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Preface

In the 2007 version of Microsoft Office, Microsoft made a number of updates to Excel, including increasing the
maximum number of rows in a worksheet from 65 thousand to over 1 million.** For regular users of nVision, it’s
important to convert nVision layouts to the new version of Microsoft Excel so they will continue to work properly
with the application in both the client and web based versions.

The files stored on the file server will be automatically converted as a part of the upgrade. This business process
will only be necessary if the files are stored locally or in a location aside from the SFS file server.

NOTE: You must have Microsoft Excel 2007 or later installed on your computer to be able to convert the files

properly.
**pS Query may still restrict number of rows returned. To avoid this error, schedule the query.

To manually convert an nVision layout from .xIs file type to .xIsx:

Overview
e Rename the file, changing to the old Excel file extension (*.xls)
e Open the file using Excel
e Convert the file, which saves the file as the new file type (*.xIsx) or (*.xIsm)
e Rename the file extension back to “.xnv’ (*.xnv)

Step by Step Instructions:

1. Identify the file that you would like to convert. Your file should currently have an .xnv file type. If you
are unable to view the file extension (.xnv), please follow the steps below (a-. If you are already able to see
the file extension, please skip to step #2.

oitwisc.edu) (P:) » pt849 » prod » nvision » uwmil

>
Name Date modified

|| MIL_88_EQY_PR_FUNDS_90 Fil s isibl
|| MIL_88_EOY_PR_FUNDS.06 & ile extension is not visible

|| MIL_88_EOY_PR_FUNDS_03
| MIL_88_EOY_PR_FUNDS_05
[ MIL_88_EOY_PR_FUNDS_34
[ MIL_88_EOV_PR_FUNDS_12
[ MIL_88_EOY_PR_FUNDS_17
| MIL_88_EOY_PR_FUNDS_19
[ MIL_88_EOV_PR_FUNDS_21

pan LOV DD CIINDG 50

To change your folder settings, so you can see file extensions:
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a. Inthe lower right hand corner of your taskbar, click the Start I\/Ienu. I I

b.

From the menu, click on Control Panel.

Al
A * Microsoft Access 2010
F Microsoft Excel 2010 Stacy Vanwormer

m Microsoft Word 2010 Pictures

Music

Computer
@ Mozilla Firefox
p. Control Panel
e Internet Explorer

Devices and Printers
Default Programs

Help and Support

nVision
@ Microsoft Visio 2010

\) Crystal Reports 2008

L,'? Remote Desktop Connection
%)

‘;H Windows Media Player
&) Calculator
,/’ Paint
i);] Microsoft PowerPoint 2010

»  AllPrograms

Shutdown | ¥ |
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c. On the Control Panel menu, choose Appearance and Personalization.

File

[55 » Control Panel »

Edit View Tools Help

Adjust your computer's settings

System and Security
Review your computer's status
Back up your computer

Find and fix problems

Network and Internet
View network status and tasks
Choose homegroup and sharing options

Hardware and Sound
View devices and printers
Add a device

Programs
Uninstall a program
Get programs

e §&

View by: Category ¥

User Accounts
@ Change account type

Appearance and Personalization
Change the theme

Change desktop background

Adjust screen resolution

Clock, Language, and Region
Change keyboards or other input methods
Change display language

Ease of Access
Let Windows suggest settings
Optimize visual display

d. Click Folder Options.

File

Control Panel Home

System and Security

LEIOk

B » Control Panel » App e and P

Edit View Tools Help

Personalization
Change the theme
Change sound effects

gr

Change screen saver

Network and Internet

Hardware and Sound

Programs
User Accounts Des ktOp GadQEts 2
~I" Add gadgets to the desktop | Get more gadgets online
* Appearance and Restore desktop gadgets installed with Windows
Personalization
Clock, Language, and Region Taskbar and Start Menu
Customize the Start menu | Customize icons on the taskbar
Ease of Access

Display

Make text and other items larger or smaller

Ease of Access Center

Accommodate low vision | Use screen reader

Folder Options
Specify single- or double-click to open

Fonts
Preview, delete, or show and hide fonts

m VMware Tools

Change desktop background

Change Font Settings

Adjust screen resolution

Turn on easy access keys

Change window glass colors

Connect to an external display

Uninstall a gadget

Change the picture on the Start menu

Turn High Contrast on or off

Show hidden files and folders

Adjust ClearType text
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e.

