Recommended Desktop Settings
for Oracle eBS Applications and MarkView Imaging

INTRODUCTION

Oracle eBS applications and MarkView imaging are certified to run on desktops with the XP or
Windows 7 operating system and using browsers Internet Explorer or Firefox. The following are
step-by-step procedures to optimize your desktop settings.

Section I: Java settings
Section Il: Browser settings
Section I11: Microsoft Excel settings

SECTION 1: CONFIGURING the JAVA RUNTIME ENVIRONMENT

1. Oracle Applications requires installation of the Java Runtime Environment (JRE) version
1.6.0_xx (current version is _24 b07 and can be obtained from the Project LEAP website).

To install the Sun Java JRE, you will need administrator rights on the desktop. Visit the
Project LEAP website, Java Update Info to install the most current version of Java.

Once installed, open the PC Control Panel, Programs - and double-click on the JAVA icon.
(see Figure 1.1)

Control Panel E]

Update | Java | Security | Advanced

About

Wiew version information about Java Control Panel,

Metwork Settings

Mebwork settings are used when making Internet connections, By default, Java
will use the network settings in your web browser. Only advanced users should
modify these settings.

Metwork Settings...

Temporary Internet Files

Files vou use in Java applications are stored in a special falder for quick execution
later. Only advanced users should delete files or modify these settings.

[ ettings.. |[ wew. |

Figure 1.1

2. Click on the Advanced Tab > Security > Mixed Code (sandboxed vs. trusted) security
verification

Select the 2™ radio button “Enable — hide warning and run with protections”. Click <OK>.
(see Figure 1.2)
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|| Java Control Panel E]

General | Update | Javs || Security | Advanced

Settings
--Debugging
--Java console

©

--Default Java For browsers
-Java Plug-in
-Sharteut Creation
-JMLP File/MIME Association
-JRE Auto-Download
-Security

- General

V- - - - - -

= Mixed code {sandboxed vs, trusted) security verification

i--(7) Enable - show warning if nesded

@ Enable - hide warning and run with protectlans|

i) Enable - hids warning and dan't run untrusted code
O Disable verification {not recommended)

Miscellaneaus

5

I [o]:4 H Cancel H Apply

Figure 1.2

SECTION 11: CONFIGURING INTERNET EXPLORER 7 OR 8

Note: These settings are for Internet Explorer, but can be used as a guideline for Firefox users as
well. On Figures 11.3 and 11.4 of this document are screenshots addressing tabbed browsing specific

to Firefox users.

1. For Windows XP and Windows 7, launch Internet Explorer
2. Select Tools | Internet Options | General | Browsing History | Settings
3. Under the heading, “Check for newer versions of stored pages:” select <Every time | visit

the webpage> and click <OK>(see Figure 11.1)
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Temporary Internet Files and History Settings

Temporary Internet Files

Internet Explorer stores copies of webpages, images, and media
fFor Faster viewing later,

Check for newer versions of stored pages:

() Ever time I visit the webpage:

O Ewery time I start Internek Explorer
() sutomatically
O Mever

Disk space to use (3 - 1024MB):

s00 &
(Recommended: 50 - Z50ME)

Current location:

Ci\Documents and Settingsidroelofs BA.000\Local
Settings Temporary Internet Files),

[ Move Folder. .. ][ Wigw objects ][ Wigw Files

Hiskory

Specify how many davs Internek Explorer should save the list
of websites vou have visited,

Days ko keep pages in history: 20 |3

X

[ oK ] [ Cancel

Figure 11.1
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4. Using Tabbed Browsing with Oracle Applications
Internet Options | General | Tabs | Settings

When a pop-up is encountered: Check <Always open pop-ups in a new window> and click
<OK=> (see Figure 11.2)

Tabbed Browsing Settings El

Enable Tabbed Browsing (requires restarting Inkernet Explorer)
wWarn me when closing multiple tabs
Always switch bo new tabs when they are created
Enable Quick Tabs (requires restarting Internet Explarer)
[] ©pen anly the Firsk home page when Internet Explorer starts
Open new tabs next to the current tab
Open home page Far new kabs instead of a blank page

