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Dear Reader,

Thank you for choosing Mastering VBA for Microsoft Offi ce 2010. This book is part of a family of 
premium-quality Sybex books, all of which are written by outstanding authors who combine
practical experience with a gift for teaching.

Sybex was founded in 1976. More than 30 years later, we’re still committed to producing consis-
tently exceptional books. With each of our titles, we’re working hard to set a new standard for
the industry. From the paper we print on, to the authors we work with, our goal is to bring you
the best books available.

I hope you see all that refl ected in these pages. I’d be very interested to hear your comments and
get your feedback on how we’re doing. Feel free to let me know what you think about this or 
any other Sybex book by sending me an email at nedde@wiley.com. If you think you’ve found 
a technical error in this book, please visit http://sybex.custhelp.com. Customer feedback 
is critical to our efforts at Sybex.

      Best regards,

      Neil Edde
      Vice President and Publisher
      Sybex, an Imprint of Wiley



I dedicate this book to my good friend Cliff Way.
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Introduction

Visual Basic for Applications (VBA) is a powerful tool that enables you to automate operations 
in the Microsoft Offi ce applications and in other applications that host VBA. By automating 
operations using VBA, you can save yourself and your colleagues huge amounts of time and 
effort. Getting more work done in less time is usually good for your disposition and self-esteem,
and it can do wonderful things for your job security and career.

This book shows you how to program VBA, using the Microsoft Offi ce 2010 applications for
specifi c examples. You can apply the principles you learn in this book to any other VBA-enabled 
application as well.

Where to Get the Example Code
Throughout this book you’ll fi nd many code examples, mostly written in VBA, but in Chapter 31, 
written in XML. Rather than type in the code, you’ll save yourself time (and debugging head-
aches) if you copy the code from this book’s web page and paste it into the VBA Editor (or in 
Chapter 31, into the Offi ce Custom UI Editor). You can fi nd all the code from this book — accurate, 
fully tested, and bug free — at this book’s website, www.sybex.com/go/masteringvba2010.

What Can I Do with VBA?
You can use VBA to automate almost any action that you can perform interactively (manually) 
with an Offi ce 2010 application. For example, in Word, you can use VBA to create a document, 
add text to it, format it, and edit it. In Excel, you can integrate data from multiple workbooks into 
a single workbook. In PowerPoint, you can automatically create a custom presentation including
the latest data drawn from a variety of sources. And in Access you can create new tables and 
populate them with data.

VBA performs actions faster, more accurately, more reliably, and far more cheaply than any 
human. As long as you can defi ne fi rm conditions for making a decision, VBA can also make 
decisions for you. By adding decision-making structures and loops (repetitions) to your code, 
you can take it far beyond the range of actions that any human user can perform.

Beyond automating actions you would otherwise perform manually, VBA gives you the tools
to create user interfaces for your code — message boxes, input boxes, and user forms, graphical
objects that you can use to create forms and custom dialog boxes.
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Using VBA, you can also create a custom application that runs within the host application.
For example, you could build within PowerPoint a custom application that automatically creates
a presentation for you.

In addition, you can use VBA to access one application from another application. For exam-
ple, Word can’t do much in the way of mathematical calculations on sets of data: that’s Excel’s
specialty. So when working with VBA from Word, you can write code that starts an Excel ses-
sion, performs some calculations, and then puts the results into a Word document. Similarly, 
you could send objects from Excel to PowerPoint using VBA. You get the picture.

Because VBA provides a standard set of tools that differ in capability according to the spe-
cializations of the host application, once you’ve learned to use VBA in one application, you’ll 
be able to apply that knowledge quickly to using VBA in another application. For example, you 
might start by learning VBA in order to manipulate Excel and then move on to using your VBA 
skills with Outlook. You’ll need to learn the components of the Outlook application because
they’re different from the Excel components, but you’ll be able to quickly apply your VBA
knowledge without a problem. 

As with any programming language, getting started with VBA involves a learning
curve — but you can use the Macro Recorder tool built into Word and Excel to learn VBA more 
quickly. This book uses the Macro Recorder as the jumping-off point for you to start creating
code. The book takes you through recording macros and then teaches you to edit recorded code
before delving into the essentials of VBA syntax. From there, you work your way into more com-
plex topics.

And Word, because it’s the most popular Offi ce application and because it has the most
sophisticated and effi cient programming tools, is used for many of the examples in this book. 
But there are plenty of examples showing how to program Excel, PowerPoint, Outlook, and even
Access. And code that works in one Offi ce 2010 application will generally work with other appli-
cations in the suite — with little or sometimes no modifi cation.

What’s in This Book?
This book teaches you how to use VBA to automate your work in Offi ce 2010 applications. For 
its general examples, the book focuses on Word, Excel, Outlook, and PowerPoint because those
are the Microsoft Offi ce applications that you’re most likely to have and because they have less 
eccentric programming tools and strategies than Access. The last part of the book continues the 
discussion of how to program these four applications, but also increases coverage of Access.

Part 1 of the book, “Recording Macros and Getting Started with VBA,” comprises the 
following chapters:

◆ Chapter 1 shows you how to record a macro using the Macro Recorder in Word and Excel.
You also learn several ways to run macros and how to delete them.

◆ Chapter 2 introduces you to the VBA Editor, the application in which you create VBA code 
(either by editing recorded code or by writing code from scratch) and user forms. The sec-
ond half of this chapter discusses how you can customize the VBA Editor so that you can
work in it more effi ciently.

◆ Chapter 3 shows you how to edit recorded macros, using the macros you recorded 
in Chapter 1. You learn how to step through and test a macro in the VBA Editor.


