Downloading Excel Spreadsheets from OMNI

Overview

This Job Aid provides a detailed explanation of how to download your data from OMNI.

New Icons
Please be aware of these new icons and their related links.

E Download - Anytime this icon is available on your screen you may use it to download the data you are reviewing to an Excel
spreadsheet to better sort and manipulate.

Procedure

Inorder to complete the following process you must have an OMNI page that contains the above icon and have Excel available
onh your computer.
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Navigation

No specific Navigation is available for this. Some examples of where it would be useful include: Budget Overview, Purchase
Orders, and Activity Summary.

Step 1
Navigate to the page containing the

{ Requisitions

download icon and enter parameters
for the data you wish to access.

LInit Requisition Status Requester Req Date Total Amt
FSLI01 Qooo212168 Pending BARROWY, LAMELL 1053052006 1.000 LUSD
STep 2 FELION Q000212167 Pending BARROWY LAMELL 1073052006 20000 LshD
Click: the Download icon FSLI01 Qoooz12144 Pending BARROWY, LAMELL 1052652006 2955000 LUSD
’ FSLI01 Q000212143 Pending BAaRROW LANELL 1072652006 a3.000 Lsh
FSLI01 Qoooz212140 COpen BARROWY, LAMELL 1052652006 215.000 LIS
FSLI01 Q000212110 Denied BAaRROW LANELL 1072652006 450000.000 UsSD
FSLI01 QO000212109 Pending BARROWY, LAMELL 1052852006 16.000 LIS
FSLI01 Q000212108 Pending BAaRROW LAMELL 1072572006 1.000 Lsh
FSLI01 Qo0oo212106 Pending BARROWY, LARELL  10r24r2006 10.000 LIS
FSLI01 Q000212082 Approved BARROW LANMELL 1072372006 1.000 USD
FSLI01 Qo0oo212081 Pending BARROWY, LARELL  10r23r2006 1001.000 USD
Search

[=T] mMotify
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Step 3
Click: Save

The following Save As box will
appear.

Note: If this box doesn't appear hold
down the Control Key on your
keyboard. You may need to hold
down the Control Key anytime a new
window will be opening in this
process.

Step 4

Navigate to where you wish to save
your file.

File Name: Your Choice

Save as Type: Microsoft Excel
Worksheet

Click: Save

File Download

Do you want to open or zave this file?

Mame: ps.xls

Type: Microsoft Excel Worksheet, 14.7 KB

From: ga.financials.omni.fsu,edu

x|

Open m[ Cancel
H""b-_—d""f

Always azk befare apening thiz type af file

v

WWhile files from the [ntermet can be useful, some files can potentially
harm your computer. IF you da not trust the source, do not open ar
save this file. What's the rigk?

by Recent
Documents
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Dezktop
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My Documents

by Computer
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by M etwork

Save jn: | @ Desktop

v| €] s/ o

IDMy Documents

4 My Computer

‘QMV Metwork, Places
2006_BIWEEKL\"_WF\RRRNT_SCHEDULE

E,;‘.']Bookﬁl
@ﬂconst

B copy of Quadagno #504 1-11-08
@-ﬂded_class_w1406—qna8.9vsprd8.8

] IEDeduction Code Row Inserts 02-27-06

EpEFcom_ndnz06

B offoycle_checks_PEO41008

EDﬂPay Error Messages 042006

@Pay_error messages_aftcalc_042006
@P-card chargesFLSTIUNIS-20060904 190000
@I;BPR CHECKLIST SHARE

EpRD_032306_deds

%’]Role Request Spread sheet-

Role Request Spread sheet-raster_0
@Rde Request Spread sheet-PR_ACCT
@Role Request Spread sheet-PR_ACCT
%ﬂRole Request Spread sheet-PR_HR_E
@Schedule alc to Confirm Bevond for
@State_Tax_sqI_resuIts_D41306
I%ﬂtest

B 75TFIM_FSU_AP_HR_WOUCHERS _0i3:

File name; |M_l,l Data

2
b | { Save H

Save as bype: |Microsoft Exrcel wWiorkshest

v | Cancel
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S.l.ep 5 Microsoft Excel - My Docks..

Navigate to Excel and find your @_] e EX yen Dest Fams ok = Window  Help | |
N EEHRA S TEI SR S0 = s o B
document. =
. . & snaglt &' | window v H
You may then sort, hide, and review Al - = Ut
information however you wish. A B C D E F G Ho [ 1
1 Unit Requisition Status |Requester| Req Date | Total Amt
2 [FSUD1 |oD0D212168 Pending |BARROW, |10/30/2006 1|UsD
3 |FSU01  |D000212167 Pending  (BARROW, |10/30/2006 20|{UsD
4 |[FSUDT  |0D0D212145 Pending |BARROW, |10/26/2006 2955|USD
5 |FSUO1 [0000212143 Pending  (BARROW, |10/26/2006 83|UsD
6 |[FSUD1 |0D0D212140 Open BARROW, |10/26/2006 215(USD
7 |[FSuo1  |opooz12110 Denied  |BARROWI, |10/26/2006 450000 |USD
g |FSU01 [0000212109 Fending |BARROW, [10/25/2006 16|USD
8 |[FSUD1 |0D0D212108 Pending |BARROWI, |10/25/2006 31|usD
10 |[FSU01  |0000212106 Pending  (BARROW, |[10/25/2006 10{UsD
11 |FSUD1  |D00D212082  |Approved |BARROW, |10/23/2006 1|UsD
12 |[FSU01  |0000212081 Pending  (BARROW, |[10/23/2006 1001 (UsD
13 |FSUD1  |D000212080  |Approved |BARROW, |10/20/2006 60|USD
14 |[FSU01  |0000212079 Approved |BARROW, | 10/20/2008 20|{UsD
15 [Fsu01  [onooz12078  [Aporoved |BARROW. [10/20/2006 alusn

How to Code a Help Ticket

For additional questions regarding Downloading Data to an
Excel file you should be logged as a Help Ticket (in Parature).

To log a Help Ticket, go to us.fsu.edu/help
Click Submit a Ticket link
Sign-in with your FSU ID & Password

Input the following for questions concerning this Job Aid or
creating a Requisition in e-Procurement related issues:

Issue Area: Purchasing
Issue Type: Miscellaneous
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