Instructions for Setting up your Computer for nVision Drilldown

In order to be able to run the drilldown functionality within PantherSoft, you will
need to setup the Microsoft Excel on your computer. The instructions below will instruct you on how
to perform this simple setup.

Note: You must first run an nVision report and then save the report to your computer. The
Drilldown function can only be used with an nVision Report.

1. Open Internet Explorer and navigate to panthersoft.fiu.edu. Then click on Faculty/Staff
Training.

/2 FIU: PantherSoft | Home - University Technology Services - Windows Internet Explorer -1&]

@: ~ [&] httpijipanthersoft fiu.eduf =142l x| fuive search »

File Edit View Favorites Tools Help
Links & PSDatabase ¥ Remedy 4 PSInfopage J3JPSTracks @ FIUHome £  PantherSoft Home ¢ |FIUDirectory g FlUmail g Call Center Directory 4 Forms g | ADP TimeSaver FIJ osra

%0 - B - f= v |=bPage ~ (O Tools -

9% ¢ 2| FIU: PantherSoft | Home - University Technology Ser...

FLORIDA B
FI“ INTERNATIONAL - Panther
UNIVERSITY

FIU: University Technology Services - Information
STUDENTS CONTACT US
QUICK LINKS

HO{Technology
Log In

Panther ID Look Up

Faculty/Staff Access Request

Faculty/Staff Training

Stude® oToTTals
A

Financials System 9.0 5
FIU has upgraded its Financials System to version 9.0 Contact Us

News / Events

™ Einancial System Freeze,
07/01/09 -07/12/09
June 26, 2009
Mobile Application
February 21, 2009

- ™ Academic Redesign
MY.FIU.EDU SYSTEM MAINTENANCE Februmry 16,2009
DOWNTIME ™ Financial Upgrade

February 01, 2009

ur stud

FIU Home = FIU Phonebook = Division of IT = CIARA = ITSO » PantherSoft =+ CE6/WebCT UTS)))

[pone [T T [N3tocalintranet [®100% ~
E'Startl =1 @ > @ htp:jfpanthersoft.fiu.e... l@ FIU: PantherSoft | Ho... ] Instructions for Setting uI <« 12:35P



2. Click on Downloads.
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3. Click on Drilldown Add-In Files.
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4. After clicking on Drilldown a pop-up window will appear asking if you wish to open or save file.
Click save file and save it to your desktop.
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5. Click on Enable Macros.
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6. Open Microsoft Excel 2007. Click on the Excel Office Button top left corner.
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7. Click on Excel options button on the bottom right of menu.
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8a. Click on Add-Ins on left side of Excel Options menu.

8b. Make sure that “Manage: Excel Add-Ins” is populated in the bottom of menu box.
8c. Click Go.

|'.fn'.'! H ) - (o
i

a1

Home Insert Fage Layout Formulas Data Review View Add-Ins
| AL - £
A C D E G H | K L M N 0 P
]
2
3
4 Excel Dptions 2=l
3 —
Popular a—] . . . .
6 P 3 View and manage Microsoft Office add-ins.
7 Farmulas
8 Add-i
Proofing ins
9
10 Save Mame | Location Type -
1 d q Active Application Add-ins
vance DrillToPLA C\.nd Settings\gimaint\Desktop\DrillTaPlAXIs  Excel Add-in
12
13 Custamize Inactive Application Add-ins
14 8a —p | [l Add-Ins 4 Analysis ToolPak Chfiee\Officel 2\Librany\Analysis\ANALYS32 XLL - Excel Add-in
Analysis ToolPak - VBA 0 \Officel 2\Librany Analysis\ ATPVBAEN. XLAM  Excel Add-in
15 Trust Center Conditional Sum Wizard Chrosoft Office\Officel 2\Librar\ SUMIF.XLAM  Excel Add-in
16 Custom XML Data Chiles\Microsoft Office\Officel Z0FFRHD.DLL - Document Inspector
17 Resources Date [Smart tag lists) Chniles\Microsoft Shared\Smart Tag\MOFLDLL ~ Smart Tag
Eura Currency Tools Cft Office)\Officel 2\Libran® EUROTOOLXLAM  Excel Add-in
13 Financial Symbaol (Smart tag lists) Chiles\Microsoft Shared\Smart Tag\MOFLDLL  Smart Tag
19 Headers and Footers Chniles\Microsoft Office\Officel Z0FFRHD.DLL  Document Inspector
20 Hidden Raws and Columns Chiles\Microsoft Office\Officel Z0FFRHD.DLL - Document Inspector
Hidden Worksheets Chiles\Microsoft Office\Officel Z0FFRHD.DLL - Document Inspector
21 Internet Assistant VBA Ch.icrosoft Office’\Officel 2\Libran® HTML.XLAM  Excel Add-in
i Invisible Content Chiles\Microsoft Office\Officel Z0FFRHD.DLL - Document Inspector
2 Laokup Wizard Csoft Office'\ Officel 2\Libran LOOKUPR.XLAM  Excel Add-in
Person Name (Qutlook e-mail recipients) Ch.es\Microsoft Shared\Smart Tag\FNAMEDLL ~ Smart Tag
24 Solver Add-in C\ fiee\Officel 2\Libran\SOLVER\SOLVER.XKLAM  Excel Add-in
25
2 Do.fu“nj?n:ielated Add-lnf
27 o
28 Disabled Application Add-ins ﬂ
29 Add-in: DrillToPTA
30 Publisher:
Location: Ch\Documents and Settings\glmaint\Desktop\DrillToPLAxls
31
32 Description:
33
34
8b — Manage: |Excel Add-ins vl Go... |
35
36
OK I Cancel
37 or 4
38 o
39
40
41
42
43

M 4 b M| Sheetl /Sheet? Sheet3 ¥J

Ready

M’Startl é @) ? @ nttp:/ipanthersoft fiu.e... | 1] Li's Dill Down. doc - M. . ||[r§‘ Microsoft Excel - Bookl




9. Click browse.
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10.Change Files of type to “All Files (*.*)".
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11.Browse to the DrillToPIA.xls saved file.
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12.Select DrillIToPIA and click OK.
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13.The Add-Ins tab will now appear on the Quick Access Toolbar.
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14.Click on the Office button and select Open.
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15a. Select the saved nVision Report.
15b. Click on the Open button.
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Congratulations, you are ready to use nVision Drilldown!
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