‘When a pop-up is epooupkered:

JATEL Internet Explorer decide how popeeghould open
(%) Always open pop-Ups in a new window
(U Always open pop-ups in @ new tab

pen links from other programs in:

() & new windaw
() & new tabin the current window
©The gurrent ab or windowy

[ Restore defaults ] I [s]4 I [ Cancel
Figure 11.2
5. If using Firefox 2.x for Oracle Applications, the Tabs page should be set as follows:

Tools | Options | Tabs
New pages should be opened in: Select <a new tab> (see Figure 11.3)

Options g|
f =0 A =~ o )
i [ @ @1 B
Main | Tabs  Content Feeds Privacy Security  Advanced

New pages should be opened in:

@ anewish

Warn me when closing multiple tabs

Warn me when opening multiple tabs might slow down Firefox
Always show the tab bar

When T open a finkin a new tab, switch to it immediatek

o [ coneel | [ ren
Figure 11.3
6. If using Firefox 3.x for Oracle Applications, the Tabs page should be set as follows:

Tools | Options | Tabs
Check <Open new windows in a new tab instead> (see Figure 11.4)
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Options

0= ® = a &
Gl COTTEM=—iglicatio

ations  Privacy  Securty  Advanced

Open new windows in a new kab instead
e when closing multiple
Warn me when gpening multiple tabs mighkt slow down Firsfox
iy show the tab bar
[] When I open a linkin a new tab, switch ko it immediately

[ ok ][ comel ][ reo

Figure 11.4

7. Select Tools | Internet Options | Security
8. With the Internet Icon highlighted, select <default level> (see Figure 11.5)

Internet Options E|g\

General | Security |Privacy | Content | Connections | Programs | Advanced

Selsct a 20ns ko visw or change security settings.

Local intranet Trusted stes  Restricted
stes

Internet

This zone is For Internst websites,
except those listed in trusted and

restricked zones,
Sacurity level For this zone

Custom
Custom settings.
- To change the sattings, click Custom level.
- To use the recommended settings, click Default level.

Custom level... Default level

S ——
Reset all zones to dEPSOETETE

Figure 11.5

9. With the Local Intranet Icon highlighted, select <default level> (see Figure 11.6)

Internet Options E‘El

General | Security | privacy | Content | Connections | Programs || Advanced

Select 2 zone to view o changs security settings.

@ ® / O

Internet [ENEE Trusted sites  Restricked
sites

Local intranet
g This zone is For all websites that are ot

found on your intranet,

Sacurity lewel For this zone

Custom
Custom settings.
- To change the settings, dick Custom level,
- To use the recommended settings, click Default level,

[gustomlevelmql Default [evel ] >

Reset al zones to defaulk Tevel

[ oc ][ cancet J[ oopty |

Figure 11.6
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10. With “Trusted Sites” highlighted, select <Sites>. (see Figure 11.7)

Trusted sites g|

‘¥ou can add and remove websites fram this zone. all websites in
this zone will use the zone's security settings.

\_‘(’

Add this website ta the zone:

Wehbsites:

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

Close

Figure 11.7

Under the heading “Add this Web Site to the zone”, enter these “trusted” URLs:

https://banff.sdsu.edu
https://cmsweb.cms.sdsu.edu
https://fiji.sdsu.edu
https://sedona.sdsu.edu
https://tahiti.sdsu.edu

Then press <Add> | <Close> (see Figures 11.8 and 11.9)

Trusted sites ﬁ

‘ou can add and remove websites From this zone, All websites in
this zone will use the zone's securiby settings,

Add this website to the zone:

Websites:
https: ffbanff,sdsu.edu - Remove
https: ficmsweb, cms, sdsu.edu
htbps: fifiji sdsu.edu

https: fisedona, sdsu.edu il

Libo o ool odee. ..

