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Where to Find Help When You Need It

Student Compugr Help Web Site
The computer help web site for students provides information about the type of help you can get and
locations where help is available. To find this informationk to: http://rohan.sdsu.edu/~students

Help from the BATS Web Page

BATS (Baseline Access, Training and Support) is a California State University initiative to provide all
students, faculty, and staff with "baseline" access to information resources via networks, training in the
uses of baseline hardware and software systems,nuing professional and technical support for

utilization of computer resources at San Diego State University. You can access the BATS Web Page by
pointing your browser tdattp://rohan.sdsu.edu/~bats/

Help in the Love Library Student Computing Lab

The Sudent Computing Lab's purpose is to facilitate students in completing assigned class work, as well
as provide assistance to students having computer problems relating to the Internet, Netscape, SPSS,
File Transfers, PC Operating Systems, Microsoft Officévzare and Business Databases.

Location: 2nd floor of the Love Library building in 200

Hours: 10:00ami’ midnight Sunday
7:00ami midnight Monday Thursday
7:00ami 6:00pm Friday

10:00 ami’ 6:00pm Saturday

Help from the Student Computing Help Desk
Phone 5943189
Location: Love Library 220
Hours: 8:00ami 4:30pm Monday
8:00ami 4:30pm Tuesday
8:00ami 7:30pm Wednesday
8:00ami 7:30pm Thursday
8:00ami 4:30pm Friday

E-mail: problems@rohan.sdsu.edu
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MACROS

Planning The Macro

Naming The Macro

Assigning a
Shortcut Key

Microsoft Excel contains a powerful macro language called Visual E
for Applications (VBA). Macros allow you to automate your work
turning a series of actions into a single command.

Macros can be created by writing VBAde or by use of the maci
recorder. This document will only discuss the macro recorder.

Recording a macro involves starting the macro recorder, performin
steps involved in the macro, then turning off the macro recorder.
The simplest, and most efftive, way to plan a macro is to write do\
every single step in the process on a piece of paper.

Take note of every time you click a toolbar button, select a comr

from the menus or type information into a cell.

Excel will assign a nowlescriptive éfault name to a macro if you do n
enter your own name. Use a descriptive name so you can easily ic
the purpose of the macro.

Names are subject to the following rules:

A Names must begin with a letter

A Names can contain letters, numbers, aheé underscore (_
character.

A Spaces are not allowed

A Names can be up to 255 characters in length

The fastest way to execute a macro is to assign a shortcut key to r
macro.

To set or change a shortcut key:

1. ChooseTools, Macro, Record New Macro. The Macro dialog bo:
appears.

2. Select the name of the desired macro, and then click c@ghens
button. The Macro Options dialog box appears.
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Record Macro HE 3

Macro narme:

Shorkeut key: Store macra in:

Ctr|+|_ IThis “Wwhorkbook, j 4

Crescription:

oK I Cancel |

Recording the Macro 1.

Type a letter in th&hortcut Key text box. If you type anppercase
letter, you will need to preske Shift key to run the macro.

Click onOK to complete the command.

Hacro rocor ded S/26/2000 by Faculty Roorm 175 Once you are sure you know the exact steps to perform, you are re
record the macro.

Open the workbook and activate the worksheet where you wat
macro to be recorded, ampasition the active cell where the mac
should begin.

ChooseTools, Macro, Record New Macra The Record Macr¢
dialog box appears.

Type the name you want to use for the macro. You can er
shortcut key for your macro now, or you can assignsifiortcut key
later.

Select a storage location for the macro.

ChooseOK to begin recording.

Perform the actions you have planned for your macro.

When finished, click theStop Recorder button on the Stoj
Recorder toolbar, or choo3®ols, Macro, Stop Recorder.

NOTE: The macro recorder records only the actions that you com
If you cancel a typing entry, backspace a couple of times or of

dialog box and cancel, the actions will be ignored.

To run a macro:

1.
Running a Macro
2.

ChooseTools, Macro to open the Macro dialog box.

Select the name of the Macro you want to run and choosethe
button to execute your macro.

Once you decide that you no longer need a macro, it can be delete:

Deleting a Macro To delete a macro:

1.

