Oracle Financials

PSA Add-In Support Document

PSA Add-In Support Document Page 1 of 11



UNIVERSITY OF
;- OXFORD

Document Control

Author
Name Position Signature Date
Tom Hamilton-Williams Finance Reports Developer 20-Jul-2018

Change Record

Version No Date Author Change Reference

0.1 20-Jul-2018 Tom Hamilton-Williams | Initial document

0.2 27-Jul-2018 Tom Hamilton-Williams | New issue: Selected file in nota PSA report
0.3 03-Aug-2018 Tom Hamilton-Williams | New issue: Add-In doesn’tappearin ribbon
0.4 12-Oct-2018 Tom Hamilton-Williams | New issue:Settings - Filecan’tbe found

PSA Add-In Support Document Page 2 of 11



UNIVERSITY OF
}- OXFORD

1. Table of Contents

ORACLE FINANCIALS 1
1. TABLE OF CONTENTS 3
2. DESCRIPTION 4
3. ERROR: “.....DISTRIBUTION LISTNOT FOUND" 5
2R O 151 U T 5
20 O U ]SO 5
3.3. SOLUTION. .ttt et et et s ettt e e s se et e b e e e st s e et e s e e et R et et s e e e e st s e e st s b e e e st s e e me e s e s s e e e s et e st se e ese e enesae e ereeneneneene 5
4. ERROR: “METHOD ‘RANGE’ OF OBJECT’_WORKSHEET’ FAILED” 5
4.1. ISSUE.....
4.2. CAUSE ...ttt ettt ettt b et b e s b s bt s bt s ae e e e e b e b e b e e b e e R e e R d e R b e E e b e R e b e SR SRS b e b e b e e b e e R e s R e s Rt e e et e b e s b e s bt e Rt e Rt e Rt s
4.3. SOLUTION. .t tteuteutetetetestesteseeetestesbesseese e st ese e st sat e st e sbesaesaeeaeeae et e e e s e b e b e eaeeabea b e s e besbeseeeateaeeaeea b e b e ebeebeehesaeeaeeab et ebenseeneentantan 5
5. ERROR: “UNEXPECTED DISTRIBUTION LIST ERROR —WORKSHEET MISSING” 6
T T 1Y TSSOSO 6
5.2, CAUSE .ttt e R e e R R et R R b et Rt R e et a et e st r e e s 6
5.3. SOLUTION. .ttt ettt et ettt et e be et e b e et a et e R e e et R e e et s s e e e Rt s e e st s h e e e st s e et e s e s et e st e e st s ae e es e e enesae e ereenenentene 6
6. ERROR: IN SETTINGS - DEFAULT DISTRIBUTION LIST WINDOW REMAINS PINK 6
LR O 151 U T

6.2. CAUSE
6.3. SOLUTION,

7. ERROR: “SELECTED FILE IS NOT A PROJECT STATUS AND ACTIVITY REPORT” 7
7% S 1531 OO 7
2 O Y U1 TSRO 7
7.1. SOLUTION. 1t tteuteuteutetestestestesseestestesbesseese e st ese e st sat et e sbesaesateat e st e st et e b e s e b e e st e a b ea b e b e besbesaeeateateatem b e beebeebeehesaeeabenb et e b enseeneentantan 7

8. ERROR: PSA ADD-IN (RESEARCH ACCOUNTS) DOES NOT APPEAR IN EXCEL RIBBON 8
Bl ISSUE ittt e e R e R R e R Rt e R bRt bRt R e et a et e a e n et re e ne s 8
<207 O U] 8
8.3. SOLUTION. . tteuteettente sttt et e st s ettt e e b se et e b e e e st s e et e R e e et R et et s e e e e h e s e e st s b e e e st s e et e s e s et e s et emesae e ese s enenae e ereene e eneene 8

9. ERROR: SETTINGS - SELECTED FILE ISNOT FOUND 9
9.1. [ SSUE. ettt h bR R e E SRR e RS e e b e b e R e R e b e e Rt e Rt s b e s b e s b e sbesR e e Rt ent

9.2. CAUSE

9.3. SOLUTION,
10. APPENDIX A —UNINSTALL / RE-INSTALL PSA ADD-IN 10
11. APPENDIX B —SET TRUST CENTER SETTINGS 11

PSA Add-In Support Document Page 3 of 11



‘ UNIVERSITY OF
‘- OXFORD

2. Description

This document is designed to be a depository for all information relating to PAS Add-In issues. Thisdocumentshould
be used as a first ‘port-of-call’ when investigating a logged PSA Add-In issueto enable a prompt solution to be

provided.

