Guide to Enabling Macros
1. [image: ]Click “File” at the top left of the screen (in Excel 2007, click the Office icon at the top left:              -).
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2. Click “Options” (in Excel 2007, click “Excel Options”).
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3. In the window that appears, click “Trust Center” then “Trust Center Settings.”
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4. In the window that appears, click “Trusted Locations.” If the folder where you stored your Excel file is on a network drive, check the option “Allow Trusted Locations on my network.”) Then click “Add new location.”
[bookmark: _GoBack][image: ]


5. Browse to the folder where your Excel file is stored. Optionally, click the checkbox for “Subfolders of this location are also trusted” to enable macros in any Excel files in folders within the folder you browsed to. Then click OK on all the new windows, save the Excel file and close Excel. 
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