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Webi Tips-n-Tricks

QZ How do | see what accounts | have access to?

A: Just log in, select the report you're curious about, and click the button.
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Q:  Howcanlseemy0-, 1-, 2-... accounts iff order?

A: Make sure the match type is set to ‘Like’, and enter the account number you want to see, with
an asterisk in place of the beginning number. For example, to see all the accounts for 12345,
put this into the index search area: *-12345 and click That will show you the accounts at
the bottom, in order. They will look something like this:

Account Number
0-12345
1-12345
2-12345
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How do I see all my 0- accounts?

Just use an asterisk in place of the trailing account number. For example, to see all your 0-
accounts type: 0-* and click That will show you all your 0- accounts.

How do I turn off pop-up blockers?

Firefox: Tools, Options, Content, then there is a box that you uncheck

Internet Explorer: Tools, Internet Options, Privacy, then there is a box that you uncheck

How do | know what version of Internet Explorer | am running?

At the top of the screen, click on Help, then on About Internet Explorer. A box will pop up and tell you

what version you have.

When | first try to use the system | get odd messages. What should | do?

Please use the following as your guide:

zl
The web site's certificate cannot be verified. Do you
want to continue?

MName: cmi4 bsu.edu

Publisher: cm04.bsu.edu

[ Blways trust conkent from this publisher i

T
l.\!/l The certificate cannot be wverifie a brusted source, Mare Infarmalion...
.

When you see them, please click onmm then on Yes (c&un) to ensure you don’t see the
message anymore.
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In Firefox, you may see the following screen when you log in:

Qi3 This Connection is Untrusted

v Al You have asked Firefox to connect securely to em04.bsu.edu:9443, but we can't confirm that your
connection is secure,

Mormally, when you try to connect securely, sites will present trusted identification to prove that you
are going to the right place. However, this site's identity can't be verified.

What Should I Do?

If you usually connect to this site without problems, this error could mean that someane is trying to
impersonate the site, and you shouldn't continue.

Get me out of here!

Technical Details

I Understand the Risks

If you understand what's going on, you can tell Firefox to start trusting this site's identification. Even
if you trust the site, this error could mean that someone is tampering with your

connection.

Don't add an exception unless you know there's & good reason why this site doesn't use trusted
identification.

Add Exception...

To fix that, click on the “I Understand the Risks link”, click on the Add Exception button, click on the Get

Certificate button, then click on the Confirm Security exception button.

Q: | tried to send a report to someone, but they weren’t able to open it up and view it. How do | fix

that?

A: What is happening is that the report gets to them with part of the name being .lin, which their

computer doesn’t understand. Here’'s how to get their computer to understand these files:

1) Tryto open the document. A box very similar to the following will come up.

windows 21|
J ‘Windows cannot open khis File;
File:  redo.xwe
To open this file, Windows needs to know what program created it, Windows
can go online to loak it up automatically, oF wou can manually select From a list of

prograns an Yaur compute,

What do vou want to do?

™ Lse the Web service to find the appropriate program

&+ Select the program from a list:

(o] 4 I Cancel
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2) Choose “Select the program from a list” and then click OK. The following screen will pop up:

openwith 21|
- ] Choose the program you want to use to open this file:

File:  redo.lin

~ Programs

dj Recommended Prograns: -~
_5 Motepad
-Jj Qkther Programs:;
= #dobe Acrobat 8.1
E Ebasic Shell For Windows 20000%Py2003
ﬁ EBRun For Windows 2000/%P/2003
,,3_ HostExplorer for Windows 2000/ %P/2003
[ 1emir) DB2(R)
,9 ImgBurn - The Ulkimate Image Burner!
;é Internet Explorer
E JavalTM) 2 Platform Standard Edition binary

=l
el paari- -

[ always use the selected pragram to open this kind of fils

Browse. .. |

IF the program you want is nok in the list or on your computer, wou can ook
for the appropriste program on the Web,

oK I Cancel |

3) Choose Notepad in the list, check the box and then click OK. From that point forward, their

computer will open those files up right away and display them in the Notepad viewer.