ChooseToolsfrom the Menu Bar and &m selectMacro, Macros.
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2. Select the name of the macro to be deleted.
3. Click on theDeletebutton. A confirmation message will appear.
4. Click onYesto delete the macro.
Adding Macro If you use a macro often enough to make it a valuable tool, but not
to Toolbar enough to remember the shortcut keystrokes used to launch the |

you can add the macro to a toolbar.

You can add new buttons to an existing toolbar or you can create
toolbar just for your applications.

Creating a New Toolbar
To create a new ttbar:

1. Activate the workbook that contains the macros you t
recorded.

Taokers | Commands | Gptions |

2. Click on Tools on the Menu Bar, then sele€ustomizeand click
on theToolbars tab.

3. Choose théew button to create a new toolbar.

4. Enter the name for the new toollzard choose th®K button.

Adding Buttons to a Toolbar

New Toolbar

Toolbar name:

To add macro buttons:

1. If the Customize dialog box is not already open, clicklools on
the Menu Bar and then sel€tustomize

2. Click on the Commands tab to display the list of butinh
commands that can be added to the toolbar.

3. Inthe Categories list box, selédacros.
4. To add a custom button, drag the button image fronCilrgom

Button list item to the position on the toolbar where you wan
place the button.

Microsoft Excel 7 Intermediate Il (Formerly Advanced I) 3



MICFOSOf'[ EXC6| .|. Intermed|ate I” (Formerly Advanced 1)

5.

To add a custonmenu item, drag the button image from i
Custom Button list item to the position on the toolbar where y
want the menu item to appear.

Assigning a Macro to a Toolbar Button

1.

3.

4.

If the Customize dialog box is not already open, clickTonls on
the MenuBar and then sele@ustomize

Right-click the button or custom menu item that you want to assi
macro to.

Choose théssign Macrocommand.

Select the macro you want to assign and ch@ise

Editing Toolbar Button or Menu Item Text

1.

If the Customize dialog box is not already open, clickTonls on
the Menu Bar and then selégtistomize

Right-click the button or custom menu item whose text you wat
edit.

Select the text to the right of the Name command, and then edit
typing or using the Backspace and delete keys.

PressEnter to complete the change.

Where Macros are Stored By default, Excel stores your macro in the workbook in which the m
was created.

But you actually have three options to choose from:

A The current workbook.This makes the macro available whene

the workbook is open, but it is not available when the workboc
not open.

A A new workbook.This option creates a new workbook and stc

the macro there. Itis a handy option when you are starting on
worksheetpplication.
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A Personal macro workbookExcel creates a hidden workbook thai
automatically opened every time you start Excel. All macros in
workbook are available at all times.

Macro Viruses When you open a workbook that contains macros, Excel disple
dialog box warning you of the possibility of viruses.
You have three choices of action when the virus warning box disple

A Disable Macros. The workbook is opened but you cannot run
attached macros.

[ #1ways ask before opening warkbooks with

o
[_Enable Hacros | [__po Metapen | ([Disable Hacros ||

A Enable Macros. The workbook is opened antiet macros work
normally. If a virus is present, you risk damage to your file and
computer.

A Do Not Open. The workbook is not opened. Use this option wi
you are opening a file from an unknown source or a file that is
supposed to contain amyacros.

IF FUNCTION The IF Function is one of the most useful functions available in E
When you design an IF Function, you ask Excel to perform a test
then you tell Excel what to do if the result of the test is positivi
negative.

The syntax you use is as follows:
=IF(logical_test, value_if true,value_if false)

While this may look intimidating, it really is quite simple. Set uj
worksheet as follows:
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A B I C | D E [ F [ G [ H
FACULTY!STAFF 50 CIAL CLUB
FI% Code  Years of Service Hame Statez  Fee Dizcows! Total

Assume you enter the following formula in elc D16;
=IF(A16=1,Faculty,Staff). The syntax is broken down as follows:

e =IF 1 All formulas in Excel start with the equal (=) sign and the
indicates you want Excel to perform the IF Function. The remai
information in inserted withiparenthesis

e logical_testi You use the logical test to ask Excel to test somett
Excel would look at cell A16 and determine if the value of that
equals 1.

e value_if true1 If A16 has a value of 1 then Excel would insert
text AFacultyo in cell D16.

e value if falsei If A16 has any value other than 1, Excel wol
i nsert the text #fAStaffo in ce¢

The value_if true and value_if false parts of the function can co
text or formulas.
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NESTED IF You can insert an IF Function within anoth&r Function to provide
EUNCTION more complex logic in formulas.

