Process Document
Downloading Queries to Excel and CSV Files

Downloading Queries to Excel and CSV Files

Concept

When you run a query from Query Manager or Query Viewer, the results display in a new
browser window. From there, you can download Query results to an Excel spreadsheet, or to a
CSV text file. Then, you can use the features of Excel and CSV format filesto format,
summarize, and transfer data.

In thistopic, you will download the DEGREES query results to an Excel spreadsheet, and then,
you will save the results to your desktop asa CSV file.
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Procedure

- 2-REA BB ES

DEGREES- General info about degrees.

Daowinload results in©  Excel Spreadshest CSvTextFile {3 kb)

n Degree Institution Career Degr Stat
1 AAQDZE BA PSUNY UGRD A
2 AAND34 BA PSUNY UGRD A
3 AD1012 Bs PSUNY UGRD A
4 Av0oo BA PSUNY UGRD A
& Av0o02 BA PBUNY UGRD A
B Av0o0z BA PSUNY UGRD A
7 AV0003 BFA PSUNY UGRD A
g AV0OD4 BA FSUNY UGRD A
q AV0005 BA PSUNY UGRD A
10 AVO00G BA PSUNY UGRD A
11 AVO00GR FHD PSUNY GRAD A
12 Av0007 BA PSUNY UGRD A
13 Av0oo7 FHD PSUNY GRAD A
14 AV0008 BA PBUNY UGRD A
15 Av0009 BA FSUNY UGRD A
18 Av0010 BFA PSUNY UGRD A
17 AvOO1 BFA PSUNY UGRD A
18 AV0012 BA PSUNY UGRD A
18 AV0013 BA PSUNY UGRD A
20 AV0014 BA PSUNY UGRD A
21 AV0014 hiA PBUNY GRAD A
22 AV0015 BA PSUNY UGRD A
23 AV0015 ELM PSUNY GRAD A

1-42 0142

Degree Confer Date
05/011398
01/04/2002
121151398
05/23/2001
05/23i2001
05/18/1899
05/18/1899
052312001
05/23/2001
127221399 b
12/30/1899
127221399
12/30/1899
05/23i2001
05/23/2001
05/23i2001
052312001
05/23/2001
052312001
12/22/1899
12/30/1 899
12/22/1899
12/30/1 899 -

Step

Action

downloading large result sets.
Click the Excel SpreadSheet link.

Excel SpreadSheet

The DEGREES query results are displayed in the browser window. Y ou have the
choice of downloading query resultsin an Excel spreadsheet or aCSV text file. Excel
2000 or later is preferred. For Excel 97, select the CSV Text Filelink for
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5 QRN AEABE S EEEE
DEGREES- General info about degrees.

Ed Microsoft Excel - http:/ /adnttp08.peoplesoft.com:8020/psc,/HCBAUPK: =1al=]

&) Fle Edit Wiew Insert Format Tools Data Window Help Acrobat ;Iglzl\

DR ERealo |z @3 2e(=-a-A- =
Downlo:

Al | =| General info about degrees
A B | o [ o ] E [ FF|
1 |General info ab 42
— 1-42 0f 42

2 | Degree  [institution [career |Degr Stat  [Degree Confer Dz
1 aar| 4 |man0zs BA FEUNY UGRD A /0101998
2 asl| & |apioiz BS PSUNY UGRD A 12 [ndr2002
3 AD TA\/OOEH BA FEUNY UGRD A 151998
4 | 7 avoooz BA PSUNY UGRD A 12312001
5 mi| 8 |avooos BA PSUNY UGRD A /23i2001
6 avi| 9 |avoooz BFA PSUNY UGRD A 161999
7 awt| 10 |avoood BA PSUNY UGRD A 11813599
8 ave| 11 |avooos BA FEUNY UGRD A 2312001
9 avt| a2 lavogos B PSUN 12312001
10 ayg bR sheets / 701 998 -
11 ave Resdy ] rFrr Zlrzon 990
12 AvODO7 BA PSUNY UGRD A 1272211998
13 Av0DO7 FHD PSUNY GRAD A 127301398
14 Avooog BA PSUNY UGRD A 05/23/2001
15 AvDDDG BA PSUNY UGRD A 0572312001
18 AvOD10 BFA PSUNY UGRD A 05/23/2001
17 Avoo11 BFA PSUNY UGRD A 0572312001
18 A¥0012 BA PEUNY UGRD A 052312001
18 AvOD13 BA PSUNY UGRD A 05/2312001
20 A0014 BA PEUNY UGRD A 127221399
21 AVOD14 MA PSUNY GRAD A 12/301998
22 AVOD1G BA PSUNY UGRD A 127221098
7 AN A FI h Pal N RRAN L) 172N gaq -

