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HOW DO | EXPORT MY BAR REPORTS TO MS EXCEL
OR MS WORD?

Users have indicated that they often used to take their old financial paper reports
and key in data into MS Excel to do budget analyses, reconciliations, and
projections. Users now have other options they may wish to try besides
manually re-keying all the data, which may partially or completely automate this
process.

The Finance Banner Adhoc Reports (BAR) are generated in Microsofl A¢cess. 1t
is fairly easy to export your BAR reports from MS Access into MS Excel Or MS Word.




EXPORTING TO MSEXCEL

There are two different ways to export data to MS Excel. One is to use the
“Analyze It with MS Excel” within the MS Access Office Link and the other is to
export the report to an external file or database and save as a text file. The
“Analyze It with MS Excel” does not work well on the Operating Statements-
Summary reports, Comparative Statements and the Research/Project Acct'g
summary report. Text fields such as organization titles and organization codes
export but no summary dollar amounts export. Therefore, the recommendation is
to use “Analyze It with MS Excel” for non-summary type reports.

-Using “Analyze It with MS Excel” for exporting detail level reports

Using “Analyze It with MS Excel” is the simplest way to export the detail BAR
reports from MS Access to MS Excel. To do this:

1. Run the report in BAR
2. After the report displays, select Tool s from the MS Access Toolbar, then
select O fice Links and Anal yze It with M5 Excel.
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This will launch the MS Excel program and open an Excel worksheet with the
same name as the BAR report. All text fields and detail amounts will export and
it will execute the MS Excel "insert subtotals" function automatically.

-Using the save as a text file (.txt) for exporting summary level reports
The summary reports require extra steps to get the data in a usable format into

MS Excel. This is more complicated and requires some manual editing and
familiarity with a report and its contents. To do this:



Run the report in BAR
After the report displays, select Fi | e, then Save As/ Export from the MS
Access toolbar.

N =

i [ K ) I

Waven Sate Univarsiny

FIFLHCTAL ML NAGEMENT SSTER

LR T OO MALARY AEWRRT Fhoo! Tear 200 Peclad O
FUND CODE: T11I7S Likrary Semne

s P o] i

e wn Aok

Cripieal frtaad Al Aitiigy el i
& [T L (5 T T
(a8 am L 0 {1k G
T ™ ™ ™ ™ ™
o am om " am am
Lim T [ [T T [T
(1] (=] . nam L] T
T wm i ™ T ™

LI

1T b Tlasticum: nm nm wm 123 um
B2 Wi et s P it L Em o am LM
Hi ) T - i am om m am am
Sl W i LT [ i (T AR

3. Selectoption To an external file or database andpress OK
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4. Specify the name and location to save the new text file — make sure the
save as type is Text Files.



5. After #4 is completed above, click on Expor t

6. Open the MS Excel program, and open the text file (*.txt). From the Excel
toolbar, select Fi | e then Open.

7. Specify the location and name of the text file — make sure the Fil es of
type is Text Files andclick Open.

This will launch the MS Excel Text Import Wizard as viewed below:



8. Follow the steps in the MS Excel Text Import Wizard. Click on fixed width
and then to next. You will need to manually specify the width of the fields —
this is why it is necessary to have an understanding of the report and its
contents.

9. Once you have completed the report, then you can further manipulate the file
in MS Excel. This may require removing extra information such as page
headings, sub-totals, blank lines, etc.



EXPORTING TO MS WORD

An easy way of exporting an MS Access report to MS Word is to use the MS
Access Office Link and use the “Publish It with MS Word”. This automatically
saves the file in a rich text format (.rtf). Rich Text Format keeps all formatting the
same (font size, type, etc.)

1. Run the report in BAR
2. After the report displays, select Tools from the MS Access Toolbar, then
select Office Links and Publish It with MS Word.
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3. This will launch the MS Word program and open a workbook with the same
name as the BAR report.

Or use the icon:
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EXPORTING A QUERY TO MS EXCEL:

This method allows a user to retrieve the raw data and will work with all queries.
Users need to be familiar with the report design to understand how the query
fields were used. The steps in exporting a query to MS Excel:

1. Run the query in BAR
2. After the query displays, select Tools from the MS Access Toolbar, then
select Office Links and Analyze It with MS Excel.
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3.

This will Iaunch the MS Excel program and open an Excel worksheet with the
same name as the BAR report. In MS Excel you can resort the data,
eliminate data that is not require, do subtotal, etc.
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