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SAP Excel Settings

When to Use

Use this procedure to prepare Microsoft Excel for use with SAP Office Integration. The steps
outlined below will resolve the following issues:

e Blank screen in Excel after clicking the o Microsoft Excel View button. (This issue may occur
either because of inappropriate Macro Settings or Upgrade of Excel to Microsoft Excel 2013)

« Inability to save from the Microsoft Excel View

Helpful Hints

e Ensure that the SAP GUI version installed on your computer is 7.40 or higher as shown below

SAP NetWeaver
SAP GUI for Windows

Component: SAP Logon for Windows
Release: 740 Final Release
File Name: saplogon.exe

[Fie version 7400.1.0.1093 |
Build: 1524627
Patch Level: 0

Copyright © SAP 1993-2014
SAD

Cient Envionment | Loaded Dis ||  Save Version fomation | | oK |

-
To check the version, click then choose About... from the drop down list.
Contact your departmental technical support group if an upgrade is necessary. The SAP
GUI installation files and further instruction can be found on the AMS web
site: https://easi.its.utoronto.ca/help/software-hardware/
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Detailed Procedure
1. Close all open SAP sessions.

2. Open a blank Excel worksheet.

3. Click m from the menu.

Microsoft Excel - Book1

T Bacal - Mt
ol e
=R
B
:]1 Options
4. click 3 P

5. Select from the following:

from the list of options on the left.

1

If You Want To Go To
Enable macro setting in Excel (to resolve the blank screen in Excel Step 6
after clicking the B Microsoft Excel View button)
Add the Sa_ve As button to'the Quick Access Toolbar (to enable saving Step 12
from the Microsoft Excel View view)
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6. Enable macro setting in Excel:

Click

Trust Cent . . .
i (on the left side) of the Excel Options window.

Excel Options

r 8
| Excel Options M

General " a " y

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

Formulas
| Procfing Protecting your privacy

Save Microsoft cares about your privacy. For more information about how Microsoft Excel helps to protect your privacy, please

see the privacy statements.
Language
Show the Microsoft Excel privacy statement
Advanced ffice.com privacy ment

M| customize ribbon
Quick Access Toolbar
| Add-Ins

Trust Center

Customer Progrm

Security & more

Learn more about protecting your privacy and security from Office.com.

Migrosoft Trustworthy Computing
Microsoft Excel Trust Center

The Trust Center contains security and privary settings. These settings help keep your

computer secure, We recommend that you do not change these settings. | Trust Center Settings... |

o ) [Come )

7. Cc

lick [ Trust Center Settings... ]

in the Microsoft Excel Trust Center section.
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Trust Center

Trust Center | | — — 10 o]
Trusted lish
rusted Publishers Macro 5 o5
Trusted Locations
Disable all macros without notification

Trusted Documents Disable all macros with notification
Add-ins Disable all macros except digitally signed macros

I @ Enable all macros (not L p hy code @an runj
ActiveX Settings
Macro Settings e pacey 9
Protected View o Trust access to the YBA project object model
Message Bar
External Content
File Block Settings
Privacy Options

I |

| Co) Com )

a4

Macro Settings

8. Click in the Trust Center window.
9. Select @ Enable all macros (not recommended; potentially dangerous code can run) if not enabled.
10. Select V| Trust access to the WBA project object model if not enabled.

11. Click to apply the security settings.
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12. To add the Save As option to the Quick Access Toolbar:

) Quick Access Toolbar ) ] ]
Click (on the left side) of the Excel Options window..

Excel Options

Excel Options l =
G 1 B
— & General options for warking with Bxcel
Formulas
Frooting User Interface options
Save ¥l show Mini Toolbar on selection
¥] Enabie Live Preview
Language .
Color scheme: | Sitver [+ ]
Advances ScpeenTip style: | Show feature descriptions in ScreenTips =]
Customize Rivbon
When creating new workboolks
Quitk Ateess Toolbar —
Use this fopt: Body Font =)
Add-Ins === .
Fant sige: 1 [+
Trusk Conter Default yiew for new sheets: | Normal View [=]
Include this many gheets: 3
Personalize your copy of Microsoft Office
User name: | Darshan H.
oK | | Cancel
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Excel Options
E'EnceIDpliaﬂs M‘

General

a
ﬂ Customize the Quick Access Toolbar,
Formulas
Choose commands from: Customize Quick Access Toolbar: |
Fraofing Popular Commands :ZI Forall documents (default) zl
Save
Language & Name Manager - e Save
J New ¥) Undo
Advanced 3 ™ fRedo S

' Open =
Customize Ribbon [#] Open Recent File... Bl saveas

iy Page Setup

Quick Access Toolbar B Paste

Add-Ins e )
3% Paste Special...

Trust Center ., Print Preview and Print
&8 Quick Print
™ Redo 4
2] Refreshan | add>> -l
O Repeat e =
I save |2 Remove, |

J SetPrint Area
3P shapes .
4] sort Ascending
“ Sort Descending
7 Spelling..
|Z Sum
T Table
¥) Undo ¢
k View Macros o

i

Show Quick Access Toolbar below the —— "
Ribbon !ERMJ'EIW" =]

13.  Use the scroll bar to locate and select B Save As

14. Click to add the button to the Quick Access Toolbar.
15. Click apply the change.

Resource Information:

@ Contact your FAST team representative for additional instructions on how to use
this function.

http://finance.utoronto.ca/fast/fast-team-contacts-and-faculty-representatives/
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