Adding Account Sheets
· Open the PO Book

· Select the Menu, and unprotect both the Menu and Workbook

· Scroll down to locate the position for the new account

· Create a blank row for the new account

· The menu is divided into two columns.  In the column to insert the new account, highlight all account numbers and names below the account to be inserted

· In the Edit menu, select Cut

· Select a cell below the menu columns, and select Paste from the Edit menu

· Highlight all cells that were just pasted if they are not already highlighted, and select Cut again from the Edit menu

· Select the cell that is one row below where the accounts used to be, and select Paste from the Edit menu
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For example, we added account 7215-000, which would go on row 59 in the Menu

· Highlight account names and numbers for 7220-000 through 7275-000

· Cut these accounts and paste them below the menu, say on row 80
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Re-cut the pasted cells, and paste them one row lower than they were previous, starting on row 60.  After the cells are cut, select the account code column on row 60, and paste the accounts

· If you paste the cells and a message pops up saying that the merged cells will unmerge, select Cancel and try pasting the cells lower down.  If they overlap when you paste, this message will appear and the formatting will be removed if you choose to paste.

· This procedure moves the accounts down one row and frees up an intermediate row for a new account to insert

· Fill in the account name and number

· The 3 columns that make up the account number cell might need to be merged.  Highlight all 3 cells and press the merge button on the top toolbar [image: image10.emf]


· Highlight the account name and number for any account (it doesn’t matter which)

· Select Copy from the Edit menu

· Highlight the blanks for the new account, and select Paste Special from the Edit menu

· From the Paste Special window, select Formats from the top and press OK

· Now enter the new name and number

· Now the buttons need to be repositioned.  

· From the View menu, select Toolbars and the Drawing toolbar

· Choose the selector mouse pointer icon from the draw toolbar[image: image2.jpg]



· Drag a box around all the buttons that need to be moved

· Click and drag the border of the button group and move them down to line up with the account names and numbers that were moved.  Each button is the size of 1 cell on the worksheet, so they should line up with the accounts.

· You can’t simply leave the buttons where they are and add another pair at the bottom, because the different buttons link to specific pages so you need to make sure they line up with the same account names

· Now add the new pair of buttons

· With the button selector mouse pointer activated from the drawing toolbar, drag a box around any single pair of buttons (CM and PM)

· Select Copy from the Edit menu, then Paste
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The buttons get pasted on the Menu and they are automatically highlighted, so find them and drag them into position by the new account

· Remove the drawing toolbar, or click again on the mouse pointer icon to return the normal Excel mouse pointer instead of the button selector
· Create the new account sheets

· Right-click on any current month sheet (it doesn’t matter which) and select Move Or Copy from the list
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Select the sheet to insert the account before, in this case 7220-000.  Make sure the “Creat a copy” checkbox is selected, and press OK
· When the new CM sheet is created, first right-click on the tab and select Rename, and name the sheet accordingly.  In this case, it would be 7215-000CM

· Now unprotect the sheet and change the account name and number, then re-protect the sheet

· Follow this same procedure to copy the previous month sheet, except create a copy of any PM sheet and rename the new sheet accordingly

· Record the new macros

· Select the new previous month sheet

· Select Tools ( Macro ( Record New Macro

· Record the current month macro first.  Call it “cm_” followed by the account name, with no dashes.  The current month macro for account 7215-000 is cm_7215000.  The underscore character is to the right of zero on the keyboard.  Fill in the name and press OK

· The macro begins recording your actions.  Select the new CM sheet, and then click the account name on that sheet.  Before you do anything else, click the stop recording button [image: image3.emf]


· While still on the CM sheet, go back to Tools ( Macro ( Record New Macro and record the previous month macro

· Call it “pm_” followed by the account name, such as pm_7215000

· Press the OK button to begin recording, then select the new PM sheet, click on the account name, and press the stop button
· Assign the new macros to the new buttons

