Columbia University Finance Training

Training Guide: Downloading and Using the Journal Import Tool

This Job Aid covers downloading the Journal Import tools, creating journals in the import tool, and importing journals
into ARC.

Downloading the Journal Import Tool

1. Create a new folder on your workstation. Give the folder a recognizable name, such as “ITF Journal Uploads” or
“General Journal Uploads”.

2. Log in to https://my.columbia.edu/, click ARC, and scroll down to the Resources section.
Click the Journal Entry Spreadsheet Upload tab.

RESOURCES

TRANSACTION QUICK LINKS ~ REPORTING QUICK LINKS ~ LEGACY REPORTING = JOURNAL ENTRY SPREADSHEET UPLOAD = TOOLS & FORMS  TRAINING & HELP

Expandall = Collapse all
General Journal

Please download all files and place them in the same folder.

= Macro
« Journal Import

Internal Transfers
Please download all files and place them in the same folder.

* Macro
* Journal Import

3. Right click on the Macro and Journal Import links and select Save link as... from the menu.

4. Save each file in the folder you created.
Both the JRNLMCRO_WS.xlam and the JRNL1_WS_ITEF.xIsm (internal transfers) or the JRNLMCRO_WS.xlam
and the JRNL1_WS_JE.xIsm (General Journal) files must be saved in the same folder.

If you are using both ITF and General Journal upload templates, the files for each must be stored in separate,
respective folders.

After download, the folder should contain the following two files for Internal Transfers:

MName Date modified Type Size
B5 JRNL1 WS ITEF 101472021 503 P Microsoft Excel M... 2737 KB
B JRNLMCRO WS 105872021 11:07 AL Microsoft Excel Ad.. 202 KB

Or, the following two files for General Journals:

MName Crate modified Type Size
B5 IRNL_WS_IE 1001972027 &13 PM Microsoll Bxcel M., 5 545 KR
Eo JRNLMCRO WS 10/8/2021 11:07 AL Microsoft Bucel Ad. 202 KB

&2 COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK
November, 2023


https://my.columbia.edu/

Columbia University Finance Training

Training Guide: Downloading and Using the Journal Import Tool

Creating Journals in the Journal Import Tool

1. Open the folder and double click on JRNL1_WS_ITEF file to open the Journal Import Tool for Internal Transfer
Journals or JRNL1_WS_JE file to open the Journal Import Tool for General Journals.
Note: The first time you open these files you will be prompted to Enable Editing and to Enable Content. Click
those buttons on the top of the spreadsheet.

2. From the Home screen click the New button.

—;t QRIEHM,PLQVHT"V[RS‘TY ITF JOURNAL IMPORT

@

General ———————————————— [" Journal Sheets import Joumals.

Edit Sheet Write to File

3. Type aNew Journal Sheet Name and click OK.
4. In the new Journal Sheet, click the + button in the Journal Header Section.

kM Journal Header B n n E

Sys ID Unit Journal ID Date Description
1261 COLUM NEXT HEHRIHIEY Security ITF Test

@ Journal Lines n m “ [ﬁ I?! P]

8 SysiD JoumalD Line# Unt Ledger
a v v

B

(=)

Dept ID PC Busmess Project Actiity Initiative Segment  Site Fund
12 v ~ v 2 Vv v

g

v

The New Journal Header window appears.

1
oo SR =

System ID: Description:

Unit:
Journal ID:

Journal Date: ™ AutoGen Lines o |

Reference Number: [~ adjusting Entry:

K
Cancel |
Ledger Group: Document Type: I V.3
Ledager: Doc Seguence: I

Source: Ol Adjustment Type: I
User IO URRENT_USER Commitment Contrel Amount Type:

Journal Class: I ;I

Transaction Code: Agency Location I
Code:

Currency Information ————————— Reversal

Foreign Currency: & None

I . ;
Effective Date: |3f24f20 17 Beginning of Next Period

" End of Next Period
Rate Type: I " Next Day

Exchange Rate: I " Specified Date

5. Enter a journal Description and click OK. You can edit Business Unit, Journal Date, Ledger Group, if required.
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6. Click the Add Line or Add Lines buttons to add Journal Lines to the journal.

ate Description
1261 COLUM NEXT HEHHHIIRRYR Security ITF Test

(@ Journal Lines H FF ﬂ ﬂ

Depl D

PC Bmuspmpcl Muly lmnm Sogmem Sﬁe

If you clicked the Add Llnes button you will be prompted to Insert the Number of Lines.

