EnPI Tool Instruction Guide

Instruction guide for enabling macros, setting formula preferences,
and a step-by-step explanation of EnPI Tool use.

Revision Date: 2/22/11
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The purpose of the preparation activities is to ensure that all of the appropriate data has been compiled
prior to using the EnPl Tool. These steps also help to ensure that all relevant information is considered
when developing a model.

1. Identify all energy sources
2. Determine what generation efficiency factors are appropriate for each energy source.

3. Collect 48 months of previous consumption data for all energy sources (electricity, gas, fuel,
propane, etc). Energy consumption data can be monthly or weekly data.

Note: Twelve months of data are required to develop an appropriate regression model
describing baseline energy consumption. At least 24 months of data will be required to
begin calculating savings based on the baseline year model.

Note: If calculations are being completed to determine savings for the Superior Energy
Performance certification, then 48 months of data will be needed for the Energy
Performance Pathway and up to 132 months of data will be needed for the Mature
Energy Pathway.

4. Determine if utility data comes from a utility billing meter or appropriately calibrated source.

5. Brainstorm with the team what independent variables (Xs) in your facility might impact energy
usage.

6. Collect 48 months of historical monthly (or weekly) data values for each of these variables (Xs).
Variable data needs to be collected at the same frequency as the energy consumption data. So,
if monthly energy consumption data was collected, monthly variable data needs to also be
collected. Some examples of data that could be collected are shown below.

a. Production mix data

b. Production level data

c. Weather data

d. Input quantity data

e. Input characteristic data

7. Ensure that variable data comes from an appropriately calibrated source. Any external data,
such as weather data, should come from a reliable source (primary NOAA weather stations).

8. Consider the potential complicating factors when collecting utility and relevant variable data.
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The purpose of the energy utilities step is to determine the units of the energy data collected in the
preparation step and the generation efficiency for each energy source. This information will be used
automatically by the EnPl Tool in later tabs to convert all energy sources to primary MMBtu.

1. Check to make sure Excel has the correct security settings, macros are enabled, and automatic
formula calculation is selected. Instructions for these measures are located in Annex A.

2. Electricity and Natural Gas are listed as the utilities in the Step 1 — Energy Utilities tab. If there is
a third energy source, change the third row in the table to indicate the type of the third utility.

Note: Only three energy sources are permitted in the EnPI Tool.

3. Onthe Step 1- Energy Utilities tab, select the units of the energy data collected in the
preparation activities. Also, enter the generation efficiency values for each energy source.

Units of MMBtu Generation
Data Conversion I T&D
Utilities Entered Factor Efficiency

Electricity kWh 0.003412 33.3%
Natural Gas Therms 0.1 100.0%
[None] MMBtu 1 100.0%

Figure 1: Step 1- Energy Utilities
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The Step 2- Data Entry tab is the only place in the EnPI Tool where energy and variable data can be
entered.

1. Inthe Step 2-Data Entry tab, either type or copy and paste the dates associated with the utility
and variable data collected in the preparation step under the “Date” heading.

Note: There are 1,000 data rows available in the Step 2-Data Entry tab. This should be
sufficient for monthly or weekly data.

2. Either type or copy and paste the utility data in Step 2-Data Entry in the corresponding columns
under the Utilities heading.

Note: If the copied data contains formulas, then utilize the paste special paste values
feature.

3. Either type or copy and paste the variable data into the columns under the heading Independent
Variables.

Note: If the copied data contains formulas, then utilize the paste special paste values
feature.

4. Add headings and units to the variable data columns as necessary.

Note: A completed Data Entry Sheet might look similar to Figure 2.

1000 Data Points Max

Utilities |

Electricity Natural Gas __[None] Average
Date (kWh)  (Therms)  (MMBtu) | Production  Temp.
[ 1001/06 10595129 437,638 26,652 68
2| 110106 10341009 436772 26,862 57
3| 120106 9968550 407834 23,769 50
4 010107 10563198 459,629 29.014 42
5| 020107 9555293 405132 24284 49
6| 030107 10246441 435298 25,675 64
7| 040107 6059.974 304261 17.639 62
8| 050107 6467.945 316,928 15,863 7
9| 060107 B2r2225  367.390 19.136 81
10[  07/01/07 10,095,902 444,087 23,764 8
1| 08/01/07 10.285.307  454.201 25,369 88
12[ 090107 9716935 445334 26,240 82
13[ 100107 10.164.383 436,692 25,852 69
14[ 110107 10239630 426,833 26,056 59
15| 120107 9128923 379,051 23,048 51
16| 01/01/08 11.009.987 436,320 28,144 2
17| 020108 9317.140 364,864 23,556 50
18] 030108 9.814.981 419472 24905 65
19| 04/01/08 6902805 315,004 17,013 64
20[ 050108 6302963  308.018 15.387 76
21| 060108 7.474.297  357.468 18.662 83
2| 070108 9130992  416.523 23,051 85
23 080108 970533 443550 24,608 20
24 09/01/08 9,659.295 434,680 24,483 8
25| 10/01/08 10.208.491 409,081 26119 69
26 11/01/06 10.284.101 399,666 26325 56
27| 120108 9.166.025 354,951 23,263 51
28 01/01/09 11,088,181 408,200 28434 42
20[ 020109 9.367.152 360,358 23799 50
30[ 030109 9.857.400 392,935 26,162 65
3| 040109 6931148 295476 17.188 63
32| 05/01/09 6326407 269,211 15,546 75
[ 060109 7505402 335473 18.753 82
34[ 070109 9170104 392460 23,269 85
35 08/01/09 9747220 415885 24,862 89
36| 090109 9700961 407485 24736 82
37| 100109 10446088 385,838 26,918 67
38| 110109 10623688 377.101 27.130 57
39[ 120109 9379615 334,933 23.9% 50

