Downloading and Installing the “RAPID Closeout and Reporting Tool” Excel Add-in

(Updated 4/22/2022)
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Download and Extract the Rapid Closeout Tool

1. Download the “RAPID_Closeout_and_Reporting_Tool.zip” file, preferably to your desktop. You
will see an icon for a compressed (zipped) folder that looks like this:

RAPID_Clos
ecut_and_R
eporting_T
ool_Rev_2...
2. Right click on the icon and select “Extract All”. Select the destination for your extracted files
(desktop is recommended). Confirm that “Show extracted files when complete” is checked:
X

Extract Compressed (Zipped) Folders

Select a Destination and Extract Files

Files will be extracted to this folder

| t:\U sers\Your-Username’ Desktop\RAPID_Closecut_and_Reporting_Tool_Rev_202: Browse...

Show extracted files when complete

Cancel
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3. After extraction the RAPID Closeout Tool folder should open automatically and you should now
see several PDF files and the “RAPID Closeout And Reporting Tool” Excel Add In. Do not click or
double click on the xla file to open yet (Excel must be opened first):

Mame

ot

Clozeout_User_Guide
Installation_lnstructions

{5 RAPID_Closeocut_And_Reporting_Tool

Date modified Type

P Adobe Acrobat ...
Adobe Acrobat D...

P Microsoft Excel A...

Size
5,084 KB
362 KB
5,164 KB

4. Before the RAPID Closeout Tool can be used with Excel the .xla add-in file must be Unblocked by
following the steps below:

1.

Right-click the file named RAPID_Closeout_And_Reporting_Tool and select Properties

2. At the bottom of the General tab, click the Unblock button or check the Unblock checkbox

(circled in red in attached image)

3. Click the Apply button, then the OK button
8 RAPID_Closecut_And_Reporting_Tool Properties

General Securty Custom Details Previous Versions

Type of file:

Opens with:

Location:
Size:

Size on disk:

Created:
Modffied:
Accessed:

Attributes:

Security:

| RAPID_Closeout_And_Reporting_Tool

Microsoft Excel Add-In (xla)
Excel 2016 Change...

ChilUsers® “Downloads ' RAPID_Closeout_al
5.04 MB (5,287 536 bytes)
5.04 MB (5,287 536 bytes)

Wednesday, December 8, 2021, 2:31:56 PM
Friday, April 22, 2022, 12:21:52 PM
Today, Aprl 22, 2022, 3 hours ago

[ |Readonly [ ]Hidden Advanced...

Thig file came from another
computer and might be blocked to Unblock

help protect this computer.

Corcet [ ool
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Instructions for Excel versions 2010, 2013 and 2016

Note: You will need to follow these exact instructions every time you use the RAPID closeout tool.

1. Open Microsoft Excel and double click on “Blank workbook” to open an empty Excel workbook
file:

A E C

L]

L T STV R

7
Blank workbook

2. Go Back to the folder containing the “RAPID Closeout and Reporting Tool” Excel Add-in xla file
and double click on the file.

3. You may receive a “Microsoft Excel Security Notice” pop-up warning. This message prompts you
to either enable or disable Macros in Excel. Click the “Enable Macros” button:

Microsoft Excel Security Motice

@ Microsoft Office has identified a potential security concern.

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.
File Path: M 9‘}1313 - - - - - - F
SRAPID_Closeout_And_ARRA_Reporting_Toolxla v

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.
Enable Macras I Disable Macros

Maore information
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4. A new tab called “Add-ins” should appear in the Excel ribbon at the top of the document. Click
on the “Add-ins” tab and you will now see “Rapid Project Quick Wins” listed on the top left side
of the excel document. Click on “Rapid Project Quick Wins”:

File Home Insert Page Layout Formulas Data Review Load Test ACROBAT Team Q Tell me what you want to do... Vicari, Matt g_ Share

Menu Commands ~

Al - I A

A B C D E E: G H . K L M N o] P Q R S A
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14
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16
17
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19
20

o=

Sheet1 *® Ll 3

Ready 3 H O - 2 | +  100%

5. If you do not see the Excel Add-In Ribbon after downloading/installing the tool, please do the
following:
1. Right-click the downloaded .xla file and select Properties
2. At the bottom of the General tab, click the Unblock button or check the Unblock
checkbox
3. Press the OK button
4. Close Excel completely and re-open it
The Add-In ribbon and the RAPID Closeout Tool will now be visible.
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6. Inthe screen that appears, log in with your QDB username and password:

RAPID Project Quick Wins - Version Date: 1/23/2019

V7 e/ 4

Research Administration Process Improvement & Deployment

AlS SERVER

QaoDe D I |
Q.DEPWEII

Cancel | oK |

If you get lodked out, please call IT Sewices Client Support, 5-8000

RAPID leadership appreciates the many contributions made by the programming staff in the
David Geffen School of Medicine Dean’s Office during our collaboration to develop this tool.
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Instructions for Excel version 2007

“RAPID Project Quick Wins” will be added to the Add-Ins menu. (See screenshot below.)