Step Action

2 The results of the query are now displayed in an Excel spreadsheet. Y ou can save this
spreadsheet as afile on your local hard drive by choosing File, Save.
Click the Close button.
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2 QRN AEABE 5 EEEE
DEGREES- General info about degrees.

Dowinload results in . Excel Spreadsheet csvTewFie (3 kb)

1-42 07142
0] Degree Institution [ Degr Stat Degree Confer Date

1 AADDZE BA PSUNY UGRD A 05/01/1898

2 AADD34 BA PSUNY UGRD A 01/04/2002

3 AD1012 BS PSUNY UGRD A 12/15/1898

4 AVO001 BA PSUNY UGRD A 05/23i2001

5 AVO00Z BA PSUNY UGRD A 05/23/2001

6 AVD00Z BA PSUNY UGRD A 05/18/1899

7 AVODDZ BFA PSUNY UGRD A 05/18/1899

8 AVODD BA PSUNY UGRD A 05/23/2001

9 AVD005 BA PSUNY UGRD A 05/23i2001

10 AVODOB BA PSUNY UGRD A 12/22/1899 b
11 AVDDOG FHD PSUNY GRAD A 12/3001899

12 AVDDOT BA PSUNY UGRD A 12/22/1899

13 AVDDOT PHD PSUNY GRAD A 12/30/1 899

14 AvODDE BA PSUNY UGRD A 05/23/2001

15 AVDDO0G BA PSUNY UGRD A 05/23i2001

16 AVOD10 BFA PSUNY UGRD A 052312001

17 AvOD11 BFA PSUNY UGRD A 05/23/2001

18 AVDD1Z BA PSUNY UGRD A 05/23i2001

19 AVOD13 BA PSUNY UGRD A 05/23/2001

20 AVDD14 BA PSUNY UGRD A 12/221899

21 AVOD14 WA PSUNY GRAD A 12/30/1899

22 AVDD1S BA PSUNY UGRD A 12/22/1899

23 AVOD15 ELM PSUNY GRAD A 12/30/1899 -

Step Action

3 Y ou downloaded the query resultsin an Excel file.

Now, save the results to your desktop asa CSV text file.
Click the CSV Text Filelink.

C 5 Texd File

Page 4 Last changed on: 5/16/2008 2:45 PM




Process Document
Downloading Queries to Excel and CSV Files

- 2 -QREAREY B

g

DEGREES- General info about degrees.

Dowinload results in . Excel Spreadsheet csvTewFie (3 kb)

File Download 3

[ Degree ;
BA

£

Some files can haim your computer, |f the (il information below
laoks suspiciaus, or yau da not full trust the source, da nat apen or
sawe this fle

1-42 0742

Degree Confer Date

1 AAOD2E i
2 AAOD3E BA File name: DEGREES.csv 5
3 aDi0i2 BS File type:  Miciosoft Excel Comma Separated Values File g
4 Av0001 BA From: adnitp02. peoplesoft.com 1
5 AvODOZ BA 1
6 AVODO3 BA ]
; izgggi :;“ Would you likce to apen the il ar save it to paur computer? ?
EERETEE e Open | [ Save | Concel Moo | by
R B ¥ | Always ask before openin this bipe of fie 4 ]
11 AYODOG PHD 9
12 AVODDF BA PSUNY UGRD A 1212311999
13 AvODO7 PHD PSUNY GRAD A 121301899
14 AVODOB BA PSUNY UGRD A 08232001
15 AvODDE BA PSUNY UGRD A 052312001
16 AVOD1D BFA PEUNY UGRD A 08232001
17 avooi BFA PSUNY UGRD A D&(2372001
18 AYODIZ BA PSUNY UGRD A 082312001
18 AvOD13 BA PSUNY UGRD A 082372001
20 AVOD14 BA PSUNY UGRD A 121221899
21 mvooie WA PSUNY GRAD A 121301 899
22 AYODIG BA PSUNY UGRD A 1212211899
23 AVOD1S ELM PSUNY GRAD A 121301 999 =
Step Action

Click the Save button.

