Tutorial 8

Developing an Cacel
Upplication



Review

 Auditing Formulas
— Trace Precedent cells
— Trace Dependent cells

e Trace Errors

e Error Messages

e Adding Comments

e Track Changes

e Save as webpage / add hyperlinks



Create validation rules for data entry

* You will want to prevent errors in your workbooks as much
as possible.

— You can specify the type of data that is allowed and/or a range
of acceptable values

— Ifavalue is entered that does not meet the requirements, an
error message is displayed

— Setting a rule like this Is a preventative measure that allows you
to validate data upon entry

 There are several different options in the Data Validation
dialog box allowing you to provide various rules related to
data entry.

 You can also provide an input message that will aid the user
In entering the data.



The Data Validation dialog box

Setting validation criteria

Data Validation 3
a date entered =

in the selected Settings | Input Message | Error Alert
cell must be after
the date entered
in cell K14

Yalidation criteria
Allow:
|Date v | Ignore blank
Data:

———————— |greater than v |

Start date:

\=K14 Fed

o] Cae




The Allow list box options

Options in the Allow list box Figure 8-3

Allow Description

Any Value Any value can be entered into the cell.

Whole Number  The cell will accept only integers. A validation rule can further specify the range of
acceptable integers.

Decimal The cell will accept any type of numeric value. A validation rule can further specify the
range of acceptable values.

List The cell will accept only values from a list. The list can be taken from a range of cells in
the worksheet, or the list of values can be entered directly into the dialog box, with the
values separated by commas.

Date The cell will accept only dates. A validation rule can further specify the range of accept-
able dates.

Time The cell will accept only times. A validation rule can further specify the range of accept-
able times.

Text Length The cell will accept only text of a specified number of characters.

Custom The validation rule will be based on an Excel logical formula.




The Input Message tab of the Data
Validation dialog box

Figure 8-4 Specifying an input message for the date value

Data Validation @
Settings | | Input Message | | Error Alert
Show input message when cell is selected

‘When cell is selected, show this input message:

7 Title:
title of the >|'['):te |
message box
Input message:

| Eriter the date the stacks traded, '
textthatappears J- nter kne date the stocks were trade |

in the message box

[ Ok ][ Cancel J




A worksheet with an
Input message displayed

Displaying the date input message Figure 8-5

= Date | atest Stock Value =

Enter the date -
Date il | Open High Low Close

traded. v
4 4 | m}\ Docume rter { History Log / |< | >
Read

[input message title|  [input message text |




The Error Alert tab of the Data
Validation dialog box

Data Validation E]

Shows error alert after invalid data is entered
CliCk to view the When user enters invalid data, show this error alert:
types of error styles Style: Title:

Stop ¥ | |Invalid Date

Error message:

@ [ The date must be after the previous ending
date shown in cell K14,

ok ][ comcel ]




Testing Validation Rules

e wrong type of data
* Incorrect lower range
* INncorrect upper range

e correct values




g Protect the contents of worksheets and
/ v, workbooks

e Once you have a worksheet that you know Is correct, you
may want to protect the worksheet so that users cannot make

changes.

— Setting the locked property will disallow any changes to a
particular cell

— The worksheet will have to be protected in order for the locked
property to have any affect
e You can also specify a password that must be entered in
order to remove worksheet protection.

* Finally, you can protect an entire workbook, which would
disallow changes to the workbook, such as adding or deleting
worksheets.



The Protect Sheet dialog box

Protect Sheet EJ

Pratect worksheet and contents of locked cells

Password to unprotect sheet:

[ password is optional >

user Wi" only be Allow all users of this worksheet to:
able to select locked | 3 Select locked cells

| Select unlocked cells

and unlocked cells

Format cells

Format columns

Format raws

Insert columns

Insert rows

Insert hyperlinks

Delete columns

Delete rows v |

EEEEEEEECG




The Protect Workbook dialog box

Protect Workbook @
Prﬂhibits users fr()m Protect workbook for
inserting, deleting, hiding, [VfStrictirs;
or renaming sheets F] Windows
prohibits users from Password (optional):
moving, resizing, or hiding l |
workbook windows

[ K ] [ Cancel ]




Locked Property

e Every cell can be Locked so that once the
worksheet Is protected, the cell cannot be edited.

