CREATE JOURNALS
THROUGH SPREADHSEET

Quick REFERENCE GUIDE GL-03

GL

Purpose

The purpose of this Quick Reference Guide (QRG) is to provide a step-by-step explanation of how to
Create Journals Through Spreadsheet in the North Carolina Financial System (NCFS).

Introduction and Overview

This QRG covers the process of creating journals with multiple lines using the Application
Development Framework Desktop Integration (ADFDI) spreadsheet.

it |

r :
Q I User Tip:

The following are prerequisites to creating and uploading a journal from
spreadsheet:

1. User must download desktop integration installer for using ADFDI
spreadsheet (Navigation: Tools >> Download Desktop Integration
Installer)
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QRG GL-03 - Create Journals through Spreadsheet

Create Single Journals through Spreadsheet

To create single journals through spreadsheet, please follow the steps below:

1. Loginto the NCFS portal with your credentials to access the system.

2. On the Home page, click the General Accounting tab and click the Journals app.

Good evening, GL Journal Entry Main!
General Accounting Tools Others
QUICK ACTIONS APPS
Manage Journals E
Manage Approvals for Journals

3. On the Journals Landing page, select the appropriate Data Access Set on the top left corner

by clicking Change. In this example, choose NC CASH US.

Data Access Set:jNC CASH US [Change]
Journals
4 Journals |
Requiring Attention  Incomplete  Import Errors E]
View v Formatw §H Ey ceze [ Detach Wrag 1 9]
Accounted A ti
Source Journal Batch P:::iz:n 'ng Issue Error Date
Debit Credit
65,258.60 65,258.60 Spreadsheet 4800 Dep 10/17/22 FreedomPay2 ... Oct-22 Rejected 10/18/22
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QRG GL-03 - Create Journals through Spreadsheet

4. Click the Tasks [ E] icon.

Data Access Set: NC CASH US [Change]

Journals

4 Journals

Requiring Attention  Incomplete  Import Errors

View v Formatw 53 [y
Accounted

Debit

65,258.60

=" Detach ©

Source Journal Batch

Credit

65,258.60 Spreadsheet 4800 Dep 10/17/22 FreedomPay2 ...

Accounting

Period

Oct-22

Issue Error Date

Rejected 10/19/22

5. On the Journals Landing Page, choose Create Journal in Spreadsheet to download the

spreadsheet.

Data Access Set: NC CASH US [Change]

Journals

4 Journals

Incomplete  Import Errors

Requiring Attention

View v Fomatw 52 [y
Accounted

Debit Credit

Source

" Detach

e

Journal Batch Accounting Period

Issue

Journals

« Man

ge Journals

te Journa

ate Journal in Spreadsheet

« Create Encumbrance Journal in Spreadsheet

¢ Run AutoPost

+ Manage Approvals

Clearing Accounts Reconciliation
« Reconcile Clearing Accounts Automatically

+ Reconcile C

Error Date « Reverse Reconciliation

Click the Open button to open the downloaded Excel file.

Note: Use Microsoft Edge or Google Chrome browser to open the spreadsheet. If working
remotely, sign into a VPN before opening the spreadsheet.

You are using DEV11 environment

Data Access Set: NC CASH US [Change]

Journals

4 Journals

Requiring Attention  Incomplete  Import Errors
View v Formatwy 2 [F
Accounted
Debit
65,258.60

" Detach L)

Source Journal Batch

Credit

65,258.60 Spreadsheet 4800 Dep 10/17/22 FreedomPay2 ...

Accounting

Period

Oct-22

B Q g

Downloads

& What do you want to do with JournalEntry.xlsx?

