Excel 2007 and the CAP Workbook

Introduction

This document describes how to use the CAP workbook with Excel 2007. It applies to
version 6b of the workbook.

Be sure to use the new version 6b of the CAP workbook when using Excel 2007!
Only the new version 6b contains the modifications described below (in section #3).
The operation of the CAP workbook using Excel 2007 is similar to using Excel 2003;
however, there are some differences that are important to note. These differences are

described in the following four sections (click on the link to go to the section):

1. Security Settings

2. Saving the CAP Workbook

3. Workbook Changes to Accommodate Excel 2007. The changes described in this
section were made to accommodate Excel 2007; however, they will also be
experienced when using Excel 2003.

4. Excel 2007 Menus and Toolbars

For questions about these changes, please contact Warren Lockwood at
wlockwood@tnc.org.
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1. Security Settings

For the CAP workbook to operate, macros must be enabled. There are two Macro Security
Settings in Excel 2007 that must be set appropriately for using the workbook:

1. Macro Setting: “Disable all macros with notification.”
2. Message Bar: “Show the Message Bar in all applications when content has been blocked.”

Typically, these are the default settings. When you open the CAP workbook, if the
following Message Bar appears below the ribbon...

@ Security Warning Macros have been disabled. Options...

...the security settings are appropriate and you will be able to enable the macros. To
enable the macros, click the Options... button in the Message Bar.

Options.. %

A form will appear. Select the option “Enable this content” and click OK.

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.

Mare information

File Path:  C:'\Documents and Settings'Gip My DocumentsTHC Files\CAP_vib,xls

) Help protect me from unknown content (recommended)

Open the Trust Center OK ] [ Cancel
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If the Security Warning Message Bar does not appear and you see a message such as the
following when you click one of the buttons in the workbook...

Microsoft Office Excel

"'-n,, Zannat run the macro 'CAP_wab, xls1StartWelcomeFarm', The macra may nok be available in this workboaok or all
L

macros may be disabled.

...then you will need to change the macro security settings.

D
To change the macro security settings, click the Microsoft Office button * i , and then
click Excel Options. In the Trust Center category, click the Trust Center Settings button,
and then click the Macro Settings category. Select the “Disable all macros with
notification” option and click OK.

Trusted Publishers

Macro Settings

Trusted Locations . . .
Far macros in documents not in a trusted location:

sdd-ins {:} Disable all macros without notification
o . {E} Disable all macros with notification

ActiveX Settings
{:} Disable macros except digitally signed macros

Fiacro Settings ""'| () Enable all macros {not recommended: potentially dangerous code can run)

Message Bar Developer Macro Settings

External Content
|:| Trust access to the VBA project object model

Privacy Options

Then click the Message Bar category. Select the first option and click OK.

Trust Center,

Trusted Publishers

Message Bar Settings for all Office Applications

Trusted Locations .
Showing the Message Bar

Add-ins {E} Show the Message Bar in all applications when content has been blocked
. . 'D Mever shcl%infu:urmatiu:un about blocked content
ActiveX Settings

Macro Settings

|-' Message Bar ;|
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Note! If you want to avoid seeing the Security Warning...
@ Security Warning Macros have been disabled. Options...

...every time you open the CAP workbook, store the workbook files in a “Trusted
Location”.

When at the Trust Center (above), select ‘Trusted Locations’

Trusted Publishers

|"'Trusted Locations ""l|

Add-ins

ActiveX Settings

[ Add new Incatinrl%l
...and then click the ‘Add new location...’ button. X

From here you can define a ‘trusted’ folder from which you can open CAP workbooks
without getting the Security Warning.
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2. Saving the CAP Workbook

Ca
To save the workbook, click the Microsoft Office button* , and then Save As.
(Keyboard shortcut: Press ALT, F, A to open the Save As dialog box.) If you want to
rename the file, in the File name box, type a new name for the file.