For instance, if you wanted to evaluate the years of service for fe
and staff members so that you could provide a fee discount bas
years of service, you could nest an IF Function withitFaRunction.

For example, you might want to give28@% discount for faculty/staf
with 20 years of service or more1&% discount for faculty/staff with 1(
years up to 20 years of servid®,5% discount for faculty/staff with ¢
years up to 10 years ofrsee, and no discount for faculty/staff with le:
than5 years of service.

If cell B16 contains the years of service for faculty/staff, you could €
the following formula in cell F16:

=IF(B16>=20,E1620%,F(B16>=10,E161 0%, IF(B16>=5,E16*5%0)))

PROTECTION There are several levels of protection that you canegpbn a workbook
You can:
e Assign a password that is required before a file can be opened.
e Assign a password that is required to modify a file.
e Set up the file so thant!l ya fii
e Hide worksheets in a workbook and requirpassword be used 1

re-display the worksheets.
e Protect specific cells within a workbook so that changes cann
made to the cells.

Setting a Password to To assign a password to a workbook:

Open a File
1. Click onFile on the Menu Bar and chooSave As
2. Click on the Tools drop dow menu. A drop down menu wi

™ Abways create backup

appear. Chooséeneral Options TheSave Optionsbox appears.

File sharing
Password to open: I
Password to modify: I

™ Read-only recommer ded

corcel_|

3. Enter the desired password in ta@ssword to operbox.
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Note: If you elect to require a password to modify a file, the 1
must know the password to ke any changes to tr
workbook. The user will have the option to open it and v
it, but cannot save any changes to the file unless the f
given a different name.

Note: If you elect to recommend that users open the workboc
read only, keep in md that this is a recommendation on
The users are not prevented from editing and then s¢
changes to the workbook under a different name.

The password can be up to 15 characters long and can ir
spaces. Passwords are case sensitive.

Click on OK and the Confirm Password dialog box will appear.
Retype the password (to verify your typing) and clickaif.
Click onSave

Write the password down and keep it in a secure place. If you
the password, you cannot open the file.

To open a passworprotected workbook:

1.

2.

3.

4.

ChooseéFile from the Menu Bar and sele©pen.
Doubleclick on the file to be opened.
Enter the password in the Password dialog box.

ChooseOK to open the file.

To Hide Worksheets You can hide worksheets and then protdem from being displaye
without a password.

To hide a worksheet:

1.

2.

Select the worksheet to be hidden.

ChooseFormat from the Menu Bar, sele®heetand then selec
Hide.
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To protect
the workbook

To Protect Cells in a
Worksheet

Allow Users to Edit Ranges

Ranges unlocked by a password when sheet is protected:
Title. Refers to cells

Rangel $C4:3D$11,$G54$H. ..

[ ew.. !

Specify wha may edit the range without a password:

[ Paste permissions information into a new workbook

(Pasashest ] [ ok ) [ concd ] [ aoov ) [

1.

ChooseTools from the Menu Bar, sele@&rotection and then selec
proted¢ Workbook .

Click the Structure check box to activate protection for the ba
structure of the workbook.

When you protect a worksheet, Excel assumes that every cell i
worksheet is to be protected. You need to tell Excel which cells ci
modified.

1.

2.

10.

Select the cells that are permitted to be modified.
ChooséFormat from the Menu Bar and seleCells.

When theFormat Cells dialog box appears, click therotection
tab.

Click on thelLocked check box to remove the check from it, whi
unlocks the selected cells.

Click onOK.

ChooseTools from the Menu Bar, sele@rotection and then selec
Allow Users to Edit Ranges

When the next window opens, cliblew and then select the rangei
of cells you want the user to be ablesthit. ClickOK.

Click onProtect Sheet.

Whent h e ndow

cell so.

Protect Sheet Wi

A password is not required, however if you want to password pr
the cells, m thePasswordtext box, type the password and cliok .
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