* Note: locked property has no effect on unprotected

worksheets.

» Locked property is found under the protection tab
of the format cell dialog box.



Unlocking Selected Cells

Unlocking the selected cells m

g;:ﬁ:ﬁc:;%::tlss Mumber | A&lignment | Font | Border | Patterns | Protection \_
the selected cells |
|
‘ Locking cells or hiding Formulas has no effect unless the
worksheet is protected. To protect the worksheet, choose
. . Protection from the Tools menu, and then choose Protect
dES.EIECtII'lg thlS | Sheet, & password is optional, ’
option ensures |
that a formula

appears in the
Formula bar when
a cell is selected




Create and use range names

[t may be useful assign a name to a cell or cell range.

 This is called a range name and allows you to refer to
the cell or range of cells by their name instead of their
cell references.

— For example, you might assign a range name, Expenses,
to a group of cells that represent your expenses

— When you want to calculate with those cells, you enter
their Range Name in the formulas instead of the cell
reference

e You can later change the definition of the range
names.



E3 Microsoft Excel - Stock2

(3] Fle Edt View Insert Format Tools Data Window  Help Type a question forhelp & o B X
E_]dﬂédldglf’ I&ﬂ_‘évllﬁ'“"lgz'ilﬂlg‘ 100% *@!
: frial ~ 10 -|BIgJEii§|S% 'Tasasli'ii_p:lj;-{bn -
Starting_Date '= A 17132006
A B & D E F G| H [ s K e
69 | 2/12/2006 020 3520 3508 3370 3460 3
70 [ 2/11/2006 007] 3430] 3592 3447 320
71| 211072006 0.16] 3340 3474 3378 3430
72| 2/9/2006 0.18]  3380[ 336B] 3285] 3340
73| 2/6/2006 014 3380 3391 33.24] 3380
74| 24572006 0.21 34.40 34.72 33.67 33.80
75| 27472006 010 3680 3476] 3358 3440
76 | 2/3/2006 012 3590] 3895 3594 3680
77 | 27212006 004 3830] 3611 3503 3590
78 | 1/30/2006 0.06] 3750 3718 3531 36.30
79 | 1/29/2006 010 3790 3786|3734  37a0
80 | 1/28/2006 012 37600 3879 3693 37a0
81 [ 1/27/2008 0.11 3790 3804 3728 3780
82 | 1/26/2006 002 3810 3850 3728 3790
83 [ 172372006 002 3680] 3842 3307 3310
84 [ 1/22/2006 004 38B0[ 3765  3E73]  3B80
85 | 1/21/2006 0.14] 3610] 3666 36.47|  36.60
86 [ 172072006 007 3700 3710/ 3531 36.10
87 | 1/19/2006 0.01 37.10[ 3693 3835 3B.70
88 | 1/16/2006 007] 3620 3791] 3652 37.10] | Starting_Date points to cell
89 | 1/15/2006 009] 3530| 3624] 3606] 3520 | A9T in the History Log worksheet
90 | 1/14/2006 003 3490] 3548] 3494 3530
91 [ 1/13/2006 002] 3730 3540 3467 3490 v
4 4 » »k Documentation [ Reporter ) History Log / |« >

Ready



The Define Name dialog box

Figure 8-14 Creating a name with the Define Name dialog box

Define Name EI
MNames in workbool:
| selected name |——starting_vaiuel o ]
Starting_Date
names in the
workbook are ——st
listed here
definition of Refers to: |
selected name —T=‘Hlstary Log'1$C$a1




View multiple range names

Names in the Stock2 workbook Figure 8-16

Define Name

Mames in workboolk:

Close

Ad

Delete

names derived
from labels
inrow 1

Starting_Date
Starting_Yalue
Vaolume

range reference |_|
|
does not : i

include row 1 Refersto: 5
: |='Hi£«‘.t|r}fr Log'l$F$2:$F$91

] IIIH X




Using Range Names in a chart

Using names in a chart Figure 8-17
Source Data E||z|

| DataRange | series
| an wn
i 1.5 st ;:
| i e L s E
| 3w [ ‘E
[ I:IS- !I-‘II
bate y
Series
Name: | ='History Log'1$B41
Values: |=Sto-:k2,xls!\n'-:|lume| e e
prefaced with the
T name of the
Categary (X} axis labels: |=stackz.xlsiDate etk ook
Second category (%) axis labels: |=St0ck2.xls!Date ‘k_=_
[ [0 ] [ Cancel ]




Macro viruses and Excel's security
features

Because a macro Is a program, a virus can be attached to
the macro.

