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Getting Started 
 
PATH is a highly formatted Microsoft Excel Spreadsheet.  It 
contains many worksheets, linked together and formatted for 
convenient navigation.  You are probably reading this user 
manual in Adobe Acrobat Reader.  Two copies of PATH are 
built into the electronic version of this manual and can be 
accessed at any time through Acrobat. 
 
To see the copies of PATH included in this manual, look for 
a symbol on the lower left that looks like this:  
 

 
 

Clicking on this symbol reveals the attached files in the 
lower section of the window: 
 

 
 
The first version is blank to allow you to enter your own 
data.  The second version has example data in it, in case this 
helps you visualize how PATH works.    
 

PATH is free and you may distribute it to anyone you like.   
The best way to do this is to give the recipient a copy of this 
user manual and they will get PATH as an attachment to it. 
 
Double-click on either of the files to open them.  You must 
have a copy of Microsoft Excel on the computer for the file 
to open and be useable.  You may get a prompt about 
Macros (see the following section, PATH Macros and 
Security, for more details). 
 
Once you have opened PATH, you should save a copy of it 
to your hard drive.   It a good idea to create a folder called 
“PATH” and save the file there.  As you use PATH over 
time, you may find yourself wanting to save various 
versions of the file with different names (e.g. PATH for 
general calculations.xls, PATH with new trucking 
options.xls, etc.) 
 
If you have saved PATH to your hard drive, you will not 
need to access it through the copies embedded in the manual 
in the future. 
 
PATH is a very large spreadsheet, with 12 different 
worksheets.   Many of these worksheets are similar in 
appearance and it can be easy to get lost within them when 
you first start using PATH.   There are a couple of 
suggestions to help you with navigation.   
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The PATH logo appears in the upper left-hand side of each 
worksheet and in many other locations within sheets.  
Clicking on this logo will return you to the home 
page/index.  A list of links to each of the worksheets is 
included on the left-hand side of each sheet. 
 
Several of the worksheets are so large that you cannot view 
the entire work area on the screen.  This may lead you into 
locations that could be confusing.  If you find yourself lost 
within a sheet, pressing the Ctrl and Home keys at the same 
time will bring you to the upper left hand side (starting 
point) for each worksheet.   
 
Using PATH will be easier if you adjust the zoom level in 
Excel to a setting you are comfortable with.  The zoom level 
is adjusted by going to the View menu and selecting Zoom.  
This allows you to select a zoom level as a percentage of the 
actual size of the page.  Depending on how you screen 
resolution is set, zoom levels in the 75 to 125% seem to 
work well. 

 
 
 
 
 
 
 
 
 

PATH Macros and Security 
 
There are several Macros present in PATH.  All of these 
Macros are safe – they will not damage your computer!  
PATH Macros are used to make printing reports easier, to 
make sure the file opens in the same place each time and to 
automate tedious duplication of data entry. 
 
Some people use Macros to sabotage computers with  
viruses, so Microsoft Excel has several security settings to 
protect and warn you.   
 
Microsoft Excel will do one of three things when you open 
PATH, depending on your Macro protection settings: 
 
1. Simply open the file (low setting); 
 
2. Warn you that Macros are present and ask if you want to 
enable them by clicking on the Enable Macros button 
(medium setting); 
 
3. The files will open and the Macros will be disabled.  A 
message will tell you to lower the security setting if you 
want to run them (high setting); or 
 
4. The file will open and the Macros will be disabled with no 
message about them (very high setting) 
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Allowing the Macros to run will make using PATH easier.  
Using the Medium Level of Macro Security is a reasonable 
safeguard, as it will give you the following prompt each time 
a file that contains Macros is opened: 
 
 

 
 
 
Click on the “Enable Macros” button to allow the Macros to 
run. 
 
 
To place Excel in the Medium Level Security setting, go to 
the Tools menu, then Options.  Click on the Security Tab 
and then the Macro Security button  Click on the Medium 
setting as shown here: 
 
 
 
 

 
 
 

 
 
Click on the Medium setting on the Security Level tab and 
then click the OK button. 
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PATH Home Page 
 
PATH automatically opens to the home page/index each 
time you open it.  This worksheet serves as a link to all of 
the others.    
 
The top of this page has a link called Advice for Using 
PATH.  Follow this link for a short list of useful pointers for 
using PATH. 
 
Worksheets and important locations within them can be 
reached by clicking on one of the twelve photo icons in this 
page.   
 
These links are organized as follows: 
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General Navigation in PATH 
 
Each of the worksheets in PATH includes a navigation bar 
(shown here on the right).  PATH has been formatted so that 
this navigation bar will always be visible on the left hand 
side of your screen.  
 
Clicking on the PATH Home icon (shown below) will 
always bring you back to the Home Page/Index. 
 

 
 
Below the PATH Home icon are links to the various 
worksheets and important locations within them.   
 
Upon first using PATH, it is easy to become disoriented 
about your location.  Clicking the PATH Home icon is a 
good way to return to the familiar index, or clicking on one 
of the links will bring you to the specified location you are 
looking for.   
  

 
PATH Navigation Bar 
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