40 01/01/10_11.317 017 385

317 29304 42
M| Step 1- Energy Utiities | Step2 - Data Entry -~ Step 3 - Data Review -~ Step 3 -Dz

Figure 2: Example Data in Data Entry Sheet
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The Step 3- Data Review tab shows the energy data converted into primary MMBtu. This data review
step is an initial look at which variables are statistically significant.

1. Click on Step 3- Data Review tab and select the first and last months of the model year. Then

click “Set Range” as seen in Figure 3.

Note: If the forecast method is being used, choose the twelve months of baseline data
to be modeled. If the backcast method is being used, choose the last twelve months of
data collected or the reporting period. If the chaining method is being utilized, select the
middle year of data to be modeled.

Model Year First Row 10/01/06

Model Year Last Row EetRance | M Model OK
¥1 Y2 Y3 X1 X2 X3 X4 X5 X6 X7 X8
Electricity Natural Gas _ [None] Average
Date (MMBtu)  (MMBtu)  (MMBtu) | Production  Temp.
1 /011 ) 784 652 8
2 01/ } 677 ,862 7
3 1011 | | 7t 7!
4 1017 } I 4 12
5 101707 I I A 4
6| /01/07] 104, X 34
7] /01/07} 2, ; 2
38| 101707 ¥ | 4
9| /01/07] 4 | ,
10| /01/07] 103,34 A 4 4
1 B/01/07] 104 97: 4 3
12] 9/01/07] 46 5 24
P-Values
Average
Production | Temp.
Electricity (MMBtu 0.00000 063263 | #VALUEI | #VALUE| | #VALUEl | #VALUEI | #VALUEI | #VALUEI
Natural Gas (MMBtu) 0.00002 097803 | #VALUE! | #VALUE! | #VALUE! | #VALUE! | #VALUE! | #VALUE!
[None] (MMBtu; #VALUE! #VALUE! #VALUE! #VALUE! #V/ALUE! #VALUE! #VALUE! #VALUE!
RZ
Average
Production Temp.
Electricity (MMBtu 0.89 002] #VALUE! | #VALUE! | #VALUE! | #VALUE! | #VALUE! | #VALUE!
Natural Gas (MMBtu) 085 000 | #VALUE! | #VALUE! | #VALUE! | #VALUE! | #VALUE! | #VALUE!
[None] (MMBtu; #VALUE! #VALUE! #VALUE! #VALUE! #V/ALUE! #VALUE! #VALUE! #VALUE!

Figure 3: Data Review for Model Year

Note: When the data to be modeled has been selected, the other remaining data will be

hidden. To view the hidden data, hit the “Show All Data” button.
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2. Click to Step 3-Data Review (Graphs), and there will be graphical representations of the data and

the relationships that are being evaluated (Figure 4).
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Figure 4: Scatter Plots of Model Year Data

The p-value for each X and Y pair is shown at the bottom of the Step 3-Data Review tab. The p-value is
the probability that the X and Y pair are not correlated. So, if the p-value is less than 0.10, there is less
than a 10% chance that the X and Y pair are not correlated. Therefore, the likelihood that these

variables are correlated is very high.

1.

Review the p-values at the bottom of the Step 3-Data Review tab. Determine, based on the p-
values, which variables tend to correlate to utility usage. (A p-value of less than or equal to 0.10
for a variable pair is typically considered a statistically significant relationship.)

For the pairs that seem to be significant, review the scatter plots located on the Step 3-Data
Review (Graphs) tab to determine if the relationships can be visually verified.

Determine, based on process knowledge, whether the significant data pairs make sense.

Determine based on the p-values which variables should be included in the linear regression
(Step 4:Y1-Y3 Regression).

Note: If multiple X variables are dependent upon each other only one of the variables
should be included in the linear regression.

Note: Sometimes variables that have an impact on the energy consumption will not
show up as significant at this point due to the magnitude of the impact of the variable.
If the magnitude of the impact is small compared to another factor, it is possible that
the variable could still be considered significant in the regression equation in the next
step. For example, in the case where production greatly impacts energy consumption,
weather will often show as insignificant in the analysis completed on the Step 3-Data
Review tab. However, oftentimes when weather is included in the regression with
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production on the Step 4-Regression tab, the variable is significant based on the p-value
analysis completed for the model.
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The purpose of the regression step is to develop a model, for each energy source, that accurately

describes the relationship between the X variables and energy consumption, Y variables.

