Process Document
MaineSreet Financials 9.0: Excel Journal Entry

Version 9.0
Document Generation Date | 2/21/2009
Last Changed by System Office
Status Final

Excel Journal Entry

Concept

Journal Entries are used to update the Generaldtddgmany types of transactions, including
cash receipts, transfers of revenue or expenseyaaget changes. The Spreadsheet Journal
Entry system facilitates Journal Entry using Miafb$xcel. The customized Excel interface
provides an easy-to-follow menu for entering datd specifying defaults.

The first step towards using the Excel Journal ¥Esyistem is to install three required Oracle
provided Excel files on your computer. The files ¢t downloaded from
http://lwww.maine.edu/system/oft/psfinancial/jourretry.php. The file names are

JRNLUM Sxls (Journal Entry Workbook)5LL OG.xIt (message log template) and

JRNLM CRO.xla (compiled macro sheet). The only file you will maumliate is the
JRNLUMS.xls file. It is the Control page you wils@ to create and maintain Journal Entry
sheets. It is required that all three files be dawethe same directory on your workstation. We
recommend you create a folder on your workstati@h'drive and download the three files into
this folder.

It is recommended you save the JRNLUMS.xIs file apdly a different name to it. This will
enable you to use the newly named workbook fileytmrr Journal Entries and retain a clean copy
of the JRNLUMS. .xls file readily available in casewneed it. You can also download the
original version from the Oracle provided Exceé$) make certain tHexcel Macro Security

Level is set toMedium rather tharHigh.

To check the Macro Security settings, open Excd| aelecilools > Macro > Security from the
Excel menu.
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Step Action

1. From theExcel menu, open your Excel Journal workbook file andkobn the
Enable Macros button when it appears. TISpreadsheet Journal Import screen
will open. You will most likely need to adjust theéndow to view the entire
screen.

2. TheSpreadsheet Journal Import screen provides links to other screens you wi
use during the initial setup of your Excel JourBatry worksheet. It is comprised
of three main sections that provide you with vasioptions. The sections are:
General, Journal Sheets andlmport Journals.
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Step Action

3. There are two buttons in ti@eneral section. They ar8etup andNotes.

Setup is used for a one-time setup of the general deégiions for your Excel
Journal Entry worksheets. Setup also provides phiem to arrange the ChartFie
columns on your Journal Entry worksheets in an ottel#t best suits your needs

Notesis an Excel worksheet that you may use for miacelbus notes or
calculations. Use of Notes is optional and it is lmked to any specific Journal
Entry worksheet.
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Step Action

4. TheJournal Sheets section ofSpreadsheet Journal Import screen provides fouf
options for managing your Journal Sheets. They are:

New — This button opens a new Journal Sheet.

Edit - Enables you to select already entered JournegtStso you can apply edit
to them.

Delete — Enables you to delete Journal Sheets.

Copy — Enables you to copy Journal Sheets.

(4
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Step Action

5. Thelmport Journals section contains two buttorisnport Now, andWrite File.
You will not use thémport Now option. Rather, you will usé/rite File to
prepare your Excel Journal Entries for transfavitoneStreet, upload the files
into MaineStreet and import the Journals.

To begin, click theSetup button to open thBefine Options and Defaults screen.

Setup
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Step Action

6. TheDefine Options and Defaults screen is comprised of five sections.
TheHeader Defaults section is where you will set tibeader defaults that will
appear on your Excel Journal Entries. To begirgreydur Business Unit in the
Business Unit field.

7. Leave theDate field blank. When you create your Journal Entryksheets,
today’s date will enter by default or you will ent alternative date.

In theLedger Group field, using upper-case text, enter the approptiagdger.

In theSource field, enter the 3-digit Source code assignedoin. y

9. In theUser | D field, enter your 7-digit EmplID.

Note: Leave theEnable Multibook andAutoGen Lines checkboxes blank.
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Step Action

10. In theGeneral Options section English will appear by default in theanguage
field.

The items in thé/lessage Options section apply only to themport Now
function. We do not use that option, so you caregdiard this section.

