Financials Support Services @ Finance & Accounting

UCF

Financials

ADDY NOTES

Excel 2013 Macro Installation Instructions

This Addy Note explains how to download and install the Excel Macro in order to be able to drill
down to details on an UCF Financials nVision report. The Excel Macro is a mandatory
installation to be able to drill down, and is not optional.

e You will only need to complete this installation once.

e For questions or concerns, please contact the Financials Support Services Help Desk at
(407) 823-5117, option 6.

Step | Action

1. | Navigate to the UCF Financials website and scroll over the Helpful Resources tab.
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http://www.financials.ucf.edu/
http://www.financials.ucf.edu/Helpful_Resources/Helpful_Resources.cfm
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2. | Select Reporting from the drop-down menu.
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3. | Right click the DrillToPIA.xla file.

+ Use the below Excel macro file to drill down to details on an UCF Financials nVision report and
e Addy Note for the installation of the Excel macro.

* DrillToPlA.xla
* Excel 2013 Macro Installation Instructions (Addy Note)
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4. | Click “Save target as”.
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+ Excel 2013 Macro Installation Instructions {Addy Nc
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5. | Change the file extension to “.xla” instead of “.xIs”.

Note: If “.xIs” does not display, simply add “.xla” at the end of the filename.
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File name: DrIIITnPI.A.xIa’ -

Save as type: [Microsof't Excel 97-2003 Worksheet ']

“ Hide Folders Save ] ’ Cancel ]

Click Save.

6. | Open Excel 2013.
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7. | Click File > Options.
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8. Select Add-Ins.

Excel Options l B |

General . . .
m General options for working with Excel.
Formulas -
Proofing User Interface options
Save Show Mini Toolbar on selection '
Language Show Quick Analysis options on selection
. Enable Live Preview (i
Advanced

ScreenTip style: | Show feature descriptions in ScreenTips El
Customize Ribben

Quick Access Toolbar When creating new workbooks

Use this as the default font: | Body Font Izl

Trust Cern Font size: 11 IZ|
Default view for new sheets: | Normal View IZ‘
Include this many sheets: 1 =
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9. | Select Excel Add-ins from the dropdown list, then click Go.

Excel Options

General

Formulas

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
([ Add-lns

Trust Center

D View and manage Microsoft Office Add-ins.

Add-ins

Name Location Type

Active Application Add-ins

Document Related Add-ins

Mo Document

Disabled Application Add-ins
Mo Disabled Application Add-ins

Acrobat PDFMaker Office COM Addin CloMaken Office'xb4\PDFMOfficeAddin.dll  COM Add-in
Inactive Application Add-ins

Analysis ToolPak Chfficel S\Libraryt Analysis\ANALYS32.XLL  Excel Add-in
Analysis ToolPak - VBA Ch..celS\Libran®\Analysis\ATPVBAEN XLAM  Excel Add-in

Date (XML) Ch...Microsoft Shared\Smart Tag\MOFL.DLL  Action

Euro Currency Tools Chfice\Officel 3\Library\ EUROTOOLXLAM  Excel Add-in
Inquire C\...s0ft Office’\ Officel \DCP\NativeShim.dil - COM Add-in
Microsoft Actions Pane 3 XML Expansion Pack
Power View Gl Add-in\AdHocReportingExcelClient.dll  COM Add-in

Solver Add-in C\...Officel S\Library, SOLVER\SOLVER XLAM  Excel Add-in

Add-in: Acrobat PDFMaker Office COM Addin
Publisher: Adobe Systems, Incorporated
Compatibility: No compatibility information available

Location: C:\Program Files (x86)\Adobe\Acrobat 11.0N\PDFMaker\ Office\x64\PDFMOfficeAddin.dll
Description:  Acrobat PDFMaker Office COM Addin
Manage: |Excel Add-ins lz‘
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Click Browse.
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Add-Ins available:
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Select the location of the file you saved. In this example, we saved the file to the
desktop. Click the file, and then click OK.
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OK.

12. | You will now see DrillToPIA as an available Add-In. With the box selected, click

r

Add-Ins

Add-Ins available:

:ﬁnalysis ToolPak -
"] Analysis ToolPak - VBA

| DrillToPLA

ro Currency Tools

lver Add-in

Drill ToFTA

Cancel

Erowse...

Automation...

This completes the macro installation process.
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