Excel Add-in Installation Guide (Excel 2007+)

An add-in file is an Excel file that contains macros (code) and has the extension “.xla” or “.xlam” (2007
and later). When opened, the worksheets in the file are hidden and the macros are typically accessed
through buttons that are added to the toolbar or ribbon. Once installed, an add-in will automatically
open every time Excel is opened.

Installation
Installing the add-in is pretty easy, and should only take a few minutes.

1. Save the add-in file to your computer.
- Pick any folder on your hard drive that is easy for you to find.

- My suggestion is to create a folder named “Excel Campus” and place it in your Documents
folder.

2. Open Excel and go to the Options Menu.
- This varies depending on your version of excel.
- 2007 — Office Button > Excel Options
- 2010 & 2013 - File > Options

Excel Options Menu 2013

2007 2010 2016

i
Recerd Danuments | il Save
1
B save &5
__'_,' Open

_J Clase

e
]
=

- Infa
Ll-\i Save iz b i
— Recent
= Print
Mew
j Prepare  F
Prant
ﬁl Sered . .
Save & Send
' Publish
Help

B3l Add-ns -

5 g 5 5| S 0 e ]

Ed e

Page 1



ExcelCampus.com

3. Click the “Add-Ins” option on the left-side menu, and then click the “Go...” button.

You may have to wait a few seconds for the window to appear.

Excel Options
General = T : i :
&y View and manage Microsoft Office Add-ins.
Farmulas
Proofing Add-ins
Save Mame =~ Location Type -
Language Active Application Add-ins
Advanced

Customize Ribbon

Quick Access Toolbar

Add-Ins

Trust Center

1. Click Add-Ins

Add-in:
Publisher:
Compatibility:
Location:

Description:

Manage: |Excel Add-ins

=] [ sen

2. Click Go...
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4. Click the “Browse...” button on the Add-Ins Menu.

Add-Ins

Add-Ins available:

(W] Analysis ToolPak
| Analysis ToolPak - VBA
|:| Better Histogram

*

0K
Cancel

Click Browse

Browse...

m

Automation...

Analysis ToolPak

Provides data analysis tools for statistical and engineering analysis

5. Locate the add-in file you saved in Step 1, and click OK.

#& Homegroup

m

18 Computer

c* Metwork - 1 m |

Browse
@Ov| . » Libraries » Documents » Excel Campus - | g | | Search Excel Campus ye |
Organize + Mew folder =« [ @

®  Documents library
; o Arrange by:  Folder ~
i Libraries Excel Campus .
@ Documents
J‘ Music MName Date r
[E=| Pictures Ef EC_Formatting_Shortcuts_Fullxlam 6/5/20
E Videos

File name: EC_Formatting_Shortcuts_Full.xlam - ’Add-lns (" adar;*xla;* dl)

)

Browse for and Select Add-in File
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7.

6. The Add-in will appear in the list and should be enabled, click OK.

Add-Ins

Add-Ins available:

[z ll=]

[] Analysis ToolPak
[] Analysis ToolPak - vBA
|:| Better Histogram

FllEc Formatting Shortcuts Full

»

m

0K
»
Cancel

Browse...

Automation...

Ec_Formatting_Shortouts_Full

"
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Installation Complete — The add-in is now installed. There is now an additional step due to an
Office Security Update in July 2016. Please see the next page for further instruction.
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Trust the File Location & Unblock the File
Important Note: There are a few additional steps to this installation due to an Office Security Update

released in July 2016.

Trust the Folder Location
The folder that the add-in file is saved in needs to be added as a Trusted Location in Excel. The

instructions on how to trust the folder location are below.

| also have an article and video that describes this issue in more detail.

1. Open the Excel Options menu
- File > Options

Excel Options Menu 5013

2007 2010 2016
@ | “ Home 1 -

Recerd Daoumeniy d Save
) e :
m Save As
»
L7 Gean LF 9pen
.
||. I e i 3 Close
= Recent
! Print L}
" Mew
j Prepaee b
Print
& cerg b
&
Save & Send
= Publish ¥
Help

T Close q
o E.uu&mnm ¥ Egit Excel -I £) Optians
B e

Page 5


https://www.excelcampus.com/vba/add-in-ribbon-disappears/

ExcelCampus.com

2. Open the Trust Center menu and Add a new location

- 1. Trust Center > 2. Trust Center Settings... > 3. Trusted Locations > 4. Add new location..