Insert Multiple Lines M

Number of Lines

[ 1
From Line: I 2 Insert I
I 2 Cancel |

! [ Copy data from line

7. Enter ChartField values into the journal rows. This can be achieved either through copying and pasting or manually
typing in the values.

ITF Journal Import E R

To Line:

Journal Header ﬂ n @ u

SysID Unit  Journal ID Date Description
1261 COLUM NEXT HEHSRIIIE Security ITF Test

Journal Lines DENDEREA
2 12 v ~ v 12

SysiD  JoumalID  Line®  Umit Ledger Account Dept ID PC Business Project Activty
v v v v v ~ v

Select fields to copy from a previous hine by marking the checkboxes under sach fisld.

261 NEXT 1 coLuM|  AcTuALs| 13120 1404202|  GENRL| UR004672[ 01f0000  [oooooooo [ | [ | 500.00 Jtest
1261 NEXT 2 cotuM| AcTuALS| 13120 1404202]  GENRL| UR004672[ 01fo0oo0[oooooooo | [ | | 500 00)test

Note: When copying and pasting ChartStrings from another Excel file, make sure each column in your source
spreadsheet is aligned with the journal template columns and that the values are pasted as values.

Make sure the ChartFields Deptid, Activity, Initiative, Segment, Sit, Fund, and Function are formatted as text in your
source so that you can copy and paste the leading zeroes into the template. Changing the formats of the cells in the
template will result in errors when you import the journals.

Saving the Journal Sheets

1. Click the Write File button on the Journal Sheet
E H | J K

Journal Import E 0

pader Bﬂlﬂn@

Sys ID  Unit Journal ID Date
Or, click the Write to File button the on the Home Page.

[ General import Journals

Setup
% & Defaults 0 Senshes

2

H
U
H
z
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The Write Journals to File window appears with the Journal Sheet Name(s).

Write Journals to File [ X
Cancel l
o~
None '
[ wirite one fie per Joumal Sheet

2. Select the Journal(s) for which you want to create an upload file and click Save As. You can use your Shift or Ctrl
keys to select multiple journals.

A Write to File Explorer window appears with the filename defaulted to whatever you named the Journal Sheet,
which will be saved in Text (.txt) format.

7] Write to File

m-l 1) <« Desktop » jelupload » ITF - |#,H Search ITF Fel

Organize * MNew folder g= @

[ Documen *  Name ° Date modified Type

J’ Music

[E5] Pictures No items match your search.

B videos

18 Computer
& Local Disk
& grp2 (Vie-

(ST TS

- 4 m r

File name: Internal Transfer Journal -

Save as type: [Text Files vI

Authors: Narayanan Seetharaman Tags: Add a tag

3. Navigate to the Folder where you want to save your file and click Save.
Note: The last location you selected to save the upload file will become the default folder for the next time you save a
Journal file.

Other Journal Upload Template Functions

[ General ) [ Journal Sheets ] import Journals

Setup
& Defaults Gptisushest
" Editsheet Werite to File

i

e Edit Sheet — edit an existing journal sheet and make changes to it
e Delete Sheet — delete any journal sheets that you have previously saved in the template
e Copy Sheet — copy a previously saved journal sheet into a new one
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Uploading Journal Entries in ARC
1. Loginto ARC and click the Journals tile and the Upload Journal Entries menu.

Journals

Upload Journal Entries

Or, navigate to NavBar >Columbia Specific > General Ledger > Processes > Upload Journal Entries. The
Upload Journal Entries page appears.

2. If you are a first time user, click Add a New Value to enter a new Run Control ID and click Add.

i Internal Transfer JourmnalEntry
Upload Journal Entries

i Create/Update Journal Entries

. Find an Existing Value Add a New Value
~ Upload Journal Entries

&1 Joumnal Approval Search

Run Control ID ||

& Joumnal Inquiry

¢ Reporting and Monitoring

Find an Existing Value Add a New Value

If you are a returning user, click Find an Existing Value.

f Internal Transfer JournalEntry
Upload Journal Entries
fiT] Create/Update Journal Entries Enter any information you have and click Search. Leave fields blank for a list of all values.
[ Upload Journal Entries Find an Existing Value Add a New Value
= Journal Approval Search ¥ Search Criteria
£ Journal Inquiry Run Control ID  begins with v ||
. JCase Sensitive
i Ledger Inquiry
it Reporting and Monitoring Clear ‘ Basic Search & Save Search Criteria

Enter your previous Run Control ID and click Search.

