
     
       

   

                  
                   

                  
               

                     
                      

               

                     
            

                  
                     
         

                     
                        

                        
      

 

    

                  
                     

                          
                     

                      
 

                   
                 

                   
                   

CSBG ANNUAL REPORT SMARTFORM: 
HOW TO PROPERLY OPEN THE FILE 

For Windows Users 

The CSBG Annual Report SmartForm is a critical element of submitting the CSBG Annual Report. There are specific 
steps to take to ensure the document opens correctly and the data entered is captured and saved correctly. This 
step by step guide is designed to provide grant recipients and subrecipients with a seamless experience and avoid 
data quality issues. Should you have any questions, please contact your Data and Evaluation Specialist. 

STEP 1—SAVE THE SMARTFORM PRIOR TO OPENING: Save the file in a folder where you are able to retrieve it later. 
Avoid temporary locations such as your desktop or download folder. A best practice is to create a folder for the fiscal 
year, such as CSBG Annual Report FY24, and save your SmartForm and any revisions there. 

STEP 2—RIGHT CLICK ON THE FILE AND CLICK ON PROPERTIES: Select the file name with a right click and select 
‘Properties’, which is generally the last option on the pop up menu. 

STEP 3—UNBLOCK THE FILE IF NEEDED: If you see a Security section at the bottom of the Properties pop up and 
Unblock is not checked, then click on the checkbox in front of Unblock to check it. You will then click OK. If there is 
not a Security section, then you can move to Step 4. If you are not able to access the SmartForm’s properties, please 
contact your agency’s IT department. 

OR 

UNBLOCKED FILE BLOCKED FILE 

STEP 4—OPEN FILE & ENABLE MACROS: Before entering data, you must first enable the macros. Depending on your 
Excel version, it may say Enable Content or Enable Macros. Click on it to enable the macros. You may have to com-
plete this step every time the SmartForm is reopened. 

STEP 5—DOUBLE CHECK: Before entering data, you want to make sure everything is working correctly. This is easy 
to do! Go to the Outstanding Errors and Warnings tab and click on XML. The computer should open up a window ask-
ing you where you want to save the XML file. If this pops up, then the file is ready for data entry. If not, you should 
receive an Excel error message saying that it cannot run the macro. This means that you need to complete Steps 2-5 
or Steps 4-5 to have a properly function form. Go to the next page for guidance about which step is your starting 
point. 

This publication was created by the National Association for State Community Services Programs in the performance of the U.S. De-
partment of Health and Human Services, Administration for Children and Families, Office of Community Services, Grant Number

90ET0506. Any opinion, findings, and conclusions, or recommendations expressed in this material are those of the author(s) and do 
not necessarily reflect the views of the U.S. Department of Health and Human Services, Administration for Children and Families. 



     
      

                
                

          

 

   
 

        
 

 
                   

                
  

 

   
 

        
 

                   
              

CSBG ANNUAL REPORT SMARTFORM: 
HOW TO FIX THE MACRO ERROR 

If you receive the Excel Macro error when clicking on XML Export, then the SmartForm was 
not opened correctly. There will be a warning message above the Formula Bar. This tells you 
which step is your starting point to correct the issue. 

SECURITY RISK WARNING 

SEE THIS? 

Then you did not complete Step 2 correctly. You need to go back to Step 2 and unblock the 
file. Then complete Steps 3—4. Remember to finish with Step 5 to make sure everything is 
working correctly. 

SECURITY WARNING 

SEE THIS? 

Then you did not complete Step 4 correctly. You need to go back to Step 4 and unblock the 
file. Remember to finish with Step 5 to make sure everything is working correctly. 