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

Close

m

Figure 11.8
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Trusted sites @

¥ You can add and remove websites Fram this zone, All websites in
this zone will use the zone's security settings,

LY 4

Add this website to the zone:
Add

websites:
https: jibanff.sdsu.edu - Remoyve
‘https: fcmsweb, cms, sdsu. edu
https: fiFiji. sdsu.edu
https:fisedona, sdsu,edu

Liboo.diiobin: ode. o d..

Reguire server verification (htkps:) for all sites in this zone

Close

m

-

Figure 11.9

11. With <Trusted Sites> still highlighted, select <Custom Level> and update the following
“Security Settings”. These settings will apply to all “trusted sites” only:

a. “Download signed ActiveX controls” set to <enable> (see Figure 11.10)
b. “Download unsigned ActiveX controls” set to <enable> (see Figure 11.10)

c. “Initialize and Script ActiveX controls not marked as safe for scripting” set to
<enable> (see Figure 11.10)

Security Settings @El

Settings:

@ Dovenload signed Ackivel controls ~
() Disable
(®) Enable
O Prompt
@ Dovnload unsigned Activer controls
() Disable
(%) Enable
O Prompk
@ Initialize and script ActiveX contrals not marked as safe
() Disable
(%) Enable
) Prompt
@ Run Activey controls and plug-ins 3
- - meimdd —

L -
< ?

Reset customn settings

[ Ok ][ Cancel ]

Figure 11.10

12. In order to do a File=Export from within Oracle Apps, downloads should be set as shown
(see Figure 11.11)
a. “Automatic prompting for file downloads”, set to <enable> (see Figure 11.11)

b. “’File Download”, set to <enable> (see Figure 11.11)
c. “Font Download”, set to <enable> (see Figure 11.11)
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Security Settings

Settings:

@ Downloads ES
@ Automatic prompting For file downloads
() Disable
(%) Enable
@ File: download
) Disable —
(%) Enable
@ Font download
) Disable
(%) Enable
CJ Prorpk
&] Miscellaneaus

@ Access data sources across domains
“
T I I

3 |

|

Reset customn settings

Reset tor | Low v|[ Reset ]

I Ok ][ Cancel ]

Figure 11.11
13. “Use Pop-up Blocker” set to <disable> and select <OK=> (see Figure 11.12)

Security Settings

Settings:

Prampk
@ Use Pop-up Blocker
(*) Disable
() Enable

(>

() Disable
{*) Enable
@ ‘\Web sites in less privileged web content zone can navis
) Disable
) Enable
{E} Prampk
Scripking

Active scripking
T P LI
5

£

|

Reset custom setkings

Reset ta: | Law v| ’ Reset l

[ Ok, ][ Cancel ]

Figure 11.12
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14. With the “Privacy” tab highlighted, check <Turn on Pop-up Blocker> (see Figure 11.13)

General | Security | PHvacy | Content | Connections || Programs | Advanced

Setkings

Select a setting for the Internet zone,

o

Medium

- Blocks third-party cookies that do not have a compact
privacy palicy

i - Blocks third-party cookies that sawve information that can

L i be used ta contact vou without your explicit consent

i - Restricks first-parky cookies that save information that
can be used to contact you without your implicit consent

[ Sites ][ Import ][ Adwanced ]

Pop-up Blacker

@

windows From Settings

Turn on Pop-up Blocker

I OF, ] [ Cancel

Figure 11.13

Please Note: Internet Explorer Plug-ins such as Yahoo- and Google-Search, will install Pop-up
blockers of their own — components of these customized, search toolbars. BFA Policy discourages
the use of any IE Plug-In or downloadable application. However, if you feel the need to use them
anyway, be sure to disable any Pop-up blocking features. Otherwise, Oracle Apps and MarkView
imaging will not function properly.

