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A. Opening Spreadsheet Journal Template

1. Navigate:
Select:
Double Click:

STATE OF GEORGIA

General Ledger

Start=Programs=-Accessories=Windows Explorer

C:\ Drive=GL Upload 8.8

JRNL1 SAO Version.xls

The 3 required files to successfully upload a journal from Excel should be saved in a
separate folder on the C: drive.
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STATE OF GEORGIA
General Ledger

The template will open to this sheet.

E Microsoft Excel - JRNL1 SAD Yersion.xls

Type a question for help. -

=S % > [E- A

Spreadsheet Journal Import
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STATE OF GEORGIA
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2. Navigate: File=Save As
Save in: C:\GL Upload 8.8
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.

savens 21|
Save int Iui‘. L Upload 5.8 j @ -~ @ Sy i v Tools <
B JRnL1 580 Version. s

] IrmiLog. s

My Recent  P)TESTEDW703.xls
Documents
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File name:

j Save I
My Metwork,
Places 3ave as bypel \Microsoft Office Excel Workbook (*,:0s) j Cancel |
&)
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STATE OF GEORGIA
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B. Journal Sheet Options - Add a New Journal Worksheet

1. Select: NEW

B3 Microsoft Excel - eprice.xls — (=]
Ed] File Edit  Wiew Insert Format  Thols Data Window Help Type a question For help - & X
DEHRD S B PR ST S ®E -8 R8s - @ 8
arial -1 - B 7 SE==EH5 % > W= u->-A-0
o - e e SHNE S =) ¢ Reply with Changes... End Review... B

515 - b23
Spreadsheet Journal Import
[ General —————————————— [ Journal Sheets [ Import Journals
| | +8
Setup TNew ImpoxtNow
| £ | +B1 |
Notes Edit Write File
> —
Delete
By
Copy
Ex| | AJ_I
Ready [N

2. Name the New Journal Sheet:  The name of the sheet should be defined by the
user. It should not exceed 10 characters.

New Journal Sheet x|
Mew Journal Sheet Marne:

Cancel

[TESTEDw70d

3. Click: OK
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C. Create Journal Header

1. On line 5, click _“*_  to add Header information.

EMicrosoft Excel - JRNL1 SAD Yersion.xls = |7 ﬂ
@J File Edit View Insert Format Tools Data  Window Help Type aquestion for help = _ @ X
DEHRSRIER-9-/8 = -4 le© @i o0 -|B ZU|=S==H|S$ % W|EH - H-A- M
R e R © | @ By ga | ¥ Reply with Changes.., End Review. ., !

H11 - A

]

Description

Unit Ledger Account Fund Dept ID Fund Source Program Class Project Product Budget Ref Atfiliste Fund Aff
e = i i = = = = I I i i i I
+ | — | +.. | i | Select fields to copy from & previous line by marking the checkboxes under each field

-

|2 wafcofwlwralmlmln s mslnn =22 222|222 2]a o)) o
01F3|=| & ||| 8 ) =0 h| =8 Q@ e ;| = e| Rk =S
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il
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STATE OF GEORGIA
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Create Journal Header (Cont’d)

Mew Journal Header

x|

LInik: |4|:|3|:||:| Journal ID: ITESTEDW?US

Journal Date: IEIS,I'31,I'2IIIIIIE

Ledqger Group: IP-CTLIF'.LS
Ledger: I

Source: Flan

Izer I: IEDW.C'.LKER
Journal Class: I—
Transaction Code: I—

— Currency Infarmaktion

Fareign Currency:

Effective Diake: IIIIS,I'SI,I'EIIIEIE
Rake Tyvpe: I
Exchange Rate: I

Document Type: I
Ik
[Dac Sequence: I —_—

Adjustment Type: I

¥ sutoGen Lines
[ aAdjusking Entry:

Cancel

— Reversal
£ pone

" Beginning of Mext Period
" End of Mext Period

£ Mext Day

£~ Specified Date

Description: ITEST JOURMNAL LIF‘LOF'.D|

2. Enter: Business Unit
Enter: Journal ID:
Enter: Journal Date:
Enter: Ledger Group:
Enter: Source
Enter: Description:
Click: OK

include slashes as shown above.

