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“ —— Unit 3: FO/ Delegate Inquiry & Reporting

Module 3: Account Inquiry

Learning Cycle 4: Exporting Data to
a Spreadsheet

This Learning Cycle is in PDF format. There is no tutorial.
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Exporting Data to a Spreadsheet

Note: If a quick reference to Account Inquiry information is needed for reporting purposes prior to the end of the
month, you can export the accounting information to an Excel spreadsheet and then manipulate and format the data as
desired.

Reminder: Account inquiries show only posted entries, not available funds.

PC Configuration

e The following must be set up on your PC in order to export data from AIS to a spreadsheet;
— The application (e.g., Excel) must be defined within your browser, so that the browser can “launch” the
application.
—  The path to the application must be defined.

o If your browser is not configured as stated above, contact your LAN Administrator or the Help Desk on your
respective campus.

Populate Fields for Account Inquiry o ——
e Navigate to the Account Inquiry (SIU) form, as i | B
instructed in previous learning cycles. =
e Populate the appropriate fields to perform an i | ' .,
account inquiry. ——c e s
—  For training purposes,the following fields were
populated us'ng the deSIgnated data. TGRS 21720 T.T.T.TACASH.T.00.0Y.T,
Selection Criteria — From and To=May-07 T
Summary Template - Cash ACCOUNTING SERVICE AACCOUNTING SERVICES.T.T.T.T.CASH.T, SOF 00", FEY ¥¥' T.T
Find Accounts window — Fund=2076485 Show oera s Swvaa )
e Click ( Sl Belenees ) to drill down and view account balances.

Drill Down to Detail Balances

Period Cumency T PTD Camered ¥TD ¥TD Comented
| [zmm usn .00 W EFAT

e  The Summary Balances (SIU) window displays.

e  For training purposes we will drill down to another
window and export the information displayed by the
Detail Balances window. |

N C|iCk( Detail Balances )

e  The Detail Balances (SIU) window displays.

e  Make any adjustments needed before exporting the 3

data, such as customizing the folder using the uiad (Ao ) Fof Fiocenvied
. M ary 17 2OTEARS 2720 206405 00000 00000.16, 1120 LISD n.on
FOlder TOOlS fUnCtIOﬂ, May a7 FOT6A5,27720. 206405, 00009,00000.16, 112 [USD o |
—  For example, Hide fields with no data or data o e -
you may not need or want. Only the visible s ool -
data is exported. Mayu? :z_umaﬁ.;{.srinmunm.mm,ls.nh usD 0.0
. . . _erl.ll' 0SS0 0 206485 00000,00000.16, 1120 USD .00
— Refer to Unit 2: Navigation, Module 7: Folders By D510 2040000 N0 1.1 S0 wm
for more information on Folder Tools. e e et o s T
May 17 PTG 21770, 206405 00000, 00000.16. 1120 USD 0.00

e  Now it's time to Export the Data. '
Joumal Details Summary Balances )
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Export the Data

e  From the File menu, select Export.

Netscape Browser

o Ifusing Netscape, a dialogue window, such as the
one shown on the right, may display.

. i)

— If a Download Manager window displays, click
the EI Window Control button to close it.

e An Excel spreadsheet will open with your data.

e Arrange the data according to your needs.

Internet Explorer Browser

e Ifusing Internet Explorer, you may be prompted by
the File Download window, shown on the right.

o cikl_see ]

e When the download is complete, you may get a
dialogue box that tells you, “Download Complete”;
click Close.

e A Save As window displays and you are prompted
to select where you want the file to be saved.

e  Enter a new File name if desired and Save the file.
— Inthe example on the right, the file was saved
to the Desktop.

e Your computer may indicate the file is saved with the
sound of a chime.

7m0 4. oo gmee, .1 121 U5 am
=7 usD am
N9, 206 285, 00 0008, 6.4 131 USD am
9. 05, e 0008, 6.1 1 LIS am
L Coaie Mosiclons e s BOR. 00000, .1 11 S0 am
Moyl OIGURTH9AYS 00000008, 8.V 1 USD am
Moy TOTGUNS 779,06 8% D00 00008, %V T USD am
Moyl NGO THS06AT. D000 00008, 8.V USD am
Moy 7 TOTGAN TT79.206 6, 0000 00008, % V171 USD am
MeyO7  TUTGES TG A5 D000 00008, % A1 USD am
Moy TGS .06 A5 00N 0008, 8111 USD am
{ e Doty ) Sy D vn

Opening fndyfile.exe

The file "fndvfile.exe" is of type textftab-separated-values, and Metscape
does not know how to handle this file type. This file is located at:

http: ffums1 . siu,edu: 7251 /08 _HTML bin/
‘What should Netscape do with this file?

(O Open it with the default application (esxefile)

(=) Open it with | [C:\Program FilesiMicrosoft Office\OFFICE 1\Ex( [ Choose. ..

O save it to disk

Always show this dialog before handling files of this type

Do pou want to zave thizs file?
@ MName: Frnd_gfrm.tsv

Type: Unknown File Type, 1,39 KB
From: marvin,siu,edu

Save ] [ Cancel

While fileg from the Internet can be uzeful, some files can potentially
harm your computer. If pou do nok trust the source, do not save this
file. What's the rigk?

v

Save i | [ B8 - ® -
—
X )y Documents
__J :_\J My Computer
FRecent €1y Metwork Places
IC2)Exparting Data to a Spreadsheet
— IE5hartcuts
Desktop
My Documents
My Camputer
.5} File name: ind_gim vl [sev
d 2
My Network. | Save as type: ‘ tsw Document - ‘ [ Cancel ]
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Return to where you saved the file; in our case the
Desktop.

