Creating a macro to format and print a spreadsheet in Excel.
1. Start Microsoft Excel on your workstation.

2. Open your existing spreadsheet and/or enter new data

3. Click the left mouse button on the Tools menu at the top of your current Excel window

4. Pull your mouse down until ‘Macro’ is highlighted

5. Move your mouse to the right and click on ‘Record New Macro’ 

6. Enter a descriptive name for your macro and optionally a short description

7. Click ‘OK’ with the left mouse button
You are now ready to begin recording your macro.

8. Click the left mouse botton with your cursor in the first cell of your spreadsheet (usually A1) to highlight it.
9. Press and hold the control key (CTRL) on your keyboard and then press the ‘A’ key to select your entire spreadsheet, then release both keys

10. Click on the Format menu at the top of your current Excel window

11. Pull your mouse down over ‘Autoformat’ and click the left mouse button

12. Choose a format that suits your interest and click ‘OK’

13. Click the File menu at the top of your current Excel window

14. Move your mouse cursor down over ‘Print’ and click the left mouse button

15. Click ‘OK’ in the print window that opens up

16. Click on the Tools menu at the top of your current Excel window

17. Pull your mouse cursor down until ‘Macro’ is highlighted

18. Move your mouse to the right and click ‘Stop Recording’

Your macro is now saved and ready to be used.

To use your macro:

19. Click on the Tools menu at the top of your current Excel window

20. Pull your mouse cursor down until ‘Macro’ is highlighted

21. Move your mouse to the right and click  ‘Macros’

22. Select your macro you have recorded previously by left clicking on its name
23. Click on the ‘Run’ button in the upper right hand corner of the ‘Macro’ window
You have just ran your macro, check the printer for your formatted document.

