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@ NSDL DATABASE MANAGEMENT LTD.

INTRODUCTION

Macro Settings

This document is intended for SEZ units for the purpose of generating Item Upload files
[.be or .sb ] using excel macro — the offline utility. The below sections describes the
steps of enabling the macro of different versions of Microsoft Office.

Enabling macro is applicable to all excel files hence it is recommended that if you are

not using SOS offline utility, disable the macro.

1 ENABLING MACROS IN EXCEL 2003 AND OLDER:

I. In Excel menu bar, click TOOLS —> MACRO —> SECURITY, as shown below

) sle Edit View Insert Format FToois ) Dats Window Hep (J
D@8 SRY | y—few b i@ = -2z S
A1l - Formula Auditing »
‘ A B &
’ : > » Macros... Alt+F8 b
> Macro M:
5 :! gaaStomize. .. @ 2Recprd New Mago...
A737 : gbms--'
a v
z | — ﬁ Visos€asic Editor  Alt+F11
&1 ¥

This will open up a message box like the one shown below.

Security

Security Level | Trusted Sources |

(" High. Only signed macros from trusted sources wil be allowed
to run. Unsigned macros are automatically disabled.

O . You can choose whether or not to run potentially |
ahsafe magos., i

" Low (not recommended). You are not protected from
potentially unsafe macros. Use this setting only if you have
virus scanning software installed, or you are sure al
documents you open are safe.

Virus scanner(s) installed.

@‘ Cancel |

Tr—
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Macro Settings

Il. Select macro Security Level: either "Medium" (recommended) or "Low” (not

recommended)

Checking the radio button beside "Medium" means Excel will prompt for permission
each time a macro tries to run. Checking the radio button beside "Low" means Excel will

have free reign to run any and all macros in the spreadsheets.
If it is NOT working, then there May Be an Excel Quirk at Work

Complete the above, then save and close spreadsheet.
Close Excel completely.

Reopen Excel and spreadsheet

Complete the procedure above once more.

Save and close Excel again.

SO Qo0 T o

2 ENABLING MACROS IN EXCEL 2007

I. In Excel, click the Office button in the upper left corner of the screen.

BOE-Ttem-Details-Upload-Template-Version-2.0xls [Compatibility Mode] - Microsoft Excel

Q?, 5 7
=)
Home Insert Page Layout Formulas Data Review View

When Excel opens next time, macros should be operating normally.

Invoice Number
[numberical ma & digits]:

enerate File

SEZOnline BOE Item Upload

Developer
. FI= ) 1 || Ham Fe P2 || Z AutoSum
Office Button == E‘l’v/"l ;'iwrapTert Number . E _‘% % jE\j _r\ i A %Y
[N Click here to open, save, or print, . -_“ §| Fill = )
P o and to see everything else you can = ||| = ?ahlerge aCenter~ || § = % 9 Hfo'g ;Ulg, Conditional Format  Cell Insert Delete Format 2 Clzar Sort u'l
B — do with your document. Formatting = as Table = Styles - - - - Filter~
7 Alignment ] Number {Fl Styles Cells Editing
-]
B~ =
Q E " B Options...
(&
. G H
(@) Press F1 for more help.

1
Versior

Item Sr. no.

Quantity Unit quantity code *|Iltem description 1

Item description 2

of tho itom

Item category (Scheme Code) |Generic description

Accessories for the item [Manufz

The "Office Button" is the fancy button in the top left corner — the one with the
colorful Office logo. Click it to open the menu shown in the next step.
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Click the "Excel Options" button in the lower right.

