
Instructions for Viewing the Textbook Excel Spreadsheet 
 
1. To download the spreadsheet, please use the following steps: 

• RIGHT-CLICK on the Excel link for the textbook spreadsheet. 
• Select “Save Target As” and save the file to your directory. 
• Once the file is saved, close the Internet window and open the file with 

Excel. 
• When opening the file, you must click on the “ENABLE MACROS” 

button before using the spreadsheet. 
 
2. If you are prompted with a Microsoft Visual Basic error or are unable to enable 

macros when you enter Excel, please follow these steps to ensure that macros are 
enabled in the spreadsheet: 

 
• Select the “Tools” menu from the drop-down options at the top of the 

spreadsheet. 
• Select “Macro”; then select “Security.” 
• Set the security level to “Medium.”  This will give you the option to 

disable or enable macros. 
• You must exit out of the spreadsheet and Excel and then reopen the file for 

the macro security changes to take effect. 
 
3. Once you have accessed the spreadsheet, you will view a worksheet titled 

“Subject Page” at the bottom of the Excel application.  On this page, there are 
seven buttons listed as follows:  1) English & Literature; 2) History and Social 
Science; 3) Mathematics; 4) Foreign Language; 5) Science; 6) Reading & 
Language Arts; and 7) Publisher Information.  The page looks like this: 
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If you want to view an area such as Foreign Language, you would click on the 
button for this topic, as shown.  The spreadsheet would then take you to another 
sheet labeled “Foreign Language Home Page,” as shown below: 
 

 
 
 
This sheet contains a series of buttons for each language.  If you want to view all 
of the textbooks for foreign languages, you would click on the button marked 
“Foreign Language” and you would be taken to a spreadsheet showing all adopted 
textbooks, as shown below: 
 

 
 
If you want to view just the textbooks for German, you would click on the 
“Return to Foreign Language Home Page” at the top of the screen and you would 
go back to the page with all of the languages displayed.  From this page, click on 
the option for “German” and you will see that you are sent to the same 
spreadsheet for all Foreign Language textbooks but your cursor is placed in the 
section for “German.”  The screen would look as follows: 
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The workbook is structured in the same fashion for all subject areas.  For instance, 
if you click on Mathematics, you will go to the Mathematics Home Page, where 
you will see options to view state approved textbooks by grade and subject matter.  
When you are in a worksheet that displays textbook information, you will always 
have the option at the top of the page to go back to the home page for your subject 
area. 
 

4. Please note at the bottom on the Excel workbook that you will see multiple tabs, 
as follows: 

 

 
 
 If you wish to move between the different subjects in the Excel workbook, you 

can click on any one of these tabs and you will be able to view a different 
worksheet in the Excel workbook. 

 
5. Each spreadsheet within the workbook is set up in such a manner that it can be 

printed quickly and easily by just hitting the print utility. 
 

6. As you move through the different subjects in the workbook, you will note that 
each textbook entry contains a hyperlink to the publisher in the column marked 
“Publisher.”  If you wish to view publisher information, you can click on the 
publisher name and you will be directed to the publisher information worksheet, 
which contains contact information. 
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