Recommended Desktop Settings, v 6.0 Updated Nov 2010, Page 8 of 20



Recommended Desktop Settings
for Oracle eBS Applications and MarkView Imaging

15. With the “Advanced” tab highlighted, update the following settings:

a. Under “Browsing”, uncheck <Reuse windows for launching shortcuts (when
tabbed browsing is off)> (see Figure 11.14)

Internet Options @El

General | Security | Privacy | Content | Connections | Programs | Adwanced

Settings

Enable third-parky browser extensions* -
Enable visual styles on buttons and contrals in webpages

[] Enable websites to use the search pane®

[] Force offscreen compositing even under Terminal Server®

Ty when downloads complete
[ reuse windows For launching shortcuts when tabbed bros
riendly HTTP error messages

[=] underline links
= Always
) Hover
O Mever
] use inline AutoComplete
[J use most recent order when switching tabs with Ctrl+Tab
[v] Use Passive FTP ifor firewall and DSL modemn compatibility )
< >

*Takes effect after vou restart Internet Explorer

Restore advanced setkings ]

Reset Internet Explorer settings
Deletes all kemporary files, disables browser
add-ons, and resets all the changed settings. ="

‘ou should only use this if vour browser is in an unusable state,

[ Ok l [ Cancel

Figure 11.14
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b. Under “Security”
1. Uncheck <Do not saved encrypted pages to disk> (see Figure 11.15)
2. Check <Empty Temporary Internet Files folder when browser is closed>
(see Figure 11.15)

Internet Options E]gl

General | Security | Privacy | Content | Connections | Programs #Advanced
Settings

% Security A
Allowy active content From COs to run on My Compoker®

[1 allows active content ko run in files on My Computer®

[ allows softweare ta run or install even if the signature is inv.
[#] Check For publisher's certlﬁcate renacation

[ checkFor serve

. Enable TNTEgrs
[¥] Enable native XMLHTTP suppnrt
EE.,. Phishing Filtar
(") Disable Phishing Filter
) Turn off aukomatic website checking
< >

*Takes effect after vou reskart Inkernet Explaorer

K4

Restore advanced settings l

Reset Internet Explorer setkings
Deletes all kermparary files, disables browser
add-ons, and resets all the changed settings, =

ou should only use this if wour browser is in an unusable state,

I Ok l [ Cancel

Figure 11.15
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SECTION 111: MICROSOFT EXCEL SETTINGS

Set Excel Office settings and File Types for performing Action/Exports from Oracle to Excel

1. Open MS Excel Office 2007 and click on the Microsoft Office button. For Excel Office 2010,
select <File | Options> (see Figure 111.1)

s Bookl [Compatibility Mode] - Microsoft Ex... L
ome || Insert | Page Layc | Formulas | Data | Review | View | Develope | Acrobat i@" - o X
7 % Calibri i1 ~|||= = = o, A il WE = 5
F;f da |B oz U&7 | - e prss e @~ -
aste el e — umber [} el
= 2 250 Ol e (R
Clipboard ™ Font IFi Alignment Is Editing
| Al - @ 5| v
L. a | B | ¢ | b | E | F | 6 | H |=
[ ]
—T ]
2 1l p—
3 | 1
4 1
5 1
ﬁ 1
? 1
8 1
B 1
gL - N P P
4 4 » M| Sheetl - Sheet2 . Sheet3 -~ ¥J - [ i !
Ready | & ;
Figure 111.1
2. Click on “Excel Options” in the bottom of the drop-down menu and click on <Trust Center>

(see Figure 111.2)

Excel Options

|-' Popular :| = . . b |
E Change the most popular options in Excel.
Farmulas
Proafing Top options for working with Excel
Save Show Mini Toolbar on selection 0
Enable Live Preview (i
Advanced
Show Developer tab in the Ribbon U
Customize Always use ClearType
Add-Ins Color scheme:
( Trust Center ScreenTip style: | Show feature descriptions in ScreenTips w |
™
Create lists for use in sorts and fill sequences: Edit Custom Lists...
When creating new workbooks
Use this font: |Body Font v|
Faont size:
Default view for new sheets:
Include this many sheets: 3 £ A
< J 2
[ OK ] [ Cancel