Excel 2007 file formats:

Marme Size Tvpe
@_)IC.':'.F'_\-'E'h_dEI'rlD.ﬂS 10,236 KB  Microsaft Office Excel 97-20035 Woarksheet
iﬂ:lCﬁ.P_vEuh_demcn.xlsm 4,727 KB  Microsoft Office Excel Macro-Enabled Worksheet
hﬂIi:.E'.F‘_w:’-l::_::hamcl.:-:Isl:u 3,769 KB Microsoft Office Excel Binary \Worksheet
@CAP_thjack_th_datal s 230KE Microsaoft Office Excel 97-2003 Waorkshest

The first three files above are CAP workbooks. The fourth file is a data pack.

Workbooks can be saved in any of three file formats:
1. Excel 97-2003 Workbook (.xIs): Can be opened by all Excel versions. (Binary
format)
2. Excel Macro-Enabled Workbook (.xIsm): The “standard” Excel 2007 file format for
workbooks with macros. (XML format)
3. Excel Binary Workbook (.xIsb): The “binary” Excel 2007 file format for workbooks
with macros. (Binary format)
» Pros 2 & 3: The file size is significantly smaller. The file saves quickly.
» Workbooks in these formats are now convertible to the .xls format by Excel
2007 even when not in the compatibility mode.
» Cons 2 & 3: Workbooks in these formats cannot be read by Excel 2003.
» Cannot be converted by the Excel 2003 add-in.

Note! Don’t save a CAP workbook in the .xlsx format!
Data packs: With data packs, you don’t need to worry about the file format!

Data packs that are created by the CAP workbook are saved automatically in the
Excel 97-2003 Workbook (.xIs) file format, regardless of the file format of the CAP workbook.
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3. Workbook Changes to Accommodate Excel 2007

Prior versions of the CAP workbook work with all versions of Excel including Excel 2007,
however, there are significant differences in Excel 2007 that have made it worthwhile to
make some changes to the workbook. These changes are effective in the workbook

currently available on ConserveOnline.

The changes are because Excel 2007 no longer employs “toolbars” in the same manner as
prior versions. They are summarized in the below table:

Go Toolbar Change Affects Excel 2003?
to...
A CAP Toolbar For Excel 2007, toolbar no longer can be No
docked on the right side of the screen.
Toolbar can now be accessed with right-click. Yes
Toolbar can now be cleared from screen.
B Target Entry in Toolbar is replaced with new entry form. Yes
Viability
Category Entry Toolbar is replaced with the existing entry Yes
in Viability form for key attributes and categories.
C Target Entry and | Toolbars are replaced with new entry form. Yes
Stress Entry in
Stress/Source
D CAP Help Removed. (This was a toolbar embedded in Yes
Toolbar the instructions to explain the functions of the
CAP Toolbar.)
E Size Toolbar For Excel 2007, toolbar no longer can “float” No

on the screen.

To learn more about the above changes, read the next section.
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A. CAP Toolbar

The CAP Toolbar is the set of buttons that users have seen docked along the right side of
the screen.
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In Excel 2007, the placement of this toolbar is moved to the “Add-Ins” tab:

Eq = Sl CAP_wsb.xls [Compatibility Mode] - Microsoft Excel
ol / -
—-“"l Home Insert Page Layout Formulas Data Review View Add-Ins

Tables ~ @ E;;E‘zs_:-_;lb_ﬂjeljﬁj?\@@*é'zV

Wizards - *ﬁ" -:. xE I: 4z =3

Menu Commands Custom Toolbars

Users can click the buttons of the ¢Add-Ins’ toolbar in the same manner as the old toolbar.

The Excel 2007 placement of the toolbar is not quite as accessible as with Excel 2003. To
maintain easy accessibility to this toolbar regardless of whether you are using Excel 2003
or 2007, the toolbar is now available with a right-click of the mouse.
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Right-click now brings up the CAP toolbar as a shortcut menu:

¢ E

M T

e
1l

/5

Home

Wiability:
Stress, Source
Surnmary
Skrategies

Monitoring

L=
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Refresh Data
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Table Eormat
Instructions
Comments
Search

Wizards

Prink Presview

Load ko Microsoft Word

Directory
Page Up

Page Down

Copy

Paste (value)

Excel 2003 users: If you decide that the new right-click access is all you need, you can now
clear the toolbar from the right side of the screen. Click the ‘Hide / Zoom Worksheets’

button found at the Home worksheet: _
Hide f Zoom Worksheets

Position Toolkar

[%— A form will appear. Click the ‘Do not

display toolbar.” option in the lower right of the form to hide the toolbar.

