Download Guide

LGCA Electronic Reporting Tool (ERT): Granting Security Access for
Microsoft Excel

Step 1

Download the Electronic Reporting Tool (ERT) from the LGCA website and save to your computer.

Charitable gaming event licensees that expect to generate more
than $10,000 in gross revenue must submit financial reports to the
LGCA.

ELECTRONIC REPORTING

The LGCA has made it easy for licensees to submit financial reports electronically. The electronic
reporting tool (ERT) is a user-friendly Microsoft Excel file that works on Windows and looks just
like our paper financial report forms, yet is simpler and faster to complete because of built-in
calculations, validation features and help boxes. The ERT is designed to be submitted by email,
which eliminates the need for signatures.

Download and save the tool below to your computer.

Electronic reporting tool (ERT) for Microsoft Excel 2010 or newer
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Step 2

After downloading and saving the tool to your computer, access with your file explorer in your default download directory from your

browser:

Google Chrome (bottom left corner)

Download and save the tool below to your computer.
+ Electronic reporting tool (ERT) for Microsoft Excel 2010 or newer

PAPER REPORTING

For more information about paper reporting, click here.

Frequently Asked Questions
¥ Howdo | pay licence fees?
¥ What are the system requirements for using the ERT?

¥ How do I submit bank statements?

Open
Always open fles of this type

Show in folder

Social Responsibility v

Employ

Cancel

Mozilla Firefox (top right corner)

Microsoft Edge (top right corner)

| electronic-reparting-tool-excel-
+ Media Bingo o
+ Texas Hold em RIEIERETILEN
+ Sports Draft
+ Calcutta Auction
+ Monte Carlo
¥ Lottery Ticket Retailers
¥ VLT Siteholders
¥ Gaming Employees
¥ Suppliers and Service Providers

Y First Nations Gaming

¥ Municipalities

Questions?

LGCA
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Downloads B oa - P
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Open downleads folder
e I-excel-2007-or e -

Gl = @ U e

T openfie

Media Bingo

Texas Hold’em Poker Tournament

Sports Draft

Calcutta Auction

Monte Carlo

¥ Lottery Ticket Retailers
¥ VLT Siteholders

¥ Gaming Employees

ppliers and Service P

¥ First Nations Gaming

¥ Municipalities
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Step 3

Right-click on the file, choose Properties.

Microsoft Excel Macro-Enabled Template

Remote Desktop
@ Move to OneDrive

Fganize Mew Open Select
» Downloads
Mame Date modified Type
~ Today (2)
EDH electronic-reporting-tool-excel-2007-or-newerxltm 3/24/2023 9:40 AM
it Archive New
~ Last week (1) Open
Print

ﬁ Convert to Adobe PDF
T, Convert to Adobe PDF and EMail

[Zf Edit with Notepad++
| Share
Open with...

Give access to
Scan with Sophos Endpoint

Restore previous versions

Send to

Cut
Copy

Create shortcut

Delete

Rename

Properties

fer

v

o

Size

L

927 KB

Search Downloads
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Step 4

Select the Unblock checkbox on the General tab. After doing this step, you should be able to open and use the file.

@ electronic-reporting-tocl-excel-2007-or-newer.xltm 3/24/2023 9:40 AM Micrd
Archive 3/24/2023 9:27 AM File )
Last week (1) | B) electronic-reporting-tool-excel-2007-or-newerxitm Pr., % |
Remote Desktop General Securty Details Previous Versions | PM File fi
@m |electronic-reporting-tool-e:ceI-ZDD?-orﬂewerth

Type of file:  Microsoft Excel Macro-Enabled Template (xtm)
Opens with: K Excel Change...

Location: C:\Users btouchette\Downloads
Size: 926 KB (348,254 bytes)
Size on disk: 928 KB (350,272 bytes)

Created: Friday, March 24, 2023, 5:40:01 AM
Modified: Friday, March 24, 2023, 5:40:03 AM
Arncessed: Today, March 24, 2023, 11 minutes ago

Attributes: [Read-only [ Hidden Advanced...

SEETE ) [ Unblack

help protect this computer.

OK Cancel Apply
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Note
e In some cases, usually for files on a network share, users might not see the Unblock checkbox for a file where macros

are being blocked. For those cases, see Files centrally located on a network share or trusted website.
o Even if the Unblock checkbox is available for a file on a network share, selecting the checkbox won’t have any effect if
the share is considered to be in the Internet zone. For more information, see Mark of the Web and zones.

Recommended MS Excel settings for ERT errors:

Follow the instructions shown on the screen shots below to enable the MS Excel ERT file if your current file encounters an error. It is
in File — Options — Trust Center — Trust Center Settings

G |
enera @ Help keep your documents safe and your computer secure and healthy.

Formulas

Data Security & more
ezl Visit Office.com to learn more about protecting your privacy and security.
Bae Microsoft Trust Center
Language
Microsoft Excel Trust Center

Accessibility

The Trust Center contains security and privacy settings. These settings help keep your S —
Advanced computer secure. We recommend that you do not change these settings. | Trust Center Settings... |

Customize Ribbon

Quick Access Toolbar

Add-ins

Trust Center

OK | | Cancel |I

LGCA LGCA Electronic Reporting Tool (ERT): Guide to granting ERT access for Microsoft Excel
Ay
August 5, 2025 | Page 5 of 7

LIQUOR, GAMING & CANNABIS

AUTHORITY OF MANITOBA



https://learn.microsoft.com/en-us/deployoffice/security/internet-macros-blocked#files-centrally-located-on-a-network-share-or-trusted-website
https://learn.microsoft.com/en-us/deployoffice/security/internet-macros-blocked#mark-of-the-web-and-zones

Please make sure the two settings on the screen shots below are enabled. Also ensure that the “Trust access to the VBA project
object model’ is checked as shown in the arrows below.

Trust Center ? X

Trusted Publishers ActiveX Settings for all Office Applications

Trusted Locations

@] Dizable all controls without notification
Trusted Documents

@] Prompt me before enabling Unsafe for Initialization (UFI) controls with additional restrictions and Safe for

Trusted Add-in Catalogs Initialization (SFI) controls with minimal restrictions
Add-ins ) Prompt me before enabling all controls with minimal restrictions
[ O Enable all controls without restrictions and without prompting (not recommended: potentially dangerous
ActiveX Settings = prompting ( " P v aang
X ! controls can run)
Macro Settings

Protected View [C] safe mode (helps limit the control's access to your computer)

Message Bar
External Content
File Block Settings
Privacy Options

Farm-based Sign-in

[ oK ]| Cancel |
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Trusted Publichers Macro Settings

Trusted Locations

Disable VBA ras without natification
Trusted Docurments g e iz
Disable VBA macros with notification
Susted i an Catale ¢ | Dusable VBA mbcros except dugitally signed maceas

Add-ins O Egable VEA macros (nof recommended: potentially dangerous code can nun)
Actpeall Settings

| g A Enabile Excel 4.0 macros when YBA macros are enabled
II Mucro Settings |

De Mascro Setl

Pratected View v o

Meitage B Trust access o the VEA project ohject model
External Content

File Block Settings

Privacy Opticns

Farrm-based Sign-m

k| [ Conce

This document is available in alternate formats, upon request.

LGCA LGCA Electronic Reporting Tool (ERT): Guide to granting ERT access for Microsoft Excel
VAY

LIQUOR, GAMING & CANNABIS August 5, 2025 | Page 7 of 7

AUTHORITY OF MANITOBA



	Mozilla Firefox (top right corner)
	Google Chrome (bottom left corner)

