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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.  

• You will only need to complete this installation once. 

• 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. 
 

 
 

http://www.financials.ucf.edu/
http://www.financials.ucf.edu/Helpful_Resources/Helpful_Resources.cfm
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Step Action 

2.  Select Reporting from the drop-down menu.  
 
 
 
 
 
 
 
 
 
 

 

3.  Right click the DrillToPIA.xla file. 
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Step Action 

4.  Click “Save target as”. 
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Step Action 

5.  Change the file extension to “.xla” instead of “.xls”.  
 
Note: If “.xls” does not display, simply add “.xla” at the end of the filename.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click Save. 

6.  Open Excel 2013. 
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Step Action 

7.  Click File > Options. 
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Step Action 

8.  Select Add-Ins. 
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Step Action 

9.  Select Excel Add-ins from the dropdown list, then click Go.  
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Step Action 

10.  Click Browse. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

11.  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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Step Action 

12.  You will now see DrillToPIA as an available Add-In. With the box selected, click 
OK. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This completes the macro installation process. 

 


