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[bookmark: _GoBack]General Ledger Spreadsheet Journal Upload 1.0

Supplemental Job Aid

Date: 07/01/2014 

Target Audience: Department GL Journal Processor

Purpose: This Supplemental Job Aid provides the Department GL Journal Processor with the instructions to download the template, complete the initial configuration of the template, populate the spreadsheet journal, and upload the spreadsheet journal for editing, approval, and posting to the General Ledger.

General Ledger Spreadsheet Journal Upload:

Part 1: Downloading the General Ledger Spreadsheet Journal:
In this example, we need to save the spreadsheet journal to your computer so it can be configured for use to upload large volume, or recurring, journals to the General Ledger.
Step 1: Downloading the Spreadsheet Journal template:
If you did not receive the Spreadsheet Journal file with this Job Aid, you can download it from the FI$Cal website - WWW.FI$CAL.CA.GOV
· Click on GL Spreadsheet Journal Template hyperlink
· Follow the prompts and save this zipped file to your local computer 
· Unzip the file (right-click on the folder and select Extract All)
· When the dialog box appears select the location you want the files saved on your local computer 
If you received the Spreadsheet Journal file with this Job Aid, you need to complete the following:
· Save the zipped file to your local computer 
· Unzip the file (right-click on the folder and select Extract All)
· When the dialog box appears select the location you want the files saved on your local computer


Part 2: Configuring the General Ledger Spreadsheet Journal
Before you can utilize this tool some configuration is required. The following steps will walk you through the configuration process.  
Step 1: Open the Spreadsheet Journal file – Jrnl1.XLS. When the file opens, you will be presented with a menu page with three sections. We are going to start in the “General” section.
Step 2: In the “General” section, click on the Setup button to get to the Define Options and Defaults page shown below.
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This MUST be completed in order to successfully upload journals using this tool. Once the configuration is completed you will not need to revisit this page.
Step 3:  Set up the configuration for the spreadsheet journal
Header Defaults section:
· Business Unit: Enter your departments Business Unit (Org Code)
· Date: This will default to the current date if left blank.
· Ledger: Default is MODACCRL
· Source: Default is SPJ  
Online Import Control section:
· Address: This should be prepopulated. Verify that the address is – https://financials.fiscal.ca.gov/psc/psfpd2/
· User ID: Enter your FI$Cal User ID again.
· Click the OK button.
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Part 3: How to Populate a General Ledger Spreadsheet Journal
The spreadsheet is built using Microsoft Excel. Data can be populated using methods accepted by the delivered software. Before we get started, take a look at the center “Journal Sheets” section. There are four options for you to choose.  
· New – Allows the creation of new spreadsheet journal sheet
· Edit – Allows the modification of an existing spreadsheet journal sheets in the template before loading to FI$Cal General Ledger.
· Delete – Allows deletion of previously-created spreadsheet journal sheets in the template. Journals that have been loaded into the FI$Cal General Ledger cannot be deleted using the template.
· Copy – Lets you copy a previously-created spreadsheet journal that you can modify.

Let’s get started with the “New” option.

Step 1: Create a New spreadsheet journal:
· Click on the New button.
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Enter the name for your journal sheet in the “New Journal Sheet” dialog box. 

Note: You control the naming convention.
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· Click OK and the following screen is displayed.
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There are two sections to this document: “Journal Header” and “Journal Lines”. 
· Click the + sign in the “Journal Header” section (just above the Journal Lines label). You will be presented with a dialog box. 








Step 2: In the New Journal Header dialog box, there are seven fields that must be populated.
· Unit: If not already populated, enter your departments Business Unit (Org Code).
· Journal ID: Accept the default of NEXT.
· Journal Date: This should be the current date unless you are back dating or future dating your transactions.
· Ledger Group: MODACCRL.
· Source: Populate the journal source. The default will be SPJ.
· Transaction: Code: Leave blank.
· Description: This is the purpose of the journal.
· Click the OK button when completed. 
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You are returned to the Spreadsheet Journal Import page, a "Sys ID (System ID) has automatically been assigned.
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Step 3: The completing of the “Journal Header” allows for the creation of “Journal Lines”. No data has been entered in the journal lines, but the “Sys ID”, “Journal ID”, and “Line #” is populated automatically.
Line Icon Descriptions:
+ Adds a single line for you to enter data.

-  Deletes the journal line that is active.

+… Allows the addition of multiple lines at one time. Note: this disables the copy down feature that will be discussed later.

-… Allows the deletion of multiple lines. The cursors position determines which lines are deleted.

Step 4: Check boxes under the field label: 
If these are selected, the data in the previous line will be copied down when you click the + sign to add a new line. Uncheck (click) the box under the field name if you do not want the value to be copied down. Note: this feature will not work with the “add multiple lines” function (+…).
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A Journal will not import into FI$Cal if an incorrect value is utilized. Any invalid values will not allow the file to be imported. The spreadsheet journal sheets can be edited to fix errors. 

Step 5: This journal is complete and ready for import into FI$Cal. Save the file after all data has been entered. Saving periodically when creating large volume files is a good habit to employ to prevent unnecessary re-work. The journal is now ready for import.
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Part 5: Importing a spreadsheet journal for editing, approval, and posting

There are two ways to import a journal: 
· “Journal Header Import” icon
· “Main Menu Import Now” button

Step 1a: Import a spreadsheet journal using the “Journal Header Import” icon: 
· Click the Import button and the “Import Journals Now” dialog box displays.
[image: ]
· Enter your User ID.
· Enter your Password.
Click the OK button.
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Step 1b: Import a spreadsheet journal using the “Main Menu Import Now” button:
· Click on the Home icon above the Journal Header section of the spreadsheet and you will be returned to the Spreadsheet Journal Import Main Menu.
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· Click the Import Now button and the Import Journals Now dialog box displays.
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· Select the Journal(s) you want to import.
· Enter your User ID.
· Enter your Password.
· Click the OK button.
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A dialog box will appear upon successfully importing the file.
· Click OK and the spreadsheet will refresh with the “Journal ID” appearing in the Journal Header record. 
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You have successfully completed a General Ledger spreadsheet journal upload.
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