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How to format CSV/TXT file to an Excel

News and Announcements Asset Management Commitment Control General Ledger

&S| &

Labor Distribution Payables Procurement
- O’l CInvoicE) @‘U

Projects Purchase Orders Receivables Approvals
’
}

Step Action

1. Click the General Ledger tile.
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Welcome to the General Ledger WorkCenter
T o~
Query Manager Welcome to the WorkCenter. This WorkCenter has one "Task Panel" and one "Work Area". The "Task
Panel" is on the side displaying the pagelets assigned to the WorkCenter page and the "Work Area"
Commonly Used GL Queries displays transaction pages such as this page
& GLO02 - Recycled Line Edit Errors Each pagelet may have the following actions depending on its configuration: Hide/Show, Reload,
& GLO14A - Budget Exceptions Personalize

GLO76R - GG Query Within each pagelet there may be "Open the content in a new window", "Collapses a group of links" and
GLO8O - TB Like 44 RPT "Expands a group of links" actions available depending on the pagelet

GL080 - TB By Acct With FS Type
GL003 - Journal Detail

dlh Reports/Processes o (ov

= Report Retrieval
Report Manager
Query Viewer

=  Monitor
Process Monitor

= SAO GL Processes
& GL Audits/OPB 4092 Exp Extract

Encumbrance Reversal
GLS4092x Combined Detail Table
GL Labor Clearing
GLS9013x Populate Encum Tbl
GLS9023x Populate Non-Enc Tbl
Move Close Period Journals
State Entity Translate
Concur Chartfield Extract
TL Fund Src-4 Distrib for GL
GL Re-Inactivate Chartfields

Step Action

2. Click the Reports/Queries tab.
ReportsQueries
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General Ledger WorkCenter o«

Main §
Queries C o~

Query Manager

< Commonly Used GL Queries

& GLO002 - Recycled Line Edit Errors
GLO14A - Budget Exceptions
T GLO76R - GG Query
GLO80 - TB Like 44 RPT
GL080 - TB By Acct With FS Type
GLOO3 - Journal Detail

dlh Reports/Processes c o~

< Report Retrieval

Report Manager

Query Viewer

= Monitor
Process Monitor

= SAO GL Processes
' GL Audits/OPB 4092 Exp Extract

Encumbrance Reversal
GLS4092x Combined Detail Table
GL Labor Clearing
GLS9013x Populate Encum Tbl
GLS9023x Populate Non-Enc Tbl
Move Close Period Journals
State Entity Translate
Concur Chartfield Extract
TL Fund Src-4 Distrib for GL
GL Re-Inactivate Chartfields

Welcome to the General Ledger WorkCenter

Welcome to the WorkCenter. This WorkCenter has one "Task Panel" and one "Work Area". The "Task
Panel" is on the side displaying the pagelets assigned to the WorkCenter page and the "Work Area"
displays transaction pages such as this page.

Each pagelet may have the following actions depending on its configuration: Hide/Show, Reload,
Personalize.

Within each pagelet there may be "Open the content in a new window”, "Collapses a group of links" and
"Expands a group of links" actions available depending on the pagelet.

Step

Action

Report Manager

Click the Report Manager link.
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General Ledger WorkCenter 0 «

Main Reports/Queries
Queries C ov
Query Manager

= Commonly Used GL Queries
& GL002 - Recycled Line Edit Errors
GLO14A - Budget Exceptions
GLO76R - GG Query
GLO080 - TB Like 44 RPT
GL080 - TB By Acct With FS Type
GLO003 - Journal Detail

dlh Reports/Processes S ov

Report Retrieval
Report Manager
Query Viewer

Monitor
Process Monitor

= SAO GL Processes
© GL Audits/OPB 4092 Exp Extract
Encumbrance Reversal
GLS4092x Combined Detail Table
GL Labor Clearing

List Explorer Administration Archives

View Reports For

N Instance
Name GL [reated On

Reports

Report Report Description

46900 - GLO4GG - G/L
COMBINED DETAIL
OUTPUT (EXCEL) REPORT

1 GLS4070XG

0l Save

List | Explorer | Administration | Archives

3 |Last

Personalize | Find | View All | & | 5 First ‘4 10of1 » Last

Folder Name

46900_FN

Process
Instance

Completion
Date/Time Repoct D
1114119

11-37AM 15937246

47193823

Step Action

4, Note: Users have the option to filter GL reports by typing GL in the Name field. Note

Click on Refresh.

this feature can be used for other Financials modules.