· Press the To Menu button on the sheet to return to the Menu

· Find the new account, and right-click on the CM button for it

· Select Assign Macro from the menu

· Make sure This Workbook is selected from the “Macros in:” list, then find the new CM macro for the account (in this case, cm_7215000).  Select it and press OK

· Follow the same procedure to assign the new PM macro to the PM button.  Find the pm_7215000 macro and assign it to the button

· At this point the Menu links to the new accounts, but the Roll Month and print macros, and the chart of accounts, do not include it yet

· Edit the Roll Month macro
· Go to Tools ( Macro ( Macros, and scroll down until you find the macro called “monthroll”.  Select it and press the Edit button to bring up the code for the macro

· The macro might appear confusing, but it can be viewed logically.  A segment of code is executed for each account number, and so the macro is split up into blocks of code.  Each block of code corresponds to a single account number.  
· Scroll all the way to the bottom of the code.  The final line of the macro should read “End Sub”, and the line right above it should be “Sheets(“Menu”).Select”.  Paste the following code segment above the last two lines, so that the same two lines are at the end.

Sheets("####CM").Select

    Range("D3:E3").Select

    Selection.Copy

    Sheets("####PM").Select

    Range("D3:E3").Select

    Selection.PasteSpecial Paste:=xlValues, Operation:=xlNone, SkipBlanks:= _

        False, Transpose:=False

    Sheets("####CM").Select

    Range("K3").Select

    Application.CutCopyMode = False

    Selection.Copy

    Sheets("####PM").Select

    Range("K3").Select

    Selection.PasteSpecial Paste:=xlValues, Operation:=xlNone, SkipBlanks:= _

        False, Transpose:=False

    Sheets("####CM").Select

    Range("B9:B32").Select

    Application.CutCopyMode = False

    Selection.Copy

    Sheets("####PM").Select

    Range("B9:B32").Select

    Selection.PasteSpecial Paste:=xlValues, Operation:=xlNone, SkipBlanks:= _

        False, Transpose:=False

    Sheets("####CM").Select

    Range("C9:H32").Select

    Application.CutCopyMode = False

    Selection.Copy

    Sheets("####PM").Select

    Range("C9:H32").Select

    Selection.PasteSpecial Paste:=xlValues, Operation:=xlNone, SkipBlanks:= _

        False, Transpose:=False

    Sheets("####CM").Select

    Range("I9:L32").Select

    Application.CutCopyMode = False

    Selection.Copy

    Sheets("####PM").Select

    Range("I9:L32").Select

    Selection.PasteSpecial Paste:=xlValues, Operation:=xlNone, SkipBlanks:= _

        False, Transpose:=False

    Range("D3:E3").Select

    Sheets("####CM").Select

    Range("K3").Select

    Selection.ClearContents

    Range("B9:L32").Select

    Selection.ClearContents

Range("D3:E3").Select
· Highlight this entire code segment, select copy, and paste it at the very bottom of the monthroll macro, before the last two lines.  After you paste it, go through the entire block you just pasted (all blocks in the macro are separated by a space, so keeping a space between this block and the last will help minimize confusion), and replace every instance of #### with the account number.  For example, the line Sheets(“####CM”).Select would be replaced with Sheets(“7215-000CM”).Select.  After you complete this the roll month macro will include the new account
· Edit the print macros

· You need to copy and paste code here as well, but it is only a few lines per macro

· Go to Tools ( Macro ( Macros, select the printall macro, and press Edit

· Copy and paste the following lines of code, editing the account number as before

   Worksheets("####CM").PrintOut

   Worksheets("####PM").PrintOut
· Go back to Tools ( Macro ( Macros, and edit both the printcm and printpm macros.  Each macro prints either the PM sheet or the CM sheet

· Once these steps are complete the print buttons will include the new account

· Edit the chart of accounts

· Select the Chart of Accounts sheet using the tabs on the bottom.  It is either at the beginning or end of the workbook

· Cut and paste the columns as you did on the menu to make room for the new account

· Fill in the account name and number

· Make sure to re-protect the Menu, any account sheets left unprotected, and the entire workbook as a whole

· Save the workbook







