See more

Save as N

+ Create Journal
+ Create Journal in Spreadsheet
+ Create Encumbrance Journal in Spreadsheet
+ Run AutoReverse
+ Manage Approvals
Journal Import
« Import Journals
+ Correct Import Errars
Subledger Accounting
+ Review Subledger Journals

+ Manage Accounting Errors
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QRG GL-03 - Create Journals through Spreadsheet

6. Open the spreadsheet and click the Enable Editing button on top of the Excel file.

File Home Insert Draw Page Layout Formulas Data Review View Help Acrobat
@ PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. Enable Editing x
D8 - S N
AA B c D E F G H -
2 ORACLE
4

7. On the Connect pop-up, click the Yes button to connect to the server.

0 ‘Conffis ial \ No Additi I P i Va Public e e Information ~
Connect

; A B Cc D G H |

3 C)RACLE e You are about to connect to the following application URL:

4 https://emzn-dev7.fa.us8.oraclecloud.com/fscmul/adfdiRemot

5 eServlet

? Do you want to connect? F

8 I:J

9

10 Yes No

1

12

13

8. On the NCFS Login pop-up, click the Company Single Sign-On button to login.

P Search [Alt+Q)

File Home Insert Page Layout Formulas Data Review View Help Acrobat
Login =
. Sign In
) . .
S - ® Oracle App]](:atl()ns _ o o - .
D& - fe -
Cloud
&7 Confidential \ No Additional Protection /' Public Persanal Information = ®
AA B c D | G H 1 [+]
» ORACLE Company Single Sign-On
4
5 or
g User ID
8|
]
10
11 Password
12
1& | I froanees l |
1\5 F"I(J"‘I Password
Sign In
17 | | T T T -
Single Journal | Multiple Journals (O] 4 ‘ »

Ready % Accessibility: Good to go ] m —_— 0%
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9. Click the Single Journal tab on the bottom left corner of the spreadsheet.

B C D E F G H I J _
2 ORACLE create Journal
4 *Required **Atleast one is required
5 If any rows on the worksheet have an Insert failed status, none of the rows are loaded to GL Interface table
6
7 Data Access Set NC CASH US *Group ID 300000108981494 }
8 Journal 1600 PAY 06/23/23 Payroll *Source Spreadsheet Total Entered Debit
9 Description *Category Total Entered Credit
10 *Ledger Reversal Period Total Accounted Debit
1 *Accounting Date Reversal Date Total Accounted Credit
12 Adjusting Period Reference Date
13 Worksheet Status Journal Validation Status

15 Journal Lines

17 Changed Row Status *Agency [..] *Budget Fund [..] *Account [..] *Agency Mgmt Unit [.. *Agency Progra *Funding Source [..] -
Multiple Journals [©] 4 »

10. Enter the Header section information. Enter the Journal Name on the Journal field.

In this example, enter 1600 PAY 06/23/23 Payroll. Next, enter a Description if desired.

: B C D E F G H

2 ORACLE Create Journal

4 * Required **At least one is required

5 If any rows on the worksheet have an Insert failed status, none of the rows are loaded to GL Interface table.

6

il Data Access Set *Group ID 300000108981494

8 JOUH\B'IJ.GDO PAY 06;23?23 Payroll I *Source Spreadsheet

9 Description *Category

10 *Ledger Reversal Period

11 * Accounting Date Reversal Date

12 Adjusting Period Reference Date

13 Worksheet Status Journal Validation Status

11. Select the Ledger name from the drop-down choice list. Double-click in the field to activate

the choice list.
In this example, choose NC CASH US. Next, enter the Accounting Date. In this example,
enter 6/23/2023.

2 ORACLE Create Journal

4 * Required **At least one is required

5 If any rows on the worksheet have an Insert failed status, none of the rows are loaded to GL Interface table.

6

7 Data Access Set NC CASH US *Group ID 300000108981494

8 Journal 1600 PAY 06/23/23 Payroll *Source Spreadsheet

9 Description ‘ *Category

10 *Ledger|NC CASH US Reversal Period

11 *Accounting Date}6/23/2023 | Reversal Date

12 Adjusting Period Reference Date

‘13 Worksheet Status Journal Validation Status
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12. Double-click the field next to Category field to open a pop-up.