Let’s look at the GLS4070XG for BU: 46900 report.
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General Ledger WorkCenter 0 «

List Explorer Administration Archives

Main Reports/Queries

{8 Queries S ov View Reports For
N Ci d O 3 |
v CoRGHyUFHGL QiNeS ame |GL reated On i [Last v 3 [Days v
£ GLO02 - Recycled Line Edit Errors Reports Personalize | Find | View All | 20| B8 First ‘4 10f1 * Last
GLO14A - Budget Exceptions
O GLO76R - GG Query Report Report Description Folder Name Completion Report ID ,Pmcess
& GLO8O - TB Like 44 RPT 46900 - GLO4GG - G/L
T GLO8O - TB By Acct With FS Type 1 GLS4070XG ~ COMBINED DETAIL 46900_FN H’;‘;Qa 15937246 47193823
& GL003 - Journal Detail OUTPUT (EXCEL) REPORT
‘i{,sa"?
List | Explorer | Administration | Archives
;ﬂ, ReportslProces;e.s. ...... T o~
= Report Retrieval
Report Manager
Query Viewer
< Monitor
Process Monitor
< SAO GL Processes
5 GL Audits/OPB 4092 Exp Extract
& Encumbrance Reversal
' GLS4092x Combined Detail Table
& GL Labor Clearing
Step Action
5. Click on the Report GLS4070XG hyperlink.
46900 - GLO4GG - GIL 1111419
1 GLS4070XG ~ COMBINED DETAIL 46900_FN 11-37AM 15937246 47193823

QUTPUT (EXCEL) REPORT
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& Query Manager

I Commonly Used GL Queries
GL002 - Recycled Line Edit Errors
GLO14A - Budget Exceptions
GLO76R - GG Query

goagaooaa

General Ledger WorkCenter o «
Main Reports/Queries
5] Queries S o

Report
ReportID 15937246 Process Instance 47193823
Name GLS4070XG Process Type SQR Report
Run Status

46900 - GLO4AGG - G/L COMBINED DETAIL OUTPUT (EXCEL) REPORT
Distribution Details

Message Log

Distribution Node  RepRPS Expiration Date 11/28/2019
GLO08O0 - TB Like 44 RPT
GL080 - TB By Acct With FS Type File List
GL0O03 - Journal Detail Name File Size (bytes) Datetime Created
S SAGTOXG D F SR TR TG R 19 191 268 11/14/2019 11:37:14.785838AM
Open - EST
Distribute To Open in new tab
Distribution ID Ty Open in new window
Role | Save target as... | 00_FN
Print target
Role |BU_FN
Copy shortcut
7 E-mail with Windows Live
& Translate with Bing
All Accelerators >
llb Reports/Processes S ov Inegproet cllemment
Add to favorites...
> Report Retrieval Send to OneNote
& Report Manager Properties
Step Action
6. After clicking on the report name hyperlink. Right click on the file and select the Save
Target As option to save the report.
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@ Save As
« v /3 > This PC » Downloads >
Organize ~ New folder
“  Name
v 5k Quick access
New folder

|5 Documents
4 Downloads
= Pictures
CRM lssues
Procedures
PO Audit
9.2 New Func
3-Integrations

92-SARs N

v O Search Downloads r F Accounts Payable Queries | Stat.. © Report Index

= e
Date modified Typ General Le

11/15/2019 401 PM File

X

nWorks Fin... €] Testing - TW Financials €] Accounts Pa

7193823 Message Log
JQR Report

EL) REPORT

ate 11/28/2019

File Size (bytes) Datetime Created

File name: ‘ GLS4070XG_D1114_T111556_P47193822_B46900_x.TXT

11/14/2019 11:37:14.785838AM
Save as type: Text Document (*.TXT) By ) o 191.268 ES
4 Hide Folders Cancel
Role GA_RPT_MGR_ALLBU_FN
Step Action
7. Select the location where the file should be saved, change the Save as type to All

Files.

