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Exporting Data to a Spreadsheet
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Note: You can export data from AIS, to an Excel spreadsheet and then manipulate and format the data, as desired.
The example below was done using the Account Inquiry functionality, but you can export data from many of the
applications as long as the Export function on the File menu is enabled.

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.

Retreive the Data

e Inthe example shown, we have performed an
Account Inquiry and drilled down to the Detail
Balances.

— Reminder: Account inquiries show only posted

entries, not available funds.

o As before, make any adjustments needed before

exporting the data, such as customizing the folder to

hide unwanted columns, using the Folder Tools
function.

— Refer to Unit 2: Navigation, Module 7: Folders

for more information on Folder Tools.

e Now it's time to Export the Data.

Export the Data

e  From the File menu, select Export.

thern llingis L

Balance Type Actual

E]l

Account Currency
12030100, 23515, 200100,00000.00000.16.112€ [USD
2030100.23515.200100.00000.00000.16.1121|USD
Sep-10[2030100.23515.200100.00000.00000.16.112C USD
Sep-10 2030100.23515.200100.00000.00000.16. 1120 |USD
Sep-10[2030100.23515.2001 00.00000.00000.16.112C [USD
Sep-10 [2030100.23515.200100.00000.00000.16.112€ USD
Sep-10 2030100.23515.200100.00000.00000.16.112C|USD
Sep-10°  [2030100.23515.200100.00000.00000.16.112C [USD
Sep-10 2030100.23515.200100.00000.00000.16. 1120 |USD
Sep-10 2030100.23515.200100.00000.00000.16.112C|USD
Sep-10[2030100.23515.200100.00000.00000.16.112€ USD
Sep-10 2030100.23515.200100.00000.00000.16.112C|USD

Joumal Details

0DYTT
Currency Type [Total

PTD
0.00

0.00

0.00
(32,816.00)
0.48)
(134.00)
0.00

0.00

0.00

0.00

0.00

0.00

Summary Balances

PTD Converted
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| | Oracle Applications - TESTX

(A0 Edit View Folder Tools Window Help

gave o Type Actual

Currency
5.200100.00000.00000.16.112C USD
Lo o s & Diferent e 5.200100.00000.00000.16.1121 USD
Switeh Responsibility..
5.200100.00000.00000. 16.112C [USD
5.200100.00000.00000.16.112C USD
£.200100.00000.00000.16.112C [USD
200100.00000.00000.16.112C USD
Sep-10 2030100.23515.200100.00000.00000.16.112C USD
Sep-10 (203010023515 200100.00000.00000. 16.112C [USD
Sep-10 2030100.23515.200100.00000.00000.16.112C USD
Sep-10 (203010023615, 200100.00000.00000.16.112C [USD
Sep-10 2030100.23515.200100.00000.00000.16.112C USD
Sep-10 2030100.23515.200100.00000.00000.16.112C USD

Place on Navigator

Erint.

Close Form
Exit Oracle Applications

Joumal Details

Currency Type | Total

PTD
000
000
000
(32816.00)
(0-48)
(134.00)
000
000
000
000
000
000

Summary Balances

PTD Comverted|
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Unit 3: FO/Delegate Inquiry & Reporting

Open File

o Depending on your Browser and the version of the
Browser you are using, a window similar to the one
on the right will appear; this is a Firefox decision
window.

e  The window title bar is telliing us that we are
opening a .tsv file.

e If your PC has been configured to open .tsv files in
Excel, clicking OK, will open in Excel, the data that
was exported. Review and save, if necessary using
standard Excel save functionality.

IMPORTANT: The first time you export data using
Release 12, your Browser may default to open the .tsv
file with a program such as Notepad.

— To change this setting so that exported data
opens in Excel, you will need to access the
settings for your PC’s program files and then
change the default program that currently
opens a file with the .tsv extension.

You may need help from your LAN
Administrator to complete this task.

Save File

o Instead of opening the file, you may choose the
Save File option.

o  After selecting the “Save File” radio button, click OK
to begin the download process.

—  Depending on your Browser settings, an
information window may appear letting you
know that the download is complete.

—  If prompted, close the Download window, when
this action is complete.

Note: If using Internet Explorer, you may be prompted
with a Save As window in which you will select a location
to save the file.

e Inour example, the downloaded file saved to our
desktop.

¢ You can click on the file to open it from here.

I Opening fnd_gfm_3104726.tsv I

SI[U Southern Illinois
University

CARBONDALE

You have chosen to open
fnd_gfm_3104726.tsv

which is a: tsv File (-1 bytes)
from: hitp://daffy2.siu.edu:8018

What should Firefox do with this file?

