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Spreadsheet Journal Entry

Overview

Spreadsheet Journal Entry allows an agency to prepare a journal with a large number of lines in an Excel spreadsheet, and then import that journal into the SABHRS system. This tool can be used to upload Regular Journals (ACTUALS ledger) and/or Standard Budget journals (STD_BUDG ledger).

Preparation and Setup

Initial Setup

In order to utilize the spreadsheet journal entry tool, you must first save the required files to your local or network drive. Contract the State Accounting Bureau to acquire these files.

The files necessary are the following:

a. Spreadsheet Journal STANDARD BUDGETS.xls and/or Spreadsheet Journal ACTUALS.xls

b. JRNLMCRO.xla

c. GLLOG.xlt
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Note: If you have the files used for version 8.9, it is important to save the 9.1 files in a different folder to avoid macro conflicts!

Spreadsheet Journal Setup

The first time you use the spreadsheet journal entry tool, you need to set up the defaults for the system. To set the defaults, open one of the journal spreadsheets you saved to your drive - either Spreadsheet Journal ACTUALS 9.1 or Spreadsheet Journal STANDARD BUDGET9.1. 

If the following message appears, click the Enable Macros button: 
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If you do not see the message, go to Excel and open a worksheet. Click Tools, Macro, Security… Click the radio button next to the “Medium” option, click the OK button, and then try to open the journal spreadsheet again.  

Within the spreadsheet you opened, click the Setup button. 
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A dialogue box titled Define Options and Defaults will open, prompting you to enter the default values.

	DEFAULTS

	Business Unit
	Enter your Business Unit

	Date
	Leave the Date blank; today’s date will populate automatically. (You can always change the date in the journal sheet, if necessary)

	Ledger
	Enter ACTUALS or STD_BUDG

	Source
	Enter IMP for Import (You can change this after uploading the journal)

	User Id
	Enter your user ID (MUST USE UPPERCASE)

	*Accept the remaining information that populated automatically.
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Enter or ensure these values have been entered or selected, then click the OK button. 

Configure

The Configure feature allows you to customize the spreadsheet by moving or hiding columns, adjusting column widths, or to insert new columns. This feature is especially handy if you currently use a spreadsheet which you do not want to modify in order to use the journal import function.  
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Click the Configure button. 
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Note: When making changes, be sure to save the file under a different name so that the original spreadsheet is not affected by your changes. By saving a copy, you can return to the “clean” original version if something goes wrong while making modifications. 

Manipulate Columns

Upon initially entering the configurate screen, the selected column is indicated by a shaded section. Select the desired column by using the yellow arrow buttons to move the shading to the left or right.
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[image: image57.wmf]Note: The yellow arrows allow you to select the column you wish to move, but do not actually move the column. 

When the desired column has been selected, you may manipulate that column by using the buttons provided in the Column section: 
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Shifts column to the left 
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Inserts a new column
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Deletes the selected column
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Shifts column to the right
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Note: The shift left [image: image11.bmp] and shift right [image: image12.bmp] buttons actually move the column to the left or right. Be sure to use the yellow buttons ([image: image13.bmp] and [image: image14.bmp]) to change the selected column from the current to the desired column. 

To change the width of various columns, select the desired column and click the Wider Column [image: image15.bmp] or the Narrower Column [image: image16.bmp] buttons.

When finished with your configuration changes, click the Exit button. 

Add or Edit Journal Sheet

The first time spreadsheet journal entry is used, you will need to add a new sheet and give it a name. Subsequent usage of the tool will allow you to modify existing sheets. 

	NEW
	Enter a descriptive journal sheet name

	EDIT
	Select the sheet to be modified from the list
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Enter Journal Header

Enter a new journal header or edit an existing journal header. 
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	Enter a new journal header (The first time you use this tool, you will need to enter a new journal header)
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	Modify an existing header
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	When multiple journals exist in a journal sheet, click the  to select the journal on which you wish to work.
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	Copy an existing journal to a new sheet
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	Delete a journal
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	Change the import status
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	Click this at any time to edit journal for amounts that have more than 2 decimal places
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Once the journal header information has been provided, click the OK button. 