B (9] D E
4 * Required **At least one is required
5 If any rows on the worksheet have an Insert failed status, none of the rows are loaded to GL Interface table.
6
7 Data Access Set NC CASH US
8 Journal 1600 PAY 06/23/23 Payroll
9 Description
10 *Ledger NC CASH US

1" *Accounting Date 6/23/2023

12 Adjusting Period
13 Worksheet Status

*Category |

Reversal Period

Reversal Date

Reference Date

Journal Validation Status

*Group ID 300000108981494
*Source Spreadsheet

13. The Category pop-up from NCFS appears. Enter the required Category or click the Search
button to get a list of categories.

B C

9 Description

10 *Ledger NC CASH US
1 *Accounting Date 6/23/2023

12 Adjusting Period
13 Worksheet Status

15 Journal Lines

* Required **At least one is required

Data Access Set NC CASH US
Journal 1600 PAY 06/23/23 Payroll

D E

Category

1f any rows on the worksheet have an Insert failed status, none of the rows are loaded to GL | 4 Search

Name

Category

No data to display.

|

Searchfl Reset

OK Cancel ':

Total Entered Debit
Total Entered Credit
Total Accounted Debit
Total Accounted Credit

14. Select the required Category and click the OK button.

In this example, choose PAY-2-PAYROLL and click the OK button.

Category

Operational Me...

OSC UNRESER...

PAY-1-DEBT SE...

PAY-10-SPECIA...

PAY-2-PAYROLL

PAY-3-STATE AID

PAY.A.GFNFRA

PAY-4-HEALTH/...

PAY-5-E-PAYME...

Cancel
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QRG GL-03 - Create Journals through Spreadsheet

15. Scroll down to the Journal Lines section. Double-click the cell below the Agency field to
open a pop-up from NCFS.

<o

17
18
19
20

Journal Lines

Row Status

Changed &' Budget Fund [..]

*Account [..]

' *Agency Mgmt Unit [.. *Agency Prog

*Funding Source [..]

16. The Accounts pop-up appears. On the Accounts field, click the Select | gﬁ\] icon.

Note: Additional lines can be added if the number journal lines exceed the ones enabled.

con

17
18|

20
21
22

22

Journal Lines

Changed Row Status

Accounts

Cancel |

X
LMgmlUnit [.. *Agency Progra *Funding S [..]

17. The Key Flexfield pop-up appears. Enter the required account information and click OK.

In this example, we choose:

Agency: 1600
Budget Fund:

603196

Account: 11120000

Key Flexfield

4 Hide Segments

DEPARTMENT OF
Agency | 1600 w | ENVIRONMENTAL
QUALITY
DEQ 6185 WIF -CLEAN
Budget Fund | 603196 w | WATER REVOLVING
FUND (DWQ) BC 64311
CONSOLIDATED
Account | 11120000 w | BUDGET CODE
CASH
Agency Mgmt Unit | 0000000 w | DEFAULT AMU
DEFAULT AGENCY
Agency Program | 0000000 PROGRAM
Funding Source | 0000 w [ UNDESIGNATED
. DEFAULT
Project | 0000000000 PROJECT
DEFAULT Inter Fund NC
Inter Fund | 000000 ¥ | CASH
Future 1 | 0000 w | DEFAULT Future 1
Future 2 | 000000 w | DEFAULT Future 2
Future 3 | 00000 w | DEFAULT Future 3
Search | Reset | | OK | Cancel
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QRG GL-03 - Create Journals through Spreadsheet

18. The respective COA combination fields are auto populated with this information.

15 Journal Lines

X
17 ch Row Status *Agen . 1600-603196-11120000-0000000-000C | £C, rogra *Funding Source [..]

18] | I |
19 | | | Cancel |

Accounts

19. Scroll to the right and select the Currency from the drop-down choice list. In this example,
choose USD. Next, enter the required credit amount on the Entered Credit field.

In this example, choose 4000.

**Entered **Entered C i C i Conversion
17 *Project[..]  *Inter Fund [.. *Future 1 [..] *Future 2[..] *Future3[..] *Curren Debit Credit Date Rate Type Rate
18 /0000000000 000000 0000 000000 00000 IEEIB I I 3 QEEQEI

20. Scroll further to the right and fill in the Line Descriptive Flexfield Context and Line
Descriptive Flexfield Values fields.

In this example, choose PAY — DISBURSEMENT and 0000161 respectively.

