Computer Software Pty Ltd – practice exercise instructions

Step 1. Download the following Excel file:
· Computer Software Pty Ltd
Step 2. Save the file as Excel Macro-Enabled workbook with the file extension .xlsm 
Step 3. Check the July tab is selected and record the following Macro:
· Macro Name: Ranking
· Store Macro: In this workbook
· Shortcut key: r
· Description: Sort Sales Managers into descending order and insert a ranking number.
Click OK.
Step 4. Sort the Data by following these steps:
· First, select the entire range of data, including all the columns (Rank, Sales Manager, Location, and July Sales), from A4 to D13.
· [image: A black and blue symbol with letters

Description automatically generated with medium confidence]Go to Data tab and open the Sort Dialog: 


· In the Sort & Filter group, click on Sort
· Select the Sort Criteria as follows:

[image: A screenshot of a computer

Description automatically generated]
· Apply the Sort and click OK.
Step 5.  Insert Ranking Numbers in Column A following these steps:
· Click on cell A5 (where you want the ranking to start)
· Type the following formula to generate ranking numbers automatically: 
=ROW() - 4
(Explanation: This formula calculates the rank based on the row number. Since your data starts in row 5, the formula subtracts 4 from the current row number to make the ranking start from 1.)
· Copy the formula down by dragging the fill handle down to copy the formula for all the rows in your data.
Step 6. Stop recording the Macro.
Step 7. Edit Macro by clicking on View Micro first, then replacing ActiveWorkbook.Worksheets("July") with ActiveSheet. (See screenshots below with lines required to be edited highlighted with yellow: )
[image: ]
Your edited Micro should look like this (highlight added only to point out the applied changes):
[image: A screenshot of a computer

Description automatically generated]
Save the changes made in the Macro and close VBA editor.
Step 8. Run the Macro on the other sheets by following these steps:
· Go to August tab and hit Ctrl+r
· Go to September tab and hit Ctrl+r.
(Tip: You can check whether you have worked correctly by opening the Computer Software Pty Ltd - Sample Answer file.)
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