Steps to Make a Clear Button

· To Make a Clear button – you will be making a button to implement a macro

· A macro is a “recording” of a set of steps

· To work, macros must be enabled on the spreadsheet (this might not be true by default) – to check 
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Click on Tools→Options, Security Tab, Macro Security Button
· Set Security Level to Medium
· Before you make the Macro - SAVE

· Show Forms Menu

· [image: image5.png]Security

{Becuriy Level ]| Trusted Sources

" High. Orly signed macros from trusted sources wil be alowed
torun, Lnsigned macros are automaticaly dsabled

& Medum. You can chaose whether or not t run potentially
unsafe macros,

 Low (not recommended). You are not protected from
potentialy Lnsafe macros. Lise tis setting only F you have
virus scanming softwere installd, or you have checked the.
Safety of all documents you oper.

No virus scanner nstald,




[image: image6.png]yFloorPLan, xls

B) Ble Gk Vew Iwet Fomst Ioos Data Mindow Heb Acobat Type s
DEFESE SRRV ABB-F |- @=-HE @B -0,

sl ~10 B ZU EETE$ %, 38 F b= F @ Eiﬁ'vﬁr'tfﬁorvums'
A8~
ATBICTD uﬂ"’il G[HTITJTKTLTM[NTOTPTQTRTS] Z [AAIABIACTAD]AE| AFTAG]AHT AITAJAKTAL [AMIANTAO[APAQ]AY

1

12|

12 n

|4

15

8 27 high

7

18

N

o Task Pane

B Text ToSpeech

12} ‘Visual Basic

113 ‘Watch Window

e web

s Wordart

|16 Forvder 50

47 o




[image: image7.png]Record Macro

‘Shortcut key: ‘Store macro in:

[ T
pescrtin

[Macro recorded 7/4/2005 by Robert Mentle:




Right click on toolbar area, make sure Forms is checked

· Click on the button icon, use your crosshair mouse pointer to click and draw a button

· You will be prompted to name the macro that is to be associated with this button, following this you will have the chance to record the macro.
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Change the Name of the Macro
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Click Record
· Clear each of the answers which you entered into the Responses cells in Response Column

· Click “Stop” Button which should appear
· If you can’t find the stop button, stop the Macro with Tools→Macro→Stop Recording
· Right Click on Button and click on Edit Text

· Change button name to Clear

· Save your worksheet. In the future clicking on the button will clear answers a student entered. I suggest naming the button "Clear."


Some Macro Resources

· David McRitchie’s Macro Pages
· O’Reilly Book - order
· Excel Macros
· From Microsoft – Record a simple macro
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