Verify the entered information. The Journal Date and the Effective Date should
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D. Create Journal Lines in Journal Template

1. Online 9, click| +.| to insert multiple rows or click + to add a single line. If a
block of lines is entered chartfield values will not be automatically copied down
to additional lines that are added.

E} Microsoft Excel - TESTEDW703.xls .
@J File Edit ‘“iew Insert Format  Tools  Data  Window  Help Type a question for help = o
NEHR SQIEB I B-19-1® =-4] @ Bnrial -8 - |B F U|E==HE]S$ ! e e A
TR R S | B By g | 9 Reply with Changes... End Review...

H4 - f 40300
E H | J K L Il I ] P Q R 3 T U
preadsnec + 3 DO +2] 23
Unit Journal Dste Description
[ 203000TESTEDWYTC 5431/2008  TEST JOLRNAL LPLOAD
+ | s By | — | Bx
Line Uit Ledger Account Func Dept I Fund Source Program Class Project Prociuct Budget Ref  Affiliste Funcd Aff A
¥ ~ ¥ ¥ 7 i ~ 7 ¥ 7 ¥ i1 i
+ | — | +| _I (| | Select fields to copy from a previous line by marking the checkboxes under each field.

Select Insert Block

fetll TSR N A N Y N e e e e e el Pl e el

RLIM

o]
m
[
=9
=
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2. Enter the number of lines that need to be added.

3. Click:

STATE OF GEORGIA

General Ledger

Insert

Insert Multiple Lines

Mumber af Lines

Frorn Lire:

Insert

To Line:

LI

[T | Zopy data From line

Zancel
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Create Journal Lines (Cont’d)

4. Enter the charfield information for the journal lines that have been inserted.

5. Click the % icon to return to the Spreadsheet Journal Import Panel

BT Microsoft Excel - TESTEDWT03.5s =& x|
B File  Edt  Miew Insert Fomlat  Tools  Data  MWindow  Help TypeaquestionForhelp = - & X

DEHRISRIBI B 98> ) @@ BRim s -|BzuEE=Es %o - A-

ih B2 % L > © | @\ B (§= | ¥ Reply with Changes... End Review... H
Q13 > X &0

5
theet Journal Import [ IEY
3 |Unit Journal Date Description
L 40300 TESTEDWWTC 5/31/2006 TEST JOURKAL UPLOAD
5 | Byl — | Ex
4]
L Line #  Unit Ledaer Account Fund Dept ID Fund Source Program Clazs Project Prociuct Budget Ref Atfiliate Fund Aff Amourt B
18 | ¥ 1 I ¥ v 1 1 1 I i ! F# ¥ i
9 k. | T I =] Select fislds to copy from & previous line by marking the checkboxes under each field
| 10|
| 11|
£ 1 40300 ACTUALS 614001 10100 403010100C 01000 3o o} 1000
132 40300 ACTUALS 200001 10100 403010100C 01000 am 01 o.o0y
o [T
115 |
|16
17
18]
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tmmmmmmwwmmmmm
W|RI|= S| W0|dD | ot & ||k =

=
o
il
=%
=

UM

10 05/2006 Excel Upload Manual



STATE OF GEORGIA
General Ledger

Once you have completed the journal entry template, the journal must
be transferred into PeopleSoft. The two methods are detailed below in
sections E and F.

E.

Import Spreadsheet Journal

From the Import Journals Panel

Click: “Import Now’

EﬂMicrusuft Excel - eprice.xls =3 5'
Eﬂ File Edit Miew Insert Format  Tools Data  window  Help Type aquestion forhelp = _ & X
DEHRSISR VE| & BE-F|9-0-18=-33l0aew -@f
risl -w-|B 7 OE==Hs % WAEEL-H-A-0
i B2 e i © M By ga Reply with Changes... End Review... H

G15 - f

gg;lj Spreadsheet Journal Import

r General r Journal Sheets  Import Journals —————

+E
Setup Imporxt Now

vt |
Write File

—

|
HNotes

§w §M\i =

Ready UM
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2. Highlight the Spreadsheet Journal. Enter User ID and Password.

