Income Shares Worksheet Instructions

The Income Shares worksheet contains macros that calculate child support. Microsoft Excel has macro
security that must be modified prior to opening and using the Income Shares Worksheet for the first time.
These instructions detail how to modify Microsoft Excel macro security settings in order to use the
worksheet.

Modify Microsoft Excel Macro Security Settings:

1. Open any Microsoft Excel worksheet either by double-clicking the Microsoft Excel file or by
opening Microsoft Excel and browsing for the worksheet file by clicking on File > Open on the
menu.

2. After the worksheet is open, click on Tools > Options from the menu. Click on the “Security” tab.
Y our options should look similar to:
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Yiew ] Calculation ] Edit ] General ] Transition ] Custom Lists ] Chart ]
Color l International l Save 1 Error Checking l Spelling Security

File encryption settings for this workbook

Password to gpen: | Advanced. ..

File sharing settings for this workbook
Password to modify: J

[ Read-only recommended

Digital Signatures. ..

Privacy options
[ Remove personal information from file properties on save

Macro security

Adjust the security level for files that might contain macro viruses and
specify names of trusted macro developers.,

O ‘ Cancel

3. Click on the “Macro Security...” button in the bottom right corner.
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4. Set the macro security settings to by clicking on the radio button (white circle) beside “Medium”.
You settings should look similar to:
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Security Level | Trusted Sources

™ High. Only signed macros from trusted sources will be allowed
to run. Unsigned macros are automatically disabled.

f* Medium. You can choose whether or not to run potentially |
wnsafe macros,

" Low {not recommended). You are not protected from
potentially unsafe macros. Use this setting only if yvou have
wvirus scanning software installed, or you have checked the
safety of all documents you open.

Mo virus scanner installed,

K, | Cancel

5. Finalize your settings by clicking the “OK” button on the “Security Level” tab.
6. Finalize your changes to the worksheet options by clicking the “OK” button on the “Security” tab.

7. Close Microsoft Excel either by clicking on the close button in the upper right hand corner or by
clicking File > Close from the menu.

8. Macro security settings only need to be modified once. They can be reset at any time by using
the procedure above. You are now ready to open and use the Income Shares worksheet.
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Opening the Income Shares Worksheet:

9. Open the Income Shares worksheet either by double-clicking the Microsoft Excel file or by
opening Microsoft Excel and browsing for the Income Shares worksheet file by clicking on File >
Open on the menu.

10. When the Income Shares worksheet opens, you will be prompted to confirm whether you want to
open the file that contains macros. The prompt should look similar to:

Microsofit:Excell Lj @i

'T:\BIM'Repository \Tasks' 1024 - Income Shares\Task 1024 - Detail
DesigniIncome Shares Worksheet Automated Spreadsheet Designs'income
ghares excel worksheet w29 (Excel 97).xls' contains macros,

Macros may contain viruses, Itis usually safe to disable macros, but if the
macros are legitimate, you might lose some functionality.

Disable Macros ] | {  Enable Macros I More Info

11. Click on the “Enable Macros” button to launch the Income Shares worksheet.

12. You are now ready to begin using the worksheet.
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