Click Save.

File Home Insert Page Layout Formulas Data Review View Help £ search 1 Share 7 Comments
<> ol == = AutoSum >
E% Calibri Ji A A === ® BwepTet General - == % E’/ & X b= viesam Q? p
e Fill +
Paste === o g0 | Conditional Formatas Cell Insert Delete Format Sort & Find &
B I U-~ L a.A. === Merge & Center ~ .9 &0 00
- 4 =Ti= = === g $-%9 (w4 Formatting = Table v Styles~ - - - & Clear~ Filter + Select ~
Clipboard Font & Alignment & Number w Styles Cells Editing
AL e Fe
A B € D E F G H J K L M N [e] [ Q R 3 T u
1 I
]
2
3
4
5
6
7
8
9
10

Step Action

8. Open Microsoft Excel.
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Info

Save

Save As

Print

Share

Export

Publish

Account

Feedback

Options

@ Recent Workbooks  Folders
£ Search
QQ Shared with Me
o madified
Georgia Technology Authority M open X
. . 4 & = Users » thui > Downloads > v ©  Search Downloads p
. OneDrive - Georgia Technolog...
tu.bui@sao.gagov Organize - New folder s -
3l Microsoft Excel Neme Date modified Typ!

Sites - Georgia Technology Aut...

tu.bui@sao.ga.gov @ CneDrive
Other locations = This PC
= . 3D Object:
EE' This PC » 20 Chiedts
m Desktop
4 Documents

@ Add a Place
[~ Browse

4 Downloads
& Music

&= Pictures

H Videos
2. Windows (C)

11/15/2019 401 PM File 52019 933 AM

GLS4070XG_D1114_T111556_P47193822_B4690. I‘ 11/15/2019 4:16 PM

Text

§/2019 911 AM

4/2019 412 PM
#/2019 3:07 PM

v o< >

3/2019 9:45 PM

File name:
Tots | o ] e
3/2019 10:53 AM

5 Recover Unsaved Workbooks

Step

Action

Open Microsoft Excel Click File >

Click Open.

Open > Browse and choose the file saved earlier.
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Text Import Wizard - Step 1 of 3 ? X

The Text Wizard has determined that your data is Fixed Width.
If this is correct, choose Next, or choose the data type that best describes your data.

Original data type

Choose the file type that best describes your data:

@ Delimited - Characters such as commas or tabs separate each field.

O Fixed width - Fields are aligned in columns with spaces between each field.

Start import at row: 1 : File origin: 437 - OEM United States ~

|:| My data has headers.

Preview of file C:\Users\tbui\Downloads\GLS4070XG_D1114 T111556_P47193822_B46900 x.TXT.

10 State Of Georgia )

Business Unit: 46900 Dept of Early Care & Lear

Ledger: ACTUALS Combined Detail Output Da

Budget Year: A1l General Ledger Report

Fiscal Year: 2019

ﬂ Acctg Period Range:

Account Range: 4010

A v

< >
Cancel < Back Next > Einish

Step Action

10. Select the Delimited option.

Click Next.
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Text Import Wizard - Step 2 of 3 ? e
This screen lets you set the delimiters your data contains. You can see how your text is affected in the
preview below,
Drelimiters
[~] Tab
|:| Semicolon |:| Treat consecutive delimiters as one
W Text lifi ’
ext gualifier: ~
(] space
] Other: | ~
Drata preview
BO  [E54001 pD0O000147€2 [FEQREIZ STATE UNIVERSITY OO00025564 |
B 51310 Q00043€205 |CORE EDUCATICN & CONSULTING SOLUTIONS 00000255€7
B 51310 Q00043£205 |CORE EDUCRTION & CONSULTING SOLUTIONS 00000255&7
B 51310 Q00043£205 |CORE EDUCATION & CONSULTING SOLUTIONS 00000255&7
BD 51310 Q0O0043£205 CORE EDUCATION & CONSULTING SOLUTIONS 0000025587 | w
£ >
Cancel < Back Finish
Step Action
11. Select the Other Delimiters option and place the character Tilde in the box.

Click Next.
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Text Import Wizard - Step 3 of 3 7 >

This screen lets you select each column and set the Data Format.
Column data format

() General

‘General’ converts numeric values to numbers, date values to dates, and
all remaining values to text.

