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Introduction

The purpose of this document is to discuss some basic common conventions across the subsequent tutorials and to point out some general differences between Excel 2007 and 2003.  The tutorials are written for Excel 2007.
Conventions
I have used different styles of text to help delineate between information in the written text and the Excel files.  (If you don’t receive the Excel files with the text, don’t worry.  The information needed for the Excel files will appear at the end of the text).  
· Keys that need to be pressed on the keyboard will take the following form:
Alt+H+C, Ctrl+1, etc.  
· Hierarchical Excel steps will appear in the following “general” format and font:
XLS: Home | Clipboard | Copy
· This is equivalent to clicking the Home tab, going to the Clipboard group, and selecting the Copy command
· Hierarchical Visual Basic Editor (VBE) steps will appear in the following “general” format and font:

VBE: Help | Microsoft Visual Basic Help
· This is equivalent to clicking the Help menu within VBE and selecting Microsoft Visual Basic Help
· Blocks of code will appear like this:
Sub HelloWorld()

MsgBox "Hello World!"

End Sub
The Excel data will have the following “general” color schema:
· BLACK text will signify text and formulas

· BLUE text will signify hard-coded inputs

· GREEN text will signify links to other worksheets

· RED text will signify data that requires special attention
Excel data will also have the following “general” format (reference the picture below):
· Columns A and H are used as “elevator” columns, or navigation columns via Ctrl+Arrow Keys, wherein you can move between the “x”s quickly
· Rows 2 and 21 are section headers and row 31 is a line designating the end of the data set

· The table within “Buy A Car” has a thick, top border (row 5), table headers (rows 6 and 7), a top border separating the table headers from the table data (row 8), and a top border to close the table (row 19)
· The “Scenario” header is NOT merged across the cells.  I get quite frustrated with merged cells because I often run into a situation where I’m quickly selecting a column of data (via Ctrl+Shift+Arrow Key) and I come across a merged cell during the selection process.  What happens?  My one column of data turns into however many columns the merged cell covers!  I then have to unmerge the cell and reselect my data.  Rather than merged cells, you’ll find cells Centered Across Selection with Single Accounting Underlines.  You won’t find merged cells in the Excel workbooks
· Gridlines are turned off (XLS: View | Show/Hide | (Uncheck) Gridlines)
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xBuy A Car x
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Scenario
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Description One Two Three Four
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Period 12 12 12 12
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Loan Amount – – – –

11

Interest Rate 5.0% 4.0% 3.0% 2.0%
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Period Interest 0.4% 0.3% 0.3% 0.2%
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Number of Years 5 5 5 5
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Number of Periods 60 60 60 60
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Payment – – – –
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xGoal Seek Settings x
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XLS: Data | Data Tools | What-If Analysis | Goal Seek
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Set Cell: C17 D17 E17 F17

26

To Value: 600 600 600 600
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By Changing Cell: C10 D10 E10 F10
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xEND x


Though the code in the following tutorials will not explicitly include the line Option Explicit, I would like you to add Option Explicit in VBE's options.  Option Explicit requires that all variables within your program be dimensioned before the variables can be used in the program.  It is good programming practice to dimension your variables before use.  Check this option by doing the following:

· Open the VBE (XLS: Developer | Code | Visual Basic)

· Set the option (VBE: Tools | Options… | Editor | (Check) Require Variable Declaration | OK)

As you add code modules to your projects, Option Explicit will automatically be placed on the first line of the Code Window.
Excel 2007 vs. 2003
If you are like me, then you first learned Excel on the 2003 version.  As a result, migrating to the 2007 version was a bit of a change.  Two notable changes to me were the new Ribbon and file structure.

