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General Ledger (GL) Spreadsheet Journals Overview

Cardinal allows you to create GL Journals via the Import Spreadsheet Journal feature. This feature is
generally intended for large journals which contain many lines. This feature saves time and effort by
creating the journal in an Excel macro, then simply attaching the .txt output to a Run Control used to
upload the file into Cardinal.

Budget Spreadsheet Journals Overview

Cardinal allows you to create Budget Journals via the Upload Spreadsheet Journal feature. This feature
is generally intended for large journals which contain many lines. This feature saves time and effort by
creating the journal in an Excel macro, then simply attaching the .xml output to a Run Control used to
upload the file into Cardinal.
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Creating and Uploading a GL Spreadsheet Journal

1.

3.
4.

Download the two required files to your workstation: GL Journal Spreadsheet Upload Excel
Template (JRNL1.xls) and GL Journal Spreadsheet Upload XLA Macro File (JRNLMCRO.xIs).
These files are available on the Cardinal website, in Forms under Resources. These two files
must be saved to the same directory on your workstation. When downloading the GL Journal
Spreadsheet Upload Excel Template, rename the file JRNL1.xls. When downloading the GL
Journal Spreadsheet Upload XLA Macro File, rename the file JRNLMCRO and save it with an
extension of .xla. When complete, the filename should read JRNLMCRO.xla.

Note: You can create multiple journal workbooks by saving a clean JRNL1.xls file as JRNL2.xls,
etc. However, the macro sheet file name and extension, JRNLMCRO.xla, must not be changed or
renamed.

Open the JRNL 1.xls file.

I SECURITY WARNING Some active content has been disabled. Click for more details. Enable Content
E9 v J
ORACLE' Spreadsheet Journal Import
— General —————————— = Joumnal Sheets ————— [ ImportJournals ————
D x5
Setup New Import Now
¢
Notes Edit Write File
P2
Delete
Copy

Upon opening the file, a security banner displays within the file.

Click the Enable Content box on the line that says, Security Warning — Some active content
has been disabled at the top of the screen.
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Journal Sheste ———— [~ ImportJournals ——
Microsoft Excel Security Notice @lﬂ—hj

@ Microsoft Office has identified a potential security concern.

Warning: It is not possible to determine that this content came from
a trustworthy source. You should leave this content disabled unless
the content provides critical functionality and you trust its source.

File Path: | \Users\ryu28232\DesktopiChange Leadership -
“Rebranding'Draft\GL\Wpload Spreadsheet ACTUAL -

-

Macros have been disabled. Macros might contain viruses or other
security hazards. Do not enable this content unless you trust the
source of this file.

— Mare information

II Enable Macros [ Disable Macros ]

5. A Microsoft Excel Security Notice pop-up window displays.

0. Click the Enable Macros button.

ORACLE' Spreadsheet Journal Import
— General ——————1 1 Joumnal Sheste ————— [ Import Journale —————
D £
Setup New Import Now
il
Notes Edit Write File
b
Delete
Copy

7. Onthe Spreadsheet Journal Import main menu, under the General section, click the Setup
button to access the Define Options and Defaults dialog box.
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ORACLE Spreadsheet Journal Import
 General ——————— [ JoumalShests —————— [ Importlournals ————
O +8
Setup New Import Now
Define Options and Defaults Ié]
i Header Defaults ¥ Opti
Notes Edit Write File — Header Detaul - Message Options
— —_— —_— Business Unit: 50100 ™ Log Error Message only m
o Date: 01/04/2017 ¥ Log Successful and Error Message Cancel |
Deelete Ledger Group: ACTUALS |V Display Messages Online
> Source: SP1 — Document Sequendng ———  Cenfigure |
. [™ Enable Document Sequencding
User ID
o . Default Dy tT
[ Enable Multibook tautLacument. 1 ype:
¥ AutoGen Lines

- Online Import Control

— General Options ——————————————— Address: IhttD:;’!<seruer>fxmlhnk{<sme>,f

Language: User ID:
After successful import

i Change import status to Do Mot Import
[ Keep import status as Import

[ skip if Journal already exists
[~ Skip if Journal has error

8.  Options set here default to journal sheets and journals created within this workbook. Enter the
following values:

a. Business Unit: 50100 for VDOT

b.  Date: this will be the journal date or you may leave the Date field blank and enter the
appropriate date for each journal header individually.

c. Ledger Group: ACTUALS, enter the value in capital letters.
d.  Source: this will default to SPJ since this is a spreadsheet journal.

e. User ID: can be filled in but the system will override this value with the User ID value that
actually uploads the spreadsheet journal into Cardinal.

f. Message Options: Use this section to indicate whether you wish to see success and error
messages or error messages only. You can also choose to view error messages online
rather than using the text file on your workstation.

g. Online Import Control: Always accept the defaults. Do not change these values or options.

9. Click the OK button.
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- Header Defaults | [~ Message Options

Bl Define Options and Defaults

Da

b e e i

|

nnnnn htin: I =earvar = Bemllil

10. The Define Options and Defaults pop-up window displays with the message: This is not a

secured web address. Use it anyway?

11. Click the Yes button.

ORACLE
— iGeneral — Journal Shests
D
Setup New
g
MNotes Edit
P ]
Delete
Copy

— Import Journgls ———

+

Import Now

Write File

12. The Spreadsheet Journal Import main page displays.

13. The second button under General on the main menu is the Notes button. This button can be used
to access another worksheet in the workbook that can be used as a scratch pad. Use the scratch

pad for instructions, calculations, and comments.
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ORACLE' Spreadsheet Journal Import
—Geneal ———————— 1 Joumal Shests ————— [ Import Journals ————
| +E
Setup New Import Now
il
Notes Edit Write File
b
Dielete
Copy

14. Click the New button under Journal Sheets on the main menu to insert a new journal worksheet.

Note: A workbook can contain as many journal sheets as needed. Each sheet will be a separate
journal. The Edit button under Journal Sheets on the main menu edits an existing journal
worksheet; the Delete button deletes one or more journal sheets in the workbook; and the Copy
button copies one journal sheet to a new journal sheet saved under a new name.
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Spreadsheet Journal Import