Z AA AB | AC | AD AE AF AG
|
Line Line
Descriptive Descriptive Captured
Clearing Flexfield Flexfield Information  Captured Reconciliation
Company Context 'Values Context Information  Reference Error Key
PAY - DISBURSEM0000161 [ | B2177581W88)EL.0
| | \B2177581WS8B)EU.0
I R7177521WARRIFI 1 N

21. NCFS Scroll back to the left and double-click the second cell below the Agency field to open
a pop-up.

<o

Journal Lines

17 Changed Row Status *Agency [..] *Budget Fund [..] *Account [..] *Agency Mgmt Unit [.. *Agency Progra *Funding Source [..]
18 |A 1600 603196 11120000 0000000 0000000 0000

19
20
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22. The Accounts pop-up appears. On the Accounts field, click the Select [£C, ] icon.

Note: Additional lines can be added if the number journal lines exceed the ones enabled in

the sheet.

15 Journal Lines

‘ L

17 Row Status *Agency [..]

18 |A 1600

Changed

19 |

20
21
22
23

Accounts

X
&0, L Mgmt Unit [.. *Agency Progra *Funding Source [..]
0000000 0000

OK Cancel l‘

23. The Key Flexfield pop-up appears. Enter the required account information and click the OK

button.

In this example, choose:
Agency: 1600

Budget Fund: 603196
Account: 51575000

Key Flexfield x
4 Hide Segments
DEPARTMENT OF
Agency | 1600 v | ENVIRONMENTAL
" QUALITY
DEQ 6185 WIF -CLEAN
Budget Fund | 603196 ‘ w | WATER REVOLVING
" FUND (DWQ) BC 64311
. EMPLOYEE
Account | 51575000 w | ASSISTANCE
' PROGR
Agency Mgmt Unit | 0000000 v | DEFAULT AMU
[ | DEFAULT AGENCY
Agency Program | 0000000 PROGRAM
Funding Source | 0000 v UNDESIGNATED
. | DEFAULT
Project | 0000000000 v | PROJECT
DEFAULT Inter Fund NC
Inter Fund | 000000 v | cASH
Future 1 | 0000 w DEFAULT Future 1
Future 2 | 000000 ‘ w | DEFAULT Future 2
Future 3 | 00000 w | DEFAULT Future 3
Search | Reset | | | OK || Cancel
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24. The respective COA combination fields get auto populated with this information.

5 Journal Lines iAccounts X |

1600-603196-51575000-0000000-000( ZJ‘

Cancel
17 Changed Row Status *Agency Agency Mgmt Unit [.. *Agency Progra *Funding Source [..]
000000 0000000 0000

18 |A 1600 L —— e

25. Scroll to the right and select the Currency from the drop-down choice list.

In this example, we choose USD. Next, enter the required debit amount on the Entered
Debit field. In this example, choose 4000.

**Entered **Entered Conversion Conversion Conversion
17 *Project[..]  *Inter Fund [.. *Future1[..] *Future 2[..] *Future 3 [..] *Currency | Debit Credit Date Rate Type | Rate
18 0000000000  |000000 10000 000000 00000 4,000.00
19 0000000000  |000000 0000 000000 00000 USD I 4,000.00'
20

26. On the Create Journal tab on top of the sheet, click Submit icon to attempt the upload of

your journal entry.

1 Comments | Share

File Home Insert Draw Page Layout Formulas Data Review View Help Create Journal Acrobat

:'_] -:.] 0 (2] @ :'% ED
vl & =1) |="¢
login logout Clear Edit About J| SubmitfStatus
All Data Options iewer

‘Workbook Worksheet A

fx a

Confidential >  High Risk Confidential *  Personal Information ~ x

() Confidential \ No Additional Protection /' Public

B C D E F G H | J -
13 Worksheet Status Journal Validation Status
15 Journal Lines
17 Changed Row Status | *Agency [..] ' *Budget Fund [..] ' *Account [..] | *Agency Mgmt Unit [.. *Agency Progra *Funding Source [..] *|
18| A 1600 603196 11120000 0000000 0000000 0000 0C
19| A 11600 603196 51575000 0000000 0000000 0000 0C

27. The Submission Options pop-up appears. Ensure the Submit Journal Import radio button is
selected and click the Submit button.

