STATE OF GEORGIA
Annual Operating Budgets

STATE ACCOUNTING OFFICE

Fiscal Leadersitp for Georgia

SAO End-User Training

SECTION 1: BY 2007

SPREADSHEET JOURNAL
TEMPLATE-8.8

PARTICIPANT GUIDE

PEOPLESOFT FINANCIALS FOR PUBLIC
SECTOR 8.8

PEOPLESOFT GENERAL LEDGER - BUDGET
MAY 8, 2006

1 05/2006 Excel Upload Manual



STATE OF GEORGIA
Annual Operating Budgets

A. Opening Spreadsheet Journal Template

1. Navigate: Start=Programs=-Accessories=Windows Explorer
Select: C:\ Drive=88_bud_import
Double Click: JRNL1bd.xls
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Navigate: File=Save As
Save in: C:\88_bud_import
File name: Assign a name.

NOTE: Always rename your template at this point. Do not copy over
the original template. This will allow users the ability to re-use the
Spreadsheet Template as necessary.
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B. Journal Sheet Options - Add a New Journal Worksheet

Select:

B Microsoft Excel -
Ed] File Edit  ¥iew Insert  Format ool
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Name the New Journal Sheet: The first three digits equal your BU, then assign a

five character identifier (alpha in lower case Do not exceed 8 characters. See example
below:

MNew Journal Sheek x|
Mews Journal Sheet Mame:

Cancel

[400a0b07

Click: OK
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C. Create Journal Header

1. On line 5, click ¥ to add Header information.
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Create Journal Header (Cont’d)

x|
Uriik: I"rDDUD Journal I0: I"rDDanD? Journal Date:  |07/01/2006
Ledger Group: ISTF'.GE dmendment 10 I AOB2007
4
— Currency Information — Budget Entry Twpe
Foreign Currency: IUSD {* Original Cancel
I— " adjustment
i : Sfa/2006
AiEie s f5i " Transfer adjustment
Rate Type: I " Transfer
" Closing
Exchange Rate: I ¢ Roll Forward
Description: I
2. Enter: Business Unit (5-digits)
Enter: Journal ID: (i.e.400a0bQ7) 07 is the Budget Year
Enter: Journal Date: 07/01/2006
Enter: Ledger Group: STAGE
Enter: Amendment ID: (i.e. AOB2007)
Enter: Foreign Currency: USD (all caps)
Description: Leave Blank
Click: OK

Verify the information, especially that the Journal date and Effective date include slashes.
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D. Create Journal Lines in Journal Template

1. Online 9, cllck| +.| to insert multiple rows.

—i8(x]
EIJ Fil=  Edit View Insert Format Tools Data  window  Help Type a question for help - 8 X
NEEHRIASRIVR| % RB-F|9-0- &= -2 5 @S0 -@f
Arisl 10 B Z U|S=E==E|% % » 5% i= L'&'A'!

s s R < | @ B @3 | ¢ Reply with Changes... End Review... !
H11 - )

=
2
a3 Journal Dete Description
4 40000 40040807 74112006
5 — | En
B
7 Line#  Lnit Ledger Account Dept ID Fund Class Funding Src Program  Project Bud Period Amournt
| 8 | -l L] 7 1 1 I~ I~ 7 i i 1
=] + | — | +.. | T | [ | Select fields to copy from s previous line by marking the checkboxes under each field
0]
1] =1
12|
13
14|
15|
16|
7|
18|
19

Select Insert Block

IvllI

gtﬂmmmmmmmmmmmww
3 D3|R3| =[O |@a|@ | | o || & || k| = S
=
=

CAPS WUM

Using the budgets you have prepared for 7.02, make sure that you have inserted a
column for (OPB) Program Codes and change the Funds to the new Fund Codes.

Enter the number of rows equal to the row to be extracted from the Excel Spreadsheet

Click: Insert

Insert Multiple Lines x|

Murmber of Lines I 173
From Line: I 1 Insert
Ta Line: 173 Cancel

I™ | Zopy data From line
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Create Journal Lines (Cont’d)

2. To transfer Spreadsheet data to the 8.8 Journal Template, you must copy
one column at a time, beginning with the ‘Account’ column. Coping the
columns and rows will not paste properly in this template due to hidden
columns.

3. Return to Journal Import Template

Place cursor in the appropriate column, then

Select: Edit = Paste Special = Values
Click: OK

Click: Save H

4, Click the % icon to return to the Spreadsheet Journal Import Panel

E Microsoft Excel - 8.8 Template.xls — =1 x]
Ed] File Edit ¥iew Insert Format Todk Data  window  Help Type aquestion Farhelp - _ & X

DEHRIGISQB VR NR6G-F IR - Nt

arial -8 -|B Z U == s

i
‘
d ]
7
>
¢ E
L

o I e P R | # = g=
K13 - A 000001

%
o
E

z
E3
N
o
z
z
2
a2
4
m
2
-
- |8t
3
=,
i
H
S o —

L]

2
Ell Header [E4T3 Journal Diate Diescription
4 40000 AOB2007 _ 74/2008
z =
B
fllLine Line#  Unit Leclger Acoournt Dept ID Fund Class Furding Src Program  Project Bud Period Amourit
| 8 | r r v ~ ~ o o v ¥ ical ~
a | + | — | +.. | ) | | Select fields to copy from & previous line by marking the checkboxes under each field
o]
11
| 12 |aoBz007 |1 514000 400E111 10000 am ALL 0850201 o 2007 10,000.00
£ AOB2007 2 IDEIEIEIEH !QDEIEH 11 10000 01000 0850201 o1 2007 10,000.00
4|
15|
=
id
KEl
19|
20

(RIS NSRS NN
=|0|@| | ~|o | (7| = || =

L)
[}

2
all

o
il
i}
=
e
=
c
=4

8 05/2006 Excel Upload Manual



STATE OF GEORGIA
Annual Operating Budgets

Select file to Write Journals to File Page

From the Import Journals Panel

Click: “Write File’
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“Highlight” your Journal Sheet Name in the “Write Journals to File, Select
Sheet” panel.
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Write Journals to File Page (Cont’d)

3. Enter the file name: ~ C:\TEMP\400a0b07.pmi  (Note: File extention, ‘“.pmi’
must be in lower case).

rone

Click: OK
<
Seleck Sheest: | ok I
400acb0r
Carncel I
all I

Fil= mame:
|=n\Tempi4ooacbor

Agencies will need to save their files as indicated above and copy
their file to a CD or USB Storage Device (Jump drive or Flash

drive). This will used for upload at the State Accounting Office
(SAO).
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