Instructions for Enabling Excel Macro

·  Go to http://www.utoledo.edu/offices/controller/grants_accounting/forms.html  and click on Budget Transfer Request Form.
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·  The form should open as showing below.  
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·  Click on Options button.  Select the enable this content option.   Then click OK to close.
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· Now the macro is enabled.  You are ready to fill out the form.
· Still have problem, please call Amanda Ki at (419) 530 -1375. 
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3 ‘This form is used for requesting the budget transfer. By submitting this form, the user affim that the P1 on this project has reviewed and approved this request for budget transfer.
Upon completed the form, click on the send form button which will email the form to Grants Accounting for approval. Questions can be directed to Grants Accounting amanda ki @utoledo.edu.
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