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Where to Find Help When You Need It 

 
Student Computer 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 information, look 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, and ongoing 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 to: http:// its.sdsu.edu/~bats/ 

 

Help in the Love Library Student Computing Lab 

The Student 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 Office Software and Business Databases. 

 

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

 

Hours: 10:00am ï midnight Sunday 

7:00am ï midnight Monday - Thursday 

7:00am ï 6:00pm Friday 

10:00 am ï 6:00pm Saturday 

 

Help from the Student Computing Help Desk 
Phone: 594-3189 

Location: Love Library 220 

Hours:  8:00am ï 4:30pm Monday 

 8:00am ï 4:30pm Tuesday 

 8:00am ï 7:30pm Wednesday 

 8:00am ï 7:30pm Thursday 

 8:00am ï 4:30pm Friday 

 

E-mail: problems@rohan.sdsu.edu 
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Recording the Macro 

 

 

 

 

 

 

 

 

 

 

 

 

Microsoft Excel contains a powerful macro language called Visual Basic 

for Applications (VBA).  Macros allow you to automate your work by 

turning a series of actions into a single command. 

 

Macros can be created by writing VBA code or by use of the macro 

recorder.  This document will only discuss the macro recorder. 

 

Recording a macro involves starting the macro recorder, performing the 

steps involved in the macro, then turning off the macro recorder. 

 

 

The simplest, and most effective, way to plan a macro is to write down 

every single step in the process on a piece of paper. 

 

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

from the menus or type information into a cell. 

 

 

Excel will assign a non-descriptive default name to a macro if you do not 

enter your own name.  Use a descriptive name so you can easily identify 

the purpose of the macro. 

 

Names are subject to the following rules: 

 

Å The first character of the macro name must be a letter. 

 

Å Names can contain letters, numbers, and the underscore (_) 

character. 

 

Å Spaces are not allowed 

 

 

Once you are sure you know the exact steps to perform, you are ready to 

record the macro. 

 

1. Open the workbook and activate the worksheet where you want the 

macro to be recorded, and position the active cell where the macro 

should begin. 

 

2. Click on the View tab and then click on Macros in the Macros 

group. 

 

3. Click on Record Macro. 
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Running a Macro 

 

 

 

 

 

 

 

 

Assigning a 

Shortcut Key 

 

 

 

 

 

 

4. Type the name you want to use for the macro.  You can enter a 

shortcut key for your macro now, or you can assign the shortcut key 

later. 

 

5. Select a storage location for the macro. 

 

6. Choose OK  to begin recording. 

 

7. At this point you need to decide if you are going to create the macro 

using relative references or absolute references.  The default state of 

the macro uses absolute references.  This is a very literal state.  In 

most cases you will want to use relative references. 

 

8. To use relative references, click on the View tab and then click on 

Macros in the Macros group.  Click on Use Relative References. 

 

9. Perform the actions you have planned for your macro. 

 

10. When finished, Click on the View tab and then click on Macros in 

the Macros group. 

 

11. Click on Stop Recording. 

 

NOTE:  The macro recorder records only the actions that you complete.  

If you cancel a typing entry, backspace a couple of times or 

open a dialog box and cancel, the actions will be ignored. 

 

 

To run a macro: 

 

1. Click on the View tab and then click on Macros in the Macros 

group. 

 

2. Select the name of the Macro you want to run and click on the Run 

button to execute your macro. 

 

 

The fastest way to execute a macro is to assign a shortcut key to run the 

macro. 

 

To set or change a shortcut key: 

 

1. Click on the View tab and then click on Macros in the Macros 

group. 
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Deleting a Macro 

 

 

 

 

 

 

 

 

 

 

 

 

 

Adding A Macro 

to the Quick 

AccessToolbar 

 

 
 

 

 

2. Click on View Macros. 

 

3. Select the name of the desired macro, and then click on the Options 

button.  The Macro Options dialog box appears. 

 

4. Type a letter in the Shortcut Key text box.  If you type an uppercase 

letter, you will need to press the Shift key to run the macro. 

 

5. Click on OK  to complete the command. 

 

 

Once you decide that you no longer need a macro, it can be deleted. 

 

To delete a macro: 

 

1. Click on the View tab and then click on Macros in the Macros 

group. 

 

2. Select the name of the macro to be deleted. 

 

3. Click on the Delete button.  A confirmation message will appear. 

 

4. Click on Yes to delete the macro. 

 

 

If you use a macro often enough to make it a valuable tool, but not often 

enough to remember the shortcut keystrokes used to launch the macro, 

you can add the macro to the Quick Access Toolbar. 

 

To add macro buttons: 

 

1. Click on the drop down arrow to the right of the Quick Access 

Toolbar. 

 

2. Click on More Commands. 

 

3. The Excel Options window will open. 

 

4. Click on the drop down arrow in the Choose Commands From 

window. 

 

5. Choose Macros. 

 

6. Select the applicable macro and click on the Add button. 

 