In the Document Sequencing section, leave both fields blank.

All the necessary settings appear in@mwine mport Control section. Do not
adjust the settings.

Click theConfigurate button to open th€hartField Configuration screen.

Configurate |
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Step

Action

11.

The first time you open your Journal Entry workst) the ChartField columns
should appear in the same order they appear wheopgen a MaineStreet online
Journal Entry. You should only need to make changdéise worksheet column
order if you prefer a different order. For examjifiggou know you will only use
the same four or five ChartFields on every JouEmdty you create in Excel, you
might want to move those four columns together. ¥an use th€hartField
configuration screen to arrange the Journal Entry worksheetmuduin an order
that best suits your needs.

Settings applied via théhartField configuration screen apply to all Journal
Sheets set up after the configuration is set.dfdbnfiguration is changed, Journ
Sheets set up after that change will reflect the cenfiguration.
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Step Action

12. Click the yellow directional arrow buttons to neothe blue vertical selection ba
to the column you wish to move.

Click the direction arrow buttons in ti@olumn section to move the selected
column.

Note: DO NOT ADJUST COLUMN WIDTHS andDO NOT ADJUST FIELD
FORMATS.

13. Select théxit button to return to th8preadsheet Journal Import screen.
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Step Action

14. After you've set your worksheet defaults, yot&ady to open a new Journal
Sheet. Click thé&lew button in theJournal Sheets section.

O
New
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Step Action

15. TheNew Journal Sheet dialogue box appears. It is recommended that yowena

the Journal Sheet the required 10-character (marindournal ID you plan to us
for MaineStreet.

Note: Do notuse more than 10 characters or enter spaces lJothiaal Sheet

Name. If you do, the Journal Entry will upload t@aiMeStreet but it will fail the
Edit process.

16. Click theOK button to apply the Journal Sheet Name and opeddbrnal Sheet
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Step Action

17. The Journal Sheet Name will not appear on thendd$heet. You can only view
the Journal Sheet Name on the list that displaysnwlou select thEdit button
from theSpreadsheet Journal Import screen.

To begin, you will add a journal Header. Click thieD Header button) in
Row 5.
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Step Action

18. TheNew Journal Header screen opens. Notice that all previously set Header

defaults are entered andeurnal Date (by default, today’s date) has been
applied.

Enter theJournal 1D. Again, to avoid confusion, it is recommended that
Journal 1D and the durnal Sheet Name be the same.
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Step Action

19. Leave the_edger, Journal Class, Transaction Code, Foreign Currency, Rate
Type andExchange Rate fields blank.
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Action

20.

In theDescription field, enter your Journal Entry Description. Yancenter up to
254 alpha/numeric characters.
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Step Action

21. After you enter all required information on tNew Journal Header screen,
selectOK to return to the Journal Sheet.

OF. |
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Step

Action

22.

Notice the Description now appears in the Jourtegder.

To change items idour nal Header, select the pencil icon drRow 5 of the
Header.

NOTE: We recommend you DO NOT use the buttons in Raxcept for the
Edit Header button. The row 5 buttons are used to enter maltlpurnal Entries
on a single Journal sheet. Due to many commonllgitdaring the upload proces
of Journal sheets containing multiple Journal Estrive DO NOT
RECOMMEND you enter more than one Journal EntryJoerrnal sheet.

Click the pencil icon to open thgdit Journal Header screen.

[
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Step Action

23. Select the Journal Sheet you want to Edit arets8K .

24. Click theOK button.
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Step Action

25. This is how you would enter changes to an estadtl Journal Header. After you
apply changes to the Header, sefektto return to the Journal Sheet.
8] 4
26. Make certain to periodically save your work wlesrtering information into the

Journal Sheet using the Excel menu. bar. You doeed to return to the
Spreadsheet Journal Import screen before saving your work.
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Step Action

27. We useJournal Entry Linesto record the transactions making up the Journal
Entry — the debit and credit entries, and to eGteartField information that

describes details of the Journal Entry.