In the window, choose the View tab.
ldef‘o l.,,

Genera' [View | Search

Browse folders
(@ Open each folder in the same window

(”) Open each folder in its own window

Click items as follows
() Singleclick to open an item (point to select)
_N Underline icon titles consistent with my browser
@ Underine icon titles onfy when | point at them
@ Double-lick to open an item (single-click to select)

Navigation pane
Al [] Show all folders

> oo [ Automatically expand to cument folder

[ Restore Defaults ]

How do | change folder options?
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f.  Uncheck the Hide extensions for known file types box.

Folder views

You can apply the view (such as Details or lcons) that
you are using for this folder to all folders of this type.

= Apply to Folders 7 [ Reset Folders ]

Advanced settings:

. Files and Folders
[] Always show icons, never thumbnails
Always show menus
Display file icon on thumbnails
Display file size information in folder tips
Display the full path in the title bar (Classic theme only)
. Hidden files and folders
@ Dont show hidden files, folders, or drives
() Show hidden files, folders, and drives
[¥] Hide empty drives in the Computer folder
I Hide extensions for known file types
| Hide protected operating system files (Recommended)  ~

OK |[ Cancel || Apply
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g. Click Apply and then click OK. The window should close.

| General | View | Search |

Folder views

You can apply the view (such as Details or Icons) that
you are using for this folder to all folders of this type.

 Applyto Folders | | Reset Folders |

Advanced settings:

3
¥

Files and Folders
[] Always show icons, never thumbnails
Always show menus
Display file icon on thumbnails
Display file size information in folder tips
Display the full path in the title bar (Classic theme only)
|, Hidden files and folders
@ Dont show hidden files, folders, or drives
() Show hidden files, folders, and drives
Hide empty drives in the Computer folder
[l Hide extensions for known file types
Hide protected operating system files (Recommended)

1S

OK | [ Cancel ][ Apoy

h. You should be able to see the file extension now.

,,
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2. Onyour nVision layout file, right click on the file and choose Rename from the menu.

Name Date modifig

€] UWmil_88_PO_ADJ_ENC_BALxnv

7/11/2013 2
q

| €] UWmil 88_PO_ADJ_ENC_BAL - Copy.xnv e 621
€] UWosh_88_PO_ADJ_ENC_BALxnv . 4
Open with... ¥
€] UW_88_128_AVG_DAILY_BALANCE_PER12.xnv ) . 0:]
Scan with Sophos Anti-Virus
€] UW_88_128_AVG_DAILY_BALANCE_PERI1.xnv 04
€] UW_88_128_AVG_DAILY_BALANCE_PER10.xnv Create Intellittach... 04
2] UW_88_128_AVG_DAILY BALANCE PERnv | gy \yu7e , log
€] UW_88_128_AVG_DAILY_BALANCE_PERS.xnv 04
€] UW_88_128_AVG_DAILY_BALANCE_PER7.xnv Always available offline 0
€] UW_88_128_AVG_DAILY_BALANCE_PER6.xnv Restore previous versions q

e UW_88_128_AVG_DAILY_BALANCE_PERS.xnv Send to »
&} UW_88_128_AVG_DAILY_BALANCE_PER4.xnv 0:

=] UW_88_128_AVG_DAILY_BALANCE_PER3.xnv Cut 51
|| UW_88_128_AVG_DAILY_BALANCE_PER2.xnv Copy 5
] UW_88_128_AVG_DAILY_BALANCE_PERL.xnv Create shorteut 51

€] COL_AUXILIARY_RESERVExnv Delete

€] EAU_AUXILIARY_RESERVE.xnv 34
2] EXT_AUXILIARY_RESERVE.xnv 24
Properties 24

=] GBY_AUXILIARY_RESERVE.xnv
e} LAC_AUXILIARY_RESERVE.xnv

7/9/2010 2:34

3. Change the .xnv to .xIs by typing it in.

4. When you hit ‘Enter’ or click elsewhere on the screen, the verification of change message will appear and

you can click ‘Yes'.

