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DESCRIPTION Excel Settings for Query in PeopleSoft version 8.4

These instructions demonstrate how to change your Excel setting that determines whether
or not the Excel window opens up inside the current internet explorer window or it opens up
in a new window of its own.

It is recommended that this setting be changed for PeopleSoft 8.4 users who will be
running query results to Excel spreadsheets and are interested in saving them to a local

file.
INSTRUCTIONS Double click on the My Computer icon located on your desktop.
STEP 1
My Compuketr
STEP 2 On the menu bar, select Tools then Folder Options...
& My Computer
File Edit View Favorites | Tools Help
mEBack - = - | @59 Map Metwork Drive. .. Fs) | E-
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STEP 3 The Folder Options window appears. Select the File Types folder tab.

e

General | view{] File Tupes | Oiphe Files |

Active Dezkiop

"~ Enable ‘Web content on my desktop

& lze Windows classic deshkion

—'weh View
% & Enable Web content in folders

 Use Windows classic folders

— Browse Folders

ey ' (pen each folder in the zame window
ﬁ " Open each folder in itz own windows

— Click itemz az follows

ﬁ " Single-click to open an itemn [paint to select]
\ {+ | Underline icomn titles consistent with my browser
| Underline icon titles anly when | paint at e
f+" Double-click to open an item [single-click to select]

Restore Defaults |
(u].4 I Cancel | Loy |

STEP 4 A listing of Registered file types appears. Scroll down the list to Extension XLS, File
Types Microsoft Excel Worksheet. Highlight the row. Click on the Advanced button
in the lower right portion of the window.

General | Wiew  File Tupes | Oifine Files

Tt T

Reqistered file types:

EHtensionsl File Types |:|
><LD Microgsoft Excel 5.0 DialogSheet
@XLK Microzoft Office Excel Backup File
@.- HLL Microzoft Office Excel ©LL Add-ln
& #LM Microsoft Excel 4.0 Macro

B s SH... -
[E A =1 F%CFE 1 hd T hdl FII E LI

Mew I Delete

— Detailz far #LS" extension

Opens with: @ Microzaft Office Excel Change... |

Files with extenzion »<LS" are of twpe Microzoft Excel Workshest'
To change zettings that affect all ‘Microzoft Escel worksheet' files,

click Advanced.
{ Advanced i :

ak. I Cancel I e 1] I

| STEP 5 | The Edit File Type window appears. Click on the Browse in same window box to
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unselect the option.

W Edit File Type : i

: @ Microsoft Excel Worksheet Change Icon... |
+ Ackions:
j| | Mew. .,
: pen
< popenAsheadCnly Edit... |
: rink

. Remove |

rinkko

Set Default |

¥ Confirm open after download

[~ always show extension

£
wse in same window
| (9] 4 I Cancel

STEP 6 Once you have removed the check from the Browse in same window box, click the
OK button.

@ I Microsaft Excel Wiorksheet Zhange Icon, ..
actions:
b Mew,.,
pen
pendsfeadonly Edit...
rink
. Remove
rinkko
Set Default

v Canfirm open after download

( Ik, P Zancel

[~ Always show extension

@wse in same window
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STEP 7 Close the Folder Options window.

General | View  File Tupes | Offiine Files i

Regiztered file types:

E stenzions | Filz Types |;|
><LD Microzoft Excel 5.0 DialogShest
@XLK Microzoft Office Excel Backup File
';E_\ #LL Microgoft Office Excel ©LL Add-ln
& LM Microzoft Excel 4.0 Macro
@XLS Microgoft Excel Worksheet

Eh=1SH. . Miciosoft Office Excel HTML Document Ly
[E ke =T | E%TFEl hdHThdl FII E LI

Mew I Delete

— Detailz for =L5"' extenzion

Opens with: L:‘E Microzoft Office Ewcel Change. .. |

Filez with extenzion =LS" are of tupe Microzoft Excel \Workzheet',
To change settings that affect all 'Microzoft Escel Worksheet' files,
click Advanced.

‘( Close ) Cancel | Lpply I

EXPECTED RESULTS User has successfully changed the Excel setting.
(attach copies of supporting
reports or panel shots, if
desired
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