Macro Settings

@ H9- - o BOE-Item-Details-Upload-Template-Version-2.0.xls [Compatibility Mode] - Microsoft Excel - 2 X
View Developer ® -2 x
D Mew Recent Documents = H = 2 | E AutoSum -
- 1 BOE-Rem Details Upload Template Version 2., 15 [E'“W'B‘””“] Humber N ﬁ \g = ? @ A ? Eﬁ
l-_} open 2 SEZ_Online_Requirement.xlsx i= 4 Merge & Center ~ |s R Hf,-E %8 éﬂr:‘"?&ﬁ‘f;ﬁ‘v a:‘;;’;r:v st;?:v Iﬂivﬂt D!‘vt‘tl Farmat 2 Qear~ ;?tf:r% SF‘erI‘edct&'
& DETENEnE B = Alignment K] Number ) Styles Cells Editing
@ Conyert 4 Worksheet in BRD 647 Duty Editability.xlsx =l E
a 5 Tariff_ MST.xlsx =
6 DSR_Import_Nokia_25022011_27022011.xls =
H S 7 Reports For NDMLxds =
= & SDLC sheet.xls = E L g i L
Nb SWEAS |9 Staging Mastersxdsk = . (e s
UOM s = e B0 = ezt (numberical man § dighs): 1 Version
@ itk Updated warking Notification Master.xlsx = | tion 1 Item description 2 Item category (Scheme Code) |Generic description |A for the item nam
CBEC CVDwls = nf tho itam
@ Prepare  » Staging CVD sk =
Staging Master.xlsk =
@ Send b Notification Master CBEC- Budget 2012 Total_... 1=
June Notification for INFY.xdsx =
él;/ Publish b CTH analysis.xlsx =
I_T Close
| 2] Excel Options I Exit Excel
13
14
15
16
17
18
19
20
21
22
R Item_Details ¥
| Ready | 73 |

“Trust Center Settings" as shown below.

Click the "Trust Center" button on the left. Then, at the bottom right, select
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@ NSDL DATABASE MANAGEMENT LTD. Macro Settings

Excel Options 2]
Popular ‘
Help keep your documents safe and your computer secure and healthy.
Farmulas
Froafing Protecting your privacy
save Microsoft cares about your privacy. For more information about how Microsoft Office Excel helps to protect your privacy,
please see the privacy statements.
Advanced

Show the Microsoft Office Excel privacy statement
Customize Microsoft Office Online privacy statement
Customer Experience Improvement Program

Add-Ins
— Security & more
Resources Learn more about protecting your privacy and security from Microsoft Office Online.

Microsoft Windows Security Center
Microsoft Trustwarthy Computing

ft Office Excel Trust Center

The Trust Center contains security and privacy settings. These settings help keep your computer
secure, We recommend that you do not change these settings. ust Center Settings

L QK J [ Cancel ]

IV. In the next window, select "Macro Settings," then select the radio button
for "Disable all macros with notification."

Excel Options = 22
(I |
8 P @ Help keep yourga
Pastd | Formulas Trust Center
Protecting your privacy
E— Frosting Trusted Publishers - -
Macro Settings
@ | s Migrasoft cares aboutof | x
rusted Locations
please see the privacy 5 For macros in dacuments not in a trusted lacation:
Advanced
Show the Microsoft § | Add-ins
Microsoft Office Onl
Customize licrosof ice Onl ActiveX settings |
Customer experiencd | .
Add-
ne | Macro | (3 Enable all macros (not recommended; potentially dangerous code can runj
Security & more
[=Prust center———= sion
Z Message Bar Developer Macro Settings [=len
| pesources teammore abautprotd | Frsioien
2
e Microsoft Windows [ Trust access to the YBA project object madel
B Microsoft Trustwortrf |  P¥8® OPtians
a4
5 Microsoft Office Excel Tr
2 The Trust Center contai
7 secure. We recommend|
8
9
10
1
12
13
14
15
16
17
18
19
20
21
2
4 4 »[ Instructions | Item_Details
Ready |
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@ NSDL DATABASE MANAGEMENT LTD. Macro Settings
V. To close the Trust Center window, click the lower right "OK" button.
VI. Save and close Excel completely.

VIl. Reopen Excel and spreadsheet (one with macros, anyway).

Now there should be a SECURITY WARNING notification beneath the Office ribbon, as
shown in the next step.

VIIl. In the SECURITY WARNING banner, click the "Options" button.

H9-© o BOE-Ttem-Details-Upload-Template-Version-2.0.xls [Compatibility Mode] - Microsoft Excel - 8 X
Home Insert Page Layout Farmulas Data Review View Develaper @ -2 Xx
2 i
= Cut = = - ) M| . = AutoSum ~
& Calibri A PR = =||®~| |[SiwrpText Humber o ﬁ % }ﬁ E"I- | |
K 123 Copy =2 — @ Fill =
Paste B /7 U~ M A~ = & Merge & Center = | [ $ ~ % o |[%§ ;8| Conditional Format  Cell Insert Delete Format Sort & Find &
o E w0 .0
- Format Painter ‘ IIE)] )| | B ‘ |78 Formatting = as Table = Styles~ |~ - - CearT  Fitere Select-
Clipboard & Font ) Alignment Ll Number & Styles Cells Editing
X
3 Security Warning  Some active content has been disabled. Options...
EE " = ¥
F G H 1
Generate File SEZOnline BOE Item Upload nvETes iz 1
(rumberical man & digis): Versi
ersion
Item Sr. no. * |Quantity Unit quantity code * (Item deseription 1 * Item description 2 Item category (Scheme Code) |Generic description  |Accessories for the item | Manufacturer nam

