 12:07
Privacy Options CA\Program Files\Microsoft Office’\Templates\,  Excel 2007 default location: Application Tem...
| ChaData\Roaming'\Microsoft\BExceWXLSTART,  Excel 2007 default location: User StartUp

O Files\Microsoft Office’\Officel 2 XLSTART,  Excel 2007 default location: Excel StartUp
O AppDatatRoaming'\Microsoft\Templates',  Excel 2007 default location: User Templates
Chadles\Microsoft Office\Officel 22\STARTUP, Excel 2007 default location: Office StartUp
., Files\Microsoft Office’Officel 2\Librany', Excel 2007 default location: Add-ins

Policy Locations

Path: D:\000-Farmation-Perso’,
Description:

Date Modified: 1811,2008 12:35
Sub Folders: Allowed

Add newlocation...] [ Eemove ] ’ Modify...

|:| Allow Trusted Locations on my network (not recommended)
|:| Disable all Trusted Locations. Only files signed by Trusted Publishers will be trusted.

[ OK l[ Cancel ]

Simply click on the ADD NEW LOCATION button to set a folder as trusted — along with its
subfolders if you set so.
(a large address — such as a whole D:/- P:/ ... drive is not allowed (too dangerous).

Caution : locations are set by program and not for Office in general

1.7.2 What will Excel do when the file is not in a trusted location

You can choose to enable or disable all macros contained in a file that is not stored into a
trusted location — with or without notification :

Trust Center

Trusted Publish
rusted Publishers Macro Settings

Trusted Locations . . .
For macros in documents not in a trusted location:

Add-ins () Disable all macros without notification

) . @ Disable all macros with notification
ActiveX Settings _
! Disable all macros except digitally signed macros

Macro Settings | (") Enable all macros (not recommended: potentially dangerous code can run)

Message Bar Developer Macro Settings

External Content
|:| Trust access to the VBA project object model

| Privacy Options
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The options for the ActiveX settings are labeled differently but the concept behind is the
same.

Here below an example of a macro/ActiveX notification (after having clicked on the
OPTIONS button) :

l;‘ Security Warning Macros have been disabled. Options...
Microsoft Office Security Options [ilﬂ_hj

@ Security Alert - Macro

Macro

Macros have been disabled. Macros might contain viruses ar other security hazards. Do
not enable this content unless you trust the source of this file,

Warning: It is not possible to determine that this content came from a
trustworthy source. You should leave this content disabled unless the
content provides critical functionality and you trust its source.

Mare information

File Path:  C:WUsers\Jael\Documents\Manthly-Planning. xlsm

@ Help protect me from unknown content {recommended)

) Enable this content

O, i ’ Cancel

Open the Trust Center

PRI N Y R R A [ RN RN R Y .
=1 R =N e = e e e e e o s e e L2 L B

AN

Macros of previous versions ?
We have performed some tests and up to now, no problem to report.

I1.8 Custom button for a macro

You may assign a macro to any graphical item such as a drawn shape, a picture etc ...

e Right click the object and ASSIGN MACRO
e Choose the macro in the dialog box list
o Provided the object is selected, you may modify as required : text, size, color ...

As soon as you click into the sheet, the macro button becomes active. Click and the macro
will be run. To revert to managing the button : right click

You can also use the MACRO button that is located in the form control tear-off (Developer
Tab). Once you have drawn the macro button onto the worksheet, a dialog box prompts you
to indicate which macro should be assigned to the button. Then you may modify the button
label.
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CONTENT OF A TEMPLATE
(It is often called a « form »)




1 A Word or an Excel form ?

Word is really the program to choose if your form includes a rather complex setup : a
lot of text with various text or paragraph formatting, pictures, incorporated objects and so on.
The form controls are limited (only text box, checkbox and combo box). Caution, as
soon as calculating is required, problems will start

Excel forms offer a much wider choice of controls. Moreover, the power of Excel in terms
of calculations, functions ... can be used if you link the controls to specific linked cells. But
caution : if you wish to use this linked cells to return data and fill in a database ...then you
will quickly need more powerful tools, i.e. VBA ...