To add a line to your Journal Entry, frdRow 9 of Journal Sheet Lines section,
select ther button to enter the first line of your Journal Entr

Page 20 Last changed on: 2/21/2009 2:05 PM




Process Document
Financials 9.0: Excel Journal Entry

ES Microsoft Excel
dit  Wew Insert Format  Tools Data  FlashPaper  Window  Contribute  Help  Adobe PDF

<0 .00 | &= 5=
; Arial |3 = T _io i | I= IS
—

i (@ open In Contribute [ Publish To Website [7F] Post To Blog

2 JRNLUMS .xls £)

[ 2 | SpreadsheetJournaI Import -

El Header it Date Description
A0%_5/14/2008_Capier charges lo depariments August FY 08

Ledoger Description Amount Dept I0 Account Fund
~ ~ ~ ~ ~ ~

Select fields to copy from a previous line by marking the checkboxes under each field

(COPIEROB0S |1

=1 Snaglt

Step Action

28. Notice that thelournal 1D appears in the first column of the Journal Entry.

In theUnit column of Journal Line, enter the five-chara@asiness Unit for first
line of the the Journal Entry.

NOTE: Text entered in columns must be in upper-case.
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Step Action

29. In theLedger column of the Journal Entry Line enteCTUAL S in UPPER-
CASE text.
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Step

Action

30.

In theDescription column of the Journal Entry Line, briefly but pisedy explain
what this line of Journal Entry does. Limit yoursddption to thirty
alpha/numeric characters.
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Step Action

31. Every line of every Journal Entry requires a eatuthe Amount column. Enter
credit values as negative numbers and debit vasigositive number. Do not

enter dollar signs or commas. If cents are otheem #ero, enter a period after the
dollar amount.

32. Every line of every Journal Entry requires Depeeit. Enter the seven-digit
Department for the first line of your Journal EnitmtheDeptl D column.
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Step

Action

33.

Every line of every Journal Entry requikscount. Enter the five-digit Account
for the first line of your Journal Entry into tiecount column.
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Cpen In Contribute

i Arial - 8

= | § % e p 3| EF E
—

Publish To Website Post To Blog

Sl IRNLUMS. xIs

artments August YOS

Dept ID Accourt Program Project Class

I3 ~ IV 4 4

5 line by marking the checkboxes under each fisk.

Oper Unit  Reterence  Open fe

I I

(300,007 5303100 |50699 .

1 Snaglt Inbox - Mic ... /7 2 Intermet ...

Step

Action

34.

Every line of every Journal Entry requifésnd. Enter the two-digit Fund for the
first line of your Journal Entry in theund column.
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ES Microsoft Excel

dit  Wiew Insert Format Tools Data FlashPaper  Window  Contribute Help  Adobe PDF Type a question For help

e : s S EE e B AL
—

Open In Contribute Publish T Website Post To Blog

Description

artments August FY 05

Amount Dept ID Account Fund Program Project Class
I M M I M i I

= line by matking the checkboxes under each field

Oper Urjt  Reference  Qpen e

(300.00) 5303100 60E99

“15naglt ficr.. {2 2 Internet ... = @ Excel Files T Excellournal. .

