08 Monitoring Forms – Start-Up Macro’s Guidance
Please Note: If you are using a Macintosh computer with any version of Microsoft Office installed to complete a monitoring form, please be aware that your Macintosh computer and Office software are not 100% compatible with their PC equivalent. You will need to either use an actual PC to complete the return or contact the appropriate Information Officer for an alternative method of collecting this data.
Please Note: If you are using Microsoft Office 2007 (PC version), do not under any circumstances save the spreadsheet in the new file format which has the extension .xlsx on the end. Please ensure that the spreadsheet is always saved in its original 2003 format for full compatibility with the City Councils current Excel software.

In order for Excel spreadsheet to function fully when opened the Macro’s option must be enabled and the ‘Macro Security’ level must be set to an appropriate level; in this case it should be set to ‘Medium’.

This must be done before actually opening the 08 Monitoring Spreadsheet
For security reasons it is not advisable to set this setting to ‘Low’ as it is preferable to have a say in whether a Macro should actually be allowed to run on your computer.
Please do not attempt to enter data in any of the text boxes until the Macro’s are enabled, you may delete the text inadvertently.

The ‘Macro Security’ settings can be found at the following location in Excel:

Tools > Macro > Security > Security Level … choose Medium
After you have checked and set the ‘Macro Security Level’, close Excel and open the monitoring spreadsheet again.

When opening the monitoring spreadsheet you will now be faced with the following pop-up ‘Security Warning’ window and given three choices as shown below:
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You should choose the middle option ‘Enable Macros’ to continue to the main part of the spreadsheet and begin answering the various questions asked.
In some circumstances you may see the following pop-up message:
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This means that the ‘Macro Security’ settings have been set to ‘High’ or above, they will need to be lowered to ‘Medium’ in the first instance and then the monitoring spreadsheet can be opened and run accordingly as per above.
08 Monitoring Forms – Text Boxes Not Viewable On Screen
If when you open the Monitoring Form you cannot see any of the larger lightgreen text boxes then please follow the instructions as shown below:

[1]        Open the spreadsheet and disable Macros

[2]        Go to the top menu and select:
            ‘Tools’ and then ‘Options’

[3]        Select the ‘View’ tab on the popup window

[4]        Under the ‘Objects’ section choose the ‘Show all’ option as shown below:
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[5]        Click on ‘the Ok’ button to close the popup window

[6]        Do not use or enter any text just yet!

[7]        Save and close the spreadsheet

[8]        Open the spreadsheet again and enable Macros

You should now be able to see all the text boxes and enter all your information as intended.
Windows Vista & Excel 2007 Users

Due to Liverpool City Council software limitations, we are unable to process any documents supplied in the new Microsoft Office 2007 formats, but we can offer the following advice for any Excel users:

The following web-link will help to show you the corresponding command sequences between Excel 2003 to 2007, for example if you need to find the ‘Macro – Security option’ then click on the interactive demo as if it was Excel 2003 and it will then show where it can be found in Excel 2007, this particular option (when enabled) will show up on the ribbon bar (select ‘All Macros’), please make sure that you turn this security option back to its original setting when finished.

Interactive: Excel 2003 to Excel 2007 command reference guide:
http://office.microsoft.com/en-us/excel/HA101491511033.aspx?pid=CH100648241033
Click on the ‘Start the guide’ button half way down the web page to begin

Please ensure that you start up your Excel 2007 in ‘Compatibility Mode’ (this should be automatic when opening earlier version documents), if you don’t know how do this then please press F1 (Help) and look up how to do it from there.

Please ensure that you always save the spreadsheet out as an Excel 2003 version, never save it in the new format. If you do we won’t be able to process your return.