How do | bring the report data into an Excel sheet?

Follow these steps:

Open the report you wish to save and click the _
Copy Pages icon.

BALL STATE UNIVERSITY
WIDGETIAL RECORDS SYSTEM
‘0 DATE CASH DISEURSEMENT REGISTER THRU 01/31/0% - NAME SEQUENCE

THMEEER F.0. INVOICE BATCH HOLD GROES DIEC
FTION  NUMBEEE  REF DATE TC FLAG AMOTINT AMOTUNT
Z000001 111111 ABC1Z3 111 1,234.00
* CHECE 01-000001 TOTAL + 1,2534.00
Z00D00Z ZEZZ2ZE2 ABCE34 112 sa7.00
#* CHECE 01-00000Z TOTAL + Se7.00
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2) This will bring up the ‘Copy Document Pages to File’ dialog box. Here you have the option to
select All, Current page, or Select pages.

Copy Document Pages to File rz|
Filenarme: |Set‘lings‘ttpheIps‘tDesklup‘tTestduwnload|
Pages

[ Al Pages
Current Page
[] zelected Pages y Select..

3 01/31/09 - Mozilla Firefox =S

3) Click the ‘BROWSE’ button to select the
destination of the report you are about to
download and give it a name you can
remember with a .TXT extension and click
‘OK’. The copy pages dialog box will disappear || | & ] Rjaglalkelvli
once the download has completed.

(‘\j l https: ffcm04.bsu.edu: 2443 fwcviewingservices fisp/contentViewer  jsp?showl ayouts =true&desktopTheme = fwccommen 1_','__?

Viewer

ST E‘E|[L| b

mD

ATE RUN  01/31/09 BALL 3TATE UNIVERSITY
IME RN 21:00:07 WIDGETIAL RECORDS SYITEM

TEAR TO DATE CASH DISEURSEMENT REGISTER THRU 01/31/0% - N,
4) Import the teXt flle Into EXCQ' and Set the OUCHER ACCOUNT INVOICE HNUMEER P.0. INVOICE EATCH HOLD GROZS
ER NUMBER. AND DESCRIPTION NUMEER REF DATE TC FLAG AMOUNT

COIumnS 21111111111 ACME DEVICE CO.
0000001 1-23456-7890 123456 Z000001 111111 ARC123 111 1,234.00
* CHECK 01-000001 TOTAL + 1,234.00
NOTE: The actual instructions for doing this will
i i Z2222222222 ACME BIRDSEED CO.
vary depending on whether you are running PR SR e G n e e
. . <[] »
Office 2007 or Office 2003. These are the Page Lof 1 04 beeduro3 [}

instructions for Office 2007.

5) Open up a blank data sheet.
6) Click on the Data selection in the top ribbon:

— = ~ =] 3 .ﬂl;Ej!'Lﬁ' = Bookl - Microsoft Excel
) '
et el
- Home Insert Page Layout Formulas Data Review View Add-Ins Acrobat
Y Y L L L j gﬂ Connections || » & Clear = = = = [E]g’}'} B
e =9 e 8y [31% = 28 = O= = e
—[-":f —‘ —J —Ll —lj L 3 Properties l (;F!éappl,' S== o S L1
From From From From Other Existing Refresh . %l Sort Filter Y Text to Remove Data Consolidate What-If Group
Mccess Web  Text  Sources~ | Connections All» =2 Edit Links W7 Advanted || Columns Duplicates Validation ~ Analysis ¥ -
Get External Data Connections Sort & Filter Data Tools
a1 - (. £ |
A B 5 D E F G H I 1l K L M N 0
[
L]
2
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7) Click on From Text button (directly clicking on it avoids the popup you see in the example)
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Get External Data From Text

Import data from a text file.

ng.y Press F1 for more help.

eEL=EERE R S

8) Choose Navigate to the file you just created
9) Select it and click Import
10) Keep the default of Fixed Width

Text Import Wizard - Step 1 of 3
The Texk Wizard has determined that vour daka is Fixed Width,

If this is corvgct, choose Mext, or choose the data bype that best describes vour data.

riginal data type
Choose the file bype that best describes your data:
" DElimited - Characters such as commas or kabs separate each field.

e

- Fields are aligned in columns with spaces between each Field.

