PROCEDURE FOR 

SETTING UP RSA WITH MACROS

1. When you receive your diskette with the Blank RSA Workbook, Copy the folder to your working destination.   RE-NAME the FOLDER to the name of the group with whom you are working.

a. Once copied to your hard drive, make sure the files are not marked “Read-Only.”  

b. Make sure your computer’s security level will allow Macros to run.  If the “Enable Macros” window does not pop-up when you open the Macros file, ask your IT support person to help you change the security level to allow macros to run.

2. Open the file [ExtendedBlankRSAmacros1002].  A pop-up screen should come up and you should select Enable the Macros.  Although this file must remain open, you will not use it further.

3. Open the [5.1.03extendedRSA] workbook.  Say “NO” to updating the links.   Type in your Mission Statement or the name of your working unit on the Mission worksheet.  

4. Go To the “Risk Matrix” worksheet in the [5.1.03extendedRSA] workbook (this is the second to last worksheet).  Left Click the “Set Up Matrix” tab.   A window that says “Done” should pop up.  If it pops up, GO TO STEP # 6.  If a window that says “Done” does not pop-up:  Right Click the “Set Up Matrix” tab which is located in the upper left corner of the page and continue with step # 5.  

5. An “Assign Macros” box should pop up.  If the name of the Macros or the location of the Macros does not match the Macros workbook name and location which you copied onto your computer,  Select the “All Open Workbooks” tab at the bottom of the pop up box.   (If the selection tab lists the correct name and location of the copied Macros workbook, Select that set of Macros.)

A list of individual macros should then appear in the pop up window.  When they do, Left Click on the “Setup Risk Matrix” and then Left Click on the “Assign” button, located on the right side of the pop up box.

6. You are now ready to use the workbook with the macros.   

7. When you begin the RSA workshop, start with the [5.1.03 Brainstorming Activities] workbook, as outlined in the RSA PROCESS Example file.  

8. After brainstorming your activities, GO BACK TO the [5.1.03extendedRSA] file Activities worksheet (Make sure your activities from brainstorming came over. Adjust the formula if they did not.) and do the following:  (1) consolidate the activities;   (2) prioritize the consolidated activities [an Activity Sheet is automatically generated for each activity in this column, if this doesn’t happen, run the Set Up Activity Sheets macro];  (3) brainstorm risks for each activity on its Activity Sheet and (4) assign the impact and probability for each risk.

9. GO TO the Risk Matrix worksheet and click on “Set Up Risk Matrix” button again.  Your Risk Footprint will now set up and the “Done” window will pop up.  You may format this page after you un-protect it on the Tools Menu or you may copy and paste it into the Formatted Risk Footprint workbook. (Instructions for the Formatted RF workbook are on page 2 of that file.)

NOTE:  Keep each Risk Assessment (including a copy of the macros) in its own FOLDER or disk.  

