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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). 

 

 
 

 
Step 1 
 

Click  
 

 

 
Step 2 
 

Click  to immediately 

view the file or click  
to view at a later time. 

 
 
Step 3 
 
When the files open, the 
information displays. 
 
 

 
Contact Help Desk (x7777) if you have any questions or problems using this feature. 
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Add to Trusted Sites 
 
Step 1 
 
Click Tools > Internet Options. 

 
 
 
Step 2 
 
Click ‘Security’ tab. 

 
 
 
Step 3 
 
Click ‘Trusted sites’. 
 

Click  
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Step 4 
 
Enter the url. 
 

Click  
 

Click  

 
 
Step 5 
 

Click  

 
 