@) Open with: | Microsoft Excel A

(©) Save File

ﬂ Do this automatically for files like this from now on.

Settings can be changed using the Applications tab in Firefox's Options.

| [ cancel

i [ ok

CAUTION: If you click the checkbox for “Do this
automatically for files like this from now on”, then
this decision window will be bypassed the next time you
export data. To undo the setting, changes will have to be
made in your browser’s settings.

[ 14
Opening fnd_gfm_3104726.tsv ]

You have chosen to open
fnd_gfm_3104726.tsv

which is a: tsv File (-1 bytes)
from: http://daffy2.siu.edu:8018

What should Firefox do with this file?

® Open with | Microsoft Excel -

@ Save File

Do this automatically for files like this from now on.

Settings can be changed using the Applications tab in Firefox's Options.

-[ oK

| [ cancel
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e The screenshot on the right shows a file that opened
in Notepad; the data cannot be manipulated.

e This is what will happen if your PC is not configured
to open .tsv files in Excel.

e To open the saved file in Microsoft Excel, first open
Excel on your PC.

o  (Click the File menu and select Open.
—  The Open dialogue window, as shown on the
right, appears.

¢ Navigate to the location on your PC where the saved
file resides e.g., Desktop.

o  The File Type will default to All Excel Files. Change
this setting to All Files.

e Then locate and select the .tsv file in the list.

e  Because the document is not in spreadsheet format,
a Text Import Wizard opens.

o  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 one is to choose the Data Type.
—  Select Delimited.

e  Click the Next> button.

& Reportin

Format View Help
Account Currenc P
2030100.23515. 200100. 00000. 00000.16.11201 .
2030100.23515.200100.00000. 00000.16.11213.
2030100.23515.200100. 00000. 00000. 16.11201 . 47
2030100.23515.200100. 00000. 00000.16.11201 .
203010023515 200100. 00000. 00000.16.11201
2030100.23515. .11201.
2030100.23515. .11201.
2030100.23515.
2030100023515

11201
-11201

2I32e334398

33333333333333333333333
Z 2

2030100.23515. g B 116.11201

.23515. 5 . .16.11201.
.23515.200100. , .16.11201.
.23515. 21 i ¥ .16.11201.47
.23515. % 2 .16.11201.
.23515. B ) .16.11201.
.23515. A E .16.11201.
.23515. % £ .16.11201.
.23515. 2 A .16.11201.
.23515. % . .16.11201.
.23515. 5 ¥ .16.11201.
.23515. 5 5 .16.11201.
00.23515. . B .16.11201.
.23515. 00. 0¢ . .16.11201.
.23515. . . .16.11201.
.23515. . . .16.11201.
. 235 s B . 201.
00. 235 201.
. 235 213.
. 201.
201.
2030100. 2 B . . .16.11201.
2030100.2 . .16.11201.
2030100 . .16.11201.

et

Pagetayout  Formuas

iz el m B o Generd
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-84759254.34
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ccocccccces cocc0n0 000

1 e
[Elopen o S S .

e ®
() R » Computer » 05(C) » Users » SWE50322016CD » Deskiop

| Oganizer  Newtolder

. Perflogs B
1. Program Files

fnd_gtm_310472615v

%) R12.50_ExpDatadocx

J.. Program Files (x86)

). ProgramData
). Temp
J. TrueDelete
I Users
). Defauit
| McAfeeMVSUser
1. Public
L. SIE50-1-CD
). SIU850322016
4 SI850322016CD
). AppData
I Desktop
J+ Downloads
L Favorites

File name:

Tools

XS xism* sty lam;
At htmi mht: bt

(pmitiettos)
Al Data Sources (*.odc*.ud* dsrv'.mdby|
\Access Databases (*mab;* mae:* accdb?
Query Files (*Jqy* day:*.0qy*ay)
(aBase Files (*dbf)
Microsoft Excel 4.0 Macros (*m*xia)
Microsoft Excel 4.0 Workbooks (*xiw)
Worksheets (*xisx* s xisbi*is)
Workspaces (*xiw)

Templates (*xtbctxitm;*xit)
\AddIns (*lame*xia D)

Toolbars (*xib)

SYLK Files (*slK)

Data Interchange Format (*dif)
Backup Files (*k* bak)
‘OpenDocument Spreadsheet (*.ods)

{ +
a8 0 @l 100%

| |

—
Text Import Wizard - Step 1 0f 3 |0

The Text Wizard has determined that your data is Delimited.
T this is correct, choose Next, or choose the data type that best describes your data.
Original data type
hoose the file type that best describes your data:
# Defimited] - Characters such as commas or tabs separate each field.

