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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. 
 
 
 
 
 
 
 



ConnectND Portal 
 

 
 
 
 
Select from the Enterprise Menu: 
People Tools-Student Admin, Q
Manager 
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The Query Manager screen will come up for you to search for an existing 
Query.  
 

 



A list of queries is listed. The Class Description query is selected by 
clicking on the Run hyperlink. 
 

 
 
 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.   
 

 
 
At this point you have several options, view 
the data in PeopleSoft or download the data 
using the Excel Spreadsheet or CSV Text file. 
If you click on the Excel Spreadsheet link, the 
File Download dialog box will appear. Select 
Open to view the file. 



Notice the file 
opened in the 
browser not in the 
Excel application 
but if you look at t
screen closely, you 
can see some 
familiarity to Excel 
such as the Menu 
Bar, Name Box, 
Formula bar, Rows, 
Columns, and 
Sheet Tabs.   
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an html document. 

e 

 
 
 
 
  
 
 
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.  
 

 
 
 
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 

e 
box. Click open and notice your screen.   You are in the Excel application 
so you can make any changes that you like to it.  For example, you can us
AutoFit to increase columns width, format the column labels, and rename 
the worksheet. 
 

 
 

hen you save 
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make sure you 
change the file 
type to Microsof
Excel. 
 


