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HOW TO USE 

 Enter requisition details in the Input Form, they will be automatically copied to the Print Form. 

 To print a hard copy of the requisition, click the 'Preview Print Form' button to preview the Print 

Form."  

 To clear or reset the Input Form, click the 'Clear Input Form' button. 

 To navigate between two forms, click 'Go To Print Form' or 'Go To Input Form' button 

 NOTE: Macros must be enabled for buttons to work (follow instructions below to enable Macros) 

 
Instructions for Enabling Macros in Microsoft Excel 

Follow the following instruction based on the version of Excel: 

A. Instructions to enable Macros in Excel 2000 and 2003 

B. Instructions to enable Macros in Excel 2007 

C. Instructions to enable Macros in Excel 2010 and 2013 
 

A. Instructions to enable Macros in Excel 2000 and 2003 
1. Open Excel and navigate to ‘Tools’ then “Options”. 

 

2. Go to “Security” tab 

http://jeeshenlee.files.wordpress.com/2010/09/excel_18x61.png
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3. After clicking on the ‘Security’ option, a Security window will open. It will show you all the security levels 

that you can select for your macros. On the Security Level Tab -choose the Medium Option 

http://jeeshenlee.files.wordpress.com/2010/09/excel_28x6.png
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4. Then click OK 

5. Close MS Excel 

6. Open Excel and select Enable Marcos 

 

  

http://jeeshenlee.files.wordpress.com/2010/09/excel_48x6.png
http://jeeshenlee.files.wordpress.com/2010/09/excel_68x6.png
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B. Instructions to enable Macros in Excel 2007 

1. Open Excel and click the Office button in the upper left corner of the screen. At the bottom of this menu, 

click the Excel Options button. 

 

2. Click the Trust Center button on the left. Then, at the bottom right, select Trust Center Settings. 
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3. In the new window that appears, choose Macro Settings from the sidebar and select Disable all macros with 

notification from the list of options that appear. This option keeps macros disabled but notifies users when 

macros attempt to run, allowing users to decide on a case-by-case basis which macros to enable. 

 

4. Click OK to exit this window. 

5. For the new settings to take effect, it will be necessary to close Excel and reopen it. A security dialog box 

should appear beneath the Office ribbon the next time you attempt to run a spreadsheet that contains macros. 

 

6. When the notification appears, click the Options button. 

7. Choose Enable this content from the options that appear to allow macros to run within the current 

spreadsheet. 
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8. Click OK to close the window. 
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C. Instructions to enable Macros in Excel 2010 and 2013 

1. Open Excel and and navigate to ‘File’ > ‘Options’. 

 

2. Click the “Trust Center” button on the left. Then, at the bottom right, select “Trust Center Settings”. 

 

3. In the new window that appears, choose “Macro Settings” from the sidebar and select “Disable all macros 

with notification” from the list of options that appear. This option keeps macros disabled but notifies users when 

macros attempt to run, allowing users to decide on a case-by-case basis which macros to enable. 
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4. Click OK to exit this window. 

5. For the new settings to take effect, it will be necessary to close Excel and reopen it. A security dialog box 

should appear beneath the Office ribbon the next time you attempt to run a spreadsheet that contains macros. 

 

6. When the notification appears, click the “Enable Content” button. 