Data preview

() Date: | MDY v Advanced...
D Do not import column (skip)

[—
CeperiCeners zeperal Ceperal
PO [g54001 [ -EQRETR STATE UMIVERSITY N000025564 |~
DD R51310 hEIcl3einbgnconE EDUTCATION & CCOMSULTING SCOLUTICNS 00000255€7
DD 51310 [aieieieE ORE EDUCATICN & CCHSULTING SOLUTICNS 0000025567
DD 51310 [aieieieE ORE EDUCATICN & CCHSULTING SOLUTICNS 0000025567
DD PE51310 [l ORE EDUCATICN & CCOMSULTING SOLUTICHNS OO000255€7 (w
L4 >
Cancel < Back Mext = Finish
Step Action
12. To keep the leading zero, select the column and choose Text.

Click Finish when done.
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B [3 D E F G H J K L M N o [ Q R s T u
i 11 A A% IE

= AL o (Care&Leaming Report ID: GL46904GG
. ——— = —~<ail Output Data File Print Date: 11/18/2019
- - il Ledger Report Page: 1
Cut PSID:  GLS407OX
Y Copy nge: 1to 5
aste Opi 401000 to 873012
< Options:

ﬁj tRefldl  ReflLn RfLn2 RfLn3 DescripticRefld2  CkNo/JDa Sts InvoicelD InvoiceDt CkDate  PymtActgl PymtCncll Fund Departme FSrc CFDA
11 Paste Special...
12 9 Smart Lookup L L
13/ PO 1{o0000240¢ 3 1 1 Canon Im¢ 10100 469522001201
14| PO Insert.. 1'o0000240¢ 3 1 1 Canon Im: 10100 469922001201
15 1'o0000240¢ 4 1 1 Canon Im¢ 10100 469922001201
16 —— 1'o0000240¢ a 1 1 Canon Im: 10100 469922001201
17| PO ser e  fooooo264¢ 1 1 1 46300-921 10100 4695220 01201
18/ PO 5% Translate .+ fooo00264¢ 1 1 1 46900-921 10100 469922001201
1w ro + fo0000264¢ 1 1 146900-921 10100 469922001201
20 po | & QuickAnalysis .+ fooo00264¢ 1 1 1 46900-921 10100 469922001201
21/ po Filter > E'000002667 2 1 146900-621 10100 4696331 51105
22| PO sort , E00002667 2 1 1 46900-621 10100 4696331 61105
23/ PO - £'000002667 2 1 146900-621 10100 4696331 51105

i1 1A = =

Delete ? X

Delete

O shift cells left
O Shift cells up

O Entire column

OK Cancel

Step | Action

13. Select rows A1-A8 (or the appropriate rows based on the selected report).
Right click and click Delete

Click Entire row option.
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file  Home Insert  Pagelayout  Formulas [| Data [| Review  View  Developer  Help  Power Pivot
[BiFrom Te/CSV [ Recent Sources P Queries & Connections al

