Lecture Notes
Chapter 13
Working with Macros
Overview
In this chapter, learners will be taught how to automate tasks that are performed repeatedly. They will change the security features to allow macros before creating and running them. Finally, they will create macro buttons to increase efficiency when working with them.
Chapter Topics
	Introducing Macros
Changing Macro Security
	Recording Macros
Recording the Macro Steps
Storing and Sharing Macros
Saving a Workbook Containing Macros
	Running and Assigning Macros


Chapter Timing
The following table lists the estimated time to complete this chapter:
	Develop Your Skills
	Self-Assessment (online)
	Reinforce Your Skills
	Apply Your Skills
	Project Grader
	Extend Your Skills
	TOTAL

	1 hr 10 mins
	20 mins
	30 mins
	30 mins
	45 mins
	1 hr 30 mins
	[bookmark: _GoBack]4 hrs 45 mins


Preparing for This Chapter
A complete installation of Microsoft Office 2019 and an Internet connection are required for successful completion of this chapter.
A customizable PowerPoint presentation is available to support this chapter. 
Lecture Plan
	Major Topic
	Subtopic(s)
	Notes

	Introducing Macros
	· Changing Macro Security
	Discussion
· Share that a macro is a recorded set of mouse and keyboard actions that can be played back at any time.
· Discuss that while macros are a way to program Excel to take shortcuts, they can contain viruses, so you need to understand the added security features associated with using macros.
· Go over the four options for macro security:
· Disable all macros without notification
· Disable all macros with notification
· Disable all macros except digitally signed macros
· Enable all macros
· Explain that it is not recommended to choose the “Enable all macros” option and that “Disable all macros with notification” is the recommended option.
Questions/Activities
· Ask: Why can macros be dangerous to your computer?
· Ask: What do macros do for you?
· Activity: Have learners open Excel and adjust the security settings for macros.

	Recording Macros
	· Recording the Macro Steps
· Storing and Sharing Macros
· Saving a Workbook Containing Macros
	Discussion
· Explain that creating a macro is similar to using a video camera.
· Show the various options for recording macros: button on the status bar or the View tab or Developer tab of the Ribbon.
· Demonstrate how to name a new macro and assign a shortcut key to it.
· Show students how to create a basic macro.
· Explain that by default a macro is saved for only the workbook in which it was created. 
· Demonstrate how to save an Excel file as a macro-enabled workbook.
Questions/Activities
· Ask: How do you go about recording a macro? 
· Ask: What happens if you don’t use the Save As command when saving a workbook that contains a macro.
· Activity: Using the file from the previous section, have learners practice recording a macro.

	Running and Assigning Macros
	
	Discussion
· Show how to run a macro from the Macro dialog box.
· Insert a shape into the worksheet and assign the macro to it.
· Explain to students what a keyboard shortcut is and that it must have [Ctrl] or [Ctrl] and [Shift] as a part of it. Use the shortcuts for cut, copy, and paste as examples.
Questions/Activities
· Ask: Why might you choose to assign a keyboard shortcut to a macro?
· Ask: How can you create a custom button used to run a macro?
· Activity: Using the file from the previous section, have learners create a custom button for their macro and run it.
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