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Files covered

School District Notes 20XX.docx (The year will be updated for each fiscal year)
NTFS Tables.xlsm

File Names & Extensions

are important for the interaction between the two files. The specific extensions (“.xIsm”

Please do not change the file names or extensions when saving. The names of the files
f 1 E

& ".docx") are necessary when using the automated document features.

Version Compatibility

The Word and Excel documents have been modified to work with Office 365, 2016, 2013, 2010 &
2007.

Process Flow

File Location

Unzip the folder to a location on your computer. The word and excel files must remain in the
same folder/directory level to maintain their connections. Do not store the folder on SharePoint,
OneDrive, Google Drive or any other cloud-based/shared storage.

Word Document
The Word document contains all possible tables. If you are using the automated notes package,
completing the automated notes file will remove any unneeded tables from the Word file.

The tables have been moved into a separate Excel file titled NTFS Tables. Each table will be
updated in that file and then sent to the word document using the custom ribbon actions built
into that file.

Excel Document
The Excel document contains all possible tables with one table per tab.

\ If errors occur in the word document, do not delete this document, as it can assist
= Department of Audits staff in resolving problems.

Getting Help

Contact Steven DesBoeufs (desboeufs@audits.ga.gov) if you have questions.
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Enabling Macros

X autosave (@ of) [E] [B B = School District Notes 2024xism « Saved to this PC v

Filee Home |Insert Pagelayout Formulas Data Review View Automate Developer Add

L i o Franklin Gothic Bot v| 11 v A A = v 22 Wrap Text
C v
Paste [D )

N 62 Format Painter

: Merge & Center

Clipboard N Font ~ Alignment

SECURITY RISK Microsoft has blocked macros from running because the source of this file is untrusted,  Learn More

1. Close the document
2. Find the document in file explorer 2

Share Delete

3. Right-click, and select Properties

Open Enter
Open with

Send to My Phone

Share with

1.7 Add to Favorites

Compress to...

Copy as path Ctrl+Shift+C
Properties Alt=Enter
B School District Notes 2025.xlsm Properties x
4. Check the Checkbox at the bottom General Digital Signatures  Security  Details  Previous Versions
that Saysl ”Unblock" m _ School District Notes 2025 xlsm
nu "

5' SeIeCt Apply Type offila: Microsoft Excel Macro-Enabled Worksheet | xlsm)

6. Se|eCt ”OK" Openswith. 3 Excel Change

*|f yOU entered responses before enab”ng Location: CiUsers\desboeufs\Downloads\School-District-Notes-;

Size 431 KB (441.579 bytes)

macros, use the "Refresh” button on the
" . " Size on disk: 432 KB (442 368 bytes)
Notes Automation” tab to re-check those

responses against the expected values. Created Monday. September 23. 2024. 4:29:46 PM
Modified Wednesday. July 30, 2025, 23746 PM

Accessed: Today. August 5, 2025, 9-28:19 AM

Afinbutes: __|Read-only _|Hidden Advanced
Security This file came from another computel |o
and might be blocked to help protec! Unblock

this computer.

a 0K | Cancel Apply
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Using the Excel Document

The Excel Document has a worksheet for each table.

Selecting Applicable Tables

When opening the excel file,

you should begin on the
Table of Contents. If a table is

not needed, you can change Capital Assets Required Yes

the "Table Needed” column
) Right to Use Assets Situational Yes

to "No” to hide the tabs for
. . Property Taxes Required Yes

tables you will not be using.
Budgetary GAAP Reconciliation  Situational Yes

Completing Tables

Each worksheet has its own table to fill out. You can access each worksheet using the hyperlinks
on the “Table of Contents” worksheet or by clicking on the worksheet across the bottom of the
excel file.

N

Capitalization Estimated

Policy Useful Life Return to Table of Contents

Land N/A
Il Land Improvements
[l Buildings and Improvements
il Equipment
il Intangible Assets

A A

Once you've completed a table, there is a "Return to Table of Contents” button on the right to
quickly return to the table of contents.
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Updating the Word Document Tables

Once the Excel tables have been completed, you can update the tables in Word.

On the Excel Ribbon, select the "NTFS Tables” ribbon.

Home Insert Page Layout Formulas Data Review View Automate Developer Add-ins Help DATASNIPPER Inquire Acrobat Power Pivot | NTFS Tables

i

jord Copy All
E: 5 to NTFS Tab

MNTFS Tables

The ribbon includes 3 buttons: Set NTFS Word Document, Copy All Tables to NTFS, and Copy
Current Table to NTFS.

“Set NTFS Word Document” will allow you to change the Word document that the file is trying
to update. This is useful if you have changed the file name of the Word document.

"Copy All Tables to NTFS" — After a confirmation pop-up, this button will copy all tables into the
NTFS Word Document at their respective locations. This process takes 15-30 seconds. You will
see a "Success!” pop-up upon completion.

“Copy Current Table to NTFS” — After a confirmation pop-up, this button will copy only the table
from the tab you are currently viewing into the Word document. This is useful if you need to
make a small adjustment to only one table.
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