EE =i 80 Consolidate @: @
3 z
i [® From Web [® Existing Connections " @ w G > Remove Duplicates ?
- Refresh Stocks  Geography v | Z| Sort Tetto _, What-If Forecast
Data~ 5 From Table/Range Allv g YIE | A 2 advanced | Columns £6 DataValidation ~ [ Manage Data Model | analysis~  Sheet
Get & Transform Data Queries & Connections Data rpes Data Toals Forecast
I . £ | s Filter (Ctrl+Shift+L1)
Tum on filtering for the selected
A 8 C D E F G H | J K L cells. R s T u
= Acct VendCust VendCust Refldl  |Refln RfLn2 RfLn3 DescripticRefld2  CkNo/JDa Sts . IFund Departme FSrc CFDA
Then, click the arrow in the column
2 header to narrow down the data.
3
4
5 [ PO 619001 00000455 CANON U{00000240¢ 3 1 1 Canon Im: 10100 469922001201
[ L) 519001 000000455 CANON U:50000240¢ 3 1 1 Canon Im: (%) Tell me more 10100 4699220 01201
7 |Po 519001 000000455 CANON U:50000240¢ 4 1 1 Canon Im: - . : 10100 4699220 01201
s [Po 519001 000000455 CANON U:50000240¢ 4 1 1 Canon Im: 10100 4699220 01201
o [Po 654001 '00000147¢ GEORGIA {00000264¢ 1 1 1 46900-921 10100 4699220 01201
10| po 654001 '00000147¢ GEORGIA {00000264¢ 1 1 1 46900-921 10100 4699220 01201
11| po 654001 '00000147¢ GEORGIA {00000264¢ 1 1 1 46900-921 10100 4699220 01201
12| PO 654001 '00000147¢ GEORGIA {00000264¢ 1 1 1 46900-921 10100 4699220 01201
13| po 653200 000006337 CHILD TRE 000002667 2 1 1 46900-621 10100 459633161105
14| po 653200 000006337 CHILD TRE 000002667 2 1 1 46900-621 10100 459633161105
15[ PO 653200 000006337 CHILD TRE 000002667 2 1 1 46900-621 10100 459633161105
16| PO 653200 000006337 CHILD TRE 000002567 2 1 1 46900-621 10100 259633161105
17| PO 653200 000006337 CHILD TRE 000002567 2 1 1 46900-621 10100 259633161105
18| O 653600 000000358 UNIVERSI 000002684 1 1 1 46900-921 10100 469922101201
r r r

Step | Action

14, Click an icon on the left of column A to select all.
Turn on the filter option by clicking on the Data tab

Then, click on the Filter icon.
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2] sertatoz
Z] sertzZton

Sort by Color

Text Filters

Search

E Clear Filter From "Src"

AP
AR
-] ARD

-.[#] ** End Of Report ***
-] Account Range:
-.[v| Acctg Period Range: 1 to 3

-[#] Budget Year: All

s A

401000 to &7

Ok

I Cancel

Step

Action

15.

Click filter on Column A. and

De-select all (or appropriate) modules AP, AR, ARD, INT, LD, MAN, PO.

Click OK.
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File Home Insert Page Layout Formulas Data Review  View Developer  Help Power Pivot % Share 2 Cor
[BiFrom Tet/CSV [B Recent Sources ” 8 Queries & Connections - a H Y N Clear = E EH Flash Fill 8= Consolidate i I
& e [ @ gy o o g ; B E 8 98 8
[& From Web [P Existing Connections. RJ (5] Properties & Reapply [ Remave Duplicates B Relationships !
Get Refresh Stocks  Geograph z| Sot = Tetto [ iy What-lf Forecast | Group Ungroup Subtatal
bote - B From Table/Range A~ [B Edit links A Y& Advanced | Columns 6 Data Validation v (i Manage DataModel | Analysis~  Sheet M-
Get & Transform Data Queries & Connections Data Types Sort & Filter Data Tools Forecast Outline

ho i x v &

4

Step | Action

Select all the rows except Header. Note: For shortcut, click on cell A2 and press
Ctrl+Shift END keys to select all rows.

Right click and select Delete rows.

Click OK to delete the entire sheet row.
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File Home Insert Page Layout Formulas Data Review View Developer Help Power Pivot

EE [‘E [?@ @ [‘E\D I:?: r@ EQuenes & Connections @ m ?

Get From  From From Table/ Recent Existing Refresh — Stocks  Geography |z Zl Sort Filter
Data ¥ Text/CSV Web Range Sources Connections All ~ ‘ bt

?Clear EE
& Reapply
EAdvanced Colu

Get & Transform Data Queries & Connections Data Types Sort & Filter

A35 - Jx PO

A B C D E F G H | ] K L M N o P Q R s T
1 Src ~ Acct ¥ VendCu ~ VendCu ~ Refidl ~ Refin |~ Rfin2 | ~ Rfln3 | ~ |Descrip| ~ |Refid2 |~ |CkNo/Jl ~ |Sts = |Invoicel ~ | Invoicel * CkDate ~ PymtAc ¥ |PymtCr ™ [Fund |~ |Departr ~ |FSrc
564
565
566
1567
568
1569
570
571
572
1573
574
1575
576)
577
578
1579
580/
1581
So2

Step [ Action

17. Select Clear to remove the filter.

You should see a clean GG report.
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