— A macro is attached to a workbook and just opening the workbook
can cause the macro to be run

— If a macro has an attached virus, running the macro will likely
Infect the computer being used to view the workbook
 The first line of defense Is to be sure you know where the
workbook came from and whether the source Is
trustworthy.

» Excel allows you to specify security for any workbook
opened within Excel.

e There are three levels of security: high, medium, and low.



The Security dialog box

Setting the security level in Excel Figure 8-19

Security

Security Level | Trusted Publishers

() Very High. Only macros installed in trusted locations will be allowed
ta run, All other signed and unsigned macros are disabled.

() High. Only signed macros from trusted sources will be allowed to
run. Unsigned macros are automatically disabled.

@iMediurn‘ You can choose whether or not ko run potentially unsafe |
imacros. i

O Low (not recommended). You are not protected From potentially
unsafe macros, Lse this setting only if vou have virus scanning ‘
software installed, or you have checked the safety of all documents
yOu oper,

Wirus scanner(s) installed.

[ Ok, ] [ Cancel ]




Create macros using
the macro recorder

* One way to create a macro is to use the Excel macro recorder.

— When you start the macro recorder, all of your keystrokes are
recorded and saved

— Once you have completed the keystrokes you want recorded,
you can close the macro

— Once the macro has been created, you can replay the macro at
anytime
« The macro can be stored in the workbook, making it available
whenever the workbook is opened.

e You can also store the macro in a new workbook or in the Personal
Macro workbook, which makes it available anytime Excel is
running.



The Record Macro dialog box

Recording the Report30 macro Figure 8-20

Macro name:
| macro name I -IReportSD
Shortcut key: Store macro in .
press the Ctrl + a - Cobifa | [1his Workbook < _ || macro will be stored as part
keys to run the macro o || of the Stock2 workbook

from the keyboard Macra recarded 47172006 by Nigel Turner, '
Generates a report of stock values for the last 30 days, |
| macro description

[ OK ][ Cancel ]




The Macro dialog box

Three report macro Figure 8-22

click to make
changes to the

Macro

Macro name:

-.=epork30

.

()
E3

selected macro

click to delete
the selected macro

[Report30
Report60 Canicel
Reports0
Step Into
Edit
b—l_ Delete
Macros in: |AII Open Workbooks v | Options. .
Description

Macro recorded 4/1/2006 by Nigel Turner,
Generates a report of stock values for the last 30 days.

!Ir
c
=

click to run the
selected macro

click to run the
selected macro
one step at a time

click to change
the description or
shortcut key of the
selected macro




Running the Macro

Use ctrl shortcut set when recorded

OR

click macros under tools menu
choose macro name
click run



e You already learned how to invoke a macro
through the macro menu.

« Another option Is to assign a shortcut key to the
macro.

* When the shortcut key Is pressed, the macro is
run.



Assign a macro to a button

 YOu can create a button on the workbook that will
INVoke a macro.

e To create a macro button, you must first display
the Forms toolbar.

* Then, select the button tool on the toolbar.

e The button is assigned to a particular macro and,
when It Is pressed, the assigned macro runs.




Assign Macro Dialog Box

Figure 8-28 Macro button and the Assign Macro dialog box

2 T O O = = = O | O | K &
% Stock History for Maxwell Sports Inc. (MXS) . .
| 3 | ll Assign Macro |'S_EJ Button 8 e -
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| 5 | 175 M Macro name: -
5 | [Buttons Click g
7 1=y NewData X = "j
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17 41373 Macros in: All open Workbooks v Change 050
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21 d
22 Date Yolume (mil) Cpen High Lo Close
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4 4 » »)\ Documentation % Reporter / History Log / |< i 1
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Fixing Macro Errors

re-record using the same macro name

delete the macro and then record the macro again

edit the macro in VB code or editor

run the macro one step at a time to locate the error



