
SAVING ORACLE REPORTS TO EXCEL 
Procedures 
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• Pentium-Class Processor 
• Windows 2000 or XP 
• 16 MB of RAM (32 recommended) 
• 20 MB of available hard disk space 

W b Browserse  

• Internet Explorer 6, Service Pack 1 

I. Introduction 
Due to security patching affecting Microsoft Excel and Internet Explorer, users may no longer be able to 
save a web file in Excel format from their web browser. If you are experiencing problems saving the 
Oracle Monthly reports with the “Save As” feature, try this… 

Retrieve Spreadsheet 

Launch your web browser and open the Monthly ADI report as normal. To save the file in Excel, follow the 
steps below. 
1. Click on the link, Retrieve Spreadsheet, located at the top of the report 

 
Figure 1. Retrieve Spreadsheet 

2. Click <Yes> when prompted to run Microsoft Excel macros 
3. The report is converted from HTML into Excel and re-displays as a worksheet in the web browser 
4. Copy the file to the clip board by clicking on the top-left box above the first row, and first column of the 

worksheet 



Saving Reports to Excel Page 2 

 
Figure 2. Copy to Clipboard 

5. <Right click> on your document, then select <copy> 
6. Open a new worksheet in Microsoft Excel 
7. <Right Click> on the top-left cell of the new worksheet, then select <Paste> 
8. The records are copied from the clipboard to your Excel file 
9. Format the worksheet column and rows as required so that the cells properly display their daya 
10. Save your work, and print as required 

Note: If pound-signs (#######) displayed in the worksheet, the cells are too small to properly display the 
cell contents. Adjust the columns and rows accordingly; i.e., from the menu bar, select Format | Column or 
Row | AutoFit Selection 
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