Mew Jlournal Shest

Mew Journal Sheet Mame:

Joumnal Sheet Test|

15. The New Journal Sheet pop-up window displays.
16. Enter a New Journal Sheet Name.

17. Click the OK button.

Note: The journal sheet name does not correspond to, nor will it transfer to, anything within
Cardinal during the upload.
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p Spreadsheet Journal Import
%W Journal Header Mew Journal Header
4 Description:
8 = Systern ID:
5_ l - l EE‘] Ve Journal Sheet Test a
Journal Lines Unit: W -
;’_Sysm Journal D Line # Un'rt]7 Ledjg:;r AchEmt (—" Mo A
9|+ I - |+| —I ] Select fields to copy fron| | Journal Date: |01f04,’201? [T AutoGen Lines - ll ||
13 Reference Number: I st -
14| EETCTHE NI ™ Adjusting Entry: e ]
15| Ledger Group: I-"-'-CTUALS Document Type:
1 E— Ledger: I Doc Sequence:
17
13: Source: ISPJ Adjustment Type: I
19 User ID: I Commitment Contral Amount Type:
;3_ NPV l— Actuals, Recognize and Collen_:]
g_ Transaction Code: I ég;gg" Location I
24: Currency Information Reversal
25 Foreign Currency: I & None
g?{_ Ty IW ™ Beginning of Next Period
l— ¢~ End of Next Period
Eg_ CEE S " NextDay
20| Exchange Rate: I " Spedfied Date
[l \ : &
18. The Spreadsheet Journal Import spreadsheet displays.
19. Under the Journal Header, click the button to add a Journal Header.
20. The New Journal Header pop-up window displays.
21. The values entered from the Setup page (Step 8) default onto the Journal Header.
22. The Journal ID defaults to NEXT. This is similar to an online journal where the defaulted Journal
ID is NEXT. When uploaded Cardinal will assign the next available journal id.
23. Enter a Journal Description.
24. Select the Commitment Control Amount Type of Actuals, Recognize and Collect from the
drop-down list.
25. Click the OK button.
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Spreadsheet Journal Import

Journal Header ESTERRILT Journal ITx Date Diescription
50100  NEXT 10402017 Journal Sheet Test

— | En

Journal Lines
Sys I Journal D Line# Unit Ledger Account Speedlype  Fund

v i ™

In addition to the Add Journal Header button , the following buttons are available under the
Journal Header:

a. The Select Journal button IEI is used to open an existing journal.
b.  The Edit Journal Header button is used to make changes to the journal header.

c. The Copy Journal button is used to copy a journal header and lines.

d. The Delete Journal button EI is used to delete a journal entry.
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Date:
1042017

Description
Journal Sheet Test

1001 50100
l = l E:k]

HWEXT

Line # Unit Ledger Account SpeedType Fund Program Department Cost Center Task FIPS.
I3 It r r r r r r r r

Select fields to copy from a previous line by marking the checkboxes under each field.

12] EE Ea; I 1 I 20100 ACTUALS 5012050 02ron 214008 1oooo 10100000 I

27. Under Journal Lines, click the button. A line displays to enter in the first journal line string.
28. On the journal line, notice the Journal Spreadsheet macro automatically populates:

a. The System ID field for each journal line. This System ID is used for tracking error
messages back to their source.

b.  The Journal ID cell and sets it to NEXT based on your entry in the Header.
c. The Line # cell and automatically increments as new lines are added.

29. Enter the Unit (Business Unit): 50100
30. Enter the Ledger: (e.g., ACTUALS in capital letters).
31. Enter all the applicable ChartField values. You may use the scrollbar to scroll right.

Note: If you are entering a project ChartField value, you must enter the PC Bus Unit ChartField
and the value GLJ in the ANALYSIS_TYPE field on the relevant project ChartField line.
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32.
33.

34.

35.
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B Journal Header Sys 1D Unit Journal I¥ Date Description
4 1001 lsp100  mEXT 142017 Journal Sheet Test
FEaNNAEIEEY
E =)
I _|Sy= 1D Journal ID Line # Unit Ledger Account Speediype Fund Program Department Cost Center Tazk
] I I r r I r r r
9 + | = I +I| == ] " Select fields to copy from a previous line by marking the checkboxes under each field.
10 |
11
12_ 1001 NEXT 1 50100  ACTUALS 5012080 0Zroo 514008 10000 10100000
13 y
] Insert Multiple Lines =
15 |
16| Mumber of Lines 1|
1;— From Line: 2 | GERG
19— To Line: 2 Cancel
20
[™ Copy data from line

Under Journal Lines, click the button if you need to add multiple lines.

Enter the number of lines you wish to insert in the dialogue box.

a.

Check the Copy data from line check-box and specify line number to copy an entire entry.

Click the Insert button.

In addition to the button to add multiple lines, the following buttons are available under the
Journal Lines:

a.

b.

The Add a line button is used to add a single line to the journal.

The Delete a line button EI is used to remove a single line from the journal; position your
cursor on the line you wish to delete before clicking this button.

The Delete multiple lines button El is used if you need to delete multiple lines.

The Check Amounts button is used to verify that you have entered amounts with the
correct number of decimal points. If you check the box directly under the ChartField name,
the value entered on the preceding line will copy to the subsequent line.

Rev 11/10/2019 Page 11 of 45




/)Cardmal General Ledger Job Aid

501 GL332: Uploading Spreadsheet ACTUAL and Budget Journals

36. Data from another EXCEL spreadsheet can be copied and pasted into this EXCEL file.

- Ensure the order of the ChartFields copied is in the same order of the ChartFields displayed
in this EXCEL file.

- Ensure all ChartFields copied are formatted as text except Amount which should be a number
with two decimal points.

- Before you copy, insert the correct number of multiple lines using the Add multiple lines

button .

37. After you have successfully entered all the lines for the journal, select File — Save to save the file.
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41.

42.