Skark impaort ak row: |1 E‘ File arigin:

| 437 1 OEM Urited States

Prewiew of file C:\Documents and Settingsichuite)Deskbop) Teskl bxt,

ip e

z

3 DATE BUN  0Ol/31709 BALL STATE TINIVE

4 [TTME BUN  Z1:00:07 WIDGETIAL RECOERDE

5 TEAR TO DATE CASH DISEURSEMENT REGISTEER TH|w

1 | 3
Cancel | = Back | Mext = I Finish

»

11) Click Next to bring up the screen below:
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Text Import Wizard - Step 2 of 3 2=l

This screen leks you set figld widths (column breaks),
Lings with arrows signify a column break,

To CREATE a break line, click at the desired position.
To DELETE a break line, double click on the line.,
To MOVE a break line, click and drag it.

rData previsw
10 20 30 40 =] &0 70
L 1 1 1 1 1 1 1 1 1 1 1 1 1

Fe

ATE RUN nls/21/09 BALL STATE TUNIVERS

IME RUM Fl:00:-07 WIDGETIAL CORpS SY
TEAR TO| DATE CASH DISBURSEMENT REGISTER THRU| w

1| | 3

Cancel | < Back |

Finish |

12) Set columns for the data to be brought in (you may need to scroll down past the headers - to do
this use the slider on the side) You can click on and drag the existing lines, double-click lines to
get rid of them, or single-cli
the columns up this way.

where a line should be to create one. Remember, you're setting

Text Import Wizard - Step 2 of 3 ed |
This screen lets wou set Field widths {column breaks),
Lines with arrows signify a column break.
To CREATE a break line, click at the desired position.
To DELETE a break line, double click on the line.
To MOWE a break line, click and drag it.
rDaka preview
: : LU e N S e o
S - S S l
rY
EEEELEEEEE| ACME EANDAGE CO.
goooos L-&7890-1234 00PS 111112345 Z000005% 555555 ABRCEGT 115
* | CHECE 01-000005 TOTAL * -
| | 3
Cancel | < Back

13) Click Next
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14) Determine what information actually gets brought over. To do this you will be choosing to
import or not to import the columns. The best thing to do here is to only grab the information
that is relevant so you don’t clutter your spreadsheet with things that aren’t needed. In the
example below, the account number and vendor number are being selected, but the column
that would contain the check number is being skipped. The default is to import the columns, so
if you’re not sure whether or not to bring in a column it will be done for you.

Text Import Wizard - Step 3 of 3 7] x|

This screen lets wou select each column and set the Data Format,

—Calumn data format
£ General
0 Text
" Date: [MDv -

% Do not import column {skiphi

‘zeneral’ converts numeric values ko numbers, date values ko dates, and all

remaining walues to bext,
advanced. .. |

~Data preview

L Conoral

<]

LLELEEEEEE ACME BAMDAGE CO.
ooooos 5-67330-1234 00F3 111112345

B CHECE 01-00

15) Click Finish.

16) It will then display a small pop-up box like: Just \RpEriCals ?X
click OK. Where do you want ko put the data?

17) An example of the results of this process is © Existing worksheet:
displayed on the next page. At this point you can e
manipulate the data as you would any other Excel O Hew worksheet
sheet. ’ Properties. .. ] [ (04 ] ’ Cancel ]

NOTE: This is a basic functionality document. There are some very sophisticated things possible using
this method of importing data, most of which are well documented in the Microsoft Office Help that
comes installed with your edition of Office 2007.
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