5 RAL s =8 2 10:42 AM

Step Action

35. TheReference column allows you to refer each line of your Jalifantry back to

a document, person, invoice or any other piecefofmation that will be helpful
in tracking the source of your Journal Entry lifeu may enter up to ten
alpha/numeric characters in the liReference column.
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ES Microsoft Excel
] dit Yiew Insert Format Tools Data  FlashPaper ‘Window Contribute Help  Adobe PDF
i Arial -8 | B J 2_]

¢ (& Open In Contributs ~ Publish To Website [s] Post Ta Elog |5

ZH JEIMPORT. xls
-—--—————
[El Spreadsheet Journal Import

Journal Drate Descrlptmn
UmMs05  COPIERDSOE 801472003  Copier charges to departments August FY03

Ledger Description Aot Dept T Acoount Fund
I i I I 1 1

Select fields to copy fram & previous line by marking the checkboxes under each field

CORIERDB0S |1 UMs0s ACTUALE  Copier Sug 08 Charge [300.00) 5303100  BOE9Y

21 Snaglt .. TE te . & Exce I 2 10:46 AM

Step Action

36. To add another line to your Journal, in thee section of your journal sheet,
select ther button inRow 9 to add one line to your Journal Entry.
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E3 Microsoft Excel

Edit WView Insert Format Tools Dats  FlashPaper  Window  Contribute  Help  Adobe PDF

; aria 15 o B or n[El==Fa) 8 o o sl o) s
5 =

} {3 Open In Cortribute [ Publish To Website (5] Post Ta Blag &

i JEIMPORT. xls
[ e JH 1 J | < [ L [ M | N_J
Spreadsheet Journal Import [ 1]

Header [TRENRET Date Deserition
4 UMS05  COPIEROS0E_8/4/2008 _Copier charges to departments August Y08

Line#  Unit Ledger Description Amount Dept D Account  Fund
i i icd icd W W~ i

+ I — I +.. I i I Select fields to copy from a previous line by marking the checkboxes under each figld.

COPIEROS0S 1 LMS0s ACTUALS  Copier Aug 05 Charge (300.00) $303100 60899
(COPIEROS0S |2 UMS0s JACTUALS  Copier Aug 08 Charge (300.00) $303100 60899

“1 3naglt [€ 1nbox - Micr... | /7 2 Internet... - & Excel Files T Excelournal... S JEIMPORT.xls

Step

Action

37.

Notice that adding a row copies information frprevious line into columns on
the new line.

If necessary, you can apply changes to the infaomantered on your Journal
Entry sheet by clicking in the cell/s you need djuat and entering the
appropriate data.
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E3 Microsoft Excel

dit

Open In Contribute

Insert

Publish To Wehsite:

Format

window  Conkribute  Help  Adobe PDF

i Arial -8

Spreadsheet Journal Import

Date Description

IUMS05  COPIEROSOE 81402008  Copier charges to departments August Y08

Ledger Description Amount Dept 10 Account Fund
~ ~ I ~ ~ ~

Select fields to copy from a previous line by marking the checkboxes under each field

ACTUALE  Copier Aug 08 Charge (300.00) 5303100 60699
ACTUALE  Copier Aug 08 Charge 30000 5303981 60603

/' 2 Internet ...

Step

Action

38.

To add mulitple lines to the Journal, In thi@es section of your journal sheet,
click the+... button to open thensert Multiple Lines dialog box:

Tho
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E3 Microsoft Excel

dit View Insert Format  Tools Data  FlashPaper ‘Window Conbribute  Help
~ 10

-/ B I U]

: (& open In Contribute |: 3

Description

Line#  Unit Ledger Descrigtion
it = i

Insert Multiple Lines

Rumber of Lines

Dept I Account Fund
3 I cd

|§| E checkhoxes under each field.

COPIEROS0S |1 Unz03
COPIERDS0S| 2 Uns03 From Line:

ToLing:

I Copy data from line

by 5303100 60609
M b 5303981 60603
Cancel

Inbox

B} JEMPORT

Step Action

39. Click theCopy data from line option.

||_ Copy data From line |
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B3| Microsoft Excel

Edit “iew Insert Format Jools Data  FlashPaper  Window  Contribute  Help  Adobe PDF Type a question for help

i arial =10 =|B Z U = bad | § 9 9 0 M| EEE| . e A .
= e

(&) Open In Contribute E Publish Ta Website -] Post To Blog |2

Sl JEIMPORT. xIs

Spreadsheet Journal Import
El Header

Line Line #  Unit Ledyer Description Armourt Dept 1D Accourt Funcd
8 I 1 i I I
+ | =+

COPIERO03 [1 ) 5303100 6099 il
COPIEROB03 |2 From Line: ﬂl h 5303381 60603 fil]

To Line: Cancel

“1 5naglt o /7 2 Intetret ... - | @ Excel Files O Excellournal... ! s 8 O a 10048 AW

Step

Action

40.

