UNIVERSITY OF
WISCONSIN SYSTEM

B
Cuv

Excel Jour nal
Upload Templates

PeopleSoft Version 8.8



UNIVERSITY OF
WISCONSIN SYSTEM

BAJ
L" UW System Shared Financial System — Excel Journal Upload Templates - PeopleSoft Version 8.8

Journal Upload Process

Thejournal upload sgr process is designed to take afixed length formatted file comprised of header(s) and
ling(s) and load the file contents into the JRL_ HEADER and JRNL_LN tables.

The fixed length formatted file can be created from any technique as long as the file matches the layout in
thesgr. To simplify the creation of this file we have created a number of templates using excel.
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Excel Templates

We have created a number of excel templates to create the fixed length formats. These templates are
located on our website at http://www.uwsa.edu/fadmin/sfs/Jrnl_Upload Templates.htm.

WARNING: If the journal template does not open in excel, see the EXCEL SETTINGS section below.

If you are making entries and an offset line to cash (account 6100) is required for every line, you should not
make the offset line entries. Y ou should use the journal upload “auto cash” process to create the cash offset
lines.

There are a number of excel macros written into each template. The“ACTUALS’ template has a number
of macros including the following and will not create the text file until these macro are successful:

A journal with a source code of “INT” MUST have debits equal credits (Do not enter cash
offsets.).

A journal id with a prefix of “PO” MUST have a source code of “ENC”.

After selecting the appropriate template you should populate the “JOURNAL ENTRY FORM” tab with the

following information (Do not use the comma character “,” asthisisdesignated as a special character and will
create a problem when saving the file.)

Business Unit - Five digit Peoplesoft business unit, i.e., UWADM
Journal ID - Encumbrance journals must be begin with “ PO”
(We do not recommend using the “next” feature.)

Journal Date-  Datethe journal should be posted for average daily balance purposes.
Ledger - “ACTUALS’, “STD_BUDGET" etc..
Reversal Code- Should the journal be reversed (normally used for accruals)

'B' = Begin next period

'E' = End next period

'D' = User defined date

'N' = No reversal (default)
Reversal Date - Enter dateif Reversal Codeis'D’
Operid -  Your eight-digit PeopleSoft id
Source Code- “INT” for transfer journals, “BUD” for budget journals, etc..

See http://www. uwsa.edu/fadmin/sfs/FY 06%6201 D%20M ask%20Source%20Codes.doc

Description -  Description of the journal
Ledger for Journal Lines - This should be the same as the “Ledger” value

Tofill inthelineinformation we recommend you use the “WORKAREA” tab and populate theinformationin
tabular form with the columns representing the fields and the rows representing lines.

If you follow this format you can use Excel’ srelative cell addressing feature by linking the appropriate
fieldsonthe “JOURNAL ENTRY FORM” worksheet to the “WORKAREA” worksheet.

Accomplish thislink by placing the cursor into a cell representing one of the chartfield values (i.e. E7 is
usually the first cell for the account chartfield), from there you would enter the “+" key and move to the
“WORKAREA" worksheet cell representing the first row of the corresponding value. Y ou would continue
this process until the first row (7) in the “JOURNAL ENTRY FORM” worksheet isfilled in.
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Y ou can then highlight this first row and “copy” it down as far as necessary to replicate the information
from the “WORKAREA" worksheet.
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Create Upload Flat File - Output =
clpsiACTje.txt

Once the “JOURNAL ENTRY FORM” is completed click the
button. The macros behind this button perform some basic edits of the fields in the header information and,
when appropriate, checksto make sure the debits equal the creditsonthelines. If the macrosdo not detect
any errors, atext fileis created in your C:\PS directory with a name of ACTje.txt (BUDJE.txt for budget
journals.). Make sureyou havethe C:\PSdirectory setup on your machine.