Figure 111.2
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3. Click on <Trust Center Settings> (see Figure 111.3)
Excel Options !
Popular
Help keep your documents safe and your computer secure and healthy.
Farmulas
Proofing Protecting your privacy
Save Microsoft cares about your privacy. For more information about how Microsoft Office
Excel helps to protect your privacy, please see the privacy statements.
Advanced . . .
Show the Microsoft Office Excel privacy statement
Customize Microsoft Office Online privacy statement
Customer Experience Improvement Program
Add-Ins

l!-Tn.lst Center 1-' Security & more

Resources Learn more about protecting your privacy and security from Microsoft Office Online,

Microsoft Windows Security Center
Microsoft Trustworthy Computing

Microsoft Office Excel Trust Center
The Trust Center contains security and privacy settings. These

settings help keep your computer secure. \WWe recommend Trust Center Settings...

that you do not change these settings.

|~

L

[ OK ][ Cancel ]

Figure 111.3

4. Click on <Macro Settings> Check <Disable All Macros with notification> and <Trust access
to the VBA project object model> Click <OK> to save (see Figure 111.4)

r ™

Trusted Publishers

Macro Settings
Trusted Locations

Trusted Documents /

@ Disable all macros with notification

Add-ins \wble all macros except digitall

7 Enable all macros [not recommended; potentially dangerous code can run)

Mo Seiings ] Developer Macro Setti

Trust access to the WBA project object model

aamar-pmpa)

Message Bar
External Content
File Block Settings

Privacy Options

Qk ] [ Cancel

Figure 111.4
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Define a new File Type (.tsv) for performing Action/Exports out of Oracle Apps to Excel

For Windows XP Users

Navigate to My Computer | Tools | Folder Options | File Types Select <New=> (see Figure
111.5)

Folder, Options

General | Wiew | File Topes | Offfine Files

Reqiztered file lypes:

Estensionz  File Types
U MOME]  AudiaCD

{183

< NONE] Drive
(D NOME]  DVD Video
[3)NOME]  File Folder

CHIMOME)  Folder
@ [MOME] Help and Suppaort Center protocol
S IMIAITY Lokt Clocebondt b’

MHew

Detailz for ‘AudioCD' file type

Opens with:

To change zettings that affect all ‘AudioCD files, click Advanced.

I ok ][ Cancel ]

Figure 111.5

Create New Extension | For File Extension, enter TSV (see Figure 111.6)

Create New Extension

File Extension:

[ OF. H Cancel ]

Figure 111.6

Click on <Advanced> and for <Associated File Type>, select <Microsoft Excel Worksheet>
(see Figure 111.7)
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Create New Extension |E| E|

File Extension:

Aszzociated File Tupe:

Figure 111.7

8. Click <OK>. Click <Advanced> (see Figure 111.8)

Folder, Options

General | View | File Types | Offline Files

Feqistered file types:

Extensions | File Types
@_] TS Microsoft Excel Workshest
(-} NOME]  AudiaCD
e [MOME]  Drive
(B NOME]  DVD Video
[CHINONE]  File Folder
[C3)[NONE]  Folder

el W IAKIEY e i C i

(I

w

b T mmbmr b ]

[ Mew |[ Delete ]

Dretails for TS extension

Opens with: @ Microzoft Dffice Excel

Files with estenzion TS are of tppe Microzoft Excel Workzheet'.
To change zettings that affect all Microzoft Excel Waork sheet' files,

chck &dvanced.
)

Figure 111.8
9. Check <Confirm open after download> (see Figure 111.9)
Edit File Type

@ Microsoft Excel Warksheet] | ’Change Icon... ]

Actions:
Mew...
Edit...
Bemove

P — Sek Diefault

[ Confirm open after download )
Er;wse in same window
[ Ok l [ Cancel

Figure 111.9
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For Windows 2007