Excel Options

7 b

General Help keep your documents safe and your computer secure and
healthy.
Formulas
Proofing Security 8 more
save Visit Office.com to learn more about protecting your privacy and security.
Language Microsoft Trustworthy Computing
Advanced
Microsoft Excel Trust Center

Customize Ribbon

The Trust Center contains security and privacy
Cuick Access Toolbar settings. These settings help keep your comp )

secure. We recommend that you do not cha Trust Center Settings...
Add-ins settings.
Trust Center

OK Cancel
Trust Center ? ot

Trusted Publishers

Trusted Locations

Trusted Documents
Trusted Add-in Catalogs
Add-ins

ActiveX Settings

Macro Settings
Protected View
Message Bar

External Content

File Block Settings

Privacy Options

rusted Locations

arning: All these locations are treated as trusted sources for opening files. If
you change or add a location, make sure that the new location is secure.

Path | Description | Date Modified ~ |[«]

User Locations

Ch..el CampusiAdd-insh, 8/5/2016 4:37 PM

Choicrosoft\Ternplatesh  Excel default location: U... -
Path: ChUsers\jonachDocuments\ Excel CarmpusiAdd-insh
Description:

Date Modified: 8/5/2016 437 PM

Sub Folders: lowed

Add new location... Eemove Meodify...

[ ] Allow Trusted Cocations on my network (not recommended)

[ ] Disable all Trusted Locations

QK Cancel
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3. Browse for the folder that you saved the add-in file in.

Microsoft Office Trusted Location ? )4

Warning: This location will be treated as a trusted source for opening files, If
you change or add a location, make sure that the new location is secure,

ExcelCampus.com

Path:

| ChldsersyjonaciDocumentshExcel CampushAdd-inst, |

Browse...
|:| Subfolders of this location are also trusted
Description:
Date and Time Created: &8/10/2016 2:22 PM
[ ok || canca

4. Press OK, the folder should now appear in the Trusted Locations list.

Trust Center

Trusted Publishers
Trusted Locations

Trusted Documents

Trusted Locations

Warning: All these locations are treated as trusted sources for epening files. If you change or add a location, make
sure that the new location is secure.

Trusted Add-in Catalogs Path IDescription IDate Modified *
User Locations
Add-ins Cih.naciDocumentsh Excel CampushAdd-insh P 8/9/2016 8:30 AM
ActiveX Settings C:\...ppDatla\Rc-armng\l.Mlcros.oft\Templates\ Ex defaultlocat!on: User Templates
i B6)\Microsoft Office\ Office1\XLSTARTY  Excel default location: Excel StartlUp
Macro Settings C:h..ata\Roaming\Microsoft\Excel\ XLSTARTY  Excel default location: User StartUp
) C:h. Files (x86)\Microsoft Office\ Templates\, Excel default location: Application Templates
Protected View C:\...36)\Microsoft Office\ Office15\STARTUP\  Excel default location: Office StartUp
Message Bar i (x86)\Microsoft Office\Office15\Library.  Excel default location: Add-ins
External Content Policy Locations
File Block Settings
Privacy Options
Path: ChUserstjonac\Documents\Excel CampusiAdd-ins\
Description:
Date Modified: 8/%/2016 &30 AM
Sub Folders: Allowed
[ Add new location... 1 | Remove | | Modify... |
[] Allow Trusted Locations on my netwark (not recommended)
[] Disable all Trusted Locations
| QK | | Cancel |
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5. Press OK on the Trust Center and Excel Options menu to close the menus.
6. The add-inis now in a trusted location and the XL Campus tab will appear every time you open

Excel.

Unblock the File

Some users still have issues with the add-in’s ribbon disappearing after trusting the folder location. If
this happens to you, you will need to Unblock the file by changing a file property.

1. Locate the Add-in file (.xla, .xlam) in Windows Explorer.
2. Right-click the file and select Properties.
3. Atthe bottom of the General tab you should see a Security section. Check the box that

says Unblock.

a’ EC_Tab_Hound.xlam Properties
General Securty Details Previous Versions
|
EI | EC_Tab_Hound xdam
Type of file:  Microsoft Bxcel Add-In (xdam)
OPEFIS with: Excel 2016 [:hange
Location: ChlUsersyjonachDesktop
Size: 158 KB (162,701 bytes)
Size on diske: 160 KB (163,840 bytes)
Created: Wednesday, November 12, 2014, 8:06:12 AM
Modified: Today, August 5, 2016, 52935 FM
Accessed: Wednesday, Movember 12, 2014, 8:06:12 AM
Attributes: []Readonly  []Hidden Advanced...
Security: This file came from another
computer and might be blocked to Unblack
help protect this computer.
Cancel Apply

ot

Set this Property to Unblock

4. Press the OK button.
5. Close Excel completely and re-open it. The add-in should now load and any custom ribbons will

appear.
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You will only need to do this unblock one time. However, if you download an updated version of the file
then you will have to repeat the steps above to unblock it.

Hopefully these additional security steps will be fixed in a future update to Office. If you completed all
the steps above then you should see the add-ins ribbon tab load every time you open Excel.
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