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Introduction: During COVID-19 pandemic, many Objective: To handle the increase in workload, we

departments have experienced an increase in workload had to improve our productive in our workplace.
and data reporting to several stakeholders. This resulted | With this in mind, we brainstormed with different
arge number of sensitive files and documentations are being | departments and teams to identify our common
srepared and circulated mostly via Excel to stakeholders, tasks and current work processes which were
including those outside of the organization, on a consistent inefficient. Our goal is to improve productivity
basis which may require long hours to complete. by at least 100%. =
Methodology: We identified 3 commonly repeated tasks that were done when preparing our documentations:
1. Manually Copying & Pasting selected data from institutions’ reports to consolidate them. <?
/ 2. Manually segregating information from a large data source into individual documents for respective stakeholders.
g 3. Manually creating passwords to secure files and documents that have sensitive information.
\ &
_] Hence, we explored on solutions using technology and created 3 Macro scripts to tackle the above issues!
: P an NI
Showcase Example: (Task 1 — Consolidate Macro) Z/ \\\/ e
Auosee @20 [§ 9+ [ = B T snona - @ m.v.mhw a m m 1 | R u n conso I id ate M a Cro’ it ? . :g? EEE Egi i i g g 3. O Ut p Ut W O r k S h e et
— T b . will merge selected | 2. A f terwards key in the - Eg 1 g ‘Consolidated’ will
The number of itte rows . slsuy Q col1 3
Con o worksheets based on a 1 number of ‘header” rows ::: < . be created and data
% Run Consolidate % name list, from selected oK Cancel in your data sheets. e o . from selected files
Macro el == == ’ T i -
= workbook, and append data A s ¢ D __E__F__G __H__I__ tlore oo - will be merged into
il Selected . ;_ Is‘dglr:'ne thlel Headerl1 Hezlderiz2 Header33 Header44 HeaderS5 Header66 HeaderT? HeaderB8 2? 2::2 Ez:iz 2 h. h t .th th .
Selected == Workbooks on selected worksheets into  $ & S I I - N this sheet, with their
Worksheets found in"~ a "Consolidated" worksheet. s coe | I I R R . respective headers.
Se/ected WO["kbOOkS E 6 |SGH Col 5 1 2 3 4 5 6 7 8 34 - T =
e : = : : = = = = Consolidating all 13 institutions files for 5 Years of Data (Simple Task)
Results: & f Consolidating all 13 institutions files for 5 S
. : . . Years of Data (Simple Task) e e
Given scenario: An Executive is required Hvoothetical , :
) YP Time | Time . -
to prepare a consolidated document Executive pay: , .| Time Total oot
. . . y: No. of | Spent in|Spent in . ) 2
with specific data inputs, that were Tack | mine i Saved in| Savings o v
. . | | . . $56.82 o
submitted on a monthly basis, form the Per Month $ 3,500.00 mins | in Cash | - e
. (Manual)|(Macro) £ 20 < N b
whole cluster (13 institutions) for the Per D $ 159.09 E 54429
. er Lay - 1 5 1 4 |$ 126 ¢
past 5 years to perform some analysis. ber Hour & 1894 - - - TREEEET £ R
(Approx. Total of 60 simple tasks) : : 25257 | pa
, Hence, we can see that 10 50 10 40 |S 12.63 sl
(Copy & Pasting data for 1 month worth : ) 1265 | =
Alusters’ data =1 Simpfe Tack” exponentially more $$S can be . . . . . 56,31 | Bk
of Clusters” data ="1 Simple Task”) saved, when larger number of . . . . . , 2 -
Summary & Conclusion: tasks are to be completed! 60 300 60 240 (S 75.76 No. of Tasks

Christopher data reporting job occasionally needs him
to perform data entries.

Step 2. Decide on how you should solve the

Step 1. Identify tasks to improve efficiency on. issues.

John is a master when it comes to working efficiently.

LN

| have lots of options for completing my
tasks, but | want to make one that is easily
usable and sharable with my colleagues.

I find myself frequently
consolidating and
splitting data from Excel

Why don't we
explore our
options

together.

Frequently press- Want to work more
ing Ctrl-C & V is | - - efficiently? Allow
hurting my wrist... me to assist you.
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Step 6. Finalize the Macro to be distributed to
everyone!

- = e

I need a macro that ]\I
helps me perform data

entries & segregating
1 my data by specifics.

Why don't we
write some VBA

scripts to auto-
mate those tasks.

Sub Macro ()
Dim filePath
As Variant

I think these are
SOIME areas we
cah Improve omn...

Thanks to the

Macros we are able
to end work on time!
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