(O 2 - © & s Book
el
" Home Insert Page Layout Formulas Data Review View Add-Ins

RAPID Project Quick Wins

Menu Commands

To run it, click Tools = RAPID Project Quick Wins
In the screen that appears (below), log in with your QDB login and password.

RAPID Project Quick Wins - Version Date: 1/23/2019

V7 7a /4

Research Administration Process Improvement & Deployment

AlS SERVER

QDB I I |
QDB Pwd I

Cancel | 0K |

If you get locked out, please call IT Services Client Support, 5-8000

RAPID leadership appreciates the many contributions made by the programming staff in the
David Geffen School of Medicine Dean's Office during our collaboration to develop this tool.
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Instructions for Excel versions 2000 to 2003

“RAPID Project Quick Wins” will be added to the Tools menu. (See screenshot below.)

Tools | Data Window Help Ade
Y| Spelling... 7§

4| Research.. Alt+ Click
ﬁ) Error Checking...

Shared Workspace...
Share Workbook...
Brotection »

COnline Collaboration 2

Formula Auditing 3

Macro »
Customize...

Options...

RAPID Project Quick Wins

»
"l"’_

To run it, click Tools = RAPID Project Quick Wins

In the screen that appears (below), log in with your QDB login and password.

RAPID Project Quick Wins - Version Date: 1/23/2019

Va4

Research Administration Process Improvement & Deployment

AlS SERVER

QDB ID I |
QDB Pwd I

Cancel | 0K |

If you get lodked out, please call IT Services Client Support, 5-8000

RAPID leadership appreciates the many contributions made by the programming staff in the
David Geffen School of Medicine Dean's Office during our collaboration to develop this tool.
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Troubleshooting

If you receive an error message, try adjusting your Excel macro settings:

In Excel versions 2010 to 2016:

1. Click “File” = “Options”
2. On the left side of the Options window click “Trust Center” then click the button “Trust Center
Settings”:

Excel Options
General
Help keep your documents safe and your computer secure and healthy.
Formulas
Proofing Security & more
Save Visit Office.com to learn more about protecting your privacy and security.
Language Microsoft Trustworthy Computing
Advanced
Micrasoft Excel Trust Center
Custemize Ribbon
The Trust Center contains security and privacy settings. These settings help
Quick Access Toolbar keep your computer secure. We recommend that you do not change these Trust Center Settings...
settings. —
%
Trust Center
oK | | Cancel
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3. Click “Macro Settings” on the menu on the left side of the window. Then check the option
“Enable All Macros” and click “Ok”:

Trust Center

Trusted Publishers )
Macro Settings

Trusted Locations
) Disable all macros without notification

Trusted Documents o . o
! Dizable all macros with notification

Trusted Add-in Catalogs ) Disable all macros except diEitaIIy signed macros

Add-ins ® Enable all macros (not recommended; potentially dangerous code can run)
ActiveX Settings Developer Macro Settings
Macro Settings

| Trust access to the VBA project object model

Protected View
Message Bar
External Content
File Block Settings

Privacy Options

| oK | | Cancel

4. Click “Ok” again to dismiss the Excel Options window. Close and restart Excel, then follow the
instructions for opening the RAPID closeout tool.

Troubleshooting in Excel versions 2000 to 2003:

Click Tools > Macro = Security
2 x

Trusted Sources I

™ High. Only signed macros from trusted sources will be
allowed to run. Unsigned macros are automatically
disabled.

™ Medium. You can choose whether or not to run
potentially unsafe macros.

' Low {not recommended). You are not protected from
potentially unsafe macros. Use this setting only if you
have virus scanning software installed, or you are sure
all documents you open are safe.

Mo virus scanner installed.

oK I Cancel
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If the Security Level is set on High, try a lower setting and press OK.
Run the program again.

Note: You may need to exit and reopen Excel.
If the Security Level is set to Medium, Excel will ask if you want to run the program.

Click on Yes to enable the macro.

In Excel 2007:
If the following error message appears, click on “Enable Macros”

Microsoft Office Excel Security Notice

@ Microsoft Office has identified a potential security concern.

‘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.

File Path: C:\...ng_Tool.zip\RAPID_Closeout_and_ARRA_Reparting_Tool.xla

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.

More information

Enable Macros l | Disable Macros |
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