Import Journals Now il
Seleck Sheet: ok
Cancel
All
Mone

Import Contral
htkps: [fsaofn.stake.ga,us/psp)sao/

UserID:  |EDWALKER

Password: I**********l

3. Click: OK

When the spreadsheet journal has been successfully imported the following message will
appear.

Spreadsheet Journal Import
 General  Journal shests [ Tmnort Toenals ———
x
O
Setp New Select Shest: =
TESTEDW?00 c |
5 2 JRMLLOS1O ance
Notes Edit
ﬂ
by Imparted 1 journals {Unit, Journal ID, Date) :
e 40300, TESTEDWTO3, 05/531/2006
Ok
h o |
By
Copy UserID:  [EDWALKER
FesamEith I wwwwwwwwww
|;1
< | gl

The Import Now process is now complete. You can view your journals in
PeopleSoft General Ledger.
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F. Write File

A user may choose to write a spreadsheet journal to a file and manually import the
journal into People Soft using the “Write File” functionality.

EMichsuft Excel - TESTIMPORT xls - 5|5|
@_] Eile Edit Wiew Insert Format  Jools Data  Window  Help Type aguestion forhelp = - & X
DEHR S S| 8- - R -4 @ Enna\ -0 -|B 7 U|E==H|% 6. S - A E
H fa %A 6 o B 3 3 Hy g2 ¢ Reply with Changes... End Review.., !

E2 - 13
%&E Spreadsheet Journal Import
r General ———————— = Journal Shests  Import Journals
O 4
Seitup New ImporiMNow
£ g 48
Totes Edit Write File
bl
Deleie
By
Copy

Kl | AJ;‘

Ready UM
fi;'startl - JEF-3cXc) -
| O] trbox-..| &) recpie... | &) outsta... | &)azorai.. | E]Extemn... | Cpeu4reon| drew ... | sareiav.. | £ upio... |[[E Micros... #]pocum... Tuesday

After the journal lines are entered click “Write File” from the main page.
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3 Microsoft Excel - TESTIMPORT.xls =& x|
‘] File Edi View Inset Format  Tools  Data  Window  Help Type aquestionforhelp » - & X
NBSHEHRSRIER-(9- 8= -4 @ v 10 - B 7 O|=E==E8% % 0 | E-5 A ﬁ

SR s R ] % | @ By g3 | ¥ Reply with Changes.,. End Review., B
E9 2 f

gggg Spreadsheet Journal Import
 General ———————  Journal Shests r Import Journals
0 +E
Setup New Import Now
e
H elect Sheet:
3 £ LR
Cancel |

2
Delete all
Mone |
ey
Copy File name:

|P:lMy Documents TESTIMPORT bxt

kil | ﬂJj

Ready UM
tt!startl - IEF-icac) o diodEm
J |0 I | & Penple... | £ outsta,., | £ geargi... | &7 Extemn,., | Sy ey 47800' AARE: W ... | paL ”@ Micros... 9] Dacum... | ® Gl Upl... Tuesday

Highlight the journal that is to be uploaded. Also, make sure that the path under “File
Name” is the path to the folder where the spreadsheet was saved.
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Navigate to the General Ledger component in PeopleSoft and select Import
Journals/Spreadsheet Journals.

STATE ﬁcfﬁ OFFICr

Home

Menu
= Import Journals den eral Led
— Load Offline Journals
— Euternal Flat Files Import Journals Exlit "lmpor

— Spreadshest Jadrmals
[ Subsystem Journals

[ Process Journals E Loaid Offline Journals E External Flat Files E Spreadsheet Journals
[ Suspense Carrection D _GLS3I001 X _GBL Iimport an external journal data from a flat file, Import the journal files Gene
[ Ledgers zpreadzheet journal interfar

[> Summary Ledgers

[ Close Ledgers

[» Process Multi-Currency

[ Average Daily Balance

[> Open ltermns

[ Cansalidata Financial
Data

[ Maintain Standard
Budgets

[ Monitor Background
Frocess

[ Review Financial
Information

[ Archiving Tables

[> Regulatory Ledger
Reports

[ ¥BRL

[ General Reports

[> Federal Repaorts

[ Custom GL Reparts

lmpart journalz from external flat files or the spreadshest journal interface.
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STATE m.'cg' OFFICE

= Import Journals |«
— Load Offline Jourmals
— External Flat Files

hew Window | Heln | |

Spreadsheet Journal Import
Enter any infarmation you have and click Search. Leave fields hlank for a list of all values.

