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A. Opening Spreadsheet Journal Template

1. Navigate: Start—Programs= Accessories—Windows Explorer
Select: C:\ Drive=GL Upload 9.1
Double Click: JRNL1 SAO Version.xlsm

The 3 required files to successfully upload a journal from Excel should be saved in a
separate folder on the C: drive.

File Edt View Favorites Tools  Help
= 7 ™) Search | s | o
W ) seach || Folders m

x "
Folders = S ORALLdsm @ RALMCRO.xlam - GLLOG LT
- 5] Offie Excel Macro-E. Office Exeel Add-In %) Micr Ffice
(@ Deskton ffice Excel Macra-€... Ll Office Excel Addn 3
- Ll & KB = ECLC)
@ (L] My Documents 2 5. =
® 1§ My Computer
@ % My Metwork Places

&l Recycle Bin
& H§ Hummingbird Neighborhood
() ACCOUNTS
) BUD IMPORT
() BUDGETNET TEST FILES
= ool
& () GL UPLOAD
(5 KK BUDGET JOLURNAL LPLOADS
() New Folder
(3 Wew Folder (2)
|5) NEW GL FOLDER
# () Report Folder
() 5A0 OLD TEMPLATE
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The Template will open to this sheet.

NWH e P9 RNLLsm - MicrosoftExce
{ | Insert " e 2 b P
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Navigate: File=Save As
Save in: C:\GL Upload 9.1
File name: Assign a name.

NOTE: Always rename your template at this point. Do not copy over
the original template. This will allow users the ability to re-use the
Spreadsheet Template as necessary.

& GL UPLOAD 9.1 =13

File Edit “iew Favorites Tools  Help 1%’
@Back b -\J lﬁ ):j Search ['Ef-FoIders v

5 1 GLLoG.T 5 JRNLL. s
File and Folder Tasks jj.l Microsoft Office Excel Template o | Microsoft Office Excel Macro-E. ..
] 33 KB B15 KB

(9 Make a new folder

8 Publish this filder to the
Wweb

&2 share this folder

4 TESTED7O3.xlsm
= | Microsoft Office Excel Macro-E...
1,559 KB

@ JRMLMCRO, xlam
Microsoft Office Excel Add-In
191 KB

Other Places

Details

GL UPLOAD 9.1
File Faolder

Date Modified: Today, &pril 25,

2013, 3:52 PM
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B. Journal Sheet Options - Add a New Journal Worksheet

NEW

B Microsoft Excel - eprice.uls — =] =]

Ed] Eile Edit  Miew Insert  Formst  Thols  Data  Window Help Type a question For help > - & X
DEERD R P& 2= -4l EL e o - @ B

¢ awial - 10 - | B I 8 % | == == ---v{‘nvévg

i |

= P I

515

[ General ————————— [ Journal Sheets [~ Import Journals
L] +E
Setup THew Impori Now
= & 4Bl
Notes Edit Write File

2 —
= |

1 | LIIﬂ

Ready UM

2. Name the New Journal Sheet: The name of the sheet should be defined by the
user. It should not exceed 10 characters.

New Journal Sheek x|
Mew Journal Sheek Marme:

Cancel

| TESTEDw70d

3. Click: OK
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C. Create Journal Header

1. On line 5, click _*  to add Header information.

= Microsoft Excel - JRNL1 5A0 Yersion.xls =l =i
‘B File Edit Wiew Inset Format  Tooks  Data  Window  Help Type aquestionforhelp  » _ & X
INEHR SR B B8 26 Einrial -0 LB 7 UO=E==68 % S5 A ﬁ
BN R RN L. 1= | ¥¥ Reply with Changes;.. EL-'jFEViEW...E

H11 i F

N

8
48] |

Date Descrigtion

Ledder Accourt Fumed Degt ID Fund Source Program  Class Project Prodict  BudgeiRef Affliste. Furd Aff A
PR ® R F R R PP R PR R 2
= I I I +.. | e | Select fields to copy from & previous ling by matking the checkboxes under sach fisld.