43.
44,
45,
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3 BLOIGEINGEEGETE Sys D Unit Journal ID Date Description

4 1001 50100 NEXT 1412017

51+ || & |8 —]5]

6

7 SysID Journal D Line # Unit Ledger Account SpeedType Fund Program Department Cost Center Task FIPS Asset Agy Use1 AgyUse2 PC Bus Unit Project Activity An Type
§ I I I I I I I I I I I I I I I I I
9 + ‘ = | S | = ‘ | Select fields to copy froma previous line by marking the checkboxes under each field.

10

"

12 1001  NEXT 1 50100 ACTUALS 5012080 02700 514008 10000 10100000

13 1001 NEXT 2 50100 ACTUALS 5012080 02700 514008 10000 10100000

14

15

Click the Home icon 2],

ORACLE' Spreadsheet Journal Import

r Journal Shests ————— . .
Write Journals to File
D -
Setup New Import Now SE|ECt ShEEt ; oK
—_— _ Ue—
..... Cancel
g
Notes Edit Write File
E— All
)@ Mone
Delete
W wirite one file per Journal Sheet
File name
Copy C:\Jsers\ryu25232\Documents\JRML 1, et

The Spreadsheet Journal Import main menu displays.
Click the Write File button under Import Journals.

In the Select Sheet field, select the sheet name created; ensure the sheet is selected before
proceeding. When the sheet is selected, the background color will be blue.

In the File name: section, note the location to where the file is written. You can also rename the file
from JRNL1 to a logical name to easily sort many files.

Check the Write one file per Journal Sheet check-box to create one file per journal sheet.
Click the OK Button.

Do NOT use the Import Now button under Import Journals.
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46. Log into Cardinal and navigate to the Spreadsheet Journal Import search page using the
following path:

Main Menu > General Ledger > Journals > Import Journals > Spreadsheet Journals

Favorites = Main Menu - > General Ledger~» > Journals = > ImportJournals = > Spreadsheet Journals

Spreadsheet Journal Import

Enter any information you have and chick Search. Leave fields blank for a list of all values.

Find an Existing Value Add a Mew Value

“Search Criteria

Run Control ID| begins with ¥ ||

| Case Sensitive
Limnit the number of results to (up to 300): (300

_ L
Search || Clear | Basic Search [27 Save Search Criteria

Find an Existing Value | Add a New Value

47. The Spreadsheet Journal Import search page displays.

48. Add a New Value or Find an Existing Value.
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Favorites « ‘ Main Menu - » General Ledger~ > Journals » > ImportJournals ~ > Spreadsheet Journals

Spreadsheet Journal Import Request

Run Control ID JournalUpload_KG Report Manager  Process Monitor Run

Report Request Parameters

*Number of Data Files | Single data file hd Journal Processing Options
*Character Set||S0_8858-1  |Q [ Edit Journal(s)
*If Journal Already Exists Recalc Exchange Rates
“If Journal is Invalid ! Approval Option
Add Delete eV Attached File

[§]save ||[Eh Returnto Search |[+F] PreviousinList ||4F MextinList | [=] Motify B, Add Update/Display

49. The Spreadsheet Journal Import Request page displays.
50. Inthe Report Request Parameters section, leave all the defaults as they are.

a. If you are using an existing Run Control ID, delete the file that was attached previously by
clicking the Delete button to the left of the file.

51. Click the Add button (next to the delete button) to attach your new file.
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52.
53.

54.
55.

56.
57.

58.
59.

501 GL332: Uploading Spreadsheet ACTUAL and Budget Journals

File Attachment

Choose File | JRNL1.txt

|Upruad 1| cancel

The File Attachment pop-up window displays.

Click the Browse button (if using Windows 7) or click the Choose File button (if using Windows 10)
to find the location of the Excel file to be uploaded, and select the file. Click the Upload button.
Locate the path displayed and select the .txt file you wish to upload.

Click the Open button.
Click the Upload button.

Fawvorites = | Main Menu + » General Ledger~ > Journals = > ImportJournals » > Spreadsheet Journals

Spreadsheet Journal Import Request

Run Control ID JournalUpload_KG Report Manager  Process Monitor Run

Report Request Parameters

*NUHIDBFOTDBIEEFﬂP-Sl Single data file v Journal Processing Options
*Character Set[$0_8859-1  |Q [ Edit Journal(s)
*If Journal Already Exists Recalc Exchange Rates
“If Journal is Invalid ! Approval Option
acd ||| Delete || view || Attached file JRNLL.txt
_|§f‘ Return to Search | |4F Previousin List | |4E MNextin List 'El Motify Eh Add Update/Display

The name of the file you selected for upload displays in the Attached File field.

The Delete button is used to remove the attachment and the View button is used to display the
contents of the attachment.

Click the Save button.
Click the Run button.
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Frocess Scheduler Request

User I FINUSERDS

Run Control 1D class

Help

server Name ] Run Date DUDSR20M7 &
Recumence ] Run Time Z04:19FM Reset to Current Dale/Time
Time Zone (<}
Process List
Select  Description Frocess Name *Type *Format Dastribution
O Joumnal Import with Edit GL_EXCL_BATC  Apgfication Engine  [Web  w|[TXT  w | Distribution
| Spreadshest Journal Impart GL_EXCL_JRNL  Appfication Engine [Web  ~ | [TXT | Distribution

: o], I Cancel

60. The Process Scheduler Request page displays.

61. Verify the Spreadsheet Journal Import process is selected.

62. Click the OK button.

Favorites = | Main Menu «

Spreadsheet Journal Import Request

Run Control ID JournalUpload_KG

Report Request Parameters

> General Ledger~ : Journals ~ > ImportJournals » > Spr‘é‘&"dsneet.lournals

Report Manager | Process Monitorl

I Process Instance: 10648832 I

*Number of Data Files | Single data file

v Journal Processing Options

*Character Set||S0_8859-1 a,

*If Journal Already Exists
“If Journal is Invalid

add || Deete || wview |

Attached file JRNL1.txt

[ Edit Journal(s)
Recalc Exchange Rates

["] Approval Option

|[E]save ||i@h ReturntoSearch || PreviousinList ||JE MextinLlist ||[=] MNotify |

=, Add | T
|7

63. The Spreadsheet Journal Import Request page displays with a Process Instance number
displayed under the Run button. Document this number.