— Spt ur
[» Subsystem Journals
[ Process Journals
[> Suspense Carrection / Find an Existing Value {_Add a New Value
[ Ledgers
[» Summary Ledgers
[ Close Ledgers
[ Process Multi-Currency
[ Average Daily Balance
[z Cpen ltems
[» Consolidate Financial gearch | Clear | Basic Search [E Save Search Criteria
Data
[> Maintain Standard ) e
Budgets Find an Existing Value | Add a Mew Walue
[ Monitor Backaround
Frocess
[ Review Financial
Infarmatian
[> Archiving Tables
[> Regulatory Ledger
Reparts
> KBRL
[> General Reports
[> Federal Reparts
[> Custom GL Reparts
[> Custom GL Processes
— General Ledder Center
[> Allocations
[> Statutory Reports
[> Data Exchanges
[ Eet Up FinancialsiSupply
Chain
[> Enterprise Components
[ Government Resource
Directary
[ Background Processes
= worklist L
[ Tree Manager
[ Reporting Tools
[ PeopleTools
[> Development Utilities

I BRarclraninn

Run Control ID:| begins with j |g|

[7 Case Sensitive

-

Enter a Run Control ID. Click Search. The Spreadsheet Journal Import Request
page will be displayed.
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qnn.a(rﬁ OFFICE

[» VAT and Intrastat
[ Excize and Sales TaxVAT
IND
[> Commitrment Cantral
> General Ledoer
< Journals
[> Journal Entry
[ Standard Journals
= Import Journals
- Load Offline Jourmals

[> Subsystern Journals
[» Pracess Journals
[> Suspense Correction
[> Ledgers
[» Summary Ledgers
[> Close Ledgers
[> Process Mult-Currency
[> Average Daily Balance
[» Open ftems
[» Consolidate Financial
Data
[> Maintain Standard

[» Monitor Background
Process

[» Review Financial
Infarmation

[> Archiving Tables

[ Regulatory Ledger
Reports

[> ®BRL

EE\SE !anagemenl ﬂ

Budgets |

[» General Reparts =l

Spreadsheet Journal Inport Request

Run Control ID;

‘Number of Data Files:

‘Character Set:

STATE OF GEORGIA
General Ledger

123

LI 52 ] I VUL L SLEUE, U, U BUUL ] 005 YL CITFLU T EEJER] L FRAAE20_JUURNALDL LUAL_JRINL_L TG0 FUILETE L SR L UL | UDJE | LEFU_aENERAL_LEL T | g

L

Mew Vindow | Help | Customize Page | B

[single data ile

[0 ssser  Q

'If Journal Already Exists: I Skip vI

3

Add

valid: | Skip i I

Deizle || view | AttachedFile:

Bl save |  ELReturnto Search | +[E Previous in List | +[E] et in List | [=] Matify |

&9 nana

Select Add.

17

Run

By e UpdateiDisplay

T A @ reramat
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STATE OF GEORGIA
General Ledger

tnn:.Acrﬁ OFFICE
g E\SE ! anagemenl

[ WAT and Intrastat
[ Excise and Sales TawVAT
IND
[» Commitment Contral
- General Ledger
< Journals
[> Journal Entry
[ Standard Journals

= Import Journals
- Load Offline Journals
— External Flat Files

[» Process Journals
[» Suspense Correction

[» Ledgers

[» Summary Ledgers

[» Close Ledgers

[» Process hMult-Currency

[» Average Daily Balance

[> Open ltems

[» Consolidate Financial
Data

[» Maintain Standard
Budgets

[> Monitor Backgraund
Praocess

[ Review Financial
Information

[> Archiving Tables

[> Regulatory Ledger
Repaorts

[ XBRL

Home

Mew Windaw | Help |

Browse... |
Upload | Cancel |

[> General Reports

Select Browse

-l

to locate the file.
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] Spreadsheet Journals - Microsoft Internet Explorer &)X
21 | &
Lookir: | 3 GL Upload 8.2 =] « ®EekE- g3