1. Step 4- Y1 Regression shows the relationship between X variables and electricity consumption.
First select the period that is being modeled by adjusting the boxes that are labeled “Model Year

First Row” and “Model Year Last Row” as seen below in Figure 5.

Note: If the forecast method is being used, choose the twelve months of baseline data
for the regression. If the backcast method is being used, choose the last twelve months
of data collected or the reporting period. If the chaining method is being utilized, select

the middle year of data to be modeled.

Model Year First Row [ 10/01/05] P
Model Year Last Row [ _09/01/07] - < ]
|

Figure 5: Selecting Evaluation Timeframe

2. Onthe top right of the screen, there are a list of variables that can be included in the model.
Select the variables to be included in the model based on the analysis completed on the Step 3-
Data Review tab. Ensure appropriate variables are designated “Yes”. If there is an unwanted
variable in the list, click on the drop down box next to that variable, and change it to “No”.

Note: If multiple X variables are dependent upon each other only one of the variables

should be included in the linear regression.

Note: Sometimes variables that have an impact on the energy consumption will not
show up as significant at this point due to the magnitude of the impact of the variable.
If the magnitude of the impact is small compared to another factor, it is possible that
the variable could still be considered significant in the regression equation in the next
step. For example, in the case where production greatly impacts energy consumption,
weather will often show as insignificant in the analysis completed on the Step 3-Data
Review tab. However, oftentimes when weather is included in the regression with
production on the Step 4-Regression tab, the variable is significant based on the p-value

analysis completed for the model.

Variables to be Included
Production
| Mo |Average Temp.

Evaluate Model Show All Rows

Figure 6: Changing Evaluation Variables

3. When all the settings are correct for the model, click the “Evaluate Model” button.
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4. Y2 and Y3 Regressions work the same as the Y1 regressions, they just evaluate different energy
sources against chosen variables as seen in Figure 7.

Mo ear First Row Variables to be Included
Mox ear Last Row Model OK Production
[Yes|Average Temp.
X1 X2 X3 X4
Natural Gas|

Natural Gas Average (MMBtu) / Evaluate Model
Date (MMBtu) | Production _ Temp. Model Model
10/1/2006 . 784 26,652 [ 45,316 |  0.97
11/1/2006] 677 862 57 44,368 ..
1211/201 i 75! 5 4

1/1/201
2/1/201
3/1/201
4714201
514201

6/1/201
7714201
8/1/201
9/1/201

4 2. 43,
4 2
5 25,2 24,

X1 X2 X3 X4
Matural Gas Average
MMBtu) Temp.

P-Values 0.00000 0.00220

e

SISISISISISISISISIS

3|53 8=

F-Test 0.00000
"2 095
m 133
b 2190

114.62] 0.00] 0.00]

Regression Model

y = (1.325) X1+ (114.618)"X2+ (0)*X3+ (0)* X4+ 2190
Round coefficients (m] 3
Round constant (b} []

Figure 7: Y2 Regression for Example Data

The p-value for each X in the regression model is shown at the bottom of the data entry table in the Step
4-Regression tab. (This p-value is not the same as the p-value for each X and Y pair individually.) It is
ideal to have each independent variable in the regression equation to have a p-value of less than 0.10
(can be located at the bottom of the Step 4-Regression tabs.

1. Review the p-values at the bottom of the data entry chart. Ensure the p-value for each variable is
less than 0.10. Variables that have high p-values should be removed from the regression equation.
This can be done by selecting “No” next to the variable name at the top right of the screen. Then hit
the “Evaluate Model” button again.

2. The F-test is a test of model significance. The F-test p-value for the model is located at the bottom
of the Step 4-Regression tab. Ensure the p-value for the model is less than 0.10.

3. Review the R?value for the regression equation. (The R value quantifies the amount of variation in
the dependent variable, Y, which is explained by the regression equation. Ideally, you would like for
the R? value to be high, indicating that you have a model that explains a large portion of the
variation in energy consumption.)

4. If the R*value for the model is low, review the factors to determine if a factor that can impact
energy usage has been overlooked.

5. Determine, based on process knowledge, whether the regression makes sense.

Note: There may be some cases where energy consumption for a particular energy
source is not based on any factor (weather, production, or other). An example of this
may be when there are several large pieces of equipment left running all of the time,
and there is no decrease in energy consumption when there is a decrease in production.
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When this is the case, the following process must be used to continue use of the EnPI
Tool. On the Step 2-Data Entry tab, include another independent variable called
“Dummy Variable”. Make sure there are all zeros in this column. Then, for this
particular energy source, select “Dummy Variable” as the only variable to be included in
the regression on the Step 4-Regression tab. This is the equivalent of having a model
that just includes a constant that is equal to the average monthly energy consumption
value, for this energy source, for the modeled period.
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Step 5: EnPI

The purpose of Step 5- EnPl is to determine if the model can be appropriately evaluated for the
designated timeframe.