Submizsion Options
Submission Option Siaberut il |
Import Descriptive Flaxfields (@) Yes with vabdatio
Other Options

Submit Cancel
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28. The Confirmation pop-up appears, which indicates that the process has been submitted.

Click the OK button.

B c D E E G H
13 Worksheet Status Journal Validation Status
‘!é Journal Lines Confirmation
Your process 2248322 has been submitted
17 Changed 'Row Status *Agency [..] *Budget F m ency Mgmt Unit [..
18 |Row inserted successfully | 1600 603196 00000
19 |Row inserted successfully | 1600 1603196 00000
20
29. Once the Submission Status showcases that the journal entries have been submitted, the
Row Status field gets updated with Row Inserted Successfully.
15| Journal Lines
17 Changed *Agency [..] *Budget Fund [..] *Account [..] ' *Agency Mgmt Unit [.. *Agency Progra
18 Row inserted successfull 1600 603196 11120000 0000000 0000000
19 OW INserted successiu 1600 603196 51575000 0000000 0000000

Note: If the process fails, an error message will appear either on the header or the journal

line causing the error.

In this example, we choose to show a worksheet error where the submission failed since
the accounting date must be in an open or future enterable period. The error can be
viewed on the Status Viewer section.

O Confidential \ No Additional Protection /' Public Confidential High Risk Confidential ~ Personal Information = Status VieWE‘\ - x
(+] D E F G H |
4 * Required **At least one is required :,Zﬁus:tgezsh’;ruwls worksheet
5 1f any rows on the worksheet have an Insert failed status, none of the rows are loaded to GL Interface table.
6 € Submit failed
7 Data Access Set NC CASH US *Group ID 300000108981494 > o You must select an
8 Journal 1600 PAY 06/23/23 Payroll *Source Spreadsheet accounting date in an
9 Description *Category PAY-2-PAYROLL open or future enterable
10 *Ledger NC CASH US Reversal Period period. (GL-780452)
1 *Accounting Date 12/22/2021 Reversal Date
12 Adjusting Period Reference Date M .
— o essages for this table row
13 Worksheet Status§Submit failed Journal Validation Status are listed below
15 Journal Lines
~ & No error.
17 Changed Row Status *Agency [..] *Budget Fund [..] *Account [..] *Agency Mgmt Unit [.. *Agency Prog
18 A | 11600 603196 11120000 0000000 0000000
19| A 1600 603196 51575000 0000000 0000000
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30. Make the required fixes as per the nature of the error and click the Submit icon.

In this example, we choose to enter an Accounting Date in an open or future enterable

period.

File Home Insert Draw Page Layout Formulas Data Review View Help Create Journal Acrobat J Comments 3 Sh

4 (T A =

W4 PDNES

Login Logout Clear Edit About J Submit [Ftatus

All Data Options iewer
Workbook Worksheet
fr
0 Confidential \ No Additional Protection / Public Confidential ~  High Risk Confidential ~ Personal Information -
B c D E F G H J

6
7 Data Access Set NC CASH US *Group ID 300000108981494
8 Journal 1600 PAY 06/23/23 Payroll *Source Spreadsheet Total Entered Debit
9 Description *Category PAY-2-PAYROLL Total Entered Credit
10 *Ledger NC CASH Reversal Period Total Accounted Debit
11 *Accounting Reversal Date Total Accounted Credit
12 Adjusting Period Reference Date
13 Worksheet Status Submit failed Journal Validation Status
15 Journal Lines
17 Changed 'Row Status ' *Agency [..] *Budget Fund [..] *Account [..] *Agency Mgmt Unit [.. *Agency Progra *Funding Source [..]
18 |A 1600 603196 11120000 0000000 0000000 0000
19 (A 1600 603186 51575000 0000000 0000000 0000

31. The Submission Options pop-up appears.

selected and click the Sub

mit button.

