To enable flexitime spreadsheet macros

If you see the following on your timesheet please follow the appropriate instruction below, for the
version of word you are using, to enable macros. This setting is a per user/per computer setting so you
will have to carry out these instruction on each computer you use for timesheets.
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See page 2 for more detailed instructions.

Excel 201072013

1. Click File > Options.

2. Click Trust Center > Trust Center Settings > Trusted Locations.

3. Select the Allow trusted locations on my network (not recommended) check box.

4. Click Add new location.

5. Inthe Path box, type the location you are using to store your timesheets.
i.e. \\isad.isadroot.ex.ac.uk\UOE\User\Timesheet, or use the Browse button to locate the location.
You must have created this location beforehand.

6. Select the Subfolders of this location are also trusted check box.

7. Inthe Description box type Flexi Timesheets.

8. Click OK 3 time to close the dialog boxes.


file://isad.isadroot.ex.ac.uk/UOE/User/Timesheet

Excel 2010/2013

1. Click File > Options.
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2. Click Trust Center > Trust Center Settings > Trusted Locations.
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3. Select the Allow trusted locations on my network (not recommended) check box.
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4. Click Add new location.

Trust Center \

Trusted Publishers

gmo Locations :

Trusted Locations

Warning: All these locations are treated as trusted sources for opening files. If you change or add a location, make sure that

Add-ins the new location is secure.
Path Description Date Modified
ActiveX Settings :
Macro Settings \\isad.isadroot.ex.ac.uk\...cord of Working Hours\ 03/01/2014 10:48
C\...admin\Application Data\Microsoft\Templates\ Excel 2007 default location: User Templates
Message Bar C:\...gram Files\Microsoft Office’\Officel \XLSTART\,  Excel 2007 default location: Excel StartUp
C\...in\Application Data\Microsoft\Excel\XLSTART\  Excel 2007 default location: User StartUp
External Content C:\Program Files\Microsoft Office\Templates\, Excel 2007 default location: Application Templates
C\..ram Files\Microsoft Office\Officel 2\STARTUP, Excel 2007 default location: Office StartUp
Privacy Options C:\Program Files\Microsoft Office\Officel2\Library\, Excel 2007 default location: Add-ins

Path: \\isad.isadroot.ex.ac.uk\uoe\colleges\cles\CLES-admin\PS Record of Working Hours\,
Description:

Date Modified: 03/01/2014 10:48
Sub Folders: Disallowed
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Allow Trusted Locations on my network [not recommended)
[] Disable all Trusted Locations. Only files signed by Trusted Publishers will be trusted.
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In the Path box, type the location you are using to store your timesheets or use the Browse button
to locate it.

6. Select the Subfolders of this location are also trusted check box.
7. Inthe Description box type Flexi Timesheets.
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Warning: This location will be treated as a trusted source for opening files, If you
change or add a location, make sure that the new location is secure.
path:
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8. Click OK 3 time to close the dialog boxes.