Hide / Zoom Worksheets & Position Toolbar:

Hide selected worksheets:

Check the baxes ta hide any of these

I Z Threats

I = Stresses

I Resources

[~ Targets
I~ Menus
I Scoring
Hide all worksheets Display all
worksheets

3

Adjust screen size:

‘fou may need to rescale the image size on your monikor
using a different "Zoom" setting ko maximize the ease of
use For your own computer,

Use the spinner button ko select the desired screen size,

Zoom value: -~
-

Position the CAP Toolbar ...
" wvertically along the right side.

" horizontally along the top.

* Do not display toolbar, ™

* Right-click. at any time ko display toolbar.
Exit
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B. Target and Category Toolbars in the Viability Worksheet

In the past, users could enter targets in the Viability worksheet with the following toolbar:

| 1. Salk Marsh « | Dpen Wizard \

...and categories with this toolbar:

Categories v

Landscape Conkext | - |Open Wizard

The targets toolbar has been replaced with the following form, which can be used in all
versions of Excel:

Select a target, then click Ok,
Salt Marsh

Eelgrass Meadows Cpen Wizard
Bay Scallops
Hard Clams
Maritime Beach QK Cancel
Fiping Plovers

Wizalkfizh

1,
2,
2
4,
a.
&,
7.

Imstructions

...and categories will use the existing attributes toolbar:

Key Attribute and Category [z|

To enter ar edit a key attribute, type here,

Conmectivity (ahility to migrate)| Open Wizard
Category:

Ok C |
* |andscape Cormtext © Condition ™ Size ance

To select from the lisk of key attributes, use the wizard, Click the 'Open Wizard' butkan, Irstruckions
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C. Target and Stress (altered key attributes) Toolbars in the Stress/Source
Worksheet

The changes to the Stress/Source toolbars are similar to those in the Viability worksheet.
In the past, users could enter targets in the Stress/Source worksheet with the following
toolbar:

1. Salt Marsh -

...and stresses (altered key attributes) with this toolbar:

Key Attributes

atkribukes From list: |Landscape Conkext:  Conneckivity among communities & ecosystems | - |Switu:h ko this target's attributes

The targets toolbar has been replaced with the following form, which can be used in all
versions of Excel:
Target [$_<|

To change targets, select a targek, then click OF, {current karget input will be saved),

Salt Marsh
Eelgrass Meadows
Bay Scallops

Hard Clamns K ‘ Cancel
Maritirne Beach

Fiping Plovers
Wizakfish

1,
2.
3
4,
3
&.
7

Instructions

...and users can use the following new toolbar to enter key attributes for the stresses. Users
can use the two buttons at the right to switch between all key attributes and attributes for
the selected target only:

Key Attributes

Select a key attribute, then click Ok,

Condition Food Quantity and Quality "
Zondition Pollination
Condikion Population density

Candition Population produckivitsy

Condition Population recruitment ) } )
Zondition Population recruitrent, survival and growth J Display attributes For this targst
Zondition Population skruckure & recruitment

C||:|n|:|itiu:|n Presence | abundance of keystone species o Cancel

Condition Presence | abundance of key Functional guilds T 7
- H
| f '
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D. CAP Help Toolbar

Within the Instructions was embedded the following little-used toolbar. It described what
each selected button did; the explanation was displayed at the right. It has been removed.

What is the Toolbar? *

@ E A= 0 0@ E 385 4 L = v Goestothe Stresses, Sources worksheet,

E. Size Toolbar

For Excel 2007 users, the Size toolbar appears automatically in the ‘Add-Ins’ tab.

