Office of Budget Management

Budget Revision Technical Reference – 

 Excel File Macro Security, 
Saving File, and Saving and Printing Revision Form as PDF file
Working with Excel Macro Security – One-time setup
The budget revision form contains form controls that act like macros.  These are essential to complete the form correctly.  The security issue can be taken care of by taking a one-time step on a workstation to assure that Excel environment is set up similar for all users of the Budget Revision Excel spreadsheet. The instructions for the one-time set up for Excel in various versions of Office follow.
Windows Office 2010 and 2013
· Go to File 

· Click on  Options at bottom of left side menu

· Click on Trust Center
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button on the right hand side of the window.
· Click on Macro Settings in left side menu
· Click on the radio button for “Disable all macros with notification.”  The picture below shows a sample of this section of the right side window.
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· Click on [image: image2.png]


 button at bottom of window.

· Click on [image: image3.png]


 button at bottom of Trust Center window.

Osx Office 2011 – for Mac Users
· On Excel Menu, click Preferences.
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The following information opens up.
· Click on [image: image4.png]Security



 icon
· Click the check box next to “Warn before opening a file that contains macros.
· Click on [image: image5.png]oK



 button until you are back to Excel menu.

Working with Excel Macro Security – On going steps

Once the one-time set up there are still a couple of steps that need to be taken whenever a budget revision Excel spreadsheet is downloaded from the Office of Budget Management website or reopened later.
Windows Office 2010
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File opens up with following message at the top

· Click on [image: image6.png]


 button

· Another message shows up at the top
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· Click on [image: image7.png]Enable Content



  button
· Continue on with editing the revision
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Windows Office 2013

· File opens up with following message at the top.
· Click on [image: image8.png]Enable Content




 button
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Another message shows up at the top
· Click on [image: image9.png]Enable Content




 button
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The following pop up window shows up right after the second message.
· Click on [image: image10.png]


 button
· Continue on with editing the revision

OsX Office 2011 – for Mac Users
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File opens up with following message box.
· Click on the [image: image11.png]Enable Macros.



 button
· Continue on with editing the revision

Saving Budget Revision Form as Excel File
Windows Office 2010 and 2013
· Use Save File As to save to Excel 97-2003 Workbook (*.xls). 
Saving Budget Revision Form as PDF file

The steps below will guide you through the process of converting the Excel version of the budget revision to an e-mail friendly .pdf file format to share a copy of a budget revision form electronically.

Windows 2010 and 2013
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These versions of office allow a File Save As PDF. The Save As window bottom will look like the picture shown below.

Osx Office 2011 – for Mac Users
Tis version of office allows a File Save As PDF.  The Save As window bottom will look like the picture shown below.
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Use the newly created .pdf version of your budget revision form to attach to e-mail correspondence or for personal reference.
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