64. Click the Process Monitor link.
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Favorites ~ | Main Menu > GeneralLedger= > Journals = = Import Journals = > Spreadsheet Journals > Process Monitor

Process List .

View Process Request For

User IDPPST_KAREN.AQ,  Type | v | [Last | 100 [Days v | Refresh
server| T|  Name € Instance From Instance To Report Manager
Run Statuslil Distribution Status |:| ¥ Save On Refresh
Process List Personalize | Find | Viewall | (20| [ First (4) 1-50 of 61 (P Last
Select Instance  3eq. Process Type Process Name User Run Date/Time Run Status I;é:mgution Detailzs
10648832 Application Engine  GL_EXCL_JRNL PPS1_KAREN.GHOLSON é‘ggauzmg 42245PM | g ccess | Posted Details
10648831 Application Engine  GL_JEDIT_0  PPS1_KAREN.GHOLSON Leot2019 350°4PM - Cyarning  posted Details

Asmarnan 9. An-CAMNE]

65. The Process Monitor page displays.

66. Click the Refresh button until the process shows a Run Status of Success and a Distribution
Status of Posted.

67. Click the Details link on the process line.
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Process Detall

Process
Instance 3932605
Name GL_EXCL_JRNL
Run Status Success
Run

Run Control ID class
Location Server

Server PSUNX2

Racumnce Re.send Content Restart Request
Date/Time Actions
Request Created On 01/05/2017 2:05:12PM EST Parameters Transfer
Run Anytime After 01/052017 2.04:19PM EST View Locks
Began Process At 01/05/2017 2:05.32PM EST Batch Timings
Ended Process At 01/05/2017 2:05:42PM EST View Log/Trace
OK || camcel

Help

Type Application Engine
Description Spreadsheet Journz! import

Distribution Status Fosted

Update Process

Hold Request

Queue Request

Cancel Request
Clpetete Request

68. The Process Detail pop-up window displays.

69.

Click the Message Log link.
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Message Log
Help
Process
Instance: 3932605 Type: Application Engine
Name: GL_EXCL_JRNL Description: Spreadsheet Journal Import
Personalize | Find | View All | £/ | B First ‘4" 160f6 » Last
Severity Log Time Message Text Explain
10 2:05:32PM Journal Import processing has started f" égél_ain ;:
2:05:32PM Processing file JRNL1.txt ... Explain
A Process completed successfully with 1 journals x
5
2:05:32PM imported Explain
10 2:05:32PM Journal Import processing has finished. Explain
G Published message with ID 15461174-d379-11e6-3265-
2:05:44PM e61d6cd6d5f4 to create entry in folder GENERAL Explain
e Successfully posted generated files to the report :
5
2:05:44PM repository Explain
Return

70. The Message Log pop-up window displays.

71. Verify you see a message of Process completed successfully with 1 journals imported.

72. Click the Return button on the Message Log pop-up window.
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Process Detall

Process
Instance 3932605
Name GL_EXCL_JRNL
Run Status Success
Run

Run Control ID class
Location Server

Help

Type Application Engine
Description Spreadsheet Journz! import
Distribution Status Posted

Update Process

Hold Request
Queue Request

Cancel Request

Server PSUNX2 =3
{Clpelete Request

Racumnce Re.send Content Restart Request
Date/Time Actions
Request Created On 01/05/2017 2:05:12PM EST Parameters Transfer
Run Anytime After 01/05/2017 2:04:19PM EST Message Log View Locks
Began Process At 01/05/2017 2:.05:32PM EST Batch Timings
Ended Process At 01/05/2017 2:05:42PM EST View Log/Trace
OK || Cancel

73. The Process Detail pop-up window displays.
74. Click the View Log/Trace link.
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View LogiTrace X
Help
Report
ReportID 23167929 Process Instance 3932605 Message Log!
Mame GL_EXCL_JRNL Process Type Application Enging
Rum Status ~ Success
Spreadsheet Joumnal Import
Distribution Details
Distribution Node  fn92im Expiration Date  02/0472017
File List
Name File Size (bytes) Datetime Created
AE_GL_EXCL_JRML_3932605lcg 441 010052017 20542 .055715PM EST
AE_GL_EXCL_JRNL_3932605_0105140532 AET 206 010572017 2:05:42 055715PM EST
GL_EXCL=JRNL=39325D5.LGI3 I 403 01052007 20542 .0535715PM EST
Distribute To
Diztribution [D Type *Distribution ID
User FINUSERDOS
Retun |
75. The View Log/Trace pop-up window displays.
76. Click the GL_EXCL_JRNL_(process instance).LOG file.
7| GL_EXCLJRML 1932605106 - Notepad L=t
File | Edit Format Veew  Help
Spreadsheer Journal Imgert (GL_ENCL_IRML)
2017-01-05 14,05, 32. 000000
pF;EEE;iéé'Fj’lié"gi;[iIEQE;.'H"';'I";'" N
o e oS ek 0 e R THS s metrance, ouzcriprn 00 oo cvoonscon] vz
77. Scroll to the right. Note the Journal ID number that was created.