Note: You should not create a new run control for each journal you are uploading. An existing run control can be
used indefinitely.

3. Click the matching Run Control ID to open the Spreadsheet Journal Import Request page.

Spreadsheet Journal Import Request
Run Control ID: journalimport Report Manager Process Monitor

Import File

Add File Clear File View File Attached File:

Uploaded On:
Import File Check Import Status
Import Status

[§]Save | @ Returnto Search 5] Previousin List ||+45] Nextin List [=1] Motify Es Add Update/Display

Note: If you previously uploaded a journal file, you must click the Clear File button to remove it before you can add
a new file for upload.
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4. Click the Add File button. The File Attachment window appears.

File Attachment X

Choose File | No file chosen
Upload Cancel

If the window does not appear, check that the pop up blocker in the browser is disabled for this site.

5. Click Choose File and navigate to the location of your saved upload file.
€ 0PN — ==

(j@v . ¥ Journal Upload Sheets » v | +3 | | Search Journal Upload Sheets 0 |
_ — E——— Taaaaaaaaaas w e e—"

Organize » MNew folder i= « i @
.0 Favorites Name . Date modified G
. Finance Information Sys | MatchedPair Pass Pass 2 1/12/2017 213 PM
. ERP Project Files | REgularJournalUpld 171272017 3:20 PM
| & Downloads E | REgularJournalUpld-error 1/13/2017 2:31 PM
H “Zl Recent Places | STDJRMLSUCCESS 1/19/2017 3:59 PM
I %# Dropbox E TEST2 1/20/2017 1:58 PM
I Bl Desktop | UATITFUPLOAD 2/14/2017 10:52 AN |
& Google Drive | UAT REG UPLOAD 2/14/2017 11:29 AM |
| Upload Journal 1/20/2017 3:10 PM| =
= Libraries | ValidateCFDefaults-General 12/21/201612:25 ..
|5 Documents || ValidateDefaultCF-TTF 12/21/201612:22 .. =
A Music bl 1 ] b
File name: TEST3 ~ [ AllFiles -
[ Open |v] [ Cancel ]

6. Select the file and click Open.
7. Click Upload in the File Attachment window. The file information appears and the Import File button becomes

active.
Spreadsheet Journal Import Request
Run Control ID: journalimport Report Manager Process Monitor
Import File
Add File Clear File View File Attached File:  TESTatat
Uploaded On: 2017-2-28 10:54:51
Import File Check Import Status
mport Status
1
5] Save ||[GM Returnto Search (1] PreviousinList | 45| MextinList | [=] Motify E Add F] Update/Display

8. Click Import File and click OK in the Message window that appears.

IMessage

Upload Jrnl s Running : Set: jh3162: UploadJournals Instance: 2238393 (0,0)

CK

9. Click Check Import Status to refresh the upload status until the process is complete.
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After the process is complete, information from the process message log will appear in the Import Status section.
Link(s) to the new journal(s) will appear next to the Check Status button.

Spreadsheet Journal Import Request

Run Control ID: journalimport Report Manager Process Monitor
Import File
Add File Clear File “iew File Attached File:  Muttiple.tet
Uploaded On: 2017-2-28 12115

Import File heck Import Status 1 Upload Success: Click to new journal: 0001326431
2 Upload Success: Click to new journal: 0001326432
3 = li i 3754

Import Status

Spreadsheet Journal Import (ZCU_EXCL_AEP)

5 Processing file Multiple.txt ...

& Process completed successfully with 3 journals imported

T Imported these jaurnels System ID (Unit, Journal ID, Date) Reference, Description
01-18) , test JRNLTRSF - 7 series

Journal Upload
UAT TEST ITF UPLOAD

Journal Error Messaging

If the journal upload process failed, a link to the error log appears next to the Check Import Status button so you can get
more information on why the journal failed to import.

Click the Upload Failed: Go to Log link.