Should anissueariseand can’t be solved with reference to this document, details of the issueand solution should
then be added to this document in order to expand the knowledge of the PSA Add-In and likely issues.
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3. Error: “.....Distribution List not found"

3.1. Issue

When trying to split the output file, or click on Settings the following error message is displayed:

Project Status and Actrvity Report Distribution Add-in X

N\grants\Award Status Reports\Award Status Reports
RI12WSA Addin Docs and Instructions\PSA Distndution List
FINALJuly 2017 xisx not found

3.2. Cause

Itis most likely that there are multipleversions of the same named Add-In therefore Excel is getting confused over
which add-in to use from which location.

3.3. Solution

Follow the steps in Appendix A - Uninstall / Re-install PSA Add-In.
4. Error: “Method ‘Range’ of object °_Worksheet’ failed”

4.1. Issue

When trying to send the split output the following error message is displayed:

-

Project Status and Activity Report Distribution Add-in &J

I:G] Method 'Range’ of object '_Worksheet' failed

4.2, Cause
The user has added additional worksheets to the split file.
4.3. Solution

Re-create the split file from the original output file and ensure additional worksheets are not added.
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5. Error: “Unexpected Distribution List error — worksheet missing”

5.1. Issue

When trying to send the split output the following error message is displayed:

Project Status and Activity Report Distribution Add-in *

e Unexpected Distribution List error - worksheet missing

5.2. Cause

The user does not have the correct Excel configuration for the Trust Center.
5.3. Solution

Follow the steps in Appendix B —Set Trust Center Settings.

6. Error: In Settings - Default Distribution List window remains pink

6.1. Issue

The user cannotsplitthe output file,and when clicking on Settings the default Distribution Listlocation window is
pink and the user cannot click on “Use Different Distribution List”:

Project Status and Activity Distribution Add-in

Semtogs | Ak
tete
Default Output Folder
o ) T bt it St P & 3Gt P A s Offarent Outpnd Fekdes
Distribution List
~ St N ket ~ (e Dfferent Dosty ution Lt
Emall Output
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c Customised (mad Address
! D Dutgerg Lok Addroes
et Tave Mare Caet pous Commmiied
Cuntomived ol Subject
Paper fieta A - 0 33 Overrge Lo Sadipent
0,000
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6.2. Cause

The user does not have the correct Excel configuration for the Trust Center.

6.3. Solution

Follow the steps in Appendix B —Set Trust Center Settings.
7. Error: “Selected file is not a Project Status and Activity report”

7.1. Issue

When trying to send the split output the following error message is displayed:

Propect St snd Sctasty Reped Dotrdotecs Sdd. o x

9 Hriected Nile i AR & I‘I:lll:l Ttatuy ard Actwily report

7.2. Cause

Itis most likely that there are multipleversions of the same named Add-In therefore Excel is getting confused over
which add-in to use from which location.

7.1. Solution

Follow the steps in Appendix A - Uninstall / Re-install PSA Add-In.
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8. Error: PSA Add-In (Research Accounts) does not appear in Excel
ribbon

8.1. Issue

After opening Excel, the PSA Add-In (Research Accounts) ribbon does not appear even though the add-in is ticked
when navigating to File / Options / Add-Ins / Manage (Excel Add-Ins).

8.2. Cause

When Excel opens, part of the opening process involves it looking for all of the required add-ins and making them
available on the ribbon. On rare occasions Excel fails to load all of the add-ins (hence it does not appear on the

ribbon despite it being ticked).
8.3. Solution

e  Open Excel and navigate to:
File / Options / Add-Ins / Manage (Excel Add-Ins)

e  Untick the PSA Add-In.
e Close down Excel.
e Open Excel and navigate to:

File / Options / Add-Ins / Manage (Excel Add-Ins)

e Tick the PSA Add-In.
e The PSA Add-In (Research Accounts) should now appear.
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9. Error: Settings - selected file is not found

9.1. Issue

When clicking on Settings an error messageis displayed headed “Project Status and Activity Report Distribution Add-
in” informingthe user that a filecannot be found. Clickingon “OK” justloops the issue continuously. To break this
loop the user has to terminate Excel through the Task Manager. Example:

R12\Current PSA output\Award Status Reports 2017\Sep

e N:\grants\Award Status Reports\Award Status Reports
‘ 18\DL - HS5.xlsx not found

oK

9.2. Cause

This may be caused by the settings text filethat stores the location of the default folder somehow becoming corrupt
and saving a file location rather than a folder location.

