PeopleSoft Finance System: Step-by-Step Guide

Configuring Journal Entry Spreadsheet

Using spreadsheet journal entries will allow you to upload journal entries with a lot of
lines into FIN 9.2, or, to use the spreadsheet for recurring journal entries that you create
on a routine basis.

In order to create a spreadsheet journal entry, you must first configure the journal entry
spreadsheet template.

1. The journal entry spreadsheet process requires that the files, JRNLLOG,
JRNLMCRO and the journal entry template spreadsheet be located in the same
folder on your network.

Name

&h) CU_FINSP2_JRNL1_06012015
& JrnlLog

& JRNLMCRO

&J* JRNLMCRO

2. To configure the spreadsheet, open journal entry spreadsheet template.

3. Onthe Control tab, in the General area, select Setup.

@ University of Colorado Spreadsheet Journal Import
— General —— 1 Journal Sheets — Import Journals
\3 O o
Setup New Import Now
) ¢
Notes Edit Write File
b2
Delete
Copy
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4. On the Define Options and Defaults page, enter your defaults, including your
ledger, journal source, business unit, and logon information to load the journal.
Anything entered on this page can be overridden during the journal entry creation

process.

The Online Import Control > Address must not be changed.

After entering your default values, select OK.

]

Define Options and Defaults
Header Defaults

Business Unit: |Uc0L0|
Date: |3f3;2015
IACTUALS

Source: C1C

User ID: IMARTOODODS

™ Enable Multibook
[V AutoGen Lines

Ledger Group:

General Options

Language: F:_

Message Options
" Log Error Message only

{+ Log Successful and Error Message
[V Display Messages Online

x|
Cancel |

Configure |

Document Sequendng
[ Enable Document Sequencing

Default Document Type:

Online Import Control
| https: //finsp2.dev. cu.edu/xmlink/finsp2/

User ID: |MART000005

After successful import
" Change import status to Do Not Import

{* Keep import status as Import

Address:

[ Skip if Journal already exists
[ Skip if Journal has error
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5. You will be returned to the Control tab. To configure the columns on your
spreadsheet journal entry, in the General area, select Setup.

@]l University of Colorado

- General ~ Journal Sheets
Setup New

Notes Edit

i)
Delete

Copy

Spreadsheet Journal Import

— Import Journals

+E
Import Now

Write File

6. On the Define Options and Defaults Excel form, select Configure.

Define Options and Defaults

Header Defaults

Business Unit: |Uc0L0|

|3f3[2015

Date:

Ledger Group: ACTUALS
Source: CiC

User ID: |MARTOODDDS

™ Enable Multibook
[V AutoGen Lines

General Options

Language: Fz_

Message Options
" Log Error Message only

{* Log Successful and Error Message
[V Display Messages Online

Cancel

e
_ o |
_ Concel |

Configure |

Document Sequendng
I~ Enable Document Sequencing

Default Document Type:

Online Import Control
Address:  |https://finsp2.dev. cu.edu/xmlink finsp2/
User ID:  |MART000005

After successful import
" Change import status to Do Not Import

{* Keep import status as Import

I Skip if Journal already exists
I skip if Journal has error
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7. The ChartField Configuration Excel form appears. By default it opens to the Field
Format tab. Select the Column tab.

B E H | J K
bl Spreadsheet Journal Import
£l Journal Header SysID Unit Journal ID Date
4
5
M .Journal Lines
[ Sy= D Journal ID Line# Unit Ledger Account Speed Type Amount Journal Line Descriptic Fund
8 M Chartfield configuration = v [
9| + | - | T | —| [+ | he checkboxes under each field.
10 Column  Field Format ]
11
12 Field name: LIME_DESCR. Apply
13 Label: Journal Line Descriptior
E Format
16 " General
17 * Text
18 " Date
19 (" Mumber
20 " Currency
21
22
23
24
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8. The Column tab is used to reorder your columns and delete the columns that are
eligible for deletion so that you may enter your journal entry data in the order you
prefer.

To reorder a Column, first select the column you wish to reorder by using the
Yellow Arrows next to Select Column to scroll through the columns on the journal
entry template. (Note: You must use the configuration to reorder your columns; you
cannot use the excel copy/paste function).

Chartfield cenfiguration p @

Colurnn lFiEIu:I Format ]
Select Column; ! Exit |

9. Once you have selected the column you wish to reorder, use the Arrows below
Column to move the column to the location/order which you prefer.

Column

+
1

ﬂi | w4 |

10. To delete a column, select the Red X. (Note: The Red X will not be available for
columns that are ineligible for deletion).

Column

+
1

@j | wi: 4] =]
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11. Once you have order and deleted the columns to your preference, select Exit.

Chartfield cnnﬁguraticn‘

Colurnn lFiEhj Format ]

Select Calumn: ] Exit |
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