Ribbon
The visual appearance of the menu bar is a major change from the 2003 version.  The 2007 “menu bar” is called the Ribbon.  Some of the familiar File menu functionality (which I will reference as File) is now housed in the Microsoft logo in the upper-left corner of the application, and a Quick Access Toolbar (QAT) has been added to the right of the File menu.  (A user is able to customize the QAT by right-clicking the QAT, selecting Customize Quick Access Toolbar, and adding commands).  In 2007 terminology, each menu item is called a tab, i.e. Home, Insert, Page Layout, Formulas, Data, Review, View, etc.  Each tab has a group, e.g. the Home tab has the Clipboard, Font, Alignment, Number, Styles, Cells, and Editing groups.  Each group contains controls, each of which performs a command.
The Ribbon is accessible just as any menu bar is – via the mouse or by pressing Alt.  Once Alt is pressed, keyboard combinations will appear, showing which keys to press in a sequence to execute a command.  For example, to change the font color, simply press Alt+H+FC+Arrow Key <to the desired color>+Enter.  (Search the help documentation (XLS: F1) for “Keyboard Shortcuts” to learn more about controlling Excel without a mouse).  
The subsequent tutorials will reference the Developer tab, a tab that is not loaded by default.  Please add this tab (XLS: File | Excel Options | Popular | (Check) Show Developer tab in the Ribbon).  Please also set the macro security settings (XLS: File | Excel Options | Trust Center | Trust Center Settings… | (Select) Disable all macros with notification).  (See the appendix for “Security Overview” to understand the security setting designation).  When you open an .xlsm file, Excel will either ask you directly to Enable/Disable the macros, or you will need to select the “Options...” button that will appear in the message bar, located below the Ribbon, to Enable/Disable the macros.
I’m still getting to know Excel 2007.  When I first started in Excel 2007 I was very frustrated because I couldn't find what I was looking for (i.e. I knew where the commands were located in 2003 but didn't know their location in 2007).  It took me a long time to find some of the common 2003 commands in 2007.  In general, the shortcut keys from Excel 2003 will still work in 2007; however, you will come across commands in Excel 2007 that won’t execute with 2003 shortcuts.  So, what do you do then?  You can do one of two things:  (1) examine each tab for functionality (which I recommend doing anyway), and/or (2) download “Search Commands” from Microsoft Office Labs (http://www.officelabs.com/projects/searchcommands/Pages/default.aspx).  This add-in will allow you to search the Ribbon, much like you would search the Internet.  When the add-in is installed, you will see the Search Commands tab in the Ribbon.  (I spent some time using Search Commands when I first started using Excel 2007).
File Structure
General Excel users are most familiar with the .xls file extension.  Excel 2007 introduced a new file structure.  A workbook that does not contain macros typically carries the .xlsx file extension and a workbook that does contain macros will carry the .xlsm file extension.  (Yes, you can save an .xlsm file that doesn’t have any macros in it).  In Excel 2003, workbooks with or without macros carry the .xls file extension.  If you place a macro in an .xlsx file and try to save that file, Excel will throw the following error:

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

· VB project

To save a file with these features, click No, and then choose a macro-enabled file type in the File Type list.
To continue saving as a macro-free workbook, click Yes.
APPENDIX

Security Overview

In plain terms, macros are user-defined commands that are part of an application and execute a series of instructions.  For example, each time you click the left-justified button, a macro is called that sets the text’s justification to left.  Since Microsoft packages its user-friendly software for resale, its macros are safe and well tested.  As a result, any buttons you push within the application will not adversely affect the file or your computer.  However, when a user adds his/her own macros to a file, you don’t know whether the macros can be trusted.  Macros can potentially be dangerous, VERY dangerous.  As a result, Microsoft allows the user to select the security settings for handling non-native macros.  The macro settings (XLS: File | Excel Options | Trust Center | Trust Center Settings…) are self explanatory.  I prefer my setting to be “disable all macros with notification” because when I open a file that has macros in it, I can decide whether or not to enable the macros.  If, for example, you use “Enable macros” then ANY file that has a macro will be enabled.  Thus, if there is a harmful macro that runs when the file opens (e.g. the macro runs on the Workbook_Open event) then you can’t stop the macro from running and potentially harming your computer.
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