FL]RMLL SAO Version s _DIYN.GEL?FolderPath=PORTAL_ROOT_OBJECT EPCO_GEMERAL LEL~ | (£ Go
JrnlLog. xls

JRMLMCRO . xa
TEST.xls _Hiome Worklist Add to Favorites Sign out
TESTED'W?03.xls
| TESTIMPORT. xls

Mew window | Help |

hkEp

by Computer

File name:; I j Open I
Files of type: IAII Files [*.7) j Cancel /l
v

T ST CETgeT

[> Cloge Ledoers

[ Process Multi-Currency

[ Average Daily Balance

[ Dpen ltems

[ Consolidate Financial
Data

[- Maintain Standard
Budgets

[ Maonitor Background
Frocess

[> Review Financial
Infarmation

[= Archiving Tables

[ Regulatary Ledger

Reports
[ X*BRL
[» General Reports =l
[P= |

Find the upload file that was saved. Select the file and click “Open.”
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File Edit ‘View Favorites Tools

STATE OF GEORGIA
General Ledger

<} spreadsheet Journals - Microsoft Internet Explorer _(3]x]

Help ‘ :‘

@Back - O b @ @ \f_;]|pﬁearch i:\\'rFavnrites @| Bv ‘I‘_\f ly_}| - \_J ﬁ .‘3

tnn'xccg OFFICE
E E\SE !anagemenl

[> WAT and Intrastat
[> Excise and Sales TawWAT
IMD
I Cormmitment Control
<~ General Ledger
< Journals
[ Journal Entry
[ Standard Journals
< Import Journals
— Load Offline Journals
— External Flat Files

[» Subsystern Joumals
[» Process Journals
[ Suspense Correction

I Ledgers

[» Summary Ledgers

[ Close Ledgers

[ Process Multi-Currency

[ Average Daily Balance

[ Open tems

I» Consolidate Financial
Data

[> Maintain Standard
Budgets

[ Monitor Background
Process

[» Review Financial
Infarmation

[» Archiving Tahles

> Regulatory Ledger
Repaorts

[ XBRL

[» General Reports

fddress @ hittps: {{Friset-1t. state. ga.1s:60301 {pspyFrisyt [EMPLOYEE[ERPJ [PROCESS_TOURNALS.LOAD_TRNL_DYN.GBL?FoiderPath=PORTAL_ROOT_OBTECT.EPCO_GEHERAL_LFT = | Go |[Llinks

=]

Home

New windo Processing

CAGL Upload 8.8\TEST. x| Browse |
Upload I Cancel |

& Opening page https: ffrweb-1t. state ga. us:60301 pst/fnGasyHEMPLOYEE/ERP/C/PROCESS_JOLURNALS.LOAD_JRNL DYN.GEL... I R E

stor| | & 0] & B ©

4116 PM

J @Inbux-...l &7 Peaple... | £ Base M., | &7 geargi... ”@ Sprea.. | BU 47800' 3RE: | 6L I Emicmso...l 8 pocum. .. | G Uplo...l « Tuesday

The file navigation will update. Click “Upload.”
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File Edit Wiew Favorites

Toals

STATE OF GEORGIA
General Ledger

Help

) Spreadsheet Journals - Microsoft Internet Explorer

Back + | ) - % | ) Search “r Favorites
Q- O - #] [g )| ) s crois @)

Szl 3

tnn:acrﬁ OFFICE
E E\SE ! anagemenl

[» ¥AT and Intrastat
[» Excise and Sales TaxAT
IND
[» Commitment Control
7 General Ledger
< Journals
[> Journal Entry
[ Standard Journals
= Import Journals
- Load Offline Journals
— External Flat Files

[» Subsystern Journals
[» Process Journals
[» Suspense Carrection

[> Ledgers

[ Summary Ledgers

[> Close Ledgers

[» Process hMult-Currency

[> Average Daily Balance

[> Open ftems

[» Consolidate Financial
Data

[ Maintain Standard
Budgets

[> Manitar Background
Process

[» Review Financial
Information

[> Archiving Tables

[> Regulatory Ledger
Reparts

[» ¥BRL

[> General Reports

Address @ https:fffweb- 1t state, ga.us:60301

L]