On thel nsert Multiple Lines screen, in th&lumber of Linesfield, enter number
of lines you wish to add to your Journal Entry. d®fault, the new lines will be
added below existing lines. You cannot add lings/ben already existing lines.
The new lines will be blank unless you check@upy data from line box.
Another box will appear where you will enter thewher of the line you want to
copy data from.

When you are finished, seldctsert to add the new lines.
If necessary, you can apply changes to the infoomantered on your Journal

Entry sheet by clicking in the cell/s you need djuat and entering the
appropriate data.

Page 32

Last changed on: 2/21/2009 2:05 PM




Process Document
Financials 9.0: Excel Journal Entry

B3 Microsoft Excel
' dit  Wiew Insert Formatk  Tools Data  FlashPaper  Window  Contribute  Help  Adobe POF

=8

¢ (&) Open In Contribute [

S JEIMPORT. xlIs

e Jua 0 J 7 Kk 1 L [ | N
[E} Spreadsheet Journal Import =
IElHeader Journal Descrigtion

|LIMSDS COPIEROS0E 81402008 Copier charges to departinerts August FY0S

Line#  Unit Ledger Description Amount Dept I© Account Fund

I ~ ~ ~ 4 4

+ | — | +| T | Select fields to copy from a previous line by marking the checkboxes under each fiekd.

~

COPIEROB0S |1 Ums0s ACTUALS  Copiet Aug 08 Charge (30000) 5303100  60OGST
COPIEROB0S | 2 UmMs0s ACTUALS  Copier Aug 08 Charge 300,00 5303981 BOB03

/= 2 Internst ...

Step Action

41. When your journal sheet is completed, click thenk icon to return to the

Spreadsheet Journal Import screen.
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B3 Microsoft Excel
| Edit “iew Insert Format Tools Data  FlashPaper  Window Conbribute Help  Adobe PDF Type a question for help |+

: sl - > i | EE| - S A
—

() Open In Contribute |- Publish To Website [£%] Post To Blag &

S IEIMPORT. xIs

 General ———————— ™ Import Jouknals

/M;-M\l

8

Notes i Write File

1 Snaglk [&] 1nbox - Micr... /= 2 Internet .., ~ | [ ExcelFiles

Step Action

42. When the Journal Entry is complete, it is timg@tepare the worksheet for upload
to PeopleSoft. From th#ournal Spreadsheet Import screen, seledrite File.

4

Write File
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E3 Microsoft Excel

bute Help  Adobe PDF

2l JEIMPORT. xIs

Spreadsheet Journal Import

Write Journals to File

Select Sheet:

Copier0805
TESTIOURN

File name:

Inbox - Micr... /72 Internet .., ~ | @ ExcelFiles O Excellournal... Sl JEMPORT.ds

Step Action

43. On theWrite Journalsto File screen, click on the Journal Sheet you want to
upload to MaineStreet.
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E3 Microsoft Excel

! File Edt Miew Insert Format  Tools Data  FlashPaper  Window Conbribute  Help  Adobe PDF Type a question for help =

; arial =10 x| B L U] EXNIE I == R
= i

: (@ Open In Contribute |- Publish To Wehsite [5] Post To Blog |

Sk JEIMPORT. xIs

Spreadsheet Journal Import
r General —————————— Journal Sheets Import Journals
= J

Select Sheet: oK

MNotes TESTIOURN Cancel

All

File name:

|
T [

Inbox - Micr... | /7 2 Internet ... - | [ ExcelFiles 0§ |Excellournal... S JEIMPORT xls

Step

Action

44,

In theFile name field, enter the path (where on your computer yilisave the
file to) and the file name. Apply arml extension to the file rather than .xls

extension. The file will still upload if you appan .xIs extension to it, but you
will be able to retrieve more meaningful data altbetfile later on in the process
if you apply an .xml extension to it.

