
 
  

COURSE DURATION: 1 Day 
 

COURSE 
OVERVIEW 
 

COURSE OVERVIEW 
This one-day course introduces Microsoft Excel users to 
creating and managing Excel macros. You will learn how to 
record macros, execute macros in variety of different 
methods, editing macros and creating a control button to 
activate the macros. 
 
COURSE OBJECTIVES 
 
You will 

 Write a new macro. 
 Editing macro commands. 
 Create a custom button. 
 Using relative references. 
 Moving and sizing a macro button. 
 Assign a shortcut key to pasted macro. 

Course Name: 

Microsoft Excel 2016: 
Amazing Macros 
 



 

COURSE OUTLINE 
 

Lesson 1 - Using Macros 
Topic A: Define Macros 
Topic B: Opening a Workbook Containing Macros 
Topic C: Running a Macro Using a Shortcut Key 
Topic D: Opening the Visual Basic Editor Window 
Topic E: Using the Visual Basic Editor Window 

 
Lesson 2 - Recording Macros 

Topic A: Recording a Macro 
Topic B: Assigning a Shortcut Key 
Topic C: Using Relative References 
Topic D: Deleting a Macro  

 
Lesson 3 - Editing Macros 

Writing a New Macro 
Entering Macro Comments 
Copying Macro Commands 
Editing Macro Commands 
Typing Macro Commands 
Running a Macro from the Code Window 
Using the Debugger 

 
Lesson 4 - Custom Button in Quick Access Toolbar 

Create a custom button 
Adding a button to Quick Access Toolbar 
Change a button image 
Delete a Custom button 

 
Lesson 5 - Adding Form Controls to Control Worksheet 

Create a Macro button 
Copy a Macro button 
Assign Macro to Pasted Macro 
Format a Macro button 
Rename a Macro button 
Moving/Sizing a Macro button 
Deleting a Macro button 