78. Close the GL_EXCL_JRNL_ (process instance).LOG file.
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View Log/Mrace
Help

Report

Report1D 23167929 Process Instance 3332605 Message Log]

Name  GL_EXCL_JRNL Process Type  Application Engine

Run Status Success
Spreadsheet Journal Import

Distribution Details

Distribution Node  fn92irn Expiration Date  02/0472017

File List

Name File Size (bytes) Datetime Created

AE_GL_EXCL_JRNL_38932605.lcg 441 01/05/2017 2:05:42.055715PM EST
AE_GL_EXCL_JRNL_3932605_0105140532 AET 206 D1M0S2017 2:05:42.055715PM EST
GL_EXCL_JRMNL_3932805.L0G 403 01052017 2:05:42.055715PM EST

Distribute To

Distribution ID Type * Distribution ID

User FINUSERDS

79. Click the Return button.
Process Detail x
Help

Process
Instance 3932605
Name GL_EXCL_JRNL
Run Status Success
Run

Run Control ID class
Location Server

Server PSUNX2

Recurrence

Date/Time

Type Application Engine
Description Spreadsheet Journal import
Distribution Status Posted

Update Process

Hold Request

Queue Request

Cancel Request
Clpetete Request

Re.send Content Restart Request

Actions

Request Created On 01/05/2017 2:05:12PM EST
Run Anytime After 04/0522017 2:.04;19PM EST
Began Process At 01/05/2017 2:05:32PM EST
Ended Process At 01/05/2017 2:.05:.42PM EST

~Camcel

Parameters Transter
Message Log \iew Lecks
Batch Timings

View Log/Trace

80. The Process Detail pop-up window displays.

81. Click the OK button.
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Navigate to the Create/Update Journal Entries search page using the following path
Main Menu > General Ledger > Journals > Journal Entry > Create/Update Journal Entries

Favorites = | Main Menu ~

Create/Update Journal Entries
Enter any information you have and click Search. Leave fields blank for a list of all values.

| Find an Existing Value || Adda New Value

‘ w Search Criteria

Business Unit| = 15100 QL
I Journal ID| begins with \*][0000246990
Joumal Date| = M ®
Document Sequence Number| begins with V||
Line Business Unn- |:|Q
Journal Header Status[= v| [No Stalus - Needs to be Edited V|
vl

v

s Ja

|

Budget Checking Header Status[=

SDIJ[OE

User ID| begins with ||

Attachment Exist[= v] | v]

[ case Sensitive
Limit the number of results to {up to 300):

Basic Search @ Save Search Criteria

> General Lledger+ > Journals~ > Joumal Entry » > CreatefUpdate Journal Entries

83. Click the Find an Existing Value tab and enter the Journal ID number noted in Step 78.

84. Click the Search button.
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Reviewing and Correcting Errors

Spreadsheet journal validation is limited and it is not intended to be as broad as the validation provided
with journal entry using the Create/Update Journal Entries page.

For batch import, error messages are provided in a separate log file and are not part of the message log.
However, the message log provides a reference to the log file and incorporates the Reference ID field
value in all the messages logged.

After importing a journal from a spreadsheet, you must run the Edit Journal process on the journal
before you can make corrections using the Create/Update Journal Entries pages.

Journal entries loaded into Cardinal using the spreadsheet journal import must be edited. This is
important because imported journals do not yet have all journal lines and values populated by the
various automatic features. If you open journals immediately after importing them, a warning message
tells you that they must be edited first. It is only after the batch edit that imported journals display final
entries for such things as separate debit / credit reversals.

The most common errors are listed below.

. Journal header validation errors. Example: the header does not contain a valid Business Unit,
Ledger Group, and Source.

o Journal line validation errors. Example: a journal line contains an invalid ChartField value.

o Skipped journal headers. Example: the Journal ID and date already exist. (Skip Journal would
need to be selected on the run control.)

o Skipped invalid journals.
o Specified SpeedType value does not exist.

After errors are corrected, re-upload the file into Cardinal General Ledger.
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Creating and Uploading a Budget Spreadsheet Journal

1.

3.
4.

Download the two required files to your workstation: Budget Journal Spreadsheet Upload Excel
Template (V_BUDJRNL4.xls) and Budget Journal Spreadsheet Upload XLA Macro File
(BudMcro3.xla). These files are available on the Cardinal website, in Forms under Resources.
These two files must be saved to the same directory on your workstation. When downloading the
Budget Journal Spreadsheet Upload Excel Template, rename the file V_BUDJRNL4.xIs. When
downloading the Budget Journal Spreadsheet Upload XLA Macro File, rename the file
BudMcro3 and save it with an extension of .xla. When complete, the filename should read
BudMcro3.xla.

Note: You can create multiple journal workbooks by saving a clean V_BUDJRNL4.xls file as
V_BUDJRNLS5.xIs, etc. However, the macro sheet file name and extension, BudMcro3.xla, must
not be changed or renamed.

Open the V_BUDJRNLA4.xls file.

I SECURITY WARNING Some active content has been disabled. Click for more details. Enable Content

B3 i 5

Budget Journal Spread Sheet Upload

Coeoi P

rGeneal —————— [ Joumal Shests —————— [~ ImportJoumnals ————
D
Setup New Write File
&
MNotes Edit
B
Delete
Copy

Upon opening the file, a security banner displays within the file.

Click the Enable Content button on the line that says, Security Warning — Some active content

has been disabled at the top of the screen.
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Journal Sheste ———— [~ ImportJournals ——
Microsoft Excel Security Notice @lﬂ—hj

@ Microsoft Office has identified a potential security concern.

Warning: It is not possible to determine that this content came from
a trustworthy source. You should leave this content disabled unless
the content provides critical functionality and you trust its source.

File Path: | \Users\ryu28232\DesktopiChange Leadership -
“Rebranding'Draft\GL\Wpload Spreadsheet ACTUAL -

-

Macros have been disabled. Macros might contain viruses or other
security hazards. Do not enable this content unless you trust the
source of this file.

— Mare information

Il Enable Macros I | Disable Macros

5. A Microsoft Excel Security Notice pop-up window displays.

0. Click the Enable Macros button.

Budget Journal Spread Sheet Upload
rGeneal ———————— [ Joumal Shests —————  ImportJourngls —————
D

Setup New Write File
A
MNotes Edit
e
Delete
Copy

7. Onthe Budget Journal Spread Sheet Upload main menu, Under the General section on the
page, click the Setup button to access the Define Options and Defaults dialog box.
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Budget Journal Spread Sheet Upload

rGenerall ——————————— [ JoumnalShests ————— [~ ImportJournals ————
b g i
O Define Options and Defaults @
Setup New Whrite File
== — Header Defaults |
..... Business Uinit: I 50100
g —I
Notes Edit Date: |u1m5{201}' Cancel
Ledger Group: ICC_OPRL
pic
Delete ¥ autoGen Lines
C' — General Options —————————
. Languags: F—

8.  Options set here default to budget journal sheets and budget journals created within this workbook.
Enter the following values:

a. Business Unit: 50100 for VDOT

b.  Date: this will be the journal date or you may leave the Date field blank and enter the
appropriate date for each journal header individually.