NOTE: Make certain to take note of the path you entératieFile name field
since you will browse for that location later iretprocess.

45,

Click theOK button.

NOTE: After you select th©K button, your Excel Journal Entry will be saved
our computer as amml file and ready for upload to PeopleSoft.
o ]

46.

You are now ready to import your journal to Pedaft. Open a browser and
login to PeopleSoft and navigate to the Finandalsbase.
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Process Document

Financials 9.0: Excel Journal Entry

Personalize Content | Lavout
Menu =

Search:
[ My Favorites

[ University of Maine System
[ Employee Self-Senvice
[: Manager Self-Senice

[ Supplier Contracts

[> Customers

[> Products

[> Promotions

[> Customer Contracts

[ Order Management

[ Pricing Configuration

> Customer Returns

[ ltems

[ Cost Accounting

[> Vendors

[ Purchasing

[z Inventory

[> eProcurement

[» Services Procurement
[ Sourcing

[ Engineering

[ Manufacturing Definitions
I» Production Contral

I» Configuration Modeler
I» Product Configurations
I Quality

[» Demand Planning

I Inventary Policy Planning
[ Supply Planning

[ Grants

[» Program Management
I Project Costing

[» Proposal Management
[» Maintenance Management
[» Resource Management
[» Lease Administration

[+ Staffing

[ Travel and Expenses

[ Travel Administration

I» Billing

I» Accounts Receivable

I» Accounts Payable

Worklist | _MultiChannel Console

Add to Favorites | _Sign out

Help

Step Action

47. From the Financials menu, select General Ledger link.

48. Click theJournals link.

[ Journals

49, Select thémport Jour nalslink.

[> Import Journals

50. Click theSpreadsheet Journals link.

|Spreadsheet Journals]
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()
Financials 9.0: Excel Journal Entry MaineSreet
# MaineStrees
_Home | Worklist | MultiChannel Console | Add to Favorites | _Sign out
=

New Window | Help |

neEp

Spreadsheet Journal Impert
Enter any information you have and click Search. Leave fields blank for a list of all values.

{ Find an Existing Value " Add a New Value ',

Run Control \D:‘ begins with || |

[[Jcase Sensitive

Search | Clear |EaswcSearch 5 save Search Criteria

Find an Existing Value | Add a New Value

Step Action
51.

On the Spreadsheet Journal Import page, clicktuea New Value tab.
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‘# MaineStreet

o Worklist | _MultiChannel Console | _Add to Favorites | _Sign out
=)

New Window | Help | &,

Spreadsheet Journal Import

Find an Existing Value ! Add a New Value \

Run Control \D:‘ |

Add

Find an Existing Value | Add a New Value

Step Action
52. The first time you upload an Excel Journal EttryPeopleSoft, you will need to
create &Run Control I1D. A Run Control ID is used whenever a processrisimu
MaineStreet. You can save Run Controls for procegea frequently use.
53. Click theAdd button.
Add
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Financials 9.0: Excel Journal Entry MaineSreet
# MaineStreet
_Home | Worklist | MultiChannel Console | Add to Favorites | Sign out
New Window | Help | Customize Page | B,
Spreadsheet Journal Import Request
Run Control ID:  IMPORTJE Report Manager Process Monitor S
*Number of Data Files: | Single data file A
*Character Set; Q
*If Journal Already Exists:
“If Journal is Invalid:
Add clete | =v | attached Fite:
B save | =] Notify Er Add Upndate.’Dtsp\ayl
Step Action
54, On the Spreadsheet Journal Import Request phgjettee Add button to attach

