Downloading PeopleSoft Tables into

Excel

HCM 8.9 provides a feature on several pages enabling the user to download a displayed

table into an excel file.

1) When the table download feature is
available, a grid icon is displayed.

2) Clicking on this icon will launch a new
browser window with the downloaded
information in an excel format.

Note: If a second browser window does not
launch or appears and then quickly

disappears:
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e When using Windows Internet
Explorer, you may also need to set
the security setting to allow

downloads:

Select Tools > Internet Options
from your browser menu.
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b) Select the Security Tab, then click
the [ Custom Level... | button.

c) Scroll down the options until you
reach the Downloads area.

d) Select the Enable button for the
Automatic prompting for file
downloads setting.

e) Click [oK].

f) When prompted to change the
security settings, click [Yes].
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g) Click in the Internet Options
window.

h) Try clicking on the download icon
again.

i) A second browser window will

open. Click if you would

like to save the file for later

viewing, or for immediate

viewing.
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If you have problems with this feature, contact the ITS Service Desk at 756-7000.