1. Confirm that the modeled periods are the same for each of the utilities. This can be done using

the table labeled “Confirm Modeled Period for Each Utility Are Same” at the top middle of the
worksheet.

Confirm Modeled Period for Each Utility Are Same

Uility Electricity Gas [Nonel

First Bow | 10{01{D6| 10/01{06 -
Last Row 0910107 | 00107

Figure 8: Confirm that Model Years are Equivalent

2. Confirm that there are no issues with the previously defined models using the information
provided at the top left of the Step 5 worksheet as seen below in Figure 9.

Y1 Model OK

Y2 Model OK
Y3 Model Error
Figure 9: Model Check

Forecast Method

3. If the forecast method will be utilized, select “Forecast” from the “Select Modeling Method”

drop down menu.

Confirm Modeled Period for Each Utility Are Same
Ukiliry Electricity Gas [Nonel

First Row 10{01106 | 10/0106

Last Row 030W07| 0370107

Select Modeling Method

Backeast
aluated Period, First Row =400

‘aluated Period, Last Row

Figure 10: Set Evaluation to Forecast
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4. Then select the year that will be evaluated using the baseline model. Use the most recent
twelve months of data or the reporting period for the forecast method.

Select Modeling Method

f Evaluated Period, First Row 10/01/09
f Evaluated Period, Last Row 0s/m1Ma

Figure 11: Set the Evaluated Period to be the Most Current 12 Months of
Data Collected

5. Once the method has been chosen and the dates have been populated, the EnPI Tool will
produce a Performance Improvement percentage.

6. The Data Validation Check at the bottom of the Step 5 worksheet verifies the model is being
appropriately applied. The top section includes characteristics of the modeled year data. The
second section shows the valid data range, and the third section gives the average value for
each variable of the year chosen to be evaluated. If the average of the evaluated year falls
within the valid data range, then the model is still valid.

Data Validation Check
|Production|

Min 15,863.33
Model Year Avg - 3 x STDEV 11,581.90
Max 25.014.02
Avg + 3 x STDEW 35,611.09
Valid Data Range Low 11,581.90
Valid Data Range High 35,611.09
Average (10/01/09 - 09/01/10) 23,832.45

Figure 12: Forecasting Validation Check

7. The model validity can also be verified at the top left of the Step 5 worksheet.

Y1 Model OK

Y2 Model OK

Y3 Model OK
Forecast Data Valid

Figure 13: Check Model Validity

8. If the model is not valid using the forecasting method, then the performance improvement
listed at the top middle of the worksheet is also not valid. Backcasting must be used.
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Backcast Method

9. Refer to Step 3: Data Review and Step 4: Y1-Y3 Regression instructions in this manual to develop
statistically significant models of the most current twelve months or the reporting period.

10. Click to Step 5- EnPl and change the modeling method to backcast. Set the “Year Zero of
Evaluated Period, First Row” to the first month of the baseline year. Also, change the “Year Zero
of Evaluated Period, Last Row” to the last month of data from the baseline year.

Confirm Modeled Period for Each Utility Are Same
Uiliry Electricity Gas [None]

First Row 10{01109) 10{01109| 10¢01109
Last Row 03/0110| 03107W10| 030110

Select Modeling Method

Year Zero of Evaluated Period , First R0w| 10."01."0< 1
Year Zero of Evaluated Period , Last Row 09/01/07
Performance Improvement (+) or Decline (-)

Figure 14: Change the Modeling Method as well as the Evaluated
Period

11. Once the method has been chosen and the dates have been populated, the EnPI Tool will
produce a Performance Improvement percentage.

12. The Data Validation Check at the bottom of the Step 5 worksheet verifies the model is being
appropriately applied. The top section includes characteristics of the modeled year data. The
second section shows the valid data range, and the third section gives the average value for
each variable of the year chosen to be evaluated. If the average of the evaluated year falls
within the valid data range, then the model is still valid.

Data Validation Check
[Production|

Min 16,021.97
Model Year Avg - 3 x STDEV 11,897.72
Max 29,304.16
Avg + 3 x STDEV 35,967.20
Valid Data Range Low 11,697.72
Valid Data Range High 3595720
Average (10/01/06 - 09/04/07) 23,596.50

Figure 15: Validation Check for Backcasting
13. The model validity can also be verified at the top left of the Step 5 worksheet.

Y1 Model OK

Y2 Model OK

Y3 Model OK
Backcast Data Valid

Figure 16: Backcasting Model Validity Check
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14. If the model is not valid using the backcasting method, then the performance improvement
listed at the top middle of the worksheet is also not valid. If the forecasting and backcasting
methods are not valid, a chaining technique must be utilized.

Chaining Method

15. Refer to Step 3: Data Review and Step 4: Y1-Y3 Regression instructions in this manual to develop
statistically significant models of a middle twelve months that has characteristics that are similar
to the baseline and current years.

16. Select “Chaining” as the modeling method. Then set “Year Zero” to be the twelve months of
baseline data, and the “Last Year” to be the most recent twelve months or the reporting period.