[]

Spreadsheet Journal Import Request

Run ControlID: 123

‘Number of Data Files:
‘Character Set:

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

il | etste |

pspifiaasyt/EMPLOYEE/ERP/c/PROCESS_JOURNALS.LOAD_JRHL_DYN.GBL7FoldsrPath=PORTAL ROCT_OBJECT.EPCO_GEMERAL EC ™| (£ Go

Renortanaget Process Monit

Home

MevrWindow | Heln | Custonize Page | (&)

Run

| single data file
[
EC-
Ermms

Wiesy Attached File:

TESTxls

B save | S\ Return to Searchl +[E] Previous in List | +[E] Mext in List | [=] Metify |

Bedd | | UpdateDisplay

[EAncl

| I I R I - T Yy

Once the file is attached this page will be updated. Click “Run.”

21
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.-rul:acrﬁ OFFICE
E E\Sg ! anagemenl

[» ¥AT and Intrastat
[ Excise and Sales TawVAT
IMDy
[» Commitment Control
7 General Ledger
< Journals
[> Journal Entry
[ Standard Journals
= Import Journals
- Load Offline Journals
- External Flat Files

[» Subsystern Journals
[» Process Journals
[» Suspense Carrection

[> Ledgers

[ Summary Ledgers

[> Close Ledgers

[> Process Mult-Currency

[+ Average Daily Balance

[> Open ftems

[» Consolidate Financial
Data

[ Maintain Standard
Budgets

[> Manitar Background
Process

[» Review Financial
Infarmation

[> Archiving Tables

[> Regulatory Ledger
Reports

[» ¥BRL

[: General Rennre

STATE OF GEORGIA
General Ledger

Home

Meww Window | Help | Custornize Page | B

Process Scheduler Request

User ID: CTHOMAS Run Contrel ID: 123

Server Name: IPSUN>< :I' Run Date: 07M8/2006 5]

Recurrence: I 'l Run Time: 416:53PM Resetto Current Date/Time |
Time Zone: I Q

Select Description Process Name Process Type ‘Type ‘Format Distribution
r Budget Journal Import BOSI000K SQR Report I\Neb v IPDF 'l Distribution
I Spreadshest Journal Impart DE_EXCL_JRMWL  Application Engine I\Neb v |T><T 'l Distribution

Ok Cancel

Be sure that the server is “PSUNX.” Select “Spreadsheet Journal Import.” Click “OK.”
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.ruv:ncrﬁ OFFICE
E E\Sg !anagemenl d

[> VAT and Intrastat

[> Excise and Sales TawWAT
IMD { ProcessList ' SemerList

I Cormmitment Control

I~ General Ledger

< Journals
&> Journal Entry UserID:ICTHOMAS QL Type: I 'ILasl: 5 |Days vl Refresh |

Home

Mews YWindow | Help | Customize Page | 5

[> Standard Journals Server: IPSUNK ~| Name: | Q Instance:l to |

= Import Journals P
L pad Offine Joumals Run I ~| Distribution I vI ¥ Save On Refresh

— Exdernal Flat Files

Status: Status
Process List

P Subsystern Joumals Select Instance Seq. Process Type Process Name User Run Date Time Run Statys  istribution b
[» Process Journals Status

. E Sduspenae Carrection [~ 13985898 Application Engine D¥_EXCL_JRML CTHOMAS 07/18/2006 4:17:43PMEDT  Queued NiA Details
edgers

[ Summary Ledgers

[» Close Ledgers

[ Process hulti-Currency

[» Average Daily Balance

[» Open ltems

[> Consolidate Financial
Data

[> Maintain Standard
Budgets

[> Monitor Background
Process

[ Review Financial & save | [Z] matify
Infarmation _I _I

[» Archiving Tahles Process List| Server List

[» Regulatary Ledger
Reparts

[ ¥BRL

[> General Reports =]

|®'I Pracess Inskance: 135835998 ’_ ’_ l_ l_ E & Internet

Go hackio Spreadsheet Journal Import

Click the Process Monitor link to view the status of the process. Once the process runs to
“Success” you may view your journals in PeopleSoft General Ledger.
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