Save

The File Download window provides you the option of opening the file or saving it to
disk. Choose the Save option.
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e ORI P NS & - |
DEGREES- General info about degrees.
Dowinload results in . Excel Spreadsheet csvTewFie (3 kb)
File Download ;|g|5|| PP
D Degree
7 T & 5 Savein: | (] Deskiop | = e ek ER-
z AANDZ4 BA F “3My Documents
3 AD1012 BS P My Computer
4 Avaom BA P i My Network Places
5 V0002 BA P AWES Complete Web Players
& AVO0D3 BA P
7 AV0D03 BFA P
8 Av0004 BA P
9 AVOD0S BA P
10 AvODDG BA P b
11 AVODDG PHD i
12 AvODO7 BA
LT PHD File name: =l Save |
14 Avooog BA
15 AvoODa BA Save as ype: Microsoft Excel Comma Separated Valies File | Cancsl
18 AvOD10 BFA PEoTT e IO |
17 Avoo11 BFA PSUNY UGRD A 0572312001
18 AVDD12 BA PSUNY UGRD A 05/23/2001
18 AvOD13 BA PSUNY UGRD A 05/2312001
20 AVDD14 BA PSUNY UGRD A 12/221399
21 AVOD14 MA PSUNY GRAD A 12/301998
22 AVOD1G BA PSUNY UGRD A 127221098
7 AN A FI h Pal N RRAN L) 172N gaq -
Step Action

Click the Open button.

Save
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+ 2 QREAAED B ERS

DEGREES- General info about degrees.

1 AANDZE
2 AADD34
3 AD1012
4 Av00m
i Av000z
] AV0003
7 Av0003
8 Av0004
a AV0005
10 AVO00G
11 AV0006
12 Av0007
13 Av0007
14 Avooog
15 Av0009
18 AVDD10
17 Av0011
18 AV0012
19 AV0013
20 AV0014
21 AV0014
22 AVO016

21 LI

Degree

BA
BA
BS
BA
BA
BA
BFA
BA
BA
BA
FHD
BA

BA
BA
BFA
BFA
BA
BA
BA
A
BA
FI h

Dowinload results in . Excel Spreadsheet csvTewFie (3 kb)

Download complete

19

=4  Download Complete

=101

P
P Saved

P DEGREES.csw fram achtplE peoplesoit cam 98
 NINEERENERNNRNRERNRRNNNNNNNRNRERENEESEEEEEE |

Dowrloadsdt 187 KB in T sses

P Downloadte:  C:ADocuments and Set.. \DEGREES.cov oot
P Tinstersts 147KB/Ges el
F " Close this dialog box when download completss 959
P on1
P Open Open Foider | [ Close | |01
P et
PELNY BRAD A 127301899
PELINY UGRD A 1212211889
PEUNY BRAD “ 12301399
PELINY UGRD ” 08/2902001
PLINY UGRD A 1512302001
PELINY UGRD A 08723001
PELINY UGRD A N£/23r2001
PELNY UGRD A 082362001
PELINY UGRD A N£/23r2001
PELNY UGRD A 131221899
PELINY BRAD A 12301889
PELINY UGRD “ 1212201689
Pal N RRAN L) 172N gaq

1-42 0742

Degree Confer Date

Step Action

6. Y ou are notified that the download is complete. Close the File Download window to

Cloze

return to PeopleSoft.
Click the Close button.

7 In summary, you can download query results from the browser window to an Excel

spreadsheet, or to aCSV text file.
End of Procedure.

Last changed on: 5/16/2008 2:45 PM

Page 7