2 nf tha itam
3
4
5
6

H H n b I h i n h I H k n n
IX. Select the radio box beside "Enable this content," then click "OK.

[ﬁg H9-o Z BOE Upload-Tel e 2 at 3 Exce - =5 X
- Home | Insert Page layout  Formulas Data Review  View Developer @ - o x
=0 M cut . - s . [%—] . ) 3 || Fam ? = ):Autnsum'?
B Calibri 1 -|[A A [ S5 Wrap Text Number 153 #}5 i_ 2RI i e 3
Paste B 7 O - A= Merge & Center = ||| 8 = % o |[< %8|/ Conditional Format Cell || Insert Delete Format Sort & Find &

I Format painter || o || 27| | B Merse a Conter =) | Isiss| o atting - as Table~ Styles - - - 2 Clear~  Fiter~ Select~
Clipboard (] Font (i Alignment (Fi Number (] Styles Cells Editing
@ Security Waming Some active content has been disabled Option =
- Microsoft Office Security Options | &\
B3 ~ (= S \ —
@ Security Alert - Macros & ActiveX S L l
Macros & ActiveX 1 .
1 Macros and one or more ActiveX controls have been dissbled. This active content might Version
Item Sr. no. ** |Quantity Unit quantity code *|Item de ;fg':ﬁ‘:r;“;“;;;?;glg‘”SEE”"'Yhazams‘ Do not enable this content unless you trust ric description |Accessories for the item |Manufacturer nam
= ) itam
3 [ Warning: It is not possible to determine that this content came from a
] trustworthy source. You should leave this content disabled unless the

& content provides critical functionality and you trust its source.

5 More information
6 File Path:  \insdifs\...mats in ¥ 2.38\BOE-Item-Details-Upload-Template-version-2.0.x1s
7
s (D Help protect me from unknown content (recommended)

: @ Enabie this Content!

10
11
12
13
14
15
16 Gpen the Trust center
17
18
19
20
21
22
4 4 » M| Instructions | Item_Details ¥ [T
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After click "OK" and the window closes, macros should function normally. Because
selected "Disable all macros with notification" in Step iv above, you will need to follow
Steps viii and ix each time you open a spreadsheet that contains macros (if you want the

macros to run, that is).

Alternately, in Step iv above, you could select "Enable all macros." This would allow any
and all macros to run freely at all times. Don't do this unless you are ABSOLUTELY SURE
you won't be downloading or using unsafe spreadsheets (and by extension, macros)
from ANY source. Malicious macros and Active-X controls can do serious damage to

your computer and/or network.

3 ENABLING MACROS IN EXCEL 2010

With Excel 2010, Microsoft has added an additional layer of protection — over and
above that found in Excel 2007, which centered on simply finding the "hidden" menus

where macros can be enabled.

When opening a macro-enabled spreadsheet, by default, Excel 2010 will disable macros
and show its new "Protected View" ribbon at the top of your screen:

Hame Engert Page Layout Farmisias Data Reriew W

&

Payoff Calculator v4.0 | Go to Calculator I

celGeaki@venzon. neat . .
vd 0 Highlights f"l’ ‘—

- Compatible with Microsoft ¥ ows or Apple Mac® - Mac
- Enter and track up 1o 15 credit card debts or simple loans

- Pay off debts by Shoetest Payefl, LowTHigh Balance or HighfLow Intenest

- See how addinﬁ a "Maonthly Booster” will pay off yowr debis even faster

Al

1 “ExcelGeek

Ciuestions or com

This "Protected View" feature means that enabling macros has now become a two-part
process. To get things rolling, we need to "turn on," or enable, macros in Excel 2010. So

follow along:
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l. Open Excel. Click the FILE tab above the Office ribbon. (It's the first tab on the left.)

