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Utilizing the “Download to Excel” Feature 

 
You can quickly and easily take returned information from PeopleSoft inquiries and download it into Excel.  By 
simply clicking on the Download to Excel button found on several PeopleSoft Finance inquiries (ex: Budgets 
Overview), you can manipulate the data using the Excel functions. 
 

 
 

 
When the Excel spreadsheet opens, all numeric values in the spreadsheet are formatted as text (e.g., instead 
of $1000.00 being in a cell in the spreadsheet as 1000, it's in the cell as ="1000").  So, in order to use the 
values in the spreadsheet, they need to be converted to numbers. 
 
1. Highlight all cells with numbers in them.   
 Here’s a helpful hint:  by clicking in the far left corner, you can select the entire Excel worksheet. 
 

  

Download to Excel button 
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2. Using the Find/Replace function in Excel (Ctrl F), replace all = (equal signs) with blank (leave blank).  
  

 
  
3. While all cells are still highlighted, use the find/replace function in Excel to replace all " (quotes) with blank 
(leave blank).   
 

 
  
Following these steps will replace the text value with a numeric value allowing full functionality of Excel 
calculations. 
  
Please note:  It is important that you replace the equal signs first, then the quotes. 