the.xml file you wish to import.
Add
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# MaimeStreet

ome | Workiist | _MultiChannel Ct

New Window | Help | ,

‘ |[ Browse

Upload | Cancel

Step Action

55. Click theBrowse button to browse your computer to locate the .Xournal Entry
file you saved and then select it.

Browse.
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‘# MaineStreet

Home | Worklist | WlultiChannel Console | _Add to Favorites | _Sign out

New Window | Help |

|C:\Temp\Cnp\erOBDE,xm\ H Browse ]
Upload | Cancel

Step Action

56. After you have located and selected the fileecgheUpload button to return to
the Spreadsheet Journal Import Request page.

Click theUpload button.
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# MameStreet

Home | Worklist | MultiChannel Console | _Add fo Favorites | Sign out

=

Mew Window | Help | Customize Page | ,

Spreadsheet Journal Import Request

Run Control ID:  IMPORTJE Report Manager Process Monitor ST
*Number of Data Files: | Single datafile v
*Character Set 150_8858-1  |Q

“If Journal Already Exists:
“If Journal is Invalid:

| Delete |  view | AttacnedFile:  Copierosoaxmi

) save | [ Notify [EbAdd Update/Display

Step Action

57. Prior to importing your attached file to Peopl&Sdick theView button to verify
one more time that the information entered in thedal Entry is correct.

[ Vew ]
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= https:{fpsfn.maine.edu: ZIFNTST90/psft/V-201564B0B6/Copier

ndows Internet Explorer, .
Sign out

= |54 |§, https:{ipsfn. maine.edu: 7602/FNTSTO0/psft/v-2015648086/Copier 0808  xml V| & * | % ‘ ‘ L
. & —
— - » loe
W [@https:,l’,l’pan‘malne.edu:FSUZ,I’FNTST‘BD,ipsft,i\-LZU156... l I @ A 5| e v =2k Page * {CF Tools - ae | s,
S| - <IRNL_HDR_IMP> L

<BUSINESS_UNIT >UMS05</BUSINESS_UNIT>
<JOURNAL_ID=COPIERO808</JOURNAL_ID>
Ry <JOURNAL_DATE>20080814</JOURNAL_DATE>
<DESCR254=Copier charges to departments August FY08</DESCR254>
<l EDGER_GROUP >ACTUALS</LEDGER_GROUP >
<SOURCE=501</SOURCE>
<OPRID>002062</0PRID >
<CUR_EFFDT=20080814</CUR_EFFDT>
<REVERSAL_CD>N</REVERSAL_CD>
<AUTO_GEN_LINES =N </AUTO_GEN_LINES >
<ADJUSTING_ENTRY =N </ADJUSTING_ENTRY =
— <IRML_LN_IMP:=
<JOURNAL_LINE>1</JOURNAL_LINE=
<BUSINESS_UNIT =UMS05 </BUSINESS_UNIT =
<LEDGER>ACTUALS </LEDGER >
<LINE_DESCR:=Copier Aug 08 Charges</LINE_DESCR:=
«FOREIGN_AMOUNT >-300+/FOREIGN_AMOUNT =
<DEPTID=5303100</DEPTID >
<ACCOUNT >60699 </ACCOUNT =
<FUND_CODE=00</FUND_CODE=
<JRNL_LN_REF >Copier4100</IRNL_LN_REF =
</JRNL_LN_IMP =
— <IRNL_LN_IMP=
<JOURNAL_LINE=>2</JOURNAL_LINE:=
<BUSINESS_UNIT =UMS05 </BUSINESS_UNIT =
<LEDGER>ACTUALS </LEDGER >
<LINE_DESCR=Copier Aug 08 Charges</LINE_DESCR:
<FOREIGN_AMOUNT >300</FOREIGN_AMOUNT =
<DEPTID>5303981</DEPTID >
<ACCOUNT >60603 </ACCOUNT >
<FUND_CODE=00</FUND_CODE>