9.3. Solution

NOTE: Following the below steps will mean the user has to reset their default settings options but this only takes
a minute. Any saved default files, i.e. Distribution Lists and Customised Messages, are not deleted as part of this
fix.

e Open Windows Explorer and navigate to the location of the saved PSA Add-In file.

e Locate the “PSA_Distribution_Settings.txt” file.

e Delete this file.

e Open Excel and click on the Settings icon in the Research Accounts (PSA Add-In) ribbon.
e  The defaultvalues will be blank and should be reset.
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10. Appendix A — Uninstall / Re-install PSA Add-In

Get the User to complete the following steps:

1.

N o v ok~ w

10.
11.
12.

Open Excel and navigate to File / Options / Add-Ins.
Against Manage select Excel Add-Ins and click Go.
Unselect the PSA Distribution Add-In.

Close down all instances of Excel.

Open Windows Explorer.

Single click on the Local Disk drive (usually the C: drive).

Search for “PSA Distribution”:

— ——— == - T ey W —
. . — —
@\J"" } Search Results in Local Disk (C) »
Organize *  Savesearch  Bum
T Favorites PSA Distribution_Settings Date modified: 20/01/2017 15:12
B Desktop Size: 730 bytes

18 Downloads
%2 pecent Places C:\Users\admn3416\AppData\Roaming! Microsoft\Addlns

EI5 Reporting - Shortcut Temp1_PSA Distribution/v1 3zip Date modified: 04/10/201613:31
Addlns - Shertcut P CUsers\admn3416\AppData\Local Temp

[LombiSkortcut L Copy of |PSA Distribution Addin v0 0 Date modified: 27/08/2014 14:55
Dashboard - Shortcut @EI' C\Users\admn3416\AppData\Roaming\Microsoft\Windo...  Size: 1.08 KB

Standard Operating Procedures - Shertcut 5 .
K@ How to Split and Distribute PSA Add-In v1.3 Date modified: 04/10/2016 13:31
g

Open Changes - Shorteut
Size: 325KB

DEL - Shertcut
Open Tickets - Shortcut C\Users\admn3416\AppDataiLocal\ TempTempl PSA Distribution v1 3 zip

& Libraries Search again in:

| Documents & Libraries (8 Computer |7 Customn... (& Intemet
&) Music

i) Pictures

B Videos

1% Computer
&, Local Disk (C:)
9 Financial Accounts (G2
9 admn3416's Home Drive (H:)
9 InterDrive ()
5 ADMN Departmental Drive (O:)
9 UAS Public Drive (P)

€ Network

;) 4 items

Delete all Excel Add-Infiles/shortcuts referencing “PSADistribution” (PSA Distribution Lists and related
“How To.....” guides can be left undeleted).

Repeat steps 6 to 8 for the standard shared network drive (where the user may have previously saved
PSA Distribution files).

Close Windows Explorer.

Open the R12 Reports Library and click on Projects then UO Project Status & Activity.

Click on the link “Download the Project Status & Activity Excel Add-In” andre-install thelatest version
of the Add-In.
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11. Appendix B — Set Trust Center Settings

Get the User to complete the following steps:

1. Open Excel and navigate to File / Options / Trust Center.

2. Click on Trust Center Settings:

Excel Options

le| = |

General

Formulzs

Procfing

Save

I | Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Tns

Trust Center

@ 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 Excel
helps to protect your privacy, please see the privacy statements.

Shew the Microsoft Excel privacy statement

Security & more
Visit Office.com to learn more about protecting your privacy and security.
Microsoft Trustworthy Computing
Microsoft Excel Trust Center
The Trust Center contains security and privacy settings.

These settings help keep your computer secure. We Trust Center Seftings..

recommend that you do not change these settings.

3. Click on Macro Settings.

4. Ensurethat “Trust access to the VBA project object model” is ticked:

Trust Center

.. W e

Trusted Publishers
Trusted Locations
Trusted Documents
Trusted App Catalogs
Add-ins

ActiveX Settings
Macro Settings
Protected View
Message Bar

External Content

File Block Settings

Privacy Options

Macro Settings

Disable all macros without notification
@ Disable all macros with notification
Disable all macros except digitally signed macros

Enable all macros (not recommended; potentially dangerous code can run)

Developer Macro Settings

Trust access to the VBA project object model
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