Submission Options

Submission Option Subsmit Jo

Import Descriptive Flaxfislds (@) Yes with vakdation

DOther Dptions

il Mgt

Submit Cancel

Ensure the Submit Journal Import radio button is
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32. The Confirmation pop-up appears, which indicates that the process has been submitted.
Click the OK button.

17 Changed

13 Worksheet Status

15 Journal Lines

Row Status

6

7 Data Access Set NC CASH US

8 Journal 1600 PAY 06/23/23 Payroll
9 Description

10 *Ledger NC CASH US

11 *Accounting Date 6/23/2023

12 Adjusting Period

*Agency [..]

Jou

*Budg

*Group ID 300000108981494
*Source Spreadsheet
*Category PAY-2-PAYROLL
Reversal Period

Confirmation

X

L

Your process 2248464 has been submitted

und [..]

T*Account [..]

*Agency Mgmt Unit [..

33. Once the Submission Status showcases that the journal entries have been submitted, the
Row Status field gets updated with Row Inserted Successfully.

Note: To search for this journal, go to the Manage Journals page and search for your

journal by selecting Source equals Spreadsheet as part of your search criteria.

15 Journal Lines

17 Changed
18]
19

Jal

Row Status
Row inserted successfully
Row inserted successfully

*Agency [..]
1600
1600

*Budget Fund [..]

603196
603196

*Account [..]
11120000
51575000

0000000
0000000

*Agency Mgmt Unit [.. *Agency Progra *Funding Source [..]
0000000
0000000

0000
0000

Create Multiple Journals through Spreadsheet

To create multiple journals through spreadsheet, please follow the steps below:

1. Follow steps 1-9 from the above section.

2. Click the Multiple Journals tab on the bottom left corner of the spreadsheet.

B C D E G H =]
2 ORACLE create Journals
4 * Required **At least one is required
5 | Ifany rows on the worksheet have an Insert failed status, none of the rows are loaded to GL Interface table.
6
7 Data Access Set NC CASH US *Group ID 300000108981494
8 Worksheet Status Journal Validation Status
10
*Ac(
1 Changed Row Status Journal Batch Description Journal Journal Description  *Ledger |Date
12
13 | |
14
15
16
17 |
18 hd
Single Journal I Multiple Jaumalsl ) [ »
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3. Enter the Journal Batch and Journal names in the respective fields.

1 Changed Row Status

12 |A

Description
1600 PAY 2 06/23/23 Payrol

Journal

Journal Description  *Ledger

ayrol

13

4. Select the Ledger name from the drop-down choice list.

In this example, we choose NC CASH US. Next, enter the Accounting Date. In this example,

choose 6/23/2023.
*Accounting
11 Row Status Journal Batch Description Journal Journal Description | *Ledger Date
12 1600 PAY 2 06/23/23 Payroll 1600 PAY 06/23/23 Payroll
13

5. Double-click the cell below the Category field to open a pop-up.

*Accounting
11 Journal Journal Description | *Ledger Date *Source *Category *Agency [..] | *Budget Fund [ *Account [..]
12 /1600 PAY 06/23/23 Payroll NC CASH US 6/23/2023 Spreadsheet
13 Spreadsheet

6. The Category pop-up appears. Enter the required Category or click the Search button to get
a list of categories.

18

6 Category

7 300000108981494

8 4 Search
i Name
11 Journal Journal Description  *Ledger

12 [1600 PAY 06/23/23 Payroll NC CASH US € catego

13 gory

14 No data to display.
15

16 i

17 |

*Budget Fund [ *Account [..]

OK Cancel |
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7. Select the required Category and click the OK button.

In this example, choose PAY-2-PAYROLL and click the OK button.

Category

OSC UNRESER...
Qperational Me...
PAY-1-DEBT SE...

PAY-10-SPECIA...

PAY-2-PAYROLL

PAY-3-STATE AID

PAY-4-HEALTH/...

PAY-5-E-PAYME...

PAY.A.GFENFRA

Cancel

8. To enter information on the COA Combination, Entered Debit, and Entered Credit fields,
follow steps 16-28 from the previous section of this document.