Confirm Modeled Period for Each Utility Are Same
Utility Electricity Gas [None]

First Row 10i0108| 10/0108| 10207108
Last Row 09/01/09| 09/0103| 03101103

sSelect Modeling Method

Year Zero Last Year
First Row 10401106 10/01/08
Last Row 08/01/07 08/01/10

Figure 17: Select "Year Zero" and "Last Year" and Set Method to Chaining

17. Once the method has been chosen and the dates have been populated, the EnPI Tool will
produce a Performance Improvement percentage.

18. The Data Validation Check at the bottom of the Step 5 worksheet verifies the model is being
appropriately applied. The top section includes characteristics of the modeled year data (in the
case of chaining, the middle year). The second section shows the valid data range, and the third
section gives the average values for each variable of the years chosen to be evaluated (for
chaining, this is the baseline and performance periods). If the averages of each of the evaluated
years falls within the valid data range, then the model is still valid.

Data Validation Check
|Production|

Min 15,546.07
Model Year Avg - 3 x STDEV 11,350.26
Max 28,433.74
Avg + 3 x STDEV 34 898.87
Valid Data Range Low 11,350.26
Valid Data Range High 34 80887
Average (10/01/06 - 09/04/07) 23,596.50
Average (10/01/09 - 09/04/10) 23,832 .46

Figure 18: Validation Check for Chaining Method
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19. The model validity can also be verified at the top left of the Step 5 worksheet.

Y1 Model OK

Y2 Model OK

Y3 Model OK
Backcast Data Valid
Forecast Data Valid

Figure 19: Validity Check of Chaining Method

20. If the model is not valid using the chaining, then the performance improvement listed at the top
middle of the worksheet is also not valid. If the chaining is not valid, then determine if chaining
can be utilized on a different twelve months of data (middle year) that more closely resembles

the baseline and reporting period years.
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Annex A: Excel Settings
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Excel Settings: Microsoft Excel 2010

Purpose

The purpose of reviewing Excel settings is to assist users in determining if the Excel version being used is
appropriately configured for effective use of the EnPI Tool.

Process

Set Security
1. To ensure the appropriate security settings are selected, go to the toolbar and click “File”.

X L7 B A
Home Insert Page Layout Formulas Data Review View Add.Ins
bl save :
Information about Book1
Bl save s
iJ Open 3 Permissions
F Close 5} Anyone can open, copy, and change any part of this workbook.
. Protect
info Workbook =
Recent
— Prepare for Sharing
New ( ﬂ Before sharing this file, be aware that it containg:
. Author’s name

Print Check for

kssues -
Save & Send
Help : Versions

4 \(j %) There are no previous versions of this file,
2] Options Manage
£3 et Versions ~

Figure 20: Go to File Tab to Change Options
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2. Once you have the File tab open, click on “Options”.

@ =R

Insert Page Layout Formulas Data Review View Add-Ins

= save
BBl save As
7 Open

o Close

Info

Recent

New

Print

Save & Send

Help

] Options

B3 eat

Information about Bookl

= Permissions
:E]FJ Anyone can open, copy, and change any part of this workbook.
Protect
Workbook *

— Prepare for Sharing
( i’ Before sharing this file, be aware that it contains:
: Author's name

Check for
Issues ~
Versions
‘{J A) There are no previous versions of this file.
Manage
Versions ~

Figure 21: Click on Options Button

3. Thenclick on “Trust Center” on the sidebar as seen in Figure 22. When this screen appears,
there will be a button labeled “Trust Center Settings...” all the way to the far right in the middle
of the screen. Click on this button.

Excel Options 2 x|

General

@ Help keep your documents safe and your computer secure and healthy.
Formulas
Proofing Protecting your privacy
Save Microsoft cares about your privacy. For more information about how Microsoft Excel helps to protect your privacy, please

see the privacy statements,
Language X .

Show the Microsoft Excel privacy statement

Advanced Office.com privacy statement

Customize Ribban
Cuick Access Toolbar

Add-Ins

Trust Center

Customer Experience Improvement Program

Security & more

Learn more about protecting your privacy and security from Office.com,

Microsoft Trustworthy Computing

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...

Figure 22: Open Trust Center
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4. You will be given two options. Click the radio button that says “Show the Message Bar in all
applications when active content, such as ActiveX Control and macros, has been blocked.”
Then hit the OK button at the bottom of the screen.

i'{l{'_ll.lh'\l't'!ll.
M Trust Center

Trusted Publish
fusted Fublishers Message Bar Settings for all Office Applications

Trusted Locations .
Showing the Message Bar

o Show the Message Bar in all applications when active content, such as ActiveX controls and macros, has been
blocked

Add-ins " Never show information about blocked content

Trusted Documents

ActiveX Settings
Figure 23: Review Trust Center Settings

Enable Macros
Now that you’'ve set the settings correctly, you should not have to go through Set Security Steps 1-4
again. When you open any documents containing macros, you will see a warning message as seen in

Figure 24.