2 Content

A form can contain :

Pre-set formulas/functions

Comments

Help on input entry through data validation

Cell protection

Sheet protection (setting commands that should be left free)
Simple macros

(with buttons calling these macros)

e Form controls

|2.1 Simple contents : empty formulas, comments, validation, protection and
macros

Formulas working on empty | Simply create the formulas/functions.
cells They will return 0

Hide the zero values produced | For the active worksheet only :

for the formulas Office Button — OPTIONS EXCEL Button — ADVANCED
Category — DISPLAY OPTIONS FOR THIS WORKSHEET
Topic — SHOW A ZERO IN CELLS THAT HAVE A ZERO
VALUE Option

Comments To provide useful information to the user
Insert a comment Right click the cell and INSERT COMMENT
View/Hide ALL comments REVIEW Tab — COMMENTS Group — SHOW ALL

COMMENTS Option (switch)
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View/Hide THIS comment

REVIEW Tab — COMMENTS Group — SHOW/HIDE
COMMENT Button (or right click and same option)

Print comments

PAGE LAYOUT Tab — Dialog box launcher — SHEET Tab
— COMMENTS Option(None by default — At end of sheet
and the most common one : As displayed on sheet)

Validation

Help to fill in a form through input restrictions

Set the required restrictions

DATA Tab — DATA TOOLS
Group — Drop-down menu of
the DATA VALIDATION Button
—DATA VALIDATION Option

OPTIONS Option Allow:
Here after the possible Any value v
restrictions :

Whole number
Decimal

List

Date

Time

Text length
Custom

An interesting choice : List

It is possible to create a list of entries to avoid typing. Choose the
LIST option from the drop-down list and indicate below the
corresponding range of cells. (the data must be on the same
sheet if you wish to select cells directly (=$K$2:$K$27 for ex.) but
you may indicate an external sheet provided the corresponding
range of cells has been named (=depts. for ex)). You may also
type the list items manually (with the list separator). Drawback :
you need to type manually. Advantage : there is not "external”
list.

Another interesting choice : Decimal

Choose Decimal from the drop-down list and set that the number
of decimals must be comprised between 0 and 2 if you wish to
limit the data entering to numbers with no or maximum 2
decimals.

Input Message

The information message will be displayed when you click
on the cell.

Data Validation LD [

i | Error Alert

| Show input message when cell is selected

When cell is selected, show this input message:
Title:
Info
Input message:
You must enter a whole number between 0 and 100 - Thanks

If the user tries to enter invalid data, a stop, warning or
information message will appear
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- < Other possibilities .
Data Validation B [ P

| Settings | Input Message | Error Alert

Show error alert after invalid data is entered Warning
Information
When user enters invalid data, show this error alert:
Style: Title:
Stop E| Stop
Error message: |

Sorry but the number MUSTbea -
whale number between 0 and 100,
Thank you.

o) (o

Examples :
Stop =)
Sorry but the number MUST be a whole number between 0 and 100,
Thank you.
.
. - .
Warning Important information ﬁ
You should enter a whole number between 0 and 100, Are you sure to carry on ?
— I 3 Continue?
Yes
|-
Information [
Itis prefereable to enter a whole number between 0 and 100. Continue only if you are certain of your choice.
[ ok [ Cancel ] l Help l

If the message is not a stop message, the user can ignore the information or the alert, and
type what he wants. If the error generates a stop message, the user is prompted to "retry"
until the entry matches the set restrictions, but this is not a 100% security. Indeed a simple
COPY-PASTE can bypass this stop message.
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Protection

To prevent any unwanted modification
To prevent any command other than authorized ones

Through the cell status

Select the required cells

HOME Tab — CELLS Group — Drop-down menu of the
FORMAT Button — FORMAT CELLS Option —
PROTECTION Tab

Check on/off the LOCKED option
Then click on the PROTECT SHEET command (drop-down
menu). With or without password.

Weak points
No visual indication on which cells are locked and which

are left free.

By protecting commands

HOME Tab — CELLS Group — Drop-down menu of the
FORMAT Button — PROTECT SHEET Option
Set which command to leave access-free.

Caution : some commands require that the cells be set on
unlocked.
Note : select locked/Select unlocked cells are on by default

\ O\

Command

Y

Condition

Select locked / unlocked

By default, if you can select, you can also copy-paste into

(autofit, hide ...)

cells another workbook.
Format cells None
Format columns / rows None

Insert columns / rows

Inserting is possible with no special condition. But if you wish to
type data into the new cells, it is necessary to check that the
whole row or column located top or left has been unlocked
through FORMAT — CELLS — PROTECTION Tab

Insert hyperlinks

The cell must have been unlocked through FORMAT — CELLS
— PROTECTION Tab

Delete columns / rows

All cells must have been unlocked through FORMAT — CELLS —
PROTECTION Tab

Sort

All rows and columns must have been unlocked through
FORMAT — CELLS — PROTECTION Tab

Or

The range of cells must have been set as a free range through :
REVIEW Tab — CHANGES Group — ALLOW USERS TO EDIT
RANGES Button.

