Processing Coversheet – Macro Settings
Excel 2003
The processing coversheet will not print until you make the following changes:
· Save processing coversheet to your desktop
· Open processing coversheet
· From the menu bar, select Tools > Macro > Security
· Set the Security level to MEDIUM
· You will need to select ENABLE MACROS each time you open the document
Excel 2007
· Save processing coversheet to your desktop
· Open processing coversheet.  
· You should see the following message: SECURITY WARNING:  Macros have been disabled in the upper left corner of your screen.  To the right of the message will be a box marked OPTIONS…  
· Select the OPTIONS box
· Select ENABLE THIS CONTENT
· Enter your 3 digit code and branch office number on the processing coversheet and save the document.
To enable macros that have been disabled in Excel 2007:
· Select Office icon (upper left corner)
· Select EXCEL OPTIONS (lower right corner)
· Select TRUST CENTER
· Select TRUST CENTER SETTINGS (right side middle)
· Macro Settings > Select ENABLE ALL MACROS