Enter Journal Lines

Similar to entering a journal online, you can insert lines either in a block [image: image26.png]


 or one line at a time [image: image27.png]


, by clicking the appropriate button. When inserting a single line at a time, you may check the select boxes for just those chartfields you want copied. 
Enter the number of lines you wish to insert and click the Insert button. 
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When inserting multiple lines, all fields are copied down, regardless of whether the copy select boxes below each chartfield name is checked or not.
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If you complete one line before inserting the remaining lines, you have the option to copy the data down from the previous line. To copy information from the previous line, check the Copy data from line box. 

	Ledger (in uppercase)
	Required Fields
	Optional Fields

	ACTUALS 
	Business Unit, Ledger, Account, Fund, Org, Program, Subclass, Monetary Amount
	Project, Open Item Key, Description, Reference

	STD_BUDG
	Business Unit, Ledger, Account, Org, Program, Budget Period, and Monetary Amount
	Fun, Subclass, Project, Description
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Avoid using SpeedCharts and special characters (e.g., %, &, etc.) in the lines fields.

It is not necessary to complete the currency fields, as this value is automatically populated in the system. 

You may delete a single line [image: image29.png]


 or multiple lines [image: image30.png]


 at a time by clicking the appropriate button. 

In the Delete Block of Lines dialogue box, indicate which lines you wish to delete by entering the line numbers. Click the Delete button to delete the selected lines. 

Copy Lines from Existing Spreadsheet
If the information for a journal currently exists in a spreadsheet, the lines from the spreadsheet can be copied into the journal template and uploaded into the system. To copy from a spreadsheet into the journal template, first insert the correct number of lines necessary. 
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Click the Insert Multiple Lines button [image: image32.png]


.  In the dialogue box that appears, enter the desired number of lines and click the Insert button.  
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Copy the lines to be imported from the original spreadsheet. Place the cursor at the appropriate insertion point. 

Select in ‘Clipboard’ Paste > Paste Special

In the Paste section of the dialogue box that appears, select Values.
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Save the journal template. 
Note: If the spreadsheet from which you are copying the journal lines has not previously been saved, the system may present you with a different type of dialogue box when you attempt to paste the journal lines. 
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In this case, select Paste > Text, or Paste > Paste Values > Values and click the OK button. 

Save the journal template.

Create Multiple Journals

When importing journals, it is important that the journal contain entries for only one fiscal year. You may import journals for more than one fiscal year at a time (standard budgets, for example), by creating a new journal for each year or journal type desired (e.g., interunit journal, regular journal, etc.).

To create another journal, simply insert a new header into the spreadsheet by clicking the Insert Row button [image: image36.png]


 on the header row. Insert the lines for the second journal by clicking the Insert Row button [image: image37.png]


 in the lines section. 
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Continue to insert lines and coding as you would for a single spreadsheet journal. 

[image: image62.wmf]Note that the header is listed to the left of each inserted line. 

To select a different header, click the [image: image39.png]


 button and highlight the appropriate header from the list of available options. 
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Click the OK button to return to the journal and enter additional lines. 

Save the Journal Template
Once you have completed your journal(s), click the home icon [image: image41.png]


 located in the journal header to return to the home page. 
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Click the Write File icon and select the Journal Sheet to save. Enter the path and filename and click the OK button to save your file to an importable TXT file.

Import Spreadsheet Journal 

Log into the SABHRS Financials system and navigate to:


General Ledger > Journals > Import Journals > Spreadsheet Journals
Select an existing run control or add a new one. 

You should maintain the defaults as displayed, aside from the last two. You may change the options for invalid or already existing journals by selecting another option from the drop down list (e.g., instead of skip an existing journal, select “update” to replace it). 
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Attach the spreadsheet journal file by clicking the Add button. 
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Choose the spreadsheet journal file from your local or network drive and click the Open button. 

Click the Upload button to return to the Spreadsheet Journal Import screen. 

Click the Run button to initialize the import process. 
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Accept the defaults on the Process Scheduler and click the OK button. If desired, you may schedule the import process for a later date or time, or distribute the journal as defined in the reporting user guides and manuals. 
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Click the OK button.

