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How to apply the Excel Add-In

DrillToPIA Excel Add-In for nVision Drilldown

The DrillToPIA Add-In for Excel must be applied to review detail within nVision reports

generated on Cardinal.

This job aid was developed using Microsoft Office 2010 version of Excel. Cardinal users who
have computers configured with other versions of Microsoft Excel may encounter different steps

needed to load this add-in and should first consult agency technical resources with any

guestions, and if needed, contact VITA at (866) 637-8482, or email the VITA Customer Care

Center at vccc@Vvita.virginia.gov.

1 Download and expand the attached Excel plug-in from the DripToPIA.zip file:

d

DrillToPIA.zip

2 Save the DrillToPIA.xla file to C:\Program Files\Microsoft Office\OFFICE14

3 Once the file is saved in that folder, launch Excel.

4 When Excel opens, click on the File tab in the upper left corner of your screen. Then select the

Options button from the menu on the left side.
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5 When the Options window opens, select Add-Ins.

How to apply the Excel Add-In

Excel Options

General

Formulas

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar

Add-Ins

Trust Center

_g General options for working with Excel.

User Interface options

E| Show Mini Toolbar on selection (i
[¥] Enable Live Preview (i

Coalar scheme: SiIverEl

ScreenTip style: | Show feature descriptions in ScreenTips

When creating new workbooks

Use this font: EBody Font

Font size: 11 Iz‘

Default view for new sheets: | Mormal View

-

Include this many sheets: 3 =
Personalize your copy of Microsoft Office

Username: D C

]

[=]

[=]

6 Atthe bottom of the window, select Add-ins from the dropdown menu entitled Manage: and then

click OK.
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How to apply the Excel Add-In

[——————=

Excel Options

(2l

General - . . . .
o View and manage Microsoft Office Add-ins.
Farmulas
Proofing Add-ins
Save Mame Location Type -
Language Active Application Add-ins
DrillToPLA Ch.soft Office'Officel4\Librany\DrillToPIA.xla  Excel Add-in
Advanced Sharing Add-in for Microsoft Lync 2010 Ch. Files (x86)\Microsoft Lync\collabaddin.dll - COM Add-in
Customize Ribbon Inactive Application Add-ins
Analysis ToolPak Ch.e\OfficeldLibrandAnalysis\ANALYS32. XLL Excel Add-in
Cuick Access Toolbar Analysis ToolPak - VBA . ficeld\Libran®\Analysis\ATPVBAEMN XLAM Excel Add-in
Custom XML Data ChasMicrosoft Office\Officel S\OFFRHD.DLL Document Inspector
I Add-Ins Date XML C\...s\microsoft shared\Smart Tag\MOFL.DLL  Action
Euro Currency Tools i Office\Officeld\LibranEUROTOOLXLAM - Excel Add-in E
Trust Center Financial Symbol XML} C\...s\microsoft shared\smart Tag\MOFLDLL  Action
Headers and Footers ChaWMicrasoft Office\Officel 4\OFFRHD.DLL Document Inspector
Hidden Rows and Columns Ch WMicrosoft Office\Officel4\OFFRHD.DLL Document Inspector
Hidden Worksheets ChaWMicrosoft Office\Officel \OFFRHD.DLL Document Inspector
Invisible Content ChasMicrosoft Office\Officel S\OFFRHD.DLL Document Inspector
Microsoft Actions Pane 3 XML Expansion Pack
Solver Add-in Ch e\OfficelfiLibrantSOLVER\SOLVER. XLAM  Excel Add-in
Document Related Add-ins
No Document Related Add-ins | 4
Disabled Application Add-ins alic
Add-in: DrillToPLA
Publisher:
Compatibility: Mo compatibility information available
Location: C\Program Files (x56)\Microsoft Office\Officel4\Libran/\DrillToPLA.xla
Description:
I Manage: |Excel Add-ins Ell[[ GO, ]I
QK ] ’ Cancel

7 Select DrillToPIA if it is available in the list of Add-Ins. If itis not listed, select Browse and browse

to find the correct file in the location specified in the step above. Ensure DrillToPIA Add-In is

selected. Click OK.
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Add-Ins | B

Add-Ins available:

[ Analysis ToolPak - Ok ﬂ

|| Analysis ToolPak - VBA

Saco
| |Buro Currency Tools

[ salver Add-in
DrillToPTA

8 Open any Excel file and you should be able to see nVisionDrill selection option within the Add-Ins
tab.
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9  After clicking the dropdown menu, one option, entitled Drill should be available.
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