Recommended Desktop Settings, v 6.0

10. Perform a query in Oracle and select <File | Export> (see Figure 111.10)
- =z
lew SPIAPOESE LI LEP NG ?
Open
Save
Save and Froceed
IMext Step
Release Rev Description Type Global Appraval Status
Place o Mavigator 0 10/11 SERYICE Standard Purch Incomplete =
0 10/11 MedRx Ultra Vac ||Standard Purch Approved
Lo an as a Different User,
Switch Respansibility 0 10/11 EOF FURNITURE|Standard Purch Approved
print 0 10/11 MISCELLANEOLY | Standard Furch Approved
ul)
- 0 10411 LAB EQUIPMENT|Standard Furch Approved
CloseForm 0 10/11 LAB SUPPLIES || Standard Purch Approved
Exit Oracla Applications 0 10/11 CANON FLAMA M| Standard Purch Approved
40074423 0 10/11 BALAMCE OWEL|Standard Purch Approved
40074422 0 10411 AUDIOLOGY LAE|Standard Furch Approved
40074421 0 11/12/10-1/31/14 MOU [§Cantract Purch Incomplete -
([ s i »
Lines [ew Release e B Open
Closed I 5 [
Clear [y Release (B [gyy B0 Find J
Figure 111.10
11. Click on <Save> (see Figure 111.11)
File Download x|
Do you want to save this file. or find a program online to open
it?
5 Mame: Fnd_gfm_S69859.ksv
Type:  Unknown File Type
From: Fiji.sdsu.edu
Find
- ‘while filez from the Internet can be useful, some files can potentially
harm your computer. |F pou do not trust the zource, do not find a
program to open thiz file or save thiz file. What's the nigk?
Figure 111.11
12. In the <Save As> window, select <desktop> and <Save> (see Figure 111.12)
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Saveas x|
‘é(_)v |' Deskiop = - m I Search Deskkop D

o

- .- @

Llr ]

Crganize =  MNew folder

Libraries
> — || System Folder
1 e

l admin
% Swstem Folder
=1/ Libraries .
=] Documents .A
J’- IMusic ¢
=/ Fictures

P —
= B videns 9 y Network
L.' System Folder

=18 Computer
E_{. Local Disk {C:)

i Favorites
El Desktop

4 Downloads

E
=l Recent Places

Computer
Swstem Folder

vﬂ Metwark, ﬂ

File name: | fnd_ofm_S69859.tsy

[
[

Save as bype: ITS\-‘ Fil=

“ Hide Foldersl Save I Cancel |

7 4
Figure 111.12 T

13. When the download is complete, select <Close> (see Figure 111.13)

pRI=TE
.ﬂ’,@
=

Download Camplete

fnd_gfm_569859.tsyw From Fiji,sdsu, edu

Downloaded: 10.5KE in 1 zec
Diownload bo: C:AUzershadminiD esktophfind_afrm_5E9853 taw
Tranzter rate: 10.5KE #Sec

I iClose this dislog bow when dewnload completes

Open Open Folder Cloze I

=1 SmartScreen Filker checked thiz download and did not report any
- threats. Feport an unzafe download.

Figure 111.13

14. Navigate to the desktop, right-click on the file and select <Select a program from a list of
installed programs=> (see Figure 111.14)
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windows x|
il Windaws can't open this File:
File:  Fnd_gfm_S69859, sy
To open this file, Windows needs ko know what program vou want ko use ko
open it, Windows can go online ko look it up automatically, ar you can manually

select Fram a list of programs that are installed on wour computer,

What do you want to doy
(el

o Select a program From a lisk of installed programs:

ok I Cancel

Figure 111.14

15. Click on <Browse> (see Figure 111.15)

openwith x|

— Choose the program vou want to use to open this file:
)

File:  Frnd_gfr_S69859. sy

Recommended Programs

g WordPad

==\ Microsoft Corparation

Other Programs

Twpe a description that wou wankt ko use For this kind of File:

¥ Always use the selected program to open this kind of file

If the program you want is nok in the list or on vour computer, vou can look For the appropriate program on the