WARNING — When Microsoft excel encounters “special” charactersit interprets them as text and
surrounds the entire row in double quotes “. Y ou should always use your favorite text editor (Notepad
works fine) to determine if any double quotes were added when the text file was created. Y ou should
delete these double quotes where appropriate by using the replace statement in you text editor...
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File | Edit Format Wiew Help
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Luw, Faste CErlHY 7180 080 2005 QO0000004 006,
Luwl Delste Dol 6100 007 2005 0000000152878,
L L. 7lo0 997 2005 —000000007700.
LUw Find..  Ctr4F 7170 0997 2005 —0000000853475. |
LUW.  Find Next F3 7180 0997 2005 —000000055702 .1
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LUWCOLOOOOOFFIN_RPT 7100 05097 2005 —00000002 7105,
LUW_OLUDODOSE LN_RE 7170 997 Zuns —UOOOO0431155. ¢
LUwWCOLOOOOOSFIN_RPT 7180 997 2005 —0O00002G8415.1
HUWDPDAWSY S234 070120058 IN_RIMT ¥OF022005C00 Adj ust Cv Actuals
LUWDPDOOOAOLFTIM_RPT  AL00  ©0d 0 2005 0000000054480 :
LUWDPDOOQOOZFIN RPT 6100 S04 1 20035 000000053761,
LUWDPDOOQOOSFIN_RPT 6100 Q04 R 20035 —QQOoQ0003432,
LUWDPDOOQOO4FIN_RPT 7352 o0d o] 2005 —0000000544 89,
LUWDPDUGUUUSFIN_RPT /42 904 1 2004 QUOUO0UUY S FEL. S
LUWDPDOQOOOGFIN_RPT 7352 904 R 2005 0000000003432, 1
LUWDPDOGOOOFFIN_RPT G100  OT0 1 2005 —0O0009864852. .
LUWDPDOGOOOSFIN_RPT 6140 0S80 1 2005 —0O0024458005 .1
| WREROAONOSETH_RPT  Gdd4 QR0 1 2005 —OOON00? 73301 .
LUWDPDOOOOLOFIN_RPT 7105 580 1 2005 0000001110478,
LUWDPDOOOOILIFIN_RPT 7220 B8O 1 2005 0000005962408,
LUWDPDOOOOL2FIN_RPT 72z1  GEO 1 2005 QOOQO05790543, -
LUWUPDUOUOLE - LN_HE 7222 980 1 EXVE] QUOUOZL147S53.:
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Create Upload Fla File - Output =

Each time you click 2R AT tat

file will be overwritten,

so make sure you create a backup copy with an apprépriate name and an appropriate directory.
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Excel Settings

Depending on the settings on your computer, when you open Excel the process may or may not open in the
browser window. If Excel does open in the browser window, Excel functionality is not available.

This setting is defined in Windows Explorer. From Windows Explorer, select Tools Folder Options...
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Switch to the File Typtes tab and fin XL8. Click on the 'Advanced’ button.

2]

General | View  Fie Types | Ofine Files |

Fegistered file types:

Extensions | File Types | o]
E #LD Microsoft Excel 5.0 DialogShest

@5 #LK Microsoft Office Excel Backup File

@u!' ®LL Microsoft Office Excel ¥LL Add-n

& XM
@]LSH...

==
B GM %I SMHTMI File :‘

MNew | Delete

— Details for ®LS' extension

Opens with: || Microsoft Office Excel Change... |

Files with extension %LS" are of type 'Microsoft Excel Worksheet'.
To change settings that affect all 'Microsoft Excel Worksheet' files,

click Advanced.
4:I_v_anced |

Ok, I Cancel | Apply |
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Change Icon...

Actions:
= w From this window, uncheck
en : ‘Browse in same window’.
rink Edit... : X
nen as Rsad-Orly Excel will now openin anew
Fintka i window when opened.

Bt

Set Default

Iv Canfirm open after download
Always show extension

ol 4 I Cancel
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