Spreadsheet Journal Import Request
Run Control IR i 1 Beoort lanager Process Monitor
Message
Import File
- Upload Jrnl Status: Mo Success. Please check leg. (0,0}
Add File Clear File bt
oK
importFie | | Check Import Status
Upload Failed: Go To Log
Import Status
1

[5l Save |[BM Return to Search |[4-] Previousin List |[+-] NetinList |[=] Nefify | [E Add_|[ £ Update/Display

An error log window appears showing the reason for the import failure.

C ) | & nttps//arcdevwebOl.cc.columbia.edu

H! apps e Bookmerts [} 91 indes & My Drive - Google D Traming Documents | Imported from £ [ ServiceNow [g, Getting Started with ¢ (@) FEMA's Nations! Flo

PeopleTools 8.55.01 lication Engine Server
Copyright (c) 1588-2016 Oracle and/or its affilistes.
ALL Rights Reserved

PSAESRV started service request at 15.51.55 2016-11.29

PeopleTools SQu Trace value overrides confy
PeopleTools SQL Trace value: 31 (@xif) apy 5 v
PeopleTools PeopleCode Trace value: 1984 m: app. gL/'r pt/fn/fno2dey a;

nlon setting af fon setting
soft/ 1

_EXCL_AEP_20355|

1158] Exception logged: B3,
sllstate [1122] Exception logged: RCe3.

ecord [68] Exception logged: RC=3

Geme StateRecord [68] Exception logged: RCe3.

|_EXCL_AEP GL Excel Journel Isport

v.xr AE_ZCU_EXCL_AEP_2035574/AE_ICU_EXCL_AEP_2035574_1129155155.4ET)

Journal Impo 100)

15:51:55.535 " m select)
15151 1N, Pro

15:51 Ep. 1 Sectior
2016-1 4 earc 1158] Excep

d: R
2016-1 Exception logged: RC=3.

15:51:55.

sllState [1
(Peoplecode)

. (5825,104)

RML_LN_TMP. LINE, r\ss*n 15 ‘asdfasdfasdfasdfasdfasdfasdfasdfasdfasdfasdfasdfasdfasdf', which 45 longer than JRNL_UN_THP.LINE_DESCR. (15,78)

ception logged:. ACH108
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If the journal upload process ran successfully but there are other issues with the journal rows, such as invalid or missing
ChartField values, the errors will appear in the log messages box.

Spreadsheet Journal Import Request

Run Control ID: journalimport

Report Manager Process Monitor

Import File
Add File Clear File View File | Attached File:  Gen_Journal 2.td
Uploaded On:  2017-3-2 16:34:19
Import File Check Import Status
Import Status

1 Spreadsheet Journal Import (ZCU_EXCL_AEP)

3-02 16.34.44.00

001326453 Journal Line No: 0,2017-03-02) -, - : Invalid Account value
S Skipped journal line with warning : 1054 (, ,Journal Line No: 0,) -, - : Invalid Account value .

10 Process completed successfully with O journals imported.

11 Imported these journals: System ID (Unit, Journal ID, Date) Reference, Description

12 Updated these journals: System 1D (Unit, Journal ID, Date) Reference, Description

Completing the Journal Upload
1. Click the link to the journal that appears on the Spreadsheet Journal Import Request Page after a successful upload.

Spreadsheset Journal Import Request

Process Monitor

Run Control ID: journalimport

Report Manager

Import File
Add File Clear File “iew File Attached File:  TEST3.ut
Uploaded On: 2017-2-28 10:57:55
Import File ¢ Check Import Status I 1 Upload Success: Click to new journal: 0001326428 I
Import Status

1 Spreadsheet Journal Import (ZCU_EXCL_AEP)

10.58.1

S Processing file TEST o
& Process completed si ssfully with 1 journals imported

7 Imported these journals: System ID (Unit, Journal ID, Date) Reference, Description
8 1080 (COLUM, 0001326429, 2017-01-19) , depcashen pass

9 Updated these journals: System ID (Unit, Journal ID, Date) Reference, Description

The journal appears.
2. Run the Edit Process and Submit the journal into workflow.

For more information on the process of journal entry creation in ARC please refer to this training guide:
Creating and Approving Internal Transfer Journal Entries in ARC

Getting Help
Please contact the Finance Service Center
http://finance.columbia.edu/content/finance-service-center

You can log an incident or request a service via Service Now
https://columbia.service-now.com
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