X9~ -+
| Home Insert Page Layout Formulas Data Review View Add-Ins

| W5 "E Arial T v A A = = General - }_{I;J _Ef‘-l
P. t T v A EE E iE = 9 08 | Condit I F
aste B 5 U -~ v | Oy~ - EE = EiE $ - 9% 0 4 onditiona orm
- T = - — : = SR Formatting = as Tab
Clipboard & Font 1 Alignment F Number Styles
y Security Waming Some active content has been disabled. Click for more details. Emable Content

Figure 24: Enable Content to Use Trusted Macros

If the document you are opening is a trusted file, then to enable macros, click the button that is labeled
enable this content, and then click “OK”. If the document you have opened is not one that you trust,

then do not enable the content.
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Ensure EnPI Tool Automatic Calculations Are Turned On

1. Openthe EnPl Tool. To ensure the settings to automatically evaluate formulas are appropriately
selected, click on the tab labeled “Formulas”. Then on the far right-hand side, click on
“Calculation Options”.

Insert Page Layout Farmulas Data Review View Add-Ins
m - i@ Logical - 3, Lookup & Reference ~ 43 Define Name ~ %35 Trace Precedents 5] Show Formulas @
y Used = @ Text = i& Math & Trig = - Use in Formula EC‘.fTrace Dependents !@ Errar Checking = - )
= ) . MName . 3 Watch Caleulation |}
il = fﬁf Date & Time = ﬁj Maore Functions = Manager ES Create from Selection ¢T« Remove Arrows ~ @ Evaluate Formula  window | Options ~
Function Library Defined Names Formula Auditing latior

Figure 25: Check Calculation options

2. When the drop-down menu appears, make sure “Automatic” is selected.

@ - = x

Lzﬂ Calculate Mow

tch Calculation @ Calculate Sheet

dow Options
q'fl Automatic |
- e

Automatic Except for Data Tables >

P Manual

Figure 26: Change Calculation Settings to Automatic
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Excel Settings: Microsoft Excel 2007

Purpose

The purpose of reviewing Excel settings is to assist users in determining if the Excel version being used is
appropriately configured for effective use of the EnPl Tool.

Process

Set Security

1. To ensure the appropriate security settings are selected, you need the developer tab. If you see
the developer tab on your worksheet skip to Step 4 in this section.

| Home | Insert Page Layout Formulas Data Review View

‘L" cut Calibri ‘|l -[A x| [F = =] | SiwraepText Gen
52 Copy : , .
Pavste F Format Painter B 7 U '|| it '”&.' A "| |§ = EHEE §§| i Merge & Center ~ | $ .
Clipboard F Font F Alignment F]
127 -im £

Figure 27: Examine Available Tabs

2. Ifyou don’t see the developer tab, first click on the Microsoft Excel button. Then click “Excel

Options.”
[ Developer
Recent Documents
" . | ¥ Wrap Text General
1 = =l
“ {5 | [ Merge & Center ~ * % v | %8 Bl Con
Wen 2 ” g | $ o9 || %8 58 Form
2 s f Number s
4 =
b o :
i -
= 6 = M I J K L
Save As »
B s : |
G . § "
7 Open from Office Live » 9 =
]

£
~
s
o
o
=2
a
~
—
=
~
-
¥

u

5/:)’ Prepare >
‘d Send 4

L/ Publish »

¥ Y ¥ ¥ X

_]“ Close

112) Excel Options | | X Exit Excel }

Figure 28: Locate Excel Options Button

—
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3. An options box will pop up, check the box next to “Show Developer Tab in Ribbon”. Then click

IIOKII
———4 Excel Options
Co8
Hupular 'q = o o
E'-g! Change the most popular options in Excel.
Formulas
Proofing Top options for working with Excel
Save Show Mini Toolbar on selection ()
ad d Enable Live Preview (i)
vance:
Show Developer tab in the Ribbon (i)
Customize Color scheme: n
Add-Ins screenTip style: | Show feature descriptions in ScreenTips lzl
Trust Center Create lists for use in sorts and fill sequences: Edit Custom Lists...
Dacnircac

Figure 29: Set the Developer Tab so it Appears on the Toolbar

4. Click on the developer tab, and then click on “Macro Security”.

Home Insert Page Layout Formulas Data Review View

E E Record Macro ["‘3, \;)’ @ Properties E E‘I‘
e e
- ﬁ Use Relative References S @View Code &

Visual Macros Insert Design Source |
Basic L_E Macro Securii]fl - Mode # Run Dialog “"-S
Code Controls
Macro Security
A Customize the macro security L E F G
1 settings.

Figure 30: Click on Macro Security

5. Setthe Macro Settings so that it will disable all macros with notification, as seen below in Figure
31. Once the settings for Microsoft Excel have been changed on your computer, you should not
have to complete Set Security Steps 1-5 again.