"/-_--\'\. 4
§ EE" ] =l
i
. Home Insert Page Layout Formulas Data Review View Add-Ins

@
5]

CAP_wab.xls [Compatibility Mode] - Microsoft Excel

Tables ~ M@Fz=sQlOEA NG @GH T v
Wizards - || 7 2 3 ¥= § —=
Menu Commands Custom Toolbars

The Size Toolbar allows you to change the width of columns and the height of rows.

4
¥

Increases column width for the selected column or columns.*

Decreases column width for the selected column or columns.*
Increases row height for the selected row or rows.**

Decreases row height for the selected row or rows.**

= - =
o e e

AutoFit row heights. Affects all rows in the displayed table.

Uniform row heights. Affects all rows in the displayed table.

*Multiple columns may be changed if the columns are all of the same width.

e |f columns are different widths, then select only one column at a time.

**Similarly, multiple rows may be changed if the rows are all of the same height.

e If rows are different heights, then either:
1. Select only one row at a time, or
2. First click the Uniform row heights button, then click the Increase row height or
Decrease row height button to resize multiple row heights.

For more on how Excel 2007 displays menus and toolbars, read the next section.
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4. Excel 2007 Menus and Toolbars

Excel 2007 employs a “ribbon” within which the CAP workbook menus and toolbar are
found. When the CAP workbook is first opened, the ribbon may look like this:

’D«,\I (=l ¥ CAP_web [Compatibility Mode] - Microsoft Excel
o
—’/ Home Insert Page Layout Farmulas Data Review View Add-Ins
= * F - - A " =" = L
2. Arial 10 (A [ ==l IS <
_.lé
Paste 7 (B £ O || s || < A== EIIEE ;:_5 ] [ % - % o ||%6 5%||| Conditional Format
Clipboard T Fant Alignment Number Styles
A7 - £ |

Note in the top row that the file is in [Compatibility Mode]. To view the toolbar and the
custom menu options, click the Add-Ins tab.

D,{‘ = = B )+ CAP_vBb.xls [Compatibility Mode] - Microsoft Excel
ol / -
—F"i Home Insert Page Layout Formulas Data Review View Add-Ins
Tables =

Gg@dvr=QuideEaANGREL I v

Wizards - || T 4 3 1= @

Menu Commands Custom Toolbars

With the Add-Ins tab selected, the custom menus — Tables and Wizards — are displayed in
the Menu Commands group, and the CAP Toolbar and Size Toolbar are visible in the

Custom Toolbars group. Click Tables to view the Tables menu options.
(o ;

Heme Insent Page Layout Formuylat Data Review Vitw Ada-in

T»cAc'."‘ A9 IS ‘J!JODH{.\AJ‘&:'

i Bet/din Data

1 Select Tadde Format

"0
-
nan ne >
nan
-
»
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To access the custom menus without worrying about navigating the new ribbon, you may
prefer to use the keyboard shortcuts.

e Type Alt — X, Ato open the Tables menu.
e Type Alt — X, Sto open the Wizards menu.

To access the custom menus and toolbars without displaying the ribbon, use the Quick

Access Toolbar (QAT). When empty, it looks like this: .} L and can be
placed either above or below the ribbon (right-click the QAT to position it.) Right click the
Menu Commands group, and select “Add Group to Quick Access Toolbar.”

Add Group to Quick Access Toolbar

Delete CLISt-JI]%DIHI'ﬂand

Customize Quick Access Toolbar...

Show Quick Access Toolbar Below the Ribbon

Minimize the Ribbon

Do the same with the Custom Toolbars group. Two icons will be added to the QAT that
d He

represents the Menu Commands and the Custom Toolbars:

To hide the ribbon, right click in the top row of the ribbon, and select the last option:

Customize Quick Access Toolbar...
Show Quick Access Toolbar Below the Ribbon

Minimize the Ribbon

This will maximize the screen area for the workbook and allow access to the custom menus
and toolbars via the icons in the Quick Access Toolbar.

.,j\ = = =] B CAP v6b [Compatibility Mode] - Microsoft Excel
s b
—-j Home Insert ge Layout Farmulas Data Review View Add-Ins
A7 - [ £ |




