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1.0 What is the Classification Tool?

The Classification Tool is an Add-In for Microsoft Excel which significantly simplifies the
setting of Excel headers and footers in support of the proper NRO classification marking
requirements by using a simple drop down, point and click menu interface.  The tool is
flexible, supporting both User Defined and Administrator defined classification markings.
It also applies the appropriate classification block in the lower left part of each printed
page, including the Personal Control Number (PCN). Based on the Administrators
decision/policy, the tool also can force the user to put a classification heading onto a
worksheet prior to allowing that worksheet to be printed out.

Figure 1:  Classification Tool Drop Down Menu
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2.0 Tool Setup by the System Administrator

In order to prepare the Classification Tool for distribution at an operational user site, the
system Administrator (Admin) needs to perform several preparatory activities.  These
include:

a) Tool Location Read/Write and Classified Information Policy Setup
b) Administrator Installation
c) Classification Tool Setup

2.1. Tool Location Read/Write and Classification Policy Setup

As noted previously, the Classification Tool is an Add-In for Microsoft Excel. As such,
MS Excel needs to have access to the file when running. In network applications, MS
Excel attempts to store add-ins in the user profile add-ins directory.  Typically this is
C:\Documents and Settings\username\Application Data\Microsoft\AddIns. However, the
user will need to have write access to the add-in storage location since some of the
header/footers and tool options can be changed by the user (and then must be saved).
As such, Admin needs to determine if it is acceptable for users to have read/write
permission to the local hard drive (this may not be permitted in some network
applications).  In addition, while the initial Add-In is at an unclassified level, the
header/footers that will be stored in the Add-In by both Admin and by users will
generally be at a classified level. This means that the Classification Tool Add-In can
become classified itself.  Admin needs to determine whether or not it is acceptable for
classified information such as the Classification Tool Add-In to be stored onto the local
hard drive.

The decisions to these two issues drive the type of installation the users (or Admin) will
be required to implement when installing the Add-In.

Option A:  If the user is permitted to write classified information to the local hard drive,
then the instructions to the user for installation should allow Excel to save the Add-In to
the directory above during installation by clicking “Yes” when asked (as shown in
section 3.f).

Option B:  In the event that user write access to the local hard drive or storage of
classified information on the local hard drive is not allowed, instructions for the user for
installation should require the user to locate the tool in their home user directory and
prevent Excel from saving the Add-In in the directory above during installation by
clicking “No” when asked (as shown in section 3.f).
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2.2. Administrator Installation

In order to install the Add-In tool to perform set up prior to distribution to the users, the
administrator should:

a) copy the "Classification Tool v2.xla” file to a permitted directory/location on the
user machine or network

b) open MS Excel for Windows
c) via the Excel menus, select the Tools/Add-Ins menu

Figure 2:  Add-Ins Command Button
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d) next, click the "Browse” button

Figure 3:  Select Add-In Browse Button

e) navigate to the location of the “Classification Tool v2.xla” file defined in (a) above,
select it and click OK

f) Excel will now load the add-in.  If you are on a network, Excel may ask if you
wish to copy the Add-In to the Add-ins directory. If it is permitted to save
classified information on the local machine hard drive based profile, select "Yes”.
If not permitted to save data to your local machine profile. Click "No”.

g) That's it! The Classification Tool is now installed as a Microsoft Excel Add-In.
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2.3. Classification Tool Setup

Once installed, it is now time to set up the Classification Tool for your specific
application. To do this, select the Classification menu from the Excel menu bar. Select
the "Options” button on this menu.  This will open the Options window which displays 4
tabs.

Figure 4:  Options Menu
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Select the Admin Options tab which will open the window shown below.

Figure 5:  Admin Options Tab

In order to access the Admin options, the Admin password must be entered (password
is provided with the software). Once this password has been entered, click on the GO
button.  This will activate the Admin option buttons and allow them to be modified.  An
incorrect password will result in the options remaining disabled (grayed out).

The first admin option is the Print Control checkbox. When the Print Control checkbox is
checked, the user will be forced to apply a header and footer to each page before it is
allowed to be printed. If the user attempts to print a page without a header and footer,
the Classification Tool Add-In will warn the user and prompt them to apply a
classification header and footer. For the case displayed above, one can see that the
Print Control button is NOT checked and therefore, the user would be able to print
without being required to include headers and footers on each page.

The second admin option is a command button to set up the default classification
header/footers and "classified by” information. Click on the "Click to Update the
Default …” button to open the Classification Tool setup sheet interface shown below.
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Figure 6:  Classification Tool Setup Interface Worksheet

The Classification tool setup sheet interface is simply an excel spreadsheet that the Add-In uses to store information.
This worksheet is always hidden when the Add-In in nominally configured.  In order to set up the Add-In appropriately,
Admin will need to make some changes to this sheet to configure it for the users needs.  The details for each of the cells
are defined below.  Only some require Admin configuration, many are actually configured during program operation in
conjunction with the user.


