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Installing the CWB Formatter 
 

The Compensation Workbench Formatter is for use with the Download to Spreadsheet function 

in the Compensation Workbench application and is only for use with PC’s.  

 

 

1) Double click on the Compensation Workbench Formatter link. 

A Connect to download.caltech.edu window will open 

 

2) Enter your access.caltech login credentials. 

3) Click on the OK button. 

1 

2 

3 



Page 2 of 5 
 

A File Download window will open 

 

4) Click on the Open button. 

A CWB_Formatter zip file will open  

 

5) Copy both files onto your desktop. 

 Minimize your browser windows 

 Highlight both files 

 Drag them onto your desktop 

A Windows Security Warning window will open 

 

6) Click on the Yes button. 
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7) Double click on the CWB_Install icon on your desktop. 

An Excel workbook will open 

 

8) Click on Options… 
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A Microsoft Office Security Options window will open 

 

9) Click on the Enable this content radio button. 

10)  Click on the OK button. 

An Install Add-in window will open 

 

 

11)  Click on the Yes button (this process may take a few minutes to complete). 

 

A Microsoft Excel window will open 

 

12)  Click on the OK button. 

13)  Close the Excel Workbook. 

14)  Delete the CWB_Formatter and CWB_Install files from your desktop.  
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Viewing the Installed Add-In 
 

In order to view the installed Add-In opens a new Excel spreadsheet. 

 

The CWB Formatter is now available within the Add-In tab.  It is only for use with a downloaded 

Compensation Workbench spreadsheet.   If you attempt to use it on a non Comp Workbench 

spreadsheet you will receive the following message: 

 

If receive this message you are attempting to run the CWB Formatter macro in a non Compensation 

Workbench downloaded spreadsheet.  Click on the No button. 

 