] UWmil_88_PO_ADJ_ENC_BALxnv 7/11/2013202PM XNV File 20KB
(& uwmil 88_PO_ADJ_ENC BAL - Copyads D 7/10/20136:59PM XNV File 22k8|
& UWosh_88_PO_ADJ_ENC_BALxnv 6/21/2012405PM XNV File 29KB
€] UW._88_128_AVG_DAILY_BALANCE_PER12xnv 9/3/201010:18 AM XNV File 274 KB
€] UW._88_128_AVG_DAILY_BALANCE_PER11.xnv 9/3/201010:16 AM XNV File 458 KB
] UW._88_128_AVG_DAILY_BALANCE_PER4.xnv 201010:00 AM XNV File 433KB
|£] UW_88_128_AVG_DAILY_BALANCE_PER3.xnv 9/3/20109:57 AM XNV File 431 KB
|€] UW._88_128_AVG_DAILY_BALANCE_PERZxnv 9/3/20108:56 AM___ XNV File 431 KB
€] UW_88_128_AVG_DAILY_BALANCE_PERL xnv R ~ N |

] COL_AUXILIARY_RESERVE.xnv
EAU_AUXILIARY_RESERVE.xnv
EXT_AUXILIARY_RESERVE.xnv
GBY_AUXILIARY_RESERVE.xnv
LAC_AUXILIARY_RESERVE.xnv
MIL_AUXILIARY_RESERVE.xnv

AACKI AJIVIITADY DCCCDVL

A

Are you sure you want to change it?

K[/ [/ [R) [ [

If you change a file name extension, the file might become unusable.

Page 7 of 10




dniversite of = = o= University of Wisconsin System

U‘l‘l SFS Business Process

9.1 Upgrade Excel File Manual
Conversion Process

5.  You will see the file icon change to an Excel spreadsheet icon.

& UWmil_88_PO_ADJ_ENC_BAL.xnv 7/11/2013 2:02 PM XNV File 29 KB
‘@ UWmil_88_PO_ADJ_ENC_BAL - Copy.xls /10/2013 6:59 PM Microsoft Excel 97... 22KB f
& UWosh_88_PO_ADJ_ENC_BAL.xnv 6/21/2012 4:05 PM XNV File 29 KB
=] UW_88_128_AVG_DAILY_BALANCE_PER12.xnv 9/3/2010 10:18 AM XNV File 274 KB
6. Double click the file to open it.
7.  If necessary, click Enable Editing.
(=~ g R | TV OST_ D0 ORI
E Home Insert Page Layout Formulas Data Review View Developer
o Protected View  This file originated from an Internet location and might be unsafe. Click for more detaing Enable EditingD
B2 v S | %RBU%
]
—— _—
B | C D E F [ G [ H K [ L M 0 P
2 [%RBU%
Based on Act
Based on Act  Log where tran
Log where tran type equal to
type equal to AP_VOUCHER n?(fM

8. Click the ‘File’ tab.
9. Click ‘Convert’.

i adEY el
Home Insert Page Layout Formulas Data Review View Developer
|l save § .
- Information about UWmil_88_PO_ADJ_ENC_BAL - Copy
AR P:\pt849\devi\nvision\uwgen\UWmil_88_PO_ADJ_ENC_BAL - Copy.xls
[Z5 Open
[ Close

Compatibility Mode

Info @gl Some new features are disabled to prevent problems when working with
: previous versions of Office. Converting this file will enable these features, but

may result in layout changes.

Recent Samst
New
= Permissions
Print f%? Anyone can open, copy, and change any part of this workbook.
Protect
Save & Send Workbook

10.  You may receive a message below that explains the conversion process. If you are converting multiple
files, it is recommended to check the “Do not ask me again about converting workbooks.” checkbox and click

OK.
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(2] = |

~
Microsoft Excel

This action converts the workbook to the current file format, which allows you to use all of the new features of Excel, and it reduces the file size. The
original workbook will be deleted and cannot be restored after this conversion.