Note: It is CRITICAL when entering a budget journal date that the date coincide with the
budget period that is entered on the budget journal line. (Example: Budget Period 2017
entries must have a budget journal date between 07/01/2016 and 06/30/2017). This has a
potential impact on the data returned on nVision reports.

c. Ledger Group: CC_OPRL, enter the value in capital letters.
9.  Click the OK button.

10. The second button under General on the main menu is the Notes button. This button can be used
to access another worksheet in the workbook that can be used as a scratch pad. Use the scratch
pad for instructions, calculations, and comments.
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% Budget Journal Spread Sheet Upload
mGeneral —————— [ Joumal Shests —————— [ Import Journals —————
O

Setup New Write File
A
Notes Edit
p
Delete
Copy

11. Click the New button under Journal Sheets on the main menu to insert a new journal worksheet.

Note: A workbook can contain as many journal sheets as needed. Each sheet will be a separate
journal. (The Edit button under Journal Sheets on the main menu edits an existing journal
worksheet, the Delete button deletes one or more journal sheets in the workbook, and the Copy
button copies one journal sheet to a new journal sheet saved under a new name.)
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. Budget Journal Spread Sheet Upload
LARCHPRIAL
mGensral —————— [ JoumalShests —————— [ ImportJournals ————
O
Setup New Write File
& MNew Budget Journal Sheet Li_E-J
Notes Edit
Mew Budget Journal Sheet Mame:
P2 Cancel
Delete _l
IJu:uumaI Sheet Test| I
Copy

12. The New Budget Journal Sheet pop-up window displays.
13. Enter a New Budget Journal Sheet Name.
14. Click the OK button.

Note: The journal sheet name does not correspond to, nor will it transfer to, anything within
Cardinal during the upload.
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16.
17.
18.
19.

20.

501 GL332: Uploading Spreadsheet ACTUAL and Budget Journals

vl Budget Journal Upload
Kl Header I Journal Date Ledger Group Budget Entry Type Description UserlD

v
9 |+ l = | ol [ Select fields to copy from a previous line by marking the under each field.
10
" g N
12 :! New Budget Journal Header X
13| 7
2 Unit:
14 L 50100
15| I Journal ID: I
16| hext
1;* Journal Date: 01/05/2017
| Cancel
;g— Ledger Group: CC_OPRL L’
214 Budget Entry Type: Original = I
22| =
23| User ID: I
2
25 Desription: BUDGET JOURNAL]|
2
27 |
28 |
29 |
30
3

The Budget Journal Upload spreadsheet displays.

Under the Journal Header, click the button.
The New Budget Journal Header pop-up window displays.
The values entered from the Setup page (Step 8) default onto the Journal Header.

Enter a Journal ID (NEXT), Budget Entry Type, and Description. You can fill in the User ID, but
the system will override this value with the User ID value that actually uploads the spreadsheet
journal into Cardinal.

Click the OK button.
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Budget Journal Upload

Header QI Journal Date Ledger Group

S0400 HEXT S22 T CC_OPRL ORIGINAL

Unit Account Budget Period

v

21. In addition to the button under the Journal Header, the following buttons are available under
the Journal Header:

a.

b.

The Select Journal button IEI is used to open an existing journal.
The Edit Journal Header button is used to make changes to the journal header.

The Copy Journal button is used to copy a journal header and lines.

The Delete Journal button EI is used to delete a journal entry.
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22.
23.

24,
25.
26.

27.
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Ell Header i Journal Date Ledger Group Budget Entry Type Description
4_ S0100 NEXT 1207 CC_OPRL ORIGINAL BUDGET JOURNAL

i i i Ledger Account Budget Period Fund Cost Center Program

8 i i i i i i 4 ~

g+ - | +.. | ) | Select field= to copy from a previous line by marking the checkboxes under each field.

10/

1

12 I NEXT 1 I 50100 C_OPR_B 2011110 2017 01000 10000001 106020 10000 I
—

14| (
15

Under Journal Line, click the button. A line displays to enter in the first journal line string.
On each journal line, the macro automatically:

a. Populates the Journal ID cell and sets it to NEXT based on your entry in the Header

b.  Increments the Line # cell as new lines are added.

Enter in Unit (Business Unit): 50100

Enter the Ledger (e.g., C_OPR_B in capital letters).

Enter all the applicable ChartField values.

Y I 7 | AA | A ] AC T AD AE T AF T AG

Journal Class.

~

Description

Source Type Rate Type  Future Use 1 Amount Fund Source
I i W i i

There are also two optional fields at the end of each line. One is the Ref and the other is the
Description.

a. The Ref field allows a user to add a reference to each budget line. A reference cannot be
more than 10 characters (letters and/or numbers).

b.  The Description field allows a user to add a description to each budget line. It cannot be
more than 30 characters (letters and/or numbers). You may use the scrollbar to scroll right.
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28.

29.

30.

31.

32.
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pll Budget Journal Upload

3 LEEGETS unit Journal Date
4 50100 NEXT S20T

Budget Entry Type Description
BUDGET JOURNAL

Ledger Group
CC_OPRL

ORIGINAL

Ledger Account Budget Period Fund Cost Center Program
4 i 4 i 4 4 i i 4

Select fields to copy from a previous line by marking the checkboxes under each field.

NEXT 1 S0100 C_OPE_B S0M1110 207 01000 10000001 108020 10000

1:: Insert Multiple Lines &11
:11 ?Z Number of Lines l—l

18: From Line: I—Z Insert |
;:: ToLine: l—Z LDEll
g;: ™ Copy data from line

Under Journal Line, click the button, if you need to add multiple lines or the El button if you
need to delete multiple lines; enter the number of lines you wish to insert/delete in the dialogue box.

