How to open the tool

To open the tool please follow the instructions below:
1. Double click the file’s icon

2. When the message shown below appears, select the option “’Enable
Macros”

Macros may contain vineses. It is usually safe o disable macros, but F the
macros are legitimate, you might lose some functionalty .
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If the following message appears

Microsoft Excel

Macros are disabled because the security level is set to High and a digitally signed Trusted Certificate is not
' "-\ attached to the macros. To run the macros, change the security level to a lower setting {not recommended), or

reguest the macros be signed by the author using a certificate issued by a Certificate Autharity.

Show Help ==

please follow the instructions shown below:

1. Click ‘OK’ in the message window
2. Click on ‘Tools’ then ‘Macro’ then ‘Security...” as shown below
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3. Click on ‘Medium. You can choose Whether or not to run potentially
unsafe macros.” As shown below

Security

Security Level | Trusted Publishers

) Wery High. Only macros installed in brusted locations will be allowed
to run. &l ather signed and unsigned macros are disabled.

) High. Only signed macros from trusted sources will be allowed ko
run. Unsigned macros are auktomatically disabled.

@;Medium. *fou can choose whether or not to run potentially unsafe |
MAacros.,

) Low (not recormmended), You are nok protected From potentially
unsafe macros, Use this setting only if wou have virus scanning
software installed, or you have checked the safety of all documents
WO Dper,

QK l ’ Cancel

4. Click ‘OK’

5. Double click the file’s icon

6. Follow point 1 & 2 above