& Caution : the cells content can now be freely modified
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Use AutoFilter

The autofilter mode must be active

Use PivotTable reports

You must have created the pivot table. Then the user can use it

Edit objects

None

Edit scenarios

You may modify them. If the option is left unchecked you can
simply show a given scenario.

Access to free cells by pressing the TAB key.

Through free ranges of
cells

Microsoft associate the part of protection to the concept of
« Reviewing » and the commands are consequently located on
the REVIEW Tab — CHANGES Group

Select the required ranges
(optional but more comfortable)

ALLOW USERS TO EDIT RANGES Button

In the dialog box : click on the NEW button. The selected
range is automatically retrieved (if there is no selection, you
can now select directly in the worksheet)

Name this range. You are not allowed to use characters
such as a space or a dash but may use the underscore.

The range(s) are saved. You can later on modify or delete
them as required. You can also set access rights for other
users on your network. You may print a list of the ranges.

Strong points

It is possible to list, print ... the free ranges
Access rights can be set

Protect the workbook

Not directly related to cell protection.
You may protect :

Structure The worksheets can no longer be copied,

moved, deleted ...

Window The windows buttons (minimize, full scree ...)

are removed

All the rest is available

Macros

To automate given tasks

Explained in a previous chapter (page 17)
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I2.2 Form controls

DEVELOPER Tab — CONTROLS

'ff“Prcuperties
Group

Gl View Code

'ﬂ Run Dialog
Form Controls J
=HMV s=EeHn
[ Az ¥ ab| =g EE
3 ActiveX Controls
e T
oAl

# ActiveX Controls are not explained in this documentation because they belong to the VBA (Visual
Basic for Applications) language. These controls are mainly used for online forms or controls that
run « events » (running a given macro depending on the user choice in a drop-down list for
instance).

Example of a form :

Evaluation questionnaire

First name : [Johanna |

Lastname: [Smith |

Company : [COMPUTERS SA |

Mew client : (@) es {_tNo

Program : | PowerPaint E]

[ %] [ ) [ [ [ [ PSS (U W Ny A R

Your level Basic &
Medium
Advanced 57
Environment () Satisfied {3 Unsatisfied
Reason :
= Training quality ) Excellent 1 Good ) Unsatisfactory
24
26 |Training book {®) Exhaustive _rWell structured 3 Confused
27
28

Do you wish to attend )
29 | other courses ? Word [ ]Excel [JrowerPoint [ | Outlook

30 [wlother lllustrator
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2.2.1 The controls

Aa To create the label that will go with your control. But most often you can
simply use a cell and type in the label
Label
Label as a form control :
TR -
Medium
Advanced &
Cell used as label : Yourlevel : | Basic -
Medium
Advanced i
[ This control is used to group other controls.
Its purpose can be only esthetic
Group Box In some cases — grouping check boxes — its purpose is not esthetic at all :
it groups the check boxes to prevent interaction with other controls.
) Excellent ) Good 4 Unsatisfactory
[4 Word Excel [JrowerPoint  [] Outlook
Check Box
® i
(@ Excellent {1 Good {1 Unsatisfactory
Option
Button
8 To create a list of possible entries.
The list is pre-set and cannot be modified.
List Box
Basic -
Medium
Advanced -
B This list is also pre-set and cannot be After the user choice :
modified.
Combo Box |F'|:|'n'erF'|:|int t
PowerPaint E]
Word
Excel
Dutlook
Arcess
Visio
Acrobat
| Content Page no 30




ﬂ To increment a cell value.

. A click on the control : -> A
Spin Button 1= 2 =
| Macro button.

Once you have drawn the macro button onto the worksheet, a dialog box
prompts you to indicate which macro should be assigned to the button.
Then you may modify the button label.

Note : you may assigh a macro to any graphical object such as a shape, a
picture etc ...

bl Bl BE Not available in standard Excel workbooks. This control is used to work
with old Excel 5.0 sheets

2.2.2 Creating

e Click on the required control
o Click onto the sheet for a standard size and click and drag to set the size
e Click outside the control : it is automatically active

2.2.3 Selecting

e Click = run the control / Right click = select the button

e To enable selection using a simple click, you need to be in the object selecting mode :
HOME Tab — EDITING Group — Drop-down menu of the FIND & SELECT Button —
SELECT OBJECTS Option.