The EI button under Journal Line is used to remove a single line from the journal; position your
cursor on the line you wish to delete before clicking this button. If you check the box directly under
the ChartField name, the value entered on the preceding line will copy to the subsequent line.

Data from another EXCEL spreadsheet can be copied and pasted into this EXCEL file.

- Ensure the order of the ChartFields copied is in the same order of the ChartFields displayed
in this EXCEL file.

- Ensure all ChartFields copied are formatted as text except Amount which should be number
with two decimal points.
- Before you copy, insert the correct number of multiple lines using the button.

After you have successfully entered all the lines for the journal, select File — Save to save the file.

Click the Home button .
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33.
34.
35.
36.

37.

38.
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Budget Journal Spread Sheet Upload

LR H PO

— Geneal ————————— [~ Joumnal Sheests ———— 1 Import Journals
O
Setup New Write Fila
& Write Budget Journals to File ﬁ
MNotes Edit o |
Select Sheet: oK

Cancel
Delete

All

Copy MNone

File name:

]C:‘l,LIsErs‘lnru28232‘1,DDD.|mEHts‘n,‘I;'_BUDJF‘.NL4. xml

The Budget Journal Spread Sheet Upload main menu displays.
Select the Write File button under Import Journals.
The Write Budget Journals to File pop-up window displays.

In the Select Sheet field, select the sheet name created; ensure the sheet is selected before
proceeding. The sheet is selected if the background color turns blue.

In the File Name section, note the location to where the file is written. You can also rename the file
from V_BUDJRNL4.xml to a logical name to easily sort many files.

Click the OK button.
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39. Log into Cardinal and navigate to the Budget Journal Upload page using the following path:

Main Menu > Commitment Control > Budget Journals > Upload Spreadsheet Budget Jrnl

Favorites + Main Menu > Commitment Control~ > BudgetJoumnals = > Upload Spreadsheet Budget Jrnl

Budget Journal Upload

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value Add a Mew Value

Search Criteria

Search by:  Run Control 1D begins with |

Ll Include History | Case Sensitive
Lirnit the number of results to (up to 300). 200

Search Advanced Search

Find an Existing Value | Add a New Valug

40. The Budget Journal Upload search page displays.
41. Add a New Value or Find an Existing Value.
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Process Request Parameters

[ yourmal 1D Mask: |

it Vigw Attached File:

) Save i Reburn to Search =] Notify Ly Add

Favorites - Iiain Menu - »  Commitment Control ~ > Budgelt Jounals = » Upload Spreadsheet Budget Jrnl
Budget Upload
Run Control I Budget_Journal_Upload Report Manager Process Manitor Run

&l Inchede History

The Budget Upload page displays.

Enter a Journal ID Mask if you wish to precede the auto-numbered journal ID with a journal

identifier, such as CNV used for budget entries created at conversion.

If using an existing Run Control ID, delete the existing attached file by clicking the Delete button.

Click the Add button to attach your new file.
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50.

51.

52.

53.
54.
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File Attachment
Help

C:\Use rsiryu28232\Documents'y_BUDJRMNLA xml Browse...

Upload Cancel

0

The File Attachment pop-up window displays.

Click the Browse button (if using Windows 7) or click the Choose File button (if using Windows 10)
to find the location of the Excel file to be uploaded, and select the file. Click the Upload button..

Locate the path displayed in Step 37 and select the .xml file you wish to upload.
Click the Open button.
Click the Upload button.
Favorites - Main Menu - > Commitment Contral ~ > Budgal Journais » > Uplaad Spreadsheat Budgel Jmi
Budget Upload |
Run Control 1D Budget_Joumal_Lpload Repod Manager Process Manitor

Process Request Parameters

Journal ID Mask:

Wiew Attached File: W_BUDJRNLS xml

|:],-]Sa-.-a I,-::* Relurn to Search | |[=] Metity [Lk Add F] UpdateDisplay || k3 Include History

The name of the file you selected for upload is now displayed in the Attached File field on the
Budget Upload run control page.

The Delete button is used to remove the attachment and the View button is used to display the
contents of the attachment.

Click the Save button.
Click the Run button.
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Process Scheduler Request

uUser D FINUSEROS

Server Name
Recurrence

Time Zone Q

Process List
Select Description

Help
Run Control ID Budget_Journal_Upload

Run Date P1/052017 x [

I M  GLO65 - Inbound Journal Uplead

Run Time 4:48:326M Reset 1o Current Date/Time
Process Name Process Type *Type *Format Distribution
V_GLOSS5_INT Appication Engine  [Web  w|[TXT v | Distridution I

: OK I Cancel

55. The Process Scheduler Request pop-up window displays.

56. Verify the GL065 - Inbound Journal Upload process is selected.

57. Click the OK button.
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Favories = Main Menu - > Commament Control » > BudgetJournals = > Upload Speeadshect Budget Jrnd

Budget Wpload '

Run Contral Il Budgel_Journal_Upload Repor Manager Process Monfor Run
| =rocess nstancenazett |

Process Request Parameters

Jourmal 10 Mask:

Adgd Dethoie Wi Atlached File: W_BUDURMNLA xml

1= inList | |J] Meed in List (] Moty L Add F Updateisplay = Incluge History

]

[ Save ||[&h Retumnio 3earch | |47] Frevi

58. The Budget Upload Run Control page displays. The Process Instance number displays under
the Run button. Document this number.

