
Changing Security level in Excel 
 
Open Excel.  Go to Tools/Macro/Security. Click on Security. 

 
 

 
 

 
 

 

Set Security Level to Medium.  Click OK. 

Each time you open the Needs 
Assessment you should receive this 
message.  Click Enable Macros. 
 

On the Daily Activities Sheet, you will find a button 
titled “Create additional blank copies of Daily 
Activities Sheet”.  If you need additional copies of 
the sheet, click this button and it will add the 
additional sheets to the workbook. 
 



 
 
 
 
 
 

 

To view the additional sheets, look at 
the bottom of your page.  Additional 
sheets will be labeled – Sec. 2 Daily 
Acct. (#).   Each sheet will be 
numbered in order of when it was 
created.  This button will only create 
copies of the Daily Activity Sheet.  It 
will not make copies of any other sheet 
in the workbook. 
 

The button is set so that it will not print out on the forms.  See Print Preview. 

Print Preview 


