EXCEL 2007 Setup for Kairos Inside Excellence Initiative

Kairos Inside Excellence Initiative is being implemented on an Excel Spreadsheet that uses macros in the
background to automatically total the data and change some text to red. You will see this as you use it.

You will need to ‘Enable Macros’ in Excel before you work with the spreadsheet. Please follow these
instructions to ‘Enable Macros’.

1. Start Excel and do not open the spreadsheet yet. Click on the circle containing the Microsoft Office
Logo in the top left corner of Excel as shown below.
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2. The following menu will be displayed. Click on the ‘Excel Options’ button on the bottom of the
display. | have pointed to it with a black arrow.
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3. The following display will appear and click on the button in the lower right corner that contains the

words ‘Trust Center Settings’.

Excel Options @
Popular
Help keep your documents safe and your computer secure and healthy.
Formulas
Proofing Protecting your privacy
Save Microsoft cares about your privacy, For more information about how Microsoft Office Excel helps to protect your privacy,
please see the privacy statements.
Advanced 2 ; p
show the Microsoft Office Excel privacy statement
Customize Microsoft Office Online privacy statement
Customer Experience Improvement Program
Add-Ins
Trust Center LT DR
Resources Learn more about protecting your privacy and security from Microsoft Office Online,
Microsoft Trustworthy Computing
Microsoft Office Excel Trust Center
The Trust Center contains security and privacy settings. These settings help keep your computer 5
secure. We recommend that you do not change these settings. I Trust Center Settings...

4. Now, click the button for ‘Enable all Macros’. Make sure it is highlighted as seen below.

Trust Center

Trusted Publishers
Trusted Locations
Add-ins

ActiveX Settings
Macro Settings
Message Bar
External Content

Privacy Options

Macro Settings

For macros in documents not in a trusted location:
) Disable all macros without notification
) Disable all macros with notification
) Disable all macros except digitally signed macros
@ Enable all macros [not recommended: potentially dangerous code can run)

Developer Macro Settings

|:| Trust access to the WBA project object model

5. Click the ‘OK’ button on this dialog.
6. Click the ‘OK’ button on the ‘Excel Options’ dialog (the previous dialog).
7. Open the Kairos Inside Excellence Initiative Spreadsheet.




