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TPS checker Excel Add-in
Important note: This Add-in is only for use with Microsoft Excel versions 2007, 2010 and 
2013. If you are using an older version of Excel please contact us on 0845 005 9576 or on 
live chat on www.tpsservices.co.uk for information about how we can assist you with an 
Excel solution for your version of Excel.

About this guide
This guide explains how to install and use the Microsoft Excel Add-in for TPS Checker. 
Please read it thoroughly.

What you will need
The installation files come in either a .EXE file or a .ZIP file which can be opened using 
either of the world’s two most popular compression utilities Winzip or Winrar. If you do not 
have either of these installed already you can download them for free here:  
http://www.winzip.com or http://www.rarlab.com.

Before you start - Uninstall any old versions of the  
TPS excel Add-in
If you have a previous version of the TPS Excel Add-in installed, you will need to uninstall it 
before installing the new version.

To uninstall your package follow these instructions:

Windows 8
•	 Click on the start button.

•	 Select Control Panel. If the Control Panel Icon is not showing on your Home Screen 
then click the Search tool in the top right and type in Control Panel. You should see 
the Control Panel option in your search Options.

•	 Within the Control Panel, select “Programs and Features”. Depending on the view 
options you have set, it may be showing as “Programs - Uninstall a program”.

•	 Scroll down the list of installed programs until you see the program TPS.

•	 Double Click the TPS program.



Page 3

•	 You will be asked “Are you sure you want to uninstall TPS Excel Addin?”.

•	 Click Yes. 

The old version of the TPS Excel Add-in will be removed from the system and you can 
proceed to install the latest version. 

Windows 7
•	 Click on the start button.

•	 Select Control Panel.

•	 Within the Control Panel, select “Programs and Features”. Depending on the view 
options you have set, it may be showing as “Programs - Uninstall a program”.

•	 Scroll down the list of installed programs until you see the program TPS.

•	 Double Click the TPS program.

•	 You will be asked “Are you sure you want to uninstall TPS Excel Addin?”.

•	 Click Yes. 

The old version of the TPS Excel Add-in will be removed from the system and you can 
proceed to install the latest version.

Installing the Excel Add-in
Download the Excel Add-in from here if you have not already done so: 
http://www.tpschecker.co.uk/downloads.aspx 
 
Extract and run the file tps_setup.exe.

Some systems with increased security may be set to prevent you from installing Add-ins 
and running .EXE files. If your system will not allow you to download the .EXE file, then try 
downloading the .ZIP file instead.

If you’re still having problems contact one of our support team and they will discuss how to 
get the install file to you by an alternative method such as email or send you a direct link to 
download it.
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Using the TPS Excel Add-In
The Excel Add-in, places an additional menu within your Excel program that looks 
something like this:

The menu explained
Home will take you to the www.
tpschecker.co.uk website

Add Credits will take you straight to your 
TPS account to add credits

The settings menu where you can 
enter your TPS credentials and 
select your screening options

The last date and time your credit 
balance was checked is shown on the 
menu, but you can update it at any time 
clicking the Check Balance button.

An online version of this PDF help 
file

To check numbers against the TPS click 
the Check Numbers button.

BEFORE YOU SCREEN

Step 1 - The first time you use the TPS Add-
in, you will need to enter your TPS Checker 
credentials into the Settings menu so that 
the Add-in can connect with your online TPS 
account.
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Step 2 - Within the Settings menu, select the 
Preferences tab and decide how you want 
the results of your checks to feed back to 
you.

You can select:

•	 Insert Column with Date Checked - this will insert a column with the date you ran the 
check.

•	 Insert Column with Formatted Number - this will insert a column showing the 
telephone number correctly formatted.

•	 Clear Cell Contents - where a number matches one of the selected registers you’re 
screening against, this option will remove the number from your spreadsheet. This can 
help prevent any accidental calls to numbers registered on the TPS.

•	 Change Cell Background Colour - select this if you would like the results to change the 
colour of the cells you’re checking. You can select the colour scheme in the additional 
box on the preferences tab.

•	 Insert Column with Result - this will insert a column showing the result, e.g OK or TPS.

•	 Insert Column with Date Registered - this will insert a column showing the date 
the number was registered on the selected registers e.g. the date the number was 
registered on the TPS.

You have to select at least one of these methods of reporting before you can screen your 
data:

•	 Change Cell Background Colour 

•	 Insert Column with Result 

In other words you have to select one option that allows us to return the results to in either 
a colour or text basis.
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Step 3 - select what register(s) you would like to check your numbers against (TPS, CTPS, 
FPS) by ticking them on the TPS menu.

Step 4 - Highlight the numbers you wish 
to check and click the CHECK NUMBERS 
button.

Depending on the selections you 
have made in the settings option 
your results will look like this:

Numbers on the TPS are shown here 
in red (the colour we chose)

Numbers not on the TPS are shown 
here in green (the colour we chose)

Problem numbers (invalids) are 
shown in blue (the colour we chose)

We also selected to see the results 
and date registered columns.
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THE RESULTS OF YOUr CHECK
There are three possible results to TPS Check.

•	 OK - means it’s not on the selected register(s) and can be called.

•	 TPS, CTPS, FPS - means it appears on that register.

•	 INVALID - we could not find a valid number in the selected cell.

 
Calculating the number of credits needed
When you highlight numbers to be checked, we will estimate the number of credits 
required based on whether or not the cells you highlighted have any content or are empty.

When we actually perform the check, any invalid numbers will not be charged for so the 
actual number of credits will be assessed during the checking process and may be less than 
estimated.

Saving your results
Please note that if you check numbers on either a .CSV or .TXT file, these file formats do not 
store formatting information such as colours, so you will need to save your results out as an 
Excel file before exiting if you want to keep any coloured results you selected.

General
There are some limitations to offering this method of TPS screening.

•	 You can select up to 1,000 numbers at a time to check.

•	 If you have 1,000 or less numbers to check, you can highlight the entire column as 
opposed to selecting the numbers themselves.

•	 If you highlight an entire column of more than 1,000 numbers, we will offer to check 
the first 1,000 numbers only.

•	 You can only select one column at a time. If you have numbers in two columns (for 
example Home Number and Mobile Number), you will need to run the checking 
process in two parts.
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•	 If you select to insert the results, we will insert the appropriate number of columns 
to insert the results into and we will also insert a row for the column labels. If you run 
several checks on the same spreadsheet and we cannot detect the existence of the 
results columns for one reason or another, we will insert the columns and the row 
with the labels again.

Technical Support
This Excel Add-in has been extensively tested, but if you experience any problems please 
contact our support team on either:

Telephone: 0843 005 9576 
Email: support@tpsservices.co.uk 
Live Chat: www.tpsservices.co.uk