SAPAICST TR . EANARAAA IARAIT ST TR

Dione [# € Internet L 100% <

54

Step Action

58. A page similar to this will appear. You might wan access this file prior to
importing your Journal Entry to MaineStreet jusvaify one more time that the
information entered in the Journal Entry is correct

Page 44 Last changed on: 2/21/2009 2:05 PM




A Process Document
MaineStreet Financials 9.0: Excel Journal Entry

# MaimeStrees

Home | Worklist | WultiChannel Console | Add to Favorites | _Sign out

New Window | Help | Customize Page |,

Spreadsheet Journal Import Request

Run Control ID:  IMPORTJE Report Manager Process Monitor S
*Number of Data Files: | Single data file N
*Character Set: 150_8859-1 O

*If Journal Already Exists:
*if Journal is Invalid:

| Delete | [ View | AttachedFile:  copisrosogxmi

& Save | [E] Notify | Ex Add | 2 Update/Display

Step Action

59. Click theRun button to open thBrocess Scheduler Request page.
Run
60. Click theOK button.
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#

MaineStree!

Spreadsheet Journal Import Request

Run Control ID:  IMPORTJE

Report Manager Process Monitor

Home | Worklist | MultiChannel Console | Add to Favorites | Sign out

Mew Window | Help | Customize Page | B,

Run

*Number of Data Files: ‘ Single datafile vl

150_8859-1 a

| Detete | view

*Character Set:
*If Journal Already Exists:

*If Journal is Invalid:

I Attached File:

Copier0808.xml

& save | [=] Motify

Process Instance: 11504

B Add | Update/Display

Step Action

61.
Instance number assigned to it.

TheSpreadsheet Journal Import Request page will appear with Brocess
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# MaimeStreet

Home | Worklist | MultiChannel Console | _Add to Favorites | _Sign out
3
v
New Window | Help | Customize Page | .5,

Spreadsheet Journal Import Request

Run Control ID:  IMPORTJE Report Manager Process LMonitor i

Process Instance: 11504

*Number of Data Files: [single datafie v
*Character Set: 150_8859-1 | @

*If Journal Already Exists:
“If Journal is Invalid:

| _petste | view | attachedFile:  Copierososxmi

B save | [=] Motify | Sy Add Update/Display

Step Action

62. Click theProcess Monitor link on theSpreadsheet Journal Import Request
page to check the progress and success of thegsrooe.

Process Monitor
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(=

# MaineStreet
Home | Worklist | MultiChannel Console | _Add to Favorites | _Sign out

Mew Window | Help | Customize Page | .5,

User ID:
Status:

Report List

Select D

Se\ec‘tAH

List {__ Explorer " Administration ‘{_Archives !

Beport Prcs  poscription Request DateTime Format  Status Details

Spreadsheet Journal Import Details
8868 11504 SpreadsheetJournal Import 10°58-40AM 1) Posted Details

[ Delete | ciickine delste buttonto delste the selected repart(s)

Go backto Spreadsheet Journal Import

Type: Lasl: Refresh

| Vl Folder.‘ Vl\nslance: | ‘ to: ‘

Customize | Find | View First ] 10f1 ] Last

Instance
08/14/2008 TextFiles

[m]

Deselect All

B Save

List | Explorer | Administration | Archives

Step

Action

63.

Click theRefresh button until the Rurstatus for the process displays Bested.

When the status shows as Posted, navigate Orttete/Update Journal Entry
page to look up the imported journal entry andituhrough the Edit and Posting
processes.

Note: Be aware that a status of Posted does not neitg$saan no errors occurr
during the import process. It is best to click Petailslink and then théessage
Log link to see if errors are reported. If errors aoéed, you will need to correct
the errors on the Journal Sheet and re-run therinppocess.

64.

End of Procedure.
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