2.2.4 Managing

¢ Right click the control, then click the border line : now you can move, size .... it.

¢ Right click the control, then EDIT TEXT

¢ Right click the control, then FORMAT CONTROL
The tabs displayed in the dialog box offer various options such as sizing, properties and
other such as : should the control be pre-activated ? 3D view ? Link cell ?

2.2.5 Specific to lists and spinner : defining the list entries and the spinner start number

If your form only includes some check boxes, option buttons, your work can be considered as
finished. All you will have to do is print your form. But if you wish to add drop-down lists or
spinner, then you will need to create the list entries, set the spinner start number and
required interval ...

e Create the control
e Display the format dialog box (right click and CONTROL FORMAT)
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A | B | ¢ | o | E | F | 6 |

A
L e O O
3 5 Basic

4 Thom T Medium
— Ad d -
5| A Advanced

6

s | Format Control Iil-‘.:_?-]
8

9 | Size | Protection | Properties I Web |C

10

I Inputrange: |&F53:4FS5 25

A2 cell link:

i Calartinm fums

If you do not create a list entries, your control will display an empty list. Where should you
create the list ? Outside the form so that users cannot delete it by mistake. A good idea is to
choose a location quite far away from the form and to hide the corresponding columns. You
can even add cell protection. You may also type the list onto an external sheet. Up to you.

The spinner can be managed differently. Usually the cell linked to the spinner is the one right
next to the control :

A | B | ¢ | D [ E |

1 . .
5 To display the number, simply
3 TRy choose a left alignment. You may
rap IR even set in the PROPERTIES Tab
_& | | Format Control that you wish not to print the
_6 | control. Very handy for an invoice
L | Size | Protection | Properties I Web | Control L number : you choose the number
% Current value: through the spinner control but you
0 1| vnimum vale: 5 . print only the number.
I Maximum value: 30000 =
% Incremental change: |1 = o l D I E
ﬂ Page change: :
15| Celllink: oo S S
x | - -

1 3-D shading

If no other special control is required, your form is ready to be printed or sent.

2.2.6 Linking controls (dialog box CONTROL FORMAT)

Important to tell you right from the very beginning : linking controls will require that you are at
ease with formulas and functions. Worse : very quickly, specific needs will need VBA
commands.

The role of the linked cell

The link cell "memorizes" the user choice (which check box was turned on, which list
entry and so on). The required cell is indicated in the CONTROL Tab
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Check box or option button List box or combo box

A1)

ﬁ"l

Value Input range: 815481510

@ Unchecked Cell link:
© Chedked

Drop down lines: |7

A1l

ﬁ"l.

Mixed

Cel link:

[F] 2 chadina

Some examples. Each control has its own way to "return” the choice :

Check boxes return TRUE if turned on and FALSE if not

Do you wish to attend )

ﬂ ofher courses 7 Word [ Excel rowerkoint  [] Outlook
| 31| [v]Other |llustrator

32
K
| 34 |Other courses ? Ward TRUE 1
| 35 | Excel FALSE ]

36 PowerPoint FALSE 0
| 37 | Outlook FALSE 0
| 38 | Other TRUE 1

Option buttons (grouped into a box group) return the number of the turned on button

Training quality @ Excellent " Good i Unsatisfactory
Training quality 1=Excellent @
2=Good

3=Peu satisfaisante

# Reminder : if you need to prepare several groups of option buttons, it is necessary to
"isolate" each group into a group box.

For lists, the linked cell returns the number of the entry :

12]

13 |Program : PowerPaoint B
W Word
F Excel
—
i Cutlook

17 Access
W Vigio
W Acrobat
E Program 1 Waord @
21 2 Excel
22| 3 PowerPoint
23| 4 Outlook
24 | 5 Access
25| 6 Visio

26 7 Acrobat
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2.2.7 What can be done to help retrieving the returned values

As you can well guess from the above screen captures, it is not possible to retrieve the return
values with no other "treatment". Indeed : What can you do with a TRUE, a 2 value without
knowing what it corresponds to ? How to retrieve the "text" chosen by the user (True = Word,
2 = Excel ....) and copy it into a separate sheet for instance ?

Some hints :

Whatever the control, we usually type the corresponding labels next to the linked cell.