Trust Center

Trusted Publishers
Macro Settings

Trusted Locations X X A
For macros in documents not in a trusted location:

Add-ins (") Disable all macros without notification

; . @ Disable all macros with notification
ActiveX Settings .
() Disable all macros except digitally signed macros

m (7) Enable all macros (not recommended; potentially dangerous code can run)

Message Bar

Developer Macro Settings

Figure 31: Set Security Settings
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Enable Macros

Now when you open a document that includes macros, you will see a warning message as seen below.

o

[t — -
\—-/ Home Insert Page Layout Formulas Data Review View | Developer |

\\7‘»’ [ Properties l_@ 5‘- Map Properties
<uE

= Cfg\-fiew Code &= Expansion Packs -

3 Record Macro

ST
- E Use Relative References %

Visual Macros Insert |Design Source .,
Basic ﬁ Macro Security - Mode # Run Dialog ¥4 Refresh Data
Code Controls XML
@ Security Warning Macros have been disabled. Options... -
| N10 - |
Al B C [ E F G H |

Figure 32: Security Warning about Macros

Once you click options, you will get a security pop-up. If the document you are opening is a trusted file,
then to enable macros, click the radio button that is labeled enable this content then click “OK”. If the
document you have opened is not one that you trust, then do not enable the content.

@ 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
provides critical functionality and you trust its source.

More information

@ Help protect me from content (recommended)
@) Enable this content

Open the Trust Center o] [ coneel ]

Figure 33: Allowing Macros
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Ensure EnPI Tool Automatic Calculations Are Turned On

1. Openthe EnPl Tool. To ensure the settings to automatically evaluate formulas are appropriately
selected, click on the tab labeled “Formulas”. Then on the far right-hand side, click on
“Calculation Options”.

Insert Page Layout .Formulas | Data Review Developer

m . @ i EJ @ ﬁ ﬁ m = Define Name ~ £33 Trace Precedents ) Show Formulas g@
= Use in Formula l=CiTrace Dependents @ Error Checking ~ F
im Recently Financial Logical Text Date & Lookup & Math More Mame . 7 Watch Calculation
Used ~ - - - Time ~ Reference = & Trig ~ Functions = || Manager B Create from Selection || i, Remove Arrows ~ @ Evaluate Formula | window || Options -
Function Library Defined Mames Formula Auditing Ci
- in I |
B C D E F G H | J K L M N o P Q

Figure 34: Locate Calculation Options

2. When the drop-down menu appears, make sure “Automatic” is selected.

FETE
ag

gagas ﬂ Calculate Mow
| B all b |

tch Calculation @ Calculate Sheet
dow Cptions =

] Automatic |
] Automatic Except for Data Tables ¥
_p Manual

Figure 35: Set Calculations to Automatic
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Excel Settings: Microsoft Excel 1997-2003

The purpose of reviewing Excel settings is to assist users in determining if the Excel version being used is
appropriately configured for effective use of the EnPI Tool.

Set Security

1. To ensure the appropriate security settings are selected, click on the tools tab at the top of the

page.

A

Ed'Microsoft Excel - Book1

Eil= Wew Insert  Format | Jools | Data  Window  Help
DEH8 SRY| 4|V s T LR B e - @) -
Al - e @ Ervar Checking...
A, B | © Speech 3 | H | I J | K | L
Share Workbook. ..
Track Changes 3
Pratection 3
Cnline Collabaoration 3
Goal Seek. .,
Scenarios. ..
Formula Auditing 3
Tools on the wWeb...
q Macro '| p Macros... Alk+F3
Add-Ins... @ Record New Macra..,
T AutoCarrect Options... Security,..,
Glstomizes #  isual Basic Editor Alt+F11
Grbicnely @ Microsoft Script Edier  Alt+Shift+F1 1

PRRSRRRE RN SRRy W URY N R R R R L N el el Bl el Bl el el e el e

Data Analysis...

Figure 36: Changing Security Settings for Microsoft Excel 2002

2. Then scroll down the drop down list until you see “Macro”. On the list off to the side of that,

click “Security”, as seen in Figure 36.
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3. Once you click on “Security”, a pop-up will appear. Make sure the medium security setting is
selected. This will allow macros to be enabled, but only after you’ve been notified. Only enable
macros from a trusted source.

T ecunty E T

l Trusted Sources l

PN

(" High. Cnly signed macros From trusted sources will be allovwed
ko run. Unsigned macros are automatically disabled,

{* Medium. You can choose whether or nok ko run pokentially
unsafe macros,

(" Lowe {mot recommended), You are not protected From
pokentially unsafe macros, Use this setting only iF vou have
virus scanning software installed, or vou are sure all
documents wou open are safe,

Mo wirus scanner installed.

(n] 4 | Zancel

Figure 37: Security Settings

Enable Macros

Now when you open a document that includes macros, you will see a warning message. If the document
you are opening is a trusted file, then to enable macros, click the button that is labeled enable this
content then click “OK”. If the document you have opened is not one that you trust, then do not enable

the content.
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Ensure EnPI Tool Automatic Calculations Are Turned On

1. Openthe EnPI Tool. To ensure the settings to automatically evaluate formulas are appropriately
selected, click on the tab labeled “Tools”. Select “Options” on the drop-down menu that

appears.

