In Excel:

1.

Go to <File> and click on ‘Options’
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2. Click on <Trust Center> and then <Trust Center Settings>
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@ Help keep your documents safe and your computer secure and healthy.

Protecting your privacy

Microsoft cares about your privacy. For moere information about how Microsoft Excel helps to protect your privacy,
please see the privacy statements.

Show the Microsoft Excel privacy statement

Security & more
Visit Office.com to learn more about protecting your privacy and security.
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Microsoft 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. Trust Center Settings...




3. Click on <Macro Settings>. Under the Macro Settings, choose ‘Enable all macros’ and make sure
the ‘Trust access to the VBA project object model’ box is checked.
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4. Click ‘OK’ to save your settings. Close out of excel.



When you click on the ‘Request Manager Approval’, this will automatically send the spreadsheet to the
Manager’s email to request Fiscal Approval. After you click this button, the following dialog box will
appear from Microsoft Outlook. Wait a couple of seconds and the ‘Allow’ button will appear as an
option to choose.
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Microsoft Cutlook 22

C A program is trying to send an e-mail message on your
e behalf. If this is unexpected, click Deny and verify your
antivirus software is up-to-date,

For more information about e-mail safety and how you
might be able to avoid getting this warning, click Help. |
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Once the ‘Allow’ button appears, click on it to allow permission for Outlook to send the spreadsheet.

Microsoft Qutlook |

r A program is trying to send an e-mail message on your
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antivirus software is up-to-date.

For more information about e-mail safety and how you
might be able to avoid getting this warning, click Help.
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After this step, the spreadsheet will appear in your ‘Sent Items’ outlook box as a sent item. This indicates that
the pre-authorization was successfully sent. This will apply to the Manager's step in requesting Fiscal
Verification as your means of approval for the employee's travel.