For check boxes and option buttons returning the TRUE or FALSE logical values, we convert
them into 1 for TRUE and O for false, because this will be easier to test with an IF function.
To convert, use the =N(cell) function :

D34 - £ | =N(C34)

A | B | C | D |
33
34 | Other courses ? Ward TRUE 1_
35 Excel FALSE 0
36 PowerPoint FALSE 0
ar Outlook FALSE 0
38 Other TRUE 1

For lists, we usually create a table showing the label corresponding to each number :

Program : PowerPoint E]
Word

Excel

Cutlook

Arress

Visio

Acrobat

Program

PRIIRSIRIIRIRIIRIMN ||| | | [
MW =S| oo =& | [k

o
4

Then it will be easy to retrieve the label through a VLOOKUP function.

2.2.8 Retrieving the returned values

Simply use links, tests with an IF function, the VLOOKUP function and so on

Here below the user choices for a given form (pasted as a record in order to create a little
"data base") :
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A B c D E F G H |

1 Company |[Name |[New client |Workshop [Level |Envirc t_|Training quality |Training book |WD [xi
2 (COMPUTERS S Smith Johanna Yes PowerPoint Basics Satisfied Excellent Exhaustive Yes

3

4

5 ='Questionnaire-linked-cells1BS =IF{Questionnain
6 =IF(Questionnaire-linked-cellsTM6=1,"Yes","No")

7

8

9 =VLOOKUP(Questionnaire-linked-cells™10,'Questionnaire-linked-cellsK10:L16,2, FALSE)

10

1

=IF(Questionnaire-linked-cells™26=1,"Excellent”,IF[Que
12

What should follow is quite easy to guess : when someone fills in the form, a macro (as a
macro button for example) would copy the user choices and paste them into an Excel list
(preferably into a another workbook).

It is quite simple to create a macro that will copy the row 2 and paste it into an Excel
database.

But when the form is used a second time, this row will be overwritten by the coming values

because an automatic macro does not specify that it must find the first empty row before
pasting. A very small problem, but that can only be solved through a VBA command.

3 Hiding a worksheet or a workbook

When you need to automate you work in Excel, it can prove handy to hide a worksheet (for
instance the sheet where you have typed the list of items for form combox box).

¢ Right click the required worksheet and option HIDE

Less common because used mostly be developers : hiding a workbook
e VIEW Tab — WINDOW Group — HIDE Button

Unhiding : the UNHIDE command in both cases.

| Hiding a worksheet or a workbook Page no 35




	TEMPLATES
	1 Default location for documents, picture files etc …
	1.1 Standard workbooks
	1.2 Picture files

	2 Types of templates
	2.1 A standard « .xlsx » workbook used as a « template »
	2.2 The .xltx - .xltm files
	2.3 What is the templates default path ? (.xltx or .xltm)
	2.4 Saving a file as a .xltx or .xltm template
	2.5 Creating a new workbook based on a template

	3 The other files related to customization
	3.1 Files stored in the XLSTART folder
	3.2 Creating a corporate theme (the company's theme)
	3.2.1 User assigned as responsible for corporate templates
	3.2.2 The other users or « end-users »
	3.2.3 Saving a custom theme
	3.2.4 If you wish to add extra access to the colors/fonts scheme in order to modify them


	4 Customizing the QUICK ACCESS toolbar
	4.1 Keyboard shortcuts
	4.2 Buttons displayed only in a given workbook or template
	4.3 Buttons running macros

	AUTOMATE (macro-instructions)
	1 Introduction to macro instructions
	1.1 Viewing the DEVELOPER Tab
	1.2 Recording a simple macro
	1.3 Saving the file containing the macro
	1.4 Storing macros into the Personal Macro Workbook
	1.5 Managing macros : run, delete etc...
	1.6 Creating a new workbook : will the macros be copied ?
	1.7 Macro security
	1.7.1 Trusted locations
	1.7.2 What will Excel do when the file is not in a trusted location

	1.8 Custom button for a macro

	CONTENT OF A TEMPLATE (It is often called a « form »)
	1 A Word or an Excel form ?
	2 Content
	2.1 Simple contents : empty formulas, comments, validation, protection and macros
	2.2 Form controls
	2.2.1 The controls
	2.2.2 Creating
	2.2.3 Selecting
	2.2.4 Managing
	2.2.5 Specific to lists and spinner : defining the list entries and the spinner start number
	2.2.6 Linking controls (dialog box CONTROL FORMAT)
	2.2.7 What can be done to help retrieving the returned values
	2.2.8 Retrieving the returned values


	3 Hiding a worksheet or a workbook

