TRANSLATING FROM 10-DIGIT ACCOUNTING ID’S

TO PS CHARTFIELDS
Order of fields in Excel Journal


BU


Ledger (FUTBUD, BASEBUD, BUDGET)


Journal Line Description


Reference (old FAST account if appropriate)


Amount


Department ID


Operation Unit


Fund (make sure it is 2 digits, e.g., 00)


Program Code


Project ID


Account


Class (make sure it is 2 digits, e.g., 01)

When need to translate from 10-digit accounting ID’s to PS chartfields.
Create a file of transactions that contain the following columns.

10-digit account code


Amount


Journal date (m/d/yyyy)

Save the file as CSV (Comma delimited) (*.csv).
Sign on to PeopleSoft and navigate as follows:

Financials --> University of Maine System --> Utilities --> Fast Trans. Translate/Upload

The following screen will be displayed.
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Click on the paper clip to attach the csv file that contains the transactions to be translated.

Clicking on the trash can deletes the selected file.
Clicking on the sheet of paper with glasses is how you can view the attachment.
Click Save to save the selected attachment.
Click run to start the process.
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Click OK to finish the process.
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Click on Process Monitor to track the progress of the process.
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Click on Refresh until the Run Status is Success and the Distribution Status is Posted. Click on Details once the process is posted.
[image: image5.png]Process Detail

Instance: 563114 Type: Agplication Engine
Name: UM_TRNSLATE Description: UM_TRNSLATE
RunStatus: ~ Success Distribution Status: Posted
R [undateProcess
in Control ID: PS_AUTO Hold Request
Location:  Server Queue Request
Cancel Request
Server: PSUNX
ODelete Request
Recurrence: Restart Request
actions ]|
Request Created On: 07/10/2007 10:14:38AM EDT Barameters  Transfer
in Anytime After: 0771012007 10:1 3:034M EDT Message Log  ViewLocks
Began Process At 07/10/2007 10:14:48AM EDT Bateh Timinas
Ended Process At 07/10/2007 10:14:51AM EDT View LogTrace




Click on View Log/Trace to navigate to the file of translated transactions.
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Click on the CSV file to either save the translated file or open it.
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Edit the csv file so that it is in the right format for Excel spreadsheet processing. Make sure that Fund and Class are formatted as 2 digits (00). Save the edited file as an Excel file to be processed as an Excel Journal Entry.
OFT:  7/10/2007  C:\PS Excel Journal Entry\Instructions-A