Do not ask me again about converting workbooks.

)y e

11. You may receive other messages regarding range references, as below. Click OK.

i The name, py1, either conflicts with a valid range reference or is invalid for Excel. The name has been replaced with _py1.

You may still need to manually update any references to this name used in VBA code or as text arguments in functions. You must close and reopen the workbook before these changes take effect.

12.  You will receive a message stating that the workbook conversion was successful. Click ‘Yes’ to activate the

features.
Microsoft Excel

The workbook conversion to the current file format completed successfully. To use the new and enhanced features of the current file format, you must close and reopen the workbook. Do you want to dose and reopen the workbook

now?

Was this information helpful?

13.  You may be asked if you would like to save the changes to your workbook. Notice the new ‘.xlsx’ file

extension. Click ‘Save’.

Do you want to save the changes you made to

'UWmil_88_PO_AD]_ENC_BAL - Copy.xisx?

{ seve ) [ pontsave | [ concel |

14. Close the workbook.
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15. You will notice that the Excel file on the drive now has an ‘.xlsx’ or “.xImx’ file extension.

A Computer » sfs (\\sfsprocl.ad.doit.wisc.edu) (P:) » pt843 » dev » nvision » uwgen

File Edit View Tools Help
Organize v [#"] Open Burn New folder

¢ Favorites Name
P Desktop @ UWmil_838_PO_ADJ_ENC_BAL - Copy.xlsx )
% Downloads || UWIlac_88_PO_ADJ_ENC_BALxnv

|| UWgby_88_PO_ADJ_ENC_BAL.xnv
|| UWext_88_PO_ADJ_ENC_BALxnv

|| UWeau_88_PO_ADJ_ENC_BAL.xnv
L0Menl @2 DO ADL ENC DAL viue

:E‘ Recent Places

|, Documents

1. Temp

16.  Right click on the file.

17. Choose ‘Rename’ from the menu (same as step 2 above).

18.  Change the file extension to “.xnv” by typing it in.

19.  When you hit ‘Enter’ or click elsewhere, the verification of change message will appear and you can click ‘Yes'.

e o TSI
o[

. » Computer » sfs (\\sfsprocl.ad.doit.wisc.edu) (P:) » pt849 » dev » nvision » uwgen

File Edit View Tools Help

Organize v @ Open ~ Print Burn New folder

%% Favorites Name E Date modified Type
Bl Desktop |E_’] UWmil_88_PO_ADJ_ENC_BAL - Copy.xnv 9/13/2013 6:57 PM Microsoft Excel W...
1 Downloads | UWlac_88_PO_ADJ_ENC_BAL.xnv 6/3/2010 8:06 AM XNV File
%= Recent Places || UWgby_88_PO_ADJ_ENC_BALxnv 6/3/2010 8:05 AM XNV File
L s | UWext_88_PO_ADJ_ENC_BAL.xnv
I Temp | UWeau_88_PO_ADJ_ENC_BAL.xnv
.. INVENTORY || UWecol 88_PO_ADJ_ENC BALxnv k If you change a file name extension, the file might become unusable.

| UWboltgen_88_PO_ADJ_ENC_BAL.xnv &8

) Are you sure you want to change it?

3 Libraries | UWadm_88_PO_ADJ_ENC_BAL.xnv
[%) Documents || UW_PO_OPEN_ENC_PO_FY.xnv |
=] Pictures | UW_PO_OPEN_ENC_P_CF_VENDORxnv "
DD ceoy | |UW PO OPEN ENC ACCT DT.xnv

20.  You will see the icon and file extension change back to regular nVision file extension and icon.

rePpDmmmmmme—m,—m—

-

Name
my -
[ uwmil 88_PO_ADJ_ENC_BAL - Copyxnv )
] UWlac_88_PO_ADJ_ENC_BAL.xnv
|| UWgby_88_PO_ADJ_ENC_BALxnv

Your file is converted to the latest Excel settings. It is recommended that you test run your reports. If you
experience any issues, or have questions or comments regarding this process, please contact UWSA Problem

Solvers at: uwsaproblemsolvers@maillist.uwsa.edu for assistance.
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