The saved file will appear as a notepad icon,

like the one on the right.

Notice we renamed our file to Account Inquiry
061107.

You can click on the file here to open it, but it will be
just one row of data after another and cannot be
manipulated.

You may also open a spreadsheet application such
as Excel and use it to convert the data.

For our example, we opened Excel.

3 |
. . . . . “J-l
Once the application is opened, click the File menu
and select Open.
Then select the exported file from the location where |2
you saved it. 5
— Inour case it was the Desktop.
=] .. dAC A A BEEASR : B
o , Open )%
The Excel application is looking for only Excel lookin: | @ vestacp 9@~ @ X o B - ook
documents, so our document is not listed. 0] |[&ooamens
$ My Computer
My Recent | S my Hetwork Places
Dacuments | = chorkeuts
B I evelopment Links
Desktop
My Documents
L)
Iy Computer
‘J,] File pame: v
Sl CTI o Fr—————— ~
. . Open )5
Using the drop-down arrow, change the Files of loskin | @ Deskiop 9] @ 8@ X o B3 Teok-
Type to All Files and then click the Open button. 0 |8 teomns
My Recent | 3 uy Network Places
Documents | b 1ava weh Start
- ) Mcfes Security Center
@ Mazila Frefox
Desktop I Shorkeuts
[2) 4 ccount nquiry D61 107
A Development Links
My Documents
.!."
Iy Computer
‘_&l Eilepanc; [ openp 1
My Network K
Places Fies of bype: |l Files v
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e  Because the document is not in spreadsheet format,
a Text Import Wizard opens.

e There are three steps to complete with the Wizard,
so that the text in the file can be converted into a
spreadsheet format.

e  Step oneis to choose the Data Type.
e The data in the file is “Delimited”.

o Accept the default by clicking the Next > button.

e  Step two asks you how you want your data to
appear.

e Again, accept the default, Tab, and click the Next >
button.

e  Step three allows you to select the Data Format.
e  Accept the default of General.
e  Click the Finish button.

e The account information displays in Microsoft Excel.

e  Use the Excle formating features to make the data
legible.

e  Save or Print the file, as desired.

e  From the File menu, select Exit to close Microsoft
Excel.

o Ifusing Internet Explorer, you are automatically
returned to the Detail Balances window.

Text Import Wizard - Step 1 of 3

The Text Wizard has determined that your data is Delimited.

IF this is correct, choose Mext, or choose the data type that best describes your data,
Criginal data type

Chogsedhefie type that best describes your data:

(&) Delimited: - Characters such as commas or tabs separate each field.
(O Fixedwidth - Fields are aligned in columns with spaces between each field,

Start impart &t row: 1 & File arigin: 437 : OEM United States ~

Preview of file C:\Documents and Settingsijcapie. CODe. . }Account Inquiry 051107 tsw,

PericdficcountdCurrency0PTDOPTD Conwertedd

Ey-0702076485 . Z27Z0. 20648600000, 00000, 16112014722, 00.¥¥. 00,
ay-0702076485. 23720 20648500000 000001611701 4479 00_¥¥.00_
ay-0702076485 23720 206486 00000 00000_16_11201_1140_00_¥¥_00_
ay-070Z076485. 23720, 20648500000, 00000 . 1611201 . 4553, 00.YY. 00| 4,

>

[Coe | )

a[FFERE

Caneel

Text Import Wizard - Step 2 of 3

This screen lets you set the delimiters your data contains. You can see
how wour text is affected in the preview below.

Bl [[] Treat consecutive delimiters as ane
Tab [ semicolon [ Comma
[Dapace [ other: Text gualifier; W

Data preview

Period ficcount

ay-07 EO7E4BE_ Z27Z0.Z06485. 00000, 00000, 16, 112014722, 00.¥Y¥.00.00
ay-07 FO76485.23720.206485.00000.00000.16.11701.447%_00_¥¥.00_00
ay—-07 FO76485_ 23720 206485_00000.00000_16_.11201_1140_00_¥Y_00_00
ay-07 FO764E85.23720. 206485 00000.00000.16.11201.4553.00.YY.00.00

< >

Cancel <Back | [ Mext ?L Finish

This screen lets wou select each column and set
the Data Format.

Colurmn data format
(3) General

O Text
) Date: | MDY ~
() Do nat mpart column fskip)

‘General' converts numeric values to numbers, date
walues to dates, and all remaining values to text,

Data preview

neral
pocount
EO76485_ 23720 206485 000000000016 _11201_4723_ 00_¥Y_00.00
FO76485 23720 206485 000000000016 11201 _4423 00.YY_00_00
EO7e48E_ Z3720. 206485, 00000, 00000, 16.11201.1140.00.¥Y.00.00
el 076455 23720, 20648500000, 00000, 16.11201. 4553, 00.%V.00.001

T T

e
Sudykd vachmzzaal

o Ifusing Netscape and a blank Browser window displays, select File=»Close to return to Oracle Applications.

e  From the File menu, select Close Form to return to the Navigator.
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