- - — -
[l &~ O BOE-ltem-Details-Upload-Template-Version-20.ds [Compatibility Mode] - Microsoft Excel
Home  Inset  Pagelayout  Formulas  Data Review  View  Developer  loadTest  Team

g::m Information about BOE-ltem-Details-Upload-Template-V.. [ % 277 |

nsdlfs\SEZ_Online\TESTING (Deepak)\FILE FORMATS\Revised File Formats in V 2.38\BOE-ltem-De... = =
(5 Open

£ Cloce

Il. In the left-side menu, click OPTIONS.

BOE-Item-Details-Upload-Template-Version-2.0.xls [Co

Insert Page Layout Formulas Data Review View Developer Load Test Team

Information about BOE-Ttem-Details-Upload-Template-V...

Save As ] i i K
WnsdifshSEZ_Onlined\ TESTIMNG (Deepak)\FILE FORMATS\Revised File Formats in WV 2.38\BOE-Iterm-De...

= Open
3 Close _—
) Compatibility Mode
@ii Some new features are disabled to prevent problems when working with

previous versions of Office. Conwverting this file will enable these features, but

Conwvert may result in layout changes.
Recent

Mew

Permissions

Print % One or more sheets in this workbook have been locked to prevent unwanted
changes to the data.
Save & Send Instructions Unprotect

Help

Before sharing this file, be aware that it contains:

Ed Exit Document properties, printer path and author's name

Check for

[ Hidden worksheets

Content that cannot be checked for accessibility issues because of the
current file type

Versions
_7@ 1 There are no previous versions of this file.

Manage
Versions =
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TRUST CENTER.

Home Insert Page Layout

-’3 &t
o B copy
aste v i
.+ Jf Format Painter BIO-|d
Clipboard i Font]

Calibri

Macro Settings

In the "Excel Options" window that appears, scan the left menu and click

BOE-tem-Details-Upload-Template-Version-20.x1s [Compatibility Mode] - Microsoft Excel

r
Excel Options

I 83 E 5|

A B

Generate File
1

Item Sr. no. * |Quantity Unit

i

4
5
6
7
8
9

General

Formulas

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar

Add-Ins

Trust Center

E‘& General options for working with Excel.

User Interface options

Show Mini Toolbar on selection
Enable Live Preview |
Color scheme: S\\verEl

ScreenTip style: | Show feature descriptions in ScreenTips
‘When creating new workbooks

Use this font: Body Font

1+
Normal View E

Include this many sheets: 3

Font size:

Defautt view for new sheets:

Personalize your copy of Microsoft Office

Username: | Deepak Gaikwad

[

[=]

S
a@Po@ B

ftosum * W [ﬁ
[ =

Sort & Find &
€ar™  Filter~ Select~
Editing
v
| ] é
Version 101

tem | Manufacturer name |Brand nan

W 4 » ¥ | Instructions | Item_Details

Ready | 53 |

@@ 00 (=) {) +

V.

On the right side of the screen, click the TRUST CENTER SETTINGS button.

V. Now you'll see the TRUST CENTER window. In the left menu, select MACRO

SETTINGS.

VI.

(not recommended; potentially dangerous code can run)"

You will now see four "Macro Settings" options. Choose “Enable all macros
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—— — . =
BOE-Item-Details-Upload-Template-Version-2.0.xls [Compatibility Mode] - Microsoft Excel = ®
% | c@o@ B

Autosum * ﬂ [ﬁ

Sort & Find &
Formulas f~ Filter = Select =

Trusted Publish
Proofing fusted Fuplishers Macro Settings Editing

-
General Trust Center P S

Trusted Locations i
Save () Disable all macros without notification
Trusted Documents

() Disable all macros with notification

Language
4 " Add-ins
vance
@ Enable all macros (not recommended; potentially dangerous code can runj -
ActiveX Settings Version 1.01

i Manufacturer name (Brand nan
Macro Settings Developer Macro Settings

Protected View Trust access to the VBA project object model

Customize Ribbon

Quick Access Toolbar

Add-Ins

Message Bar
Trust Center 7

External Content
File Block Settings

Privacy Options

M 4 » M| Instructions | Item_Details 7

Ready | [ EoD w0

VIl. Click the OK button at the bottom right of the "Trust Center" window.
VIIl. Click the OK button at the bottom right of the "Excel Options" window.

IX. Close Excel, and then reopen it. Macros should now be enabled.
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