*Categony *Ager
PAY-2-PAYROLL |1600

)
0000000

*Agency Mg
0000000

*
0000

£proi *) # i
0000000000 000000 0000 000000

| *
00000 usD

3,000.0&

PAY-2-PAYROLL |1600

51575000 0000000 0000000

0000

0000000000 000000 ‘UDUU 000000

3,000.00|

PAY-2-PAYROLL |1600

58300027 0000000 0000000

0000

0000000000 000000 0000 000000

00000 usb
UsD

6,500.0

PAY-2-PAYROLL 1600 603196

48800000 1601850 1602022

0000

0000000000 000000 0000 000000

00000
00000 UsD

6.500.00

9. On the Create Journal tab on top of the sheet, click Submit to submit the journal entries.

File Home Insert Draw Page Layout Formulas Data Review View Help Create Journal Acrobat i Comments & Share
X (T = [E]
LR R AP AOR 5 =
Login Logout Clear Edit About [ SubmitfStatus
All Data Options i
Workbook Worksheet
Y21 Je
<} Confidential \ No Additional P Y Public Confidential ~  High Risk Confidential v Personal Information ~
B C D 2 & G H
5 | If any rows on the worksheet have an Insert failed status, none of the rows are loaded to GL Interface table.
6
7 Data Access Set NC CASH US *Group ID 300000108981494
8 Worksheet Status Journal Validation Status
10
*Accot
11 Changed Row Status Journal Batch Description Journal Journal Description | *Ledger Date
12| |A 1600 PAY 2 06/23/23 PAYROLL 1600 PAY 06/23/23 PAYROLL NC CASH US 6/23/20
13| |A 1600 PAY 2 06/23/23 PAYROLL 1600 PAY 06/23/23 PAYROLL NC CASH Us 6/23/20
14| A 1600 PAY 2 06/23/23 PAYROLL 1600 PAY 06/23/23 PAYROLL NC CASH US 6/23/20
15| |A 1600 PAY 2 06/23/23 PAYROLL 1600 PAY 06/23/23 PAYROLL NC CASH US 6/23/20
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10. The Submission Options pop-up appears. Review the options and click the Submit button.

Sl.ibl'l'\ll:lul':" |:|:|'.|-1:"|'. x
Submission Option Subsmut Jourmal |mport
Import Descriptive Flexfields (@) Yes with vabdaton

Other Dptions Send Email Notwhcation | il Import F ol

Cancel

11. The Confirmation pop-up appears, which indicates that the process has been submitted. Click
the OK button.

5
7 Data Access Set NC CASH US Confirmation X 1981494
8 Worksheet Status
10 Your process 2248418 has been submitted.
OK
11 Changed Row Status Journal Batch
12 Row inserted successfully 1600 PAY 2 06/23/23 PAYR 6/23/23 PAYROLL
13 Row inserted successfully 1600 PAY 2 06/23/23 PAYRG=e- r=everrerd6/23/23 PAYROLL

12. Once the Submission Status showcases that the journal entries have been submitted, the
Row Status field gets updated with Row Inserted Successfully.

7 Data Access Set NC CASH US *Group ID 300000108981494

8 Worksheet Status Journal Validation Status |

10

1) | Changed Row Status Journal Batch Description ‘Journal Journal Description | *Ledger

12| | Row inserted successfully §1600 PAY 2 06/23/23 PAYROLL 1600 PAY 06/23/23 PAYROLL | |NC CASH US

13 Row inserted successfully §1600 PAY 2 06/23/23 PAYROLL 1600 PAY 06/23/23 PAYROLL NC CASH US

14 Row inserted successfully §1600 PAY 2 06/23/23 PAYROLL 1600 PAY 06/23/23 PAYROLL NC CASH US

15 Row inserted successfully §1600 PAY 2 06/23/23 PAYROLL 1600 PAY 06/23/23 PAYROLL | |NC CASH US
Wrap-Up

This QRG demonstrates how to create journals using the ADFDI spreadsheet by following the steps
above.

Additional Resources

Virtual Instructor-Led Training (VILT)

e GL100c: Journal Entry
e GL100b: Journal Entry
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