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PeopleSoft Human Capital Management (HCM) or Finance v8.4 or higher allows identified data to be
exported out directly into Microsoft Excel. Wherever you see the icon, the data displayed can be exported

to MS Excel.

To use the export icon you may
need to add address to your
computer’s trusted sites.

Example: www.fullerton.edu

See Add Trusted Sites (next page).
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Step 2
Click ﬁ to immediately

view the file or click Save

to view at a later time.

File Download x|

Do you want to open or save this file?
@ j MNare: ps.xls

Hl Type: Microsaft Excel Worksheet, 472 bytes
From: cmsdev3, calstate.edu

| Cancel I

Open Save

V¥ &ways ask before opening this type of file

v

‘while files from the Internet can be useful, some files can potentially
harm pour computer. [ pou da not tust the saurce, do not open or
zave this file. WWhat's the risk?
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Contact Help Desk (x7777) if you have any questions or problems using this feature.
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Step 1

Manage Add-ons. ..

Synchronize. ..
CALIFORNIA STATE (RENSHIS

Click Tools > Internet Options.

Windows Messenger
‘fahoo! Messenger
Sun Java Console

21x|
General | Se§|Iy| anacyl Eontentl Connecl\onsl Plogramsl Advancedl

[ Home page

Ste P 2 % YYou can change which page to use for your home page
Address: o]
Click ‘Security’ tab UseCurert | UseDefaul | UseBlark

r~ Temporary Intermnet files

Pages you view on the Intemet are stored in a special folder
for quick viewing later

'

Delete Cookies. Delete Files. Settings.

i~ Histor

The History folder contains links to pages you've visited, for
quick access ta recently viewed pages.

Daps to keep pages in histony: 0 3: Clear History I

Caolars. .. | Fants... | Languages... | Accessibility.. |

oK | cencel | e |

Internet Options 2x|
Gereral Secuity | Privacy | Content | Connections | Pregrams | Advanced |

Select a'Web content zane to specily its secuily setings.

Step 3
® € 0 @

) . Intemet  Localinranet | B Restricted
Click ‘Trusted sites’. S

Trusted sites

This zone contains Web sites that you Sies.
trust mot to damage your compiter ar
1 data.
Click Sites...
IC |- Secuity el for this zone

Custom
Custam settings.
- To change the settings, click Custom Level,
- To use the recommended settings, click Default Level,

Custom Level.. | Default Level |

0K I Canecel | Apply |
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Step 4

Enter the url.

Click | #dd |

‘¥ou can add and remove Web sites from this zone, All Web sites
in this zome will use the zone's security settings.

Add this Web site to the zone:

I https: i cmsdesd, calskate, edu/|

Web sites:

http:ffemsdocs0z. fullerton. edu - REemave |
http:/fmagica.fullerton, edu

http: ] fepait. fullerton, edu

https:ff*. Fullerton, edu

* Fullerton, edu

httos: ficmsdey 3. calstate,edul LI

[ Require server verification (https:) For all sikes in this zone

ok | Cancel

Click ¥
Step 5
] 4

Click

Internet Options 2 x|
General Security Ianacyl Eontentl Connecl\onsl Plogramsl Advancedl
Select a Weh content zone to specily its sscurity sattings
® Q@ 0 Q
Inkermnet Localintranet  Trusted sites  Festricted
sites

Trusted sites
This zone contains Wweb sites that you
trust ot to damage your computer or H

data

- Securty level far this 2one

Custom
Custam settings.
- To change the settings, click Custom Level
- To use the recommended settings, click Default Level

CustomLevel.. | Defaultlevel |

UKNeJ Cancel | sl |
%
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