59. Click the Process Monitor link.

Favorites = | Main Manu = » Commément Controd » >  Budget Joumals = > Uplcad Spreadshect Budget Jml »  Process Monitor

Process List

View Process Hequest For

User ID FINUSERDS |0 Type | | [Last | 2 Refresh

sever W] Mame @ Instance to

Run Sl::nus Distribution Status ~| B4 save On Refresh

Process List Perscnalize | Find | View an | £ (B2 First ‘4 1-200820 "2 Last

Select Inslamce  Seq. Process Type Process Nams (15724 Boun DaleTime Rum Satus Ig:;:uuul‘mum Details
3532611 Appieation Enging V_GLOSS_INT  FINUSERDS 0U0SZ00T 4483490 EST [suzeess Posted Deaits |
3531510 Agplcalion Enging WOGLOES INT - FINUESERDS 01052017 4:44:20FM EET Suce0ss Pasbed Dezails
033509 Appication Enging W_GLOES_INT FINUEERDS 01052017 4205020 EST Susepag Pasted Dietailn
3033s0E Appleation Enginge W_GLOES_INT FIMUEERDS 01052017 418:37FM EST Suzeess Pasgted Dietails

60. The Process Monitor page displays.

61. Click the Refresh button until the process shows with a Run Status of Success and a
Distribution Status of Posted.

62. Click the Details link on the process line.
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Process Detail x
Help
Process
Instance 39325611 Type Application Engine
Name V_GLOSS_INT Description GLOSS - Inbound Journa! Upload
Run Status Success Distribution Status Posted
Run Update Process
Run Control 1D Budget_Journal_Upioad Hold Request
Location Server Queue Request

Cancel Request

Server PSUNX2 ot
E.Jl)elele Request

Recurrence

Re-send Content Restart Request
Date/Time Actions
Request Created On 01/05/2017 £:49.35PM EST Parameters Transfer
Run Anytime After 01/05/2017 <48 34PM EST Message Log View LOCKS
Began Process At 01/05/2017 &50:01PM EST Batch Timings

Ended Process At 0110572017 4:50:10PM EST

OK Cancel

63. The Process Detail pop-up window displays.

64. Click the Message Log link.

65. Verify you see a message of Process completed successfully with 1 journals imported.
66. Click the Return button on the Message Log page.

67. Click the View Log/Trace link on the Process Detail page.
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View Log/Trace x
Help
Report
ReportID 23167935 Process Instance 3932611 iessage Log
Name v _(SLOSS_INT Process Type Application Engine
Run Status  Success

GLOGS - Inbound Jaurnal Upload
Distribution Details

Distribution Node  {nS2tm Expiration Date D2/04/2017
File List
Name File Size (hytes) Datetime Created
AE_W_GLOBS_INT_3032611.lcg 364 OU0S2017 450010.784842PM EST
AE_W_GLOBE_INT_30922611_0105165001. AET 137 O1/05/2017 4:50:10.724242PM EST
GLOGS_ 3832511 .LOG |31€I 01/05/2017 4:50:10.724242PM EST
Distribute To
Distribution 1D Type *Distribution (D
User FINUSERDS

Return |

68. The View Log/Trace pop-up window displays.

69. Click the

GLO065 (process instance).LOG file.

) BU065_393261LLOG - Nedepad =) B ]
Ffz Edit Format View Help

2047 -04-035

pescripricn

GLOGS :qurlh'a'l Ir

Pracessing Business umt JgLon Lt:d_fl:r Graup: CC_OPRL
Process comple

EIJ O, Q000D

l:ll.rna 5 imported. Imported these journals: System ID (unit, lowrnal ID, Catcel Referende,

Sﬂ‘iﬁlélli UDI}EH 6505, 2017~

70. Scroll to the right. Note the Journal ID number that was created.
71. Close the GL065 (process instance).LOG file.
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View Log/Trace

Report
ReportID 23167935 Process Instance 3932611 iessage Log
Name  V_GLOG5_INT Process Type Application Engine

Run Status Success

GLOGS - Inbound Jaurnal Upload
Distribution Details

Distribution Node  {nS2tm Expiration Date D2/04/2017

File List

Name File Size (hytes) Datetime Created
AE_W_GLOBS_INT_3032611.lcg 364 Q1052017 4:50:10.724342PM EST
AE_W_GLOBE_INT_30922611_0105165001. AET 137 O1/05/2017 4:50:10.724242PM EST
GLOGS_ 3832511 .LOG 319 01/05/2017 4:50:10.724242PM EST
Distribute To

Distribution 1D Type * Distribution 1D

User FINUSERDS

]

Help

72. Onthe View Log/Trace pop-up window, click the Return button.
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73. Navigate to the Enter Budget Journals page using the following path:
Main Menu > Commitment Control > Budget Journals > Enter Budget Journals

Favorites - Main Menu - » Commitment Control » > Budget Journsls » > Enter Budget Journals

Enter Budget Journals

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value I Add a New Value

Search Criteria

Business Unit[= | 50100 QL
I Journal 10| begins with | 0000346856
Journal Date|= ' []
UnPost Sequence[= V|
Budget Header Status| = v|
Description
User 1D
Creation Date[= V]

D Case Sensitive
Limit the number of results to (up to 300); 300

r ==
Clear Basic Search = Save Search Criteria

| W

=5

Find an Existing Value | Add a New Value
74. Click the Find an Existing Value tab and enter the Journal ID number noted in Step 70.

75. Click the Search button to review the journal.
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Faverdes » Main Ménu « > Commitmect Control v > Budgel Journals » >  Entée Budgel Journals
Ne
Buogot Heaser Budget Lines Budpat Errors
Unit 50100 Journal I 0O0D346556 Date DLONZ0IT Ertors Oaly Budget Hoador Status  None
*Process [Post Jouna | Process
W Lines Personaize | Find | View Al | (L) L_:I First ‘& fof1 ‘&) Last
Chartfiolds and Amounts I Base Currency Details Irﬂ'.r';
Delete Une Lecger Cudget Perios E Jownal Class Comulative B0 gng pate
O 1 C_OFR_B 2017 Q Q I 4y Empicyer Resre Contrb-Dof Ben
Lines to acd
\ [® [E]  JoumalLine Copy Down From Line To [ Generate Bucget Percd Lnes ]
Totals
Tolal Lines 1 Tolal Dedils Q00 Total Credits 2500
[niSave | G RetwntoSeatth || ZINotty ||iZ Refresh L Agd
Sudpet Header | Bocge! Lings | Budget Errors

76.
tab has to be selected, as in this example.
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