Instructions for Completing
BART/CCVS Inventory/Cost Estimate Submittal Forms
with Microsoft Excel 2007

By default, Excel 2007 saves data in a format that is incompatible with both
the macros used in the BART/CCVS spreadsheets, and the NJDEP Online
website. Following are instructions to change the default settings so that
the file is saved in a compatible format. It is very important that these
steps are followed before clicking on the “Prep Spreadsheet for Submittal”
button in the last tab of the spreadsheet. Failure to do so will more than
likely cause a loss of data! Therefore, NJDEP recommends following these
steps prior to entering any vehicle data. You will only need to follow these
steps once per spreadsheet.

1) Download the BART and/or CCVS spreadsheets from the DEP website.
2) Open the spreadsheet with Excel 2007.

3) You will notice a Security Warning directly above Column A (see screenshot,
below). Click on the Options button.
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4) One of the following windows should appear after clicking on the Options
button:

Microsoft Office Security Options ?| Xl

@ Security Alert - Macros & ActiveX

Macros & ActiveX

Macros and one or more ActiveX controls have been disabled. This active content 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
content provides critical functionality and you trust its source.

More information
File Path: MN:\....13 Shortcuts\23\CCVS_Submittal_Spreadsheet TEMPLATE_111407.xds

& Help protect me from unknown content {recommended)
< Enable this content

Open the Trust Center Cancel

OR

Microsoft Office Security Options 7| =]

@ Security Alerts - Multiple Issues

Macros & ActiveX

Macros and one or more ActiveX controls have been disabled. This active content 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
content provides critical functionality and you trust its source.

More information
File Path: C:\...ents and Settingsmjemtest\Desktop\BART _Submittal_Spreadsheet. xds

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

Data Conmection

Data connections have been blocked. If you choose to enable data connections, your
computer may no longer be secure. Do not enable this content unless you trust the
source of this file.

File Path: C:\...ents and Settingsyjemtest\Desktop'BART_Submittal_Spreadsheet. xls

& Help protect me from unknown content recommended)
< Enable this content

Open the Trust Center

Click on all the “Enable this content” radio buttons that appear, then click the OK
button.



5) Click on the Office button located in the top left corner of the spreadsheet.
See following screenshot for the exact location.
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6) Click on the “Save As” command to bring up a list of spreadsheets that were
recently opened.
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7) Select the spreadsheet you are working on, then select “Excel 97-2003
Workbook”.
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8) Select the file location.
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9) You may see the following window appear when attempting to save the
spreadsheet in Excel 97-2003 format for the first time. Ensure that the box next
to “Check compatibility when saving this workbook” is checked off, then click the
Continue button.

Microsoft Office Excel - Compatibility Checker 2| =]

The following features in this workbook are not supported by earlier versions
of Excel. These features may be lost or degraded when you save this

a workbook in an earlier file format. Clidk Continue to save the workbook
anyway. To keep all of your features, did: Cancel, and then save the file in
one of the new file formats.

Summary Mumber of occurrences
Significant loss of functionality 0 ;I
This workbook contains data in cells outside of the row and 3

column limit of the selected file format. Data beyond 256 (IV)
columns by 65,536 rows will not be saved. Formula
references to data in this region will return a #REF! error.
Location: 'Tnventory and Cost Estimate’

Find Help

¥ Chedk compatibility when saving this workbook.

Cancel
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10) You can now use the spreadsheet for data entry. You will only need to
follow these steps once per spreadsheet.