Weh,
a4 I Cancel |

Figure 111.15
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16. Find Microsoft Office — typically this is installed under c:\program files\microsoft office\...
(see Figure 111.16)
(_)(_) | . = Computer = Local Disk {C:) + Program Files = - I‘EJI Search Program Files
Organize > New folder = ~ [
‘v Favorites Mame = | Date modified | Type =]
Bl Deskiop | Adobe 11/16/2010 10:30 &M File Folder
& Downloads | Common Files 11/16/2010 11:15 &M Filis Folder
I Recent Places | DYD Maker 7/14/2009 12:20 &M File Folder
e— 4 Installshield Installation Information 11/16/2010 10:22 AM  File Folder
=l Libraries
3 Doruments J Inkel 11)/8/2010 4:48 PM File Folder
J‘. Music ) Internet Explorer 1182010 5:15 PM Filz Folder |
=] Pictures ) Java 11/16/2010 11:14 AM  File folder
B videos | Mcafee 11/8/2010 5:33 FM File: Folder
_ ) meetingraker 11f16§2010 10:22 AWM File Falder
1M Computer
B . | Microsoft Analysis Services 11/12/2010 2:31 PM File Folder
jy Local Disk (i)
&“‘E Mebwark ) Microsaft Silverlight 11/16)2010 12:13PM  File Folder
J Micrasaft SOL Server Compact Edition L1f1202010 2:34 PM File Falder
LY, HERay FE Coimebemminmbime C o imm - 1420040 2004 MikA Cil- Frldme x
1| »
File name: I j IPrograms C".exe;*.pif;"’.com;".baj
Dpen |v| Cancel |
v
Figure 111.16
17. Find <Office 12 (if you have Office 2007) or Office 14 (if you have Office 2010)>

(see Figure 111.17)

B Open with... X
0( Jv | . = Program Files = Microsaft Office - hd {‘i]] I Search Microsoft Office !/.']‘
Organize *  Mew Folder == = Ol -:Q'

‘¢ Favorites Mame | Date modified | Type
Bl Desktop CLIPART 11/12/2010 2:34 PM File folder
4 Downloads Dacument Themes 14 11/12/20010 Z:35 P File Folder
5l Recent P
w4 RRCANE Hlates MEDIA 11122010 2:30PM File Folder

3 Ubrariss W office14
3 Documents Stationery
o) Music Templates
(=] Pictures
E Wideos

1% Computer

5_". Local Disk (C:)

Gh Metwark

4

File: folder

11/12/2010 2:31 PM
11/12f2010 2:34 PM

File folder
File Folder

I I

File name: I

j IPngrams (“".exe;“"pif;“"com;*.sz

Dpen |vI

Cancel |

A

Figure 111.17
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18. Doubleclick <EXCEL.EXE> (See Figure 111.18)

B open with... x|
G( -:)v | . = Program Files + Microsoft Office ~ Officeld + - lml I Search Office14 !’:]
Organize *  Mew Folder = o« i .@.

" e -
U Favorites Name | Date madified | Type J
Bl Deskiop BCSSync. exe 3132010 2:54 PM application
4 Downloads ) CLVIEW EXE 6292010 3:40 PM Application
= Recent Places (57 CNFMOTS2, EXE 3j2z/z010 1::29PM  Application

= Librari =
"'_ajl ranes |._T| excelory exe 3f13fz010 1250 A Application
| Docurents
D vusic filll GrepH EXE 3{12/2010 10:45PM Application
Y
& Fictures (I mFoPaTH EXE 3/30/2010 3:36 M Application
E vVideos *? mise . exe 32412010 9:28 PM Application
(A MsaccESS.ERE 3/1/2010 5:09 &M Application
i‘-";DmP'-'ter [ MSOHTMED  ERE Y10/2010 7:49PM  ppplication
i Local Disk (C:) [y MsosvHG EXE 3/16/2010 3:58 &AM Application
i Hetwork MSCLIC.EXE 3f16/2010 358 M Application
2O
[B]msPuB ExE 3{1j2010 4:56 AM application

I&l MSCQRY32.EXE
4

2{26{2010 2|: 14 &M

application ¥ |
3

j IPrograms (*.exe;*.pif;*.com;*.haj

[ oo 7]

File name: IE}{CEL.E}{E

Cancel |
A

Figure 111.18

19. With Microsoft Excel Microsoft Corporation highlighted, check <Always use the selected
program to open this kind of file= and click on <OK=> (see Figure 111.19)

openwith x|

—. | Choose the program you want ko use to open this fils:
J
Files:

Fnd_gfm_S&9859, tsw

Type a description that wou want to use for this kind of File:

- [ |
-
Adobe Acrobat 9.4 # Internet Explorer
~ Adobe Systems Incorporated ( Microsaft Corporation
@ 4| Microsoft Office 2010 ZW| Microsoft Word
Lﬁl Micrasaft Carporation Microsaft Corporation
T -ff Paint ‘Windows Media Center
55 Micrasoft Carporation ¥ Microsoft Corporation
200 Micrasoft t Microsaft C t
f—m Windows Media Player =7 windaws Photo Yiewer
u Micrasoft Corporation Microsaft Corporation
,‘—q | |
s
|

v always use the selecked program ko open this kind of file

b,

Erowse, ..

If the program you want is nok in the list or on your computer, wou can look for the appropriate program on the

0]4 |

Cancel |

Figure 111.19
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20. The data from the query will then open in Excel (see Figure 111.20)
|'._—'.|' = 2 - | = fhd_gfm_S69859,tsv - Microsoft Excel o B 2
Horme Insert Page Layout Formulas Data Rewview: i e ] @ o El 23
j # Calibri -lu -] = =g =¢  General A SeTnsert - E - 47~
e Ea-| B 7T U~ A A e % v % e ies ¥ Delete ~ | [g]7 B4~
- 7 D A~ EE | D w0 < [ElFormats | 2+
Clipboard Font Alignment Mumber Cells Editing
Al - Fe | number v
2, B C 1] E F G H [ -
1 |Mumber IRelease Rev Descriptic Type Global  Approval !Change 5t Order Date
240074430 0 10/11 SER' Standard Purchase Clncomplete 111272000 16:2
3 40074429 0 10/11 Mec standard Purchase C approved 11,/12/2010 15:5
4 40074428 0 10/11 EOF standard Purchase C Approved 11,/12/2010 15:2
5 40074427 0 10/11 M5 standard Purchase C Approved 11/12/2010 15:10
£ | 40074426 010711 LaB Standard Purchase C Approved 11,/12/2010 14: 44
740074425 010711 Lap standard Purchase C Approved 11/12/2010 14:29
2 40074424 0 10/11 Cal Standard Furchase C Approved 11/12/2010 1406
9 40074423 0 10/11 BaAL Standard Purchase C Approved 11/12/2010 13:59
10 40074422 0 10/11 AUC standard Purchase C Approved 111252010 13:52
11 40074471 0 11,/12/10-: Contract F * Incormplete 11/12/2010 13:11
12 | 40074420 0 10/11 SER' standard Purchase C Approved 111272010 11:28
13 40074419 0 10/11 FILk Standard Purchase C Approved 11/12/2010 11:19
14 40074418 0 10/11 COC Contract F* Incamplete 11/12/201011:12
15 | 40074417 010711 ika Standard Purchase C Approved 11/12/2010 11:08
16 40074416 0 10411 DWS Standard Purchase C Approved 11/12/2010 11:00
17 40074415 0 10/11 Ethe Standard Purchase Clncomplete 11/12/2000 10:38 +
4 4+ v | fnd_gfm_569859 ¥ KN [ | 20
Ready | |[EHIE E w0z (=) Y o)
Figure 111.20
DocumentControl
Date \ Author \ Version Change Reference
12/6/2006 Donna Roelofsz 1.00 Created
6/1/2008 Dennis Espineli 1.01 Updated changes
3/12/2009 Dennis Espineli 2.00 Updated changes/Version Control
8/26/2009 Donna Roelofsz 3.00 Updated changes/Version Control
9/28/2009 Donna Roelofsz 4.00 Updated changes/Version Control
2/16/2010 Donna Roelofsz 5.00 Updated changes/Version Control
11/19/2010 Donna Roelofsz 6.00 Updated changes/Version Control
4/29/2011 Donna Roelofsz 7.00 Updated changes/Version Control
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