Checking and changing macro settings in Excel

The software uses macros (small programs) to navigate around and to
prepare your return for filing with HMRC. If macros are not enabled, you will
not be able to use the software. Because Open Office does not run macros
this makes our software unsuitable for use in Open Office. If you are not sure
which version of Excel you are running, the pictures below should make it
clear.

All Excel versions PRIOR to 2007

To check or change the macro settings BEFORE you use our software open a
blank worksheet by clicking on the Excel icon on your start menu. If you
already have the program open, you should close it first (make sure you have
saved it somewhere easy to find first).
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If the icon does not show in the start menu, look for “Microsoft Office” in “All
Programs” and you will find it there. With the blank worksheet open, select
“Tools” from the menu at the top of the screen, and from the sub menu that
drops down choose “Macro”. This brings up a further sub menu from which
you should select “Security”.

[E] Microsoft Excel - Bookl _ E—— N

(H] File Edit View Inset Format | Tools | Data Window Help
NEE A S FE | e P ez oslzlma e ef
Pig g B o oy g | | B Share Workbook...
: Arial <10 -] B Brotection oy 3 %0 N8| E= S| My A
Al - = ‘ Macro ¥ | Macros... Alt+F&
A | B [ c ] Options... @ Record New Macro... K
1 ¥ Security...
# Visual Basic Editor Alt+Fi1
@ Microsoft Script Editor  Alt+Shift+FI1

:|m|w‘m‘m|b|w‘m =




This displays a list of choices, from Low to High (or very high in some cases).
You should ensure that “Medium” is selected. This will allow you to choose
whether to allow macros to run or not when you open worksheets, and does
not compromise security unduly. If you are opening spreadsheets from an
unknown source you should be aware that running macros can be a security
risk.
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Choose “OK” to accept this setting. Your macro security now has the correct
setting, and you can now open your tax return software by choosing “File”,
“Open” and browsing to where you saved it. When the file opens you will be
offered a choice :
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By choosing “Enable Macros” the file will open with the macros active, and
you are ready to go. When you save the file, the macro settings will be applied
so you should only need to “Enable Macros” each time you open the return.



Excel 2007

When you open the return in Excel 2007 you will see a warning message like
this :

!) Secwity Waming  Macos have been disabled, Enable Content |

Click “Enable Content” and this will treat our software as a “trusted source”
which will allow the Macros to run every time you open the file.

There is more help with Office 2007 on the internet here
http://office.microsoft.com/en-gb/excel-help/enable-or-disable-macros-in-
office-files-HA010354316.aspx#BM1 (Click this link and it will connect you to
the page).

Excel 2010 is similar — you can allow the content as you open the file.



