?:-ACARD'NA” General Ledger Job Aid

SW GL Excel Active X Control Fix

About this Fix

This fix will correct the issue with disappearing Active X controls which appeared in Excel when a security
upgrade was recently installed.

Save and close ALL files before you begin this process.
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To View hidden folders on your Machine:

(This is being done as a check to make sure that you are able to view and delete the temporary files.)

1 Navigate to the Control Panel on your computer.

-
U»; Microsoft Qutlook 2010

Ryan, Comnelia B.

Z'\:] Microsoft Excel 2010 (vDOT)

W] Documents
‘_‘ Microsoft Word 2010
Pictures
Remote Desktop Connection
: Music
| Calculator

Favorites

{ﬂ Microsoft Lyne 2010
0

Recent ltems
@ Microsoft PowerPoint 2010

Computer

Network

Control Panel
Devices and Printers
Default Programs
Help and Support

> All Programs Run...

ESNT———
Shut down el
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2 Click on the “Appearance and Personalization” icon.

- L

MR e W s sl | @

Search Controd Poned yel

—

Adjust your computer’s settings

System and Security
Review your computer’s status
Back up your computer

Find and fix problems

P

Network and Internet
View network status and tasks
Cheese homegroup and sharing opticns

, / Hardware and Sound
= ©  View devices and printers
Add a device
Connect to a prejecter
Adjust commonly used mobility settings

Programs
Uninstall 2 program
- Get programs

Viewby: Category ¥

User Accounts
G‘ Change account type

2,

Appearance and Personalization
Change the theme

Change desktep backgreund

Adjust screen resolution

>

Clock, Language, and Region
Change keyboards or other input methods
Change display language

&
@

Ease of Access
Let Windows suggest settings
Optimize visual display
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3 Select “Show hidden files and folders” under the “Folder Options” icon.

Wv[ﬁ » Control Panel » App « and P ) » .lt,[
Control Paned Home ;‘ Personalizati
> Changethetheme = Change desktop background | Change window glass colors
System and Sec
2 ait Change sound effects | Change screen saver
Network and Internet -
Hardwaree and Sound ! DlSp'&y
Make test and cther tems larges ce smalier | Adgust screen resolution | Coomect to 2 peojector
Rregrams Connect to an externsl daplsy
User ts
— E l Taskbar and Start Menu
. :OPN"'“' and Customize the Stat menu | Customize icons on the taskbae  Change the picture on the Stat menu
Clock, Language, and Region @ Ease of Access Center
Casees Aecis Accommodate lowvision | Usescreenreader  Turnon easyaccesskeys  Tuen Migh Contrast cn or off
FJ Folder Options
Specify tagle- ce double-chck 1o open | Show hidden fles and folders l
h Fonts
Preview, delete, cr show and hide fonts | Change Foett Settings | Adjust CleasType tet
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4  Folder Options will appear.

(Please note that you may or may not have the exact same settings that are listed below)
F -
Yiew | Search

Folder wiews
You can apply the view [such as Detailz or lcong) that
FEE wou are uzing for thiz folder to all folders of thiz type.

Apply to Falders Reszet Faolders

Advanced settings:

Filez and Folders -
[T ahways show iconz, never thumbnails
[T ahways show menus
Drigplay file icon on thumbnailz
Digplay file zize infarmation in folder tips
[] Digplay the full path in the title bar [Classic theme only] L
Hidden filez and folders
@ Don't show hidden files, folders, or drives
(71 Show hidden files, folders, and drives
Hide empty drives in the Computer folder
[7] Hide extensions for known fils wpes
Hide protected operating svstem files [(Recommended] =

m

[ Restore Defaults ]

k. H Cancel ] Apply
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Look to “Hidden files and folders” under “Advanced settings” and if “Show hidden files, folders and drives” is

not selected then please select it.

Click “OK”.

: _—

View | Search

Folder views
“'ou can apply the view [zuch az Detailz or lcons) that
wou are wzing for thiz folder to all folders of this type.

aj=jw

Apply to Folders FReszet Folders

Advanced zettings:
Files and Folders -
[] Always show icons, newver thumbnails b
[] Always show menus

Dizplay file icon on thumbnailz

Dizplay file size information in folder tips

[] Display the full path in the title bar [Clazsic theme only]
Hidden files and folders

m

(1 Dan't show hidder 0
@ Show hidden files, folders, and drives
Hide empty drives in the Computer folder
[] Hide extensions far known file tpes

Hide protected operating system files [Fecommended] =

[ Rezstore Defaults ]

2k, [ Cancel ] Apply
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Delete MSForms.exd Temporary Files:

