MCPS FMS ADI CONFIGURATION FOR EXCEL 2007

This document explains how to set up Internet Explorer and Microsoft Excel 2007 for using the
MCPS Financial Management System (FMS) Web Application Desktop Integrator (ADI)

template in Excel 2007.

The FMS ADI template is a spreadsheet-based extension to FMS applications that offers full
cycle accounting and asset management. FMS ADI combines a spreadsheet’s ease of use with the
power of FMS to provide true desktop integration during every phase of an accounting cycle.
Web ADI lets you create budgets, record transactions, add assets, reconcile inventory, and run
financial statements and inventory reports from your spreadsheet.

P To set up Internet Explorer:

1. Open Internet Explorer.
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Full Screen
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Windows Messenger
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Diagnose Connection Problems...

Internet Options I

2. Onthe Tools menu, click Internet Options to display the following:

Internet Options

Home page

To creake home page tabs, bype each address on its own line.

Use current Use default | Use blank |

Browsing histary

2=
GBHEF&|Privacy I Conkent | Connections I Programs I Advanced I

dk Delete temparary files, histary, cookies, saved passwords,
v+ - .
| and web Farm information.
Delete... | Settings |
Seatch
p Change search defaults. Settings |
Tabs
Change how webpages are displayed in Settings |
tabs,
Appearance
Colors | Languages | Fonts | Accessibility |
O I Cancel | Apply |

3. Click the Security tab.
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Internet Options

General SECUrty |Privacy I Conkent I Conneckions | Pragrams | Advanced I

Select a zane ta view or change security settings.

Internet

restricted zones.

Custom

o«

Local intranet  Trusted sites

~Security level for this zane

4
v

This zone is for Internet websites,
except those listed in trusted and

Restricked
sites

Sites |

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

I Cusmmleve\...l Default level |

Reset all zones ko default level

.;&- Some sethings are managed by yaur system administratar,

o]

Cancel | Apply

In the Select a zone to view or change security settings section, make sure that the

Internet icon is highlighted, then click the Custom level... button.

Security Settings - Internet Zone

=

- SEtkings

| = | Scripting )
=] ACEE SChpting
) Cisable
(% Enable
) Prompt

) Cisable
(% Enable
L Coonot

| Allows Programmatic clipboard access

(®) Disable

=7 Allow status bar updates via script

(O Enable < —

(®) Disable
) Enable

4|

= | Allow websites to prompt For informat

= srrintina of 1avwa annleb

on using scripbed wind:

il

*Takes effect after you restart Internet Explorer

~Reset custom sektings

Resebtor  Imedium-high (default)

| Reset... |

I Ok Il Cancel

In the Security Settings dialog box, scroll down to the Scripting section.

Under Allow status bar updates via script, select Enable.

Click the OK button.

If you receive a warning message, click Yes on the message.

Close the Internet Options dialog box by clicking the OK button.

0. Close Internet Explorer.

P To set up Microsoft Excel 2007:

1.

Open Excel 2007.
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Al - £ ¥
A 8 c D E F G H 1 J K L M N s X
1 I
2. In the upper left of the window, click the Office Button.
-'Eig\\ = Mold )+
Recent Documents
j Hew
~
5 over
H Save
H Save As b
Print L3
?, Prepare  »
_@ Send b
;5:. Publish  *
L,
J Clase
2] Excel Options III‘X Exit Excel
3. Click the Excel Options button.

‘ Popular

™
| _g Change the mast popular options in Excel.
Farmulas
Praofing Top options for working with Excel
Save [ shaw Mini Toolbar on selection (i
¥ Enable Live Praview G
Advanced
~ eveloper tab in the Ribbon &
Customize ¥ Always use ClearType
Add-Ins Colorscheme:  |Blue =
|
Trust Center I ScreenTip style: ISh-Jw-'feature descriptions in ScreenTips j
|
Resources Create lists for use in sorts and fill sequences:  Edit Custgm List:

When creating new workbooks

Use this font: |BDdyFDm

=l
Font size: 11 =
Default yiew for new sheets: | Mormal View vl
m =
Personalize your copy of Microsoft Office
User name: IM(PS
Choose the languages you want ta use with Microsoft Office:  Language Settings...

Include this many sheets:

)

4,

In the Excel Options window, select Trust Center.
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Excel Options

B

Popular
Formulas
Proafing
Save
Advanced
Customize
Add-Ins

Trust Center

Resources

@ Help keep your documents safe and your computer secure and healthy.

Protecting your privacy

Microsoft cares about your privacy. For more information about how Microsoft Office Excel helps to protedt your privacy,

please see the privacy statements.

Show the Microsoft Office Excel privacy statement
Microsoft Office Online privacy statement
Customer Experience Improvement Pragram

Security & more
Learn more about protecting your privacy and security from Micrasoft Office Cnline,

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, We recommend that you do not change these settings.

Cance

7
5. Click the Trust Center Settings... button.

Trusted Publishers
Trusted Locations
Add-ins

ActiveX Settings

I
Macro Settings I

Macro Settings

For macras in dacuments not in a trusted location:
Disable all macros without notification
" Disable all macros with notification
" Disable all macros except digitally signed macros

|6‘ Enable all macros {not recommended: potentially dangeraus code can rur\]l

IMessage Bar
Extzrnal Content

Privacy Options

Developer Macro Settings

| [W' iTrust access to the VBA project object madel} |

o

6. Select Macro Settings, then select the following:

e Under Macro Settings, Enable all macros

e Under Developer Macro Settings, Trust access to the VBA project object model

7. Click the OK button.
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8. From the Add-Ins menu In Excel 2007, you can integrate with FMS to manage accounting
transactions and assets via the Oracle menu.

(D)1 i BookZ - Microsoft Excel - = x
a) =
- Home Insert Page Layout Formulas Data Review View Developer @ - 7 x
Adobe PDF -
Oracle |
List of Values
Upload
[ Moniter - £ ¥
About D E F G H I 1 K L M N [o}
View hesder |
3| Balance Type Budget
a Database CESCENTDB182.PFMS
3 Set of Books MCPS Set of Books
6
7 [Category *List-Text
8 |Batch Name Text
9 |Batch Description Teut
10 |Organization List- Text
1
12 [upl Source Currency Fund Departmen School Category Account Grant Program Activity Interfunc Debit Credit Bu
13 *List - Text *List- Text " List- Text * Number * Number Lig
14 4
15
16 [ 1
17
18
19
20
21
22
23
24 Totals: 0 0
25 Tip: This i not the end of the Template. Unprotect the sheet and insert as many rows as needed
26
27
28
29
30
H 4 » ¥ Sheetl /¥J
Ready | 7]

(8 Microsoft Excel - Bookz | ) Oracle Applications H...

% NOTE: If you have any questions about these instructions, please send an e-mail to
controllerSOS@mcpsmd.org.
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