How to check if Macros are enabled in your Salpro Faculty Salary excel workbook

Short Answer: File -> Options -> Trust Center -> Trust Center Settings -> Macro Settings
Make sure Enable all macros (not recommended; potentially dangerous code can run)” is enabled !

1) Navigate to the location of your department/division Faculty Salary Worksheet files and double click the
file name to open the workbook.
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If you see these two notifications at the top of your workbook...
Do click on the Check Out button before you work in the workbook.

Do click on the X to close the security warning. If you click on the Enable Content button, there is a
slight chance your local Excel configuration may change the links, so better to just close the notification.

0 CHECKOUT REQUIRED  To maodify this server workbook, you must check it

| SECURITY WARNING  Automatic update of links has been disabled | Enable Content

Click on File.
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4) Click on Options
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5) Click on Trust Center

Excel Options

il ® General options for working with Excel.
Formulas “*

Proofing User Interface options
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Advaniced [V] Enable Live Preview @

Personalize your copy of Microsoft Office

6) Click on Trust Center settings...
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7) Click on Macro Settings and make sure that the “Enable all macros (not recommended;
potentially dangerous code can run)” is enabled !

l Trust Center

Trusted Publishers Macro Settings
Trusted Locations
Disable all macros without notification
Trusted Documents o ) o
Disable all macros with notification

Trusted Add-in Catalogs

Disable allmacresexceptdigitatiy signedmacros

Add-ins (’ ®) Enable all macros (not recommended; potentially dangerous code can run)

Developer Macro Settings

Trust access to the VBA project object model

Message Bar

External Content
File Block Settings

Privacy Options

8) Close the open Trust Center pop-up window, then the Excel Options windows and return to the
workbook. You are now set to update the Faculty Salary Workbook.

9) To save your work, return to the Worksheet tab, scroll to the Total Compensation line, then
scroll to the right using the scroll in the lower right corner:
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Click the Update Reports button to save your work.
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Needs Review Approve

Update Reports

10) Alternatively, to save your work, you can click File -> Save or File -> Save As from the excel
menu at the top of the workbook.