7 Navigate to the Start Button and Select Computer.

s Ryan, Cornelia B.
Z@ Micrasoft Excel 2010 (VDOT)

j Documents
WU Licrosoft Word 2010

\ Pictures
% Remate Desktop Connection

Music

Calculator

E Microsoft Lync 2010
.P? Microsoft PowerPoint 2010

Favorites

Recent ltems
Computer

Network

Control Panel
Devices and Printers
Default Programs

Help and Support

All Programs

Page 7 of 11 Rev 01/20/2017



|Z;_CARD|NAL" |

General Ledger Job Aid

SW GL Excel Active X Control Fix

8 Select your “Local Disk C” Drive from the menu on the left-hand side.

Organze v Share with v Burn New foldes

-

< Favorites Name
B Desitop . DAgent
18 Downloads 4. Drivers
%1 Recent Places Ju inetpub
MSOCache
= Libearies 4 oracle
(3] Documents Ju Patches
o Music L. Perflogs
ol Pictures S Program Files
8 Videos 1. Program Files (x£6)
ProgramData
= 1 SaperDAT log
vz
&% DVDRW Drive (D) 1 )} Users
¥ RyanComelia (Ve |, Windows
L] AMCleanUp.log
€ Network L) OpalSeatus.efi
L] Wind
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In the Search field type “msforms.exd” and hit Enter. The search may take a minute or two and you may

retrieve multiple files.

10 Select all files
a. One way to select all files is to select the first file with your mouse and then hold the SHIFT button on
your keyboard while selecting the last file (again with your mouse).

11 Press SHIFT and DELETE on your keyboard to permanently delete the files.

-

= | [E] -

@Q?|p ¢ Search Results in Local Disk (S » - | J? | | msforms.exd £3 |
Organize | ] Open Share with v Save search Burn = 0O @
x

Searches might be slow in non-indexed locations: G\, Click to add to index...

Gp Favorites
Bl Desktop

=~ MSFarms. exd
J ClzersiShauntel CoxidppDatailocahTempivords .0

Date modified: 21 3/2014 2:27 AM
Sizer 162 KB

4 Dovwenlosds

=l Recent Places

= MESForms.exd
J CHlzerstShauntel CoxiAppDatail oca TemplyBE

Diate moclified: 12/2/2013 4:47 P
Sizen 143 KB

=l Libraries
@ Documerts
J‘! hiuizic
Pictures
ﬂ Widens

18 Computer
&, Local Disk (C)
® Fiz_groups (WIS01 coi
S Shauntel Dandridge ()
5 FIS_PUBLIC (w0501 coi
o ea0_public (heotd0s)
o EAQ_GROUPS (Wooitd

€l Network

I 3 itemns selected Date modified: 12/2/2013 4:46 PM - 2/1... Date created: 12/2/2013 4:46 PM - 2/13/2014 2:27 AM

il

= MEForms.exd
CHlzerstShauntel CoxiAppDatail ocalTemp'Exceld .0

Diate mocifisd: 120272013 4:46 PM
Sizer 220 KB

Search again in:

Size: 527 KB

= Libraries (M Computer Cusdom... @Irrtemet || File Cortents
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12 Select “Yes” when prompted and note that all files have been deleted.

-

=)

Are you sure you want to permanently delete these 3 items?

Yes

| |

]

v |+ mafarms e X
[ 4] |

@E }v|p v Search Results in Local Disk (G »

Organize = Save search

Searches might be slow in non-indexed locations: C\. Click to add to index...

’]:f Favorites
B Desktop
1 j, Dovvnloads

(E_‘:l; Recent Places

Search again in:

(& Libraries
@ Documerts
JI hLisic
Pictures
B wideos

18 Computer
&, Local Disk (C)
L Fiz_groups (W01 coil
L Shauntell Dandridge (
L@ FIS_PUBLIC (0501 coi
L eao_public (Meoitd0s)
L@ EAD_GROUPS (Mcoitd

€k network

0items
y

[Lbraries (M computer [ custom...

Mo items match your search.

Eirternet o] File Cortents
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13 Immediately, shut down your computer and restart.

@ Microsoft Excel 2010
W‘! Micrasoft Word 2010
| Remote Desktop Connection

Calculator

Z
G Microsoft Lync 2010

Pn Micrasoft PowerPoint 2010

]

> All Programs

Documents

Pictures

Music

Favorites

Recent lfems

Computer

Network

Control Panel
Devices and Printers
Default Programs
Help and Support

Run...

SN (

2T

SW GL Excel Active X Control Fix

E H |

Date Ledger Group

Budget Entry Type  Description U

=
53
7 Line#  Unit
8

Ledger Account
v v

Select fields to copy from & previous line by marking the checkboxes under each fisld.

Fund Cost Center Pragram 0
v v v
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