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.
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Excel Add In (for use with download to spreadsheet)

« Instructions for Downloading the Compensation Workbench Formatter
+ Compensation Workbench Formatter (requires access.caltech credentials to download)

1) Double click on the Compensation Workbench Formatter link.

A Connect to download.caltech.edu window will open

Connect to download.caltech.edu

The server download, calkech.edu at ad. calkech.edu requires
a username and password.

LIser name: | € crvan

Password: | [T

[Iremember my password

I O l [ Cancel

2) Enter your access.caltech login credentials.
3) Click on the OK button.
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A File Download window will open

x|

File Download

Do you want to open or save thiz file?

[%l_ Mame: CWE_Formatter.zip
Type: Compressed (zipped) Folder, 31.1KE

From: download.caltech.edu

@ [ Open ] [ Save ] [ Cancel
Always azgk ‘opening this tupe of file

|@ ‘while files from the Internet can be uzeful, zome files can potentially

harm your computer. IF pou do nat trust the source, do not open ar
zave this file. What's the rizk?

4) Click on the Open button.

A CWB_Formatter zip file will open

18 CWB_Formatter[1].zip FE B
A

File Edt Vew Favortes Tools Help

Q © I POseach [ roders [

ess |[E] € {Documents and Settings|cryan|Local Settings|Temporary Inksrmet Files\Cantent, IES|2DEBGX6VICWE _Formatter[1].2if v\ Go links >

Folder Tasks

(I3 Extract al fies

File and Folder Tasks
i
to the Web
W Delete the selected items

Other Places

(3 2DEBBREY
(L3 My Documents

S My Network Places

5) Copy both files onto your desktop.
e Minimize your browser windows

¢ Highlight both files

e Drag them onto your desktop

A Windows Security Warning window will open

Windows Security Warning

thiz folder?

You should only copy or move files from locations that
pou brust,

ﬁ Are you zure you want to copy or move files to

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

0 ) de- SR B2-9 % )- CWB Install.xlsm - Microsoft Excel - a
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8) Click on Options...

Page 3 of 5




A Microsoft Office Security Options window will open

Microsoft Office Security Options

@ Security Alert - Macro

Macro
Macros have been disabled. Macros might contain viruses or other security hazards. Do
not enable this content unless you trust the source of this file,

‘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.

More information

File Path: C:\Documents and Settings\cryan'\Desktop\CWE _Install. xlsm

() Help protect me from unknown content (recommended)

Open the Trust Center \ 10 ) [ OK ] [ Cancel
S—

9) Click on the Enable this content radio button.
10) Click on the OK button.

An Install Add-in window will open

Install Add-in

o

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

?{) Install the Comp Warkbench Formatter Add-in?

A Microsoft Excel window will open

Microsoft Excel

The C\WE Formatter Add-in has been installed.
)

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.

LB A @5 HH- 389 e )¢ Bookl - Microsoft Excel -8

Page Layout Formulas Data Review View Developer Add-Ins Acrobat l@l -3

Home  Inse

7 CWB Formatter

Menu Commands

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:

CWB Formatter X

\l':/ The current spreadsheet does not appear to be a valid Comp \Warkbench spreadsheet,
.

Run the CWE Formatter anyway?

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.
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