To view the progress of the import process, navigate to the Process Monitor. Click the Refresh button as necessary to view an updated run status. 
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[image: image63.wmf]
Note: A status of Success does not automatically mean the journal was successfully imported! To ensure your journal imported, check the Message Log. 

Troubleshooting

Once the import process has completed, you can troubleshoot any errors in the Process Monitor. Click: 

Details > View Log/Trace > Message Log 
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If you receive an error indicating 0 journals were imported, click the View/Log/Trace link, and click the Message Log link to view specific errors (e.g., invalid account/org/project, etc.). 
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If you need to replace or update your TXT (or XML) file, you can open up the file in Notepad (or Textpad) and make changes as necessary.   You can also perform search and replaces if needed.  This is useful to do without going back into the Excel template, making the changes, and then Writing to a File again.
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<IRNL_HDR_IMP>
<BUSTNESS_UNIT>66020</BUSTNESS_UNIT>
<JOURNAL_TD>TEST</JOURNAL D>
<JOURNAL_DATE>20061208</JOURNAL_DATE>
<DESCR254>Test</DESCR254>
<LEDGER_GROUP>ACTUAL 5/ EDGER_GROUP>
<SOURCE>IMP</SOURCE>.
<OPRID>CA2028</OPRID>
<REVERSAL_CD>N</REVERSAL_CD>
<AUTO_GEN_LINES>Y</AUTO_GEN_LINES>.
<ADIUSTING_ENTRY>N</ADIUSTING_ENTRY>
<IRNL_LN_TMP>
<IGURNAL_LINE>1</JOURNAL_LINE>
<BUSTNESS_UNIT>66020</BUSTNESS_UNIT>
<LEDGER>ACTUALS</LEDGER>
<ACCOUNT>2 505 </ACCOUNT>
<FUND_CODE>01100</FUND_CODE>
<MONETARY_AMOUNT>1</MONETARY_AMOUNT>
<OPEN_ITEM_KEY>TesT</OPEN_ITEM_KEY>
</IRNL_LN_IHP>
<IRNL_LN_TMP>
<IGURNAL_LINE>2</JOURNAL_LINE>
<BUSTNESS_UNIT>66020</BUSTNESS_UNIT>
<LEDGER>ACTUALS</LEDGER>
<ACCOUNT>2 506 </ACCOUNT>
<FUND_CODE>01100</FUND_CODE>
<MONETARY_AMOUNT>1</MONETARY_AMOUNT>
<OPEN_ITEM_KEY>TesT</OPEN_ITEM_KEY>
</IRNL_LN_IHP>
<IRNL_LN_TMP>
<IGURNAL_LINE>3</IOURNAL_LINE>
<BUSTNESS_UNIT>66020</BUSTNESS_UNIT>
<LEDGER>ACTUALS</LEDGER>
<ACCOUNT>2 506</ACCOUNT>
<FUND_CODE>02258</FUND_CODE>
<MONETARY_AMOUNT>~2.< /MONET ARY_AMOUNT>
<OPEN_ITEN_KEY>Test </OPEN_ITEN_KEY>
</IRNL_LN_IHP>
</ IRNL_HDR_THP>.





View Imported Journal(s)

To view imported journals, navigate to: 


General Ledger > Journals > Journal Entry > Create/Update Journal Entries
Click the Find an Existing Value tab and enter your search criteria (e.g., journal ID, date, etc.). 
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A message will appear, advising that you must format the journal (by initiating the Edit Journal process) before you can use it:
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Simply click the OK button and the Header page will display. 

You may edit the header as necessary, including changing the Source, if necessary. 
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Click the Lines link or tab to view and edit check the journal. 
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Note: The established procedures related to InterUnit journals still apply, for example, if you imported an InterUnit journal, and are the initiating agency, you should only save the journal, not edit check it. 
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[image: image65.wmf]Remember: If you imported an InterUnit journal, you need to enter the receiving business unit on the header page in order for the receiving agency to access and complete the journal. 
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