@ File Edit Wiew Insert Faormat | Tools | Data  Window  Help
DEEam SRV )|V Fiw. 7 1%
Al - S ~45  Error Checking...
A | B C Spesch ()
1 |
3 Share ‘Warkbaok., ..
3 Track Changes 3
4
a
g Protection 3
7 Online Caollaboration 3
il
Goal Seek. ..
g i
10 SCenarios. ..
11 Formula Auditing 3
12
13 Tools on the Web..,
14 Macro 3
15 add-Ins...
16
17 ZE  pukoCorrect Options. .
18 Customize. .. 4
19 .
Opkions. ..
= | ~—
79 Data Analysis. ..
a7

Figure 38: Locate Options to Change the Settings of Calculations

2. Onthe options pop-up, click the tab labeled “Calculation.” At the very top, select the

“Automatic” option.

‘“Warkbook options

lv Update remote references

I Precision as displayed

Iv Save external link values

| #ccept labels in Formulas

Calor ] International l Save l Error Checking l Spelling ] Security l
Wiew Edit l General ] Transition l Custom Lists l Chart l
Caleulation
# (+ Aukomatic " Manual Calc Mow (F3)
(" Automatic except tables [
Calc Sheet:
| Iteration
Maximum iterations: (100 Mazximurn change: (0,001

I 1904 date system

Cancel

o]

Figure 39: Check Calculation Settings
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Excel Settings: Excel Mac

Purpose

The purpose of reviewing Excel settings is to assist users in determining if the Excel version being used is
appropriately configured for effective use of the EnPI Tool.

Process

Set Security

1. To ensure the appropriate security settings are selected, click on the Excel tab on the top of the
screen, then choose “Preferences”.

2. You will see the following pop-up. Under “Sharing and Privacy”, click “Security”.

[ File Edit View Insert Format Tools Data

W

7 About Excel
Online Registration

Preferences...

I Y

EACUESLE]

Sheets Charts Smartért Graphics WordArt

Services » L
=1 L2l | 3| L] | 5]
Hide Excel wH L€ 1 D | E |
= Hide Others N #H
] Show All
‘; Quit Excel ®Q

Figure 40: Select Preferences to Change Security Settings

Excel Preferences

Authoring

@uMTﬁw@

General Edit AutoCorrect Chart Colar
Formulas and Lists
[zsuMiE]
R i
Calculation Error Checking Custom Lists AutoComplete
Sha.ring and Prl\nrac;«r
Compatibility Security Feedback Gallery
( Cancel ) [ OK )

Figure 41: Locate the Security Icon
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3. Once you click “Security”, the following screen will pop up as seen in Figure 42. Make sure the
option under “Macro Security” that states “Warn before opening a file that contains macros” is

checked. [
] Security
1 Gl ) CON
Back/Forward  Show All Search Excel Preferences

Security options for "Workbook1"

Password to open:
Password to modify:

) Read-only recommended

(" Protect Sheet... ) [ Protect Workbook... )

Privacy options

"] Remove personal information from this file on save

Macro security
[ warn before opening a file that contains macros

Description

Warn before opening a file that contains macros

Causes a warning message to appear whenever you open a workbook that might
contain macro viruses (that is, workbooks that contain macres or customized teolbars,
menus, or shortcuts). You can then decide te open the workbook with or without its
macros.

| Cancel )

Figure 42: Enable macros only after being notified

Enable Macros

Next time you open a document with macros, you should see a security notification. If the document
you are opening is a trusted file, then to enable macros, click the button that is labeled enable this
content then click “OK”. If the document you have opened is not one that you trust, then do not enable
the content.
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Ensure EnPI Tool Automatic Calculations Are Turned On

1. Openthe EnPl Tool. To ensure the settings to automatically evaluate formulas are appropriately
selected, click on “Excel” which is located on the top toolbar. Then select “Preferences”.

File Edit View Insert Format

About Excel
Online Registration

Services

. Hide Excel ¥H o
[S]] Hide Others  ~ogH pdloooiee 3.
a Show Al | —
: Quit Excel ®Q

Figure 43: Check Calculation Settings

2. Then select the “Calculation” option that is located on the middle-left side of the pop-up.

Autnbum Saort A—F Sork FoBA - Lallare  lonlhoow Aounm - Haln
Excel Preferences

Authoring
— san oy =
T z = il O
General View Edit AutoCorrect Chart Color

Formulas and Lists

Calculation Error Checking Custom Lists AutoComplete

SUMIF

H & & [ =

Save Compatibility Security Feedback Gallery

Figure 44: Select Calculations
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3. Then make sure “Automatically” is selected under “Calculate Sheets”.

Calculate sheets

® Automatically

O Automatically except for data ( Calc Now (Cmd+=) )
tables ( Calcsh )

O Manually alc Sheet

o Always calculate before saving
' workbook

Iteration Workbook options
(] Limit iteration ] Set precision as displayed
1 1904 dat
Maximum iterations: 100 E s thie 19 atesvaten
g Save external link values
Maximum change: 10.001

Figure 45: Calculations Done Automatically
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