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Using Excel with PeopleSoft

Previously we had two demonstrations on “Excel Worksheet Basics” and
“Using Excel as a Database” to help you prepare for the upcoming
PeopleSoft System. We will explore how Excel relates to PeopleSoft.
There are two file formats that can be used to download data (Excel
Spreadsheet and CSV Text file). We will go through the portal in
PeopleSoft to run a query in the Query Manager for the Student
Administration Module. This will create a data file that can be used in Excel.
A few terms were mentioned that you may or may not be familiar with —
portal, query, Query Manager, and CSV Text file format, let's define them.

A portal is basically the entrance that will allow students, staff, and faculty
self service access to various "role related" information to view or
manipulate in PeopleSoft.

A query is a means of retrieving, viewing, and analyzing data from a
database. The Query Manager is a tool in PeopleSoft that you will use to
run the queries. Keep in mind that these queries have been written by the
developers for you to use and not necessarily everyone will have access to
the Query Manager.

A CSV (Comma Separated Variables) Text file is a comma delimited file
which is a database exported into a format where each field is indicated by
a comma. Where necessary (e.g., if the field has a comma in it) the field
will also be quoted. This file type is often associated with Microsoft Excel
as this is one of the standard ways to transfer data into and out of a
spreadsheet.
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The CampusConnection portal will provide a secure and convenient access to your personal and campus
infarmation. It isn't all here yet, but great features will continue to be added in coming months. Once you
create a Userid and Password, you can return anytime to continue wark on your application, check your
application status, or update your bio/dema infarmation.

Two pilot campuses have begun use of the new paortal - Walley City State University and Mayville State
University. If you would like to request information frorm or apply online to either of these institutions, follow
the simple instructions provided below. Enjoy the new real-time access to your campus information.

First Time Users
Request Information

1. Click on Request Information

2. Complete and submit User Registration

3. Create a User Profile and select a Userid and Password
4. Continue anto Campus Access and R Infon

Apply for Admission

1. Click on Apply for Admission

2. Complete and submit User Registration

3. Create a User Profile and select a Userid and Password
4. Continue onto Campus Access and Apply for Admission.
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1. Enter Userid and Password in Signon Box

2. Click Sign In
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The Query Manager screen will come up for you to search for an existing
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A list of queries is listed. The Class Description query is selected by
clicking on the Run hyperlink.
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Notice the screen view and data after running the query. The top of the
screen has the title of the query followed by “Download results in: Excel
Spreadsheet CSV Text File” and the data.
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Notice the file
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You can work in this view to make
any changes to the spreadsheet just
as if you were using the Excel
application. For example, if you are

used to seeing the gridlines

in your

spreadsheets, go to Tools, Options,

View and check Gridlines.
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an html document.

You can also rename this particular
worksheet to “Class Description” by either
double clicking on sheet tab then typing in
the new name or by right clicking on the
tab to get a menu and select rename.

To save this spreadsheet Click File, Save
As, make sure you change the file type to
Microsoft Excel otherwise it will save it as




If you select the CSV Text File, you will also get the File Download Dialog
box. Click open and notice your screen. You are in the Excel application
S0 you can make any changes that you like to it. For example, you can use
AutoFit to increase columns width, format the column labels, and rename
the worksheet.
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