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Why a new template?

To make the billing process even easier for you and for AMIkids

* To integrate with our database
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Changes at a Glance

Unknown Provider

e NEW Client Tab

 More Automation = less time spent completing the invoice and less errors
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Workbook Security

These workbooks have Macros and coding which are
essential to making the workbook perform properly

Steps you should take before using the new workbook
1. Save workbook first (before opening)
2. Enable Content
3. Trust Source
4. Contact your IT department (if you have one)
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Workbook Security cont.

File Home Insert  Page Layout Formulas Data  Review  View
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@ SECURITY WARNING Macros have been disabled.
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| Enable Content

File Home Insert  Page Layout Formulas Data  Review View  Automate  Developer Help

Acrobat

@ PROTECTED WVIEW Be careful—email attachments can contain viruses. Unless vou need to edit, it's safer to stay in Protected View.
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Workbook Security cont.

Security Warning ? X
O Do you want to make this file a Trusted Document?

This file is on a network location. Other users who have access to this network
location may be able to tamper with this file.

What's the risk?

D Do not ask me again for network files Yes No 3
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Workbook Security cont.

i f e e e m—

Clipboard M Font Alignment Mur

@ SECURITY RISK Microsoft has blocked macros from running because the source of this file is untrusted. | Learn Mare |
| A | B | C | D

 To make this a trusted document follow these steps
1. File
2. Options
3. Trust Center
4. Trust Center Settings
5. Trusted Documents
6. Checking “Allow documents on a network to be trusted




Workbook Security cont.

File name: | UNK Invoice Template(T)

Save as type: | Excel Macro-Enabled Workbook

« Anytime the document is saved it must remain as an excel macro-enabled
workbook

« The workbook will not work if it is saved as any other type of file




Live Demo of New Invoice




Timeline of Implementation

Feel free to start

using new invoice
Live Demo for June billing
6/15/23 due on 7/6/23

New Invoice Must use new

Templates are invoice for the

emailed out July billing due
6/19/23-6/20/23 8/7/23
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Questions?
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Resources

« Christie Runski email: crunski@amikids.org phone: 910-386-3227

« Allicia Gnolfo email: agnolfo@amikids.org phone: 910-442-0000

« Korah Skuce email: kskuce@amikids.org phone: 910-987-7816
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