() Foxed width - Fields are aligned in columns with spaces between each field.

Start import at rour: | 1 < Fileorigini | 437 : OEM United States

Preview of file C:\Users\SIU850322016.CD\Desktop\fnd_gfm_3104726.tsv.

1 PeriodAccountCurrencyPTDPTD Converted

4

|2/hug-112030100.23515.200100.00000.00000. 16. 11201 . BCSH, 00, ¥¥. 00,
Rug-112030100.23515.200100.00000.00000.16.11213 . BCSH. 00, ¥¥.00.
g-112030100. 23515 . 200100. 00000 . 00000 . 16.11201. 4792.00. YY. 00 .
Pug-112030100.23515.200100.00000.00000.16.11201. 4101.00. ¥¥. 00
6Buo-112030100.23515.200100. 00000.00000. 16. 11201 . 4808 . 00. ¥¥. 00

— e ] e ]

0000USDO
0000USDO
0000USDO
0000USDO
0000USDO

»
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Unit 3: FO/Delegate Inquiry & Reporting
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Step two asks you how you want your data to
appear.
—  Select Tab,

Click the Next> button.

Step three allows you to select the data format.
—  Select General.

Click the Finish button.

The account information displays in Microsoft Excel.

You can now use the Excel formatting features to
make the data legible.

Save or Print the file, as desired.
—  If you save the file, we suggest you rename the
file to identify the contents.

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

Text Import Wizard - Step 2 of 3

Delimiters

[ semicolon [] Treat consecutive delimiters as one
[ comma

Text gualifier: " El
[T space
["] other:
Data preview

eriod Becouns rrency [PTD -
ug-11 P030100.23515.200100.00000.00000.16.11201 . BCSH.00.¥¥.00.0000 [ISD
ug-11 P030100.23515.200100.00000.00000.16.11213 . BCSH.00.Y¥.00.0000 [ISD
ug-11 [p030100.23515.200100.00000.00000.16.11201.4792.00.YY.00.0000 [ISD
wg-11 P030100.23515.200100.00000.00000,16,11201,4101.00,¥¥. 00,0000 [ISD
uo-11 B030100.23815.200100.00000.00000.16.11201 . 4808.00.Y¥.00.0000 SD 4
4 I ] »
Cancel < Back T Net> | Finish

o |

Text Import Wizard - Step 3 of 3

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

Column data format

‘General’ converts numeric values to numbers, date values to dates, and all remaining

values to text.

(7 Do not import column (skip)

Data previewr

neral 1
Eurrency prp

.23515.200100.00000.00000.16.11201 . BCSH.00.YY.00.0000 PSD

.23515.200100.00000.00000.16.11213 . BCSH.00.¥Y.00.0000 PSD

.23515.200100.00000.00000.16.11201.4792.00.YY.00.0000 PSD

.23515.200100.00000.00000.16.11201.4101.00.YY.00,0000 [SD
vy,

.23515.200100.00000.00000. 16.11201. 4808.00.¥¥.00.0000 bSD
n | »

fnd_gfm 3104726it5v - Microsoft Excel

sen  pagelwal | Fomuss Dt Redew  View
= b cun W ke =alge. 5 Econssonaroming G- - gy an
P 5 Format s Table -
E . B LB DX A-EERFE @ = celisyes
"] 010~
AL - £ period 5
B c D E F G H 1 3 L Vo
1 pccount  Currency PTD PTD Converted
2 Aug 2030100.2USD 0
3 11-Aug 2030100.2UD o
4 11-Aug 2030100.2USD o
5 1l-Aug 2030100.2USD 0
6 11-Aug 2030100.2USD 0
7 11-Aug 2030100.2UD 0
8 11-Aug 2030100.2U5D o
9 11-Aug 2030100.2USD 0
10 11-Aug 2030100.2USD -8.56+07
11 11-Aug 2030100.2USD 0
12 11-Aug 2030100.2USD o
13 11-Aug 2030100.2U5D o
14 11-Aug 2030100.2USD -590
15 11-Aug 2030100.2USD 0
16 11-Aug 2030100.2USD 0
17 11-Aug 2030100.2U5D 0
18 11-Aug 2030100.2UD o
19 11-Aug 2030100.2USD o
20 11-Aug 2030100.2USD o
31 11-Aug 2030100.2USD 0
22 11-Aug 2030100.2USD 0 L
4 < » | fd_gim 3104726 /13 04 » ]l
Reaty | T WD W wos (= o
-
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