—

(D”DJ\{D‘.I

I
m‘m|w|mlm!b_-

Ready LM
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Create Journal Header (Cont’d)

Mew Journal Header

Swskem ID:

LInit: 40700

Journal ID: TESTEDZO3
Journal Date: IW
Reference Mumber: li
Ledger Group: ACTUALS
Ledger:

Source: I_

User IC:

Journal Class:

Transackion Code:

Zurrency Information
Fareign Currency:

Effective Date: 412512013
Rate Tvpe:
Exchange Rate:

Description:

X

TEST JOURMAL UPLOAD

[v &utoicen Lines
[ Adjusting Enkry:

Dacurment Type:
[Doc Sequence:

Adjustment Tvpe:

Commitment Contral Amount Type:

(0].4

Cancel

| fctuals and Recognized

Agency Location
Code:

Reversal
' Maone

" Beginning of Mexk Period
" End of Mext Period

" Mext Day

(" Specified Date

=

. Enter: Business Unit
Enter: Journal ID:
Enter: Journal Date:
Enter: Ledger Group:
Enter: Source
Enter: Description:
Click: OK

3. Verify the entered information. The Journal Date and the Effective Date should

include slashes as shown above.
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Create Journal Lines in Journal Template

On line 9, clickl +..| to insert multiple rows or click + to add a single line. If a
block of lines is entered chartfield values will not be automatically copied down
to additional lines that are added.

B Microsoft Excel - TESTEDW703.51s B =l¢

B Bl Edt ¥ew Insett Format  Tools Dats  Window  Help Type aguestionforhelp  » ot

NSHRGR/BB-9-8 =266

R |

< BN

o e I % 3y B4 | ¥¢Reply with Changss; ..
H4 b fe 40300

Dste  Description
[ anzoolesTEDMC Sm1s006  TEST JOURNAL LUPLOAD

Aocount Fund ’ Product  Budget Ref Ai_ Furi Aff
v ¥ F ¥ ¥ ¥ F ¥ ¥ F ¥

Select Insert Block

UM
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2. Enter the number of lines that need to be added.

3. Click:

STATE OF GEORGIA
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Insert

Insert Multiple Lines x|
Mumber of Lines I 2|
Fraom Line: I 1 st
To Line: I 2 Cancel

™| Copy data fromline
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Create Journal Lines (Cont’d)

4. Enter the charfield information for the journal lines that have been inserted.

S. Click the @ icon to return to the Spreadsheet Journal Import Panel

EMicrnsnft Excel - TESTEDW 70355 o [ B

&) File Edit Wiew Insert Format  Tools  Data  Window  Help Type aguestionforhelp  « o @ X
DEHB SRR B8 e a: & H(s % o wlm-o-A- B
Bt s S | @ By (i | ¥eReply with Changes... End Review.,

013 > X A D

=

J
theet Journal Import  [F] ISR
Unit Journsl Digte Description
40300 TESTEDW?L 553172008 TEST JOURNAL UPLOAD
AREE

Line & LUnit Ledger Account Func Dept I0 Fund Source Program  Class Project Product Budget Ref Affiiste  Fund A% Amourt B
[ o = I I =4 i o4 i o o 7 i

W
9 . | T | I Select fislds to copy from & previous line by marking the checkboxes under each field
0

121 40300 ACTUALS 614001 10100 403010100 01000 30 o 1000
132 40300 ACTUALS 200001 10100 4030101007 01000 301 01 1 {10009
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From the Import Journals Panel

Click: ‘Import Now’

E Micrasoft Excel - eprice.xls

H] Ele  Edt  Wiew Insert Formst Tools  Dats Window  Held

DNEHBRS SR FE &6

» 10 =

Arigl

i - e = ]
G15 -

o

i | =

i

B I U|=
= =

Once you have completed the journal entry template, the journal must

be transferred into PeopleSoft. The two methods are detailed below in
sections E and F.

==

Type aquestionforhelp  » o & X

- @ > -4] %] |G B 100% --Q]

G0 .0

<0 00 | $E 3E | In

J'\%'i'g

Spreadsheet Journal Import

[ General —————1  Journal Shests [ Import Journals
[ +E
Setup New ImporiNow
Bl & +E
Totes Edit Write File
» —
Delete
By
Copy
4l
Ready

04/2013 Excel Upload Manual



STATE OF GEORGIA

General Ledger

2. Highlight the Spreadsheet Journal. Enter User ID and Password.

Import Journals Mow

Select Sheet:

x|

84

Zancel

all

MNone

Import Control

htkps: [fsaofn.skate, ga, us/psp)san)

UserID:  |EDWALKER

Bl I**********l

3. Click: OK

When the spreadsheet journal has been successfully imported the following message will

 Imoark Innrnals —————

Import Journals Now ﬂ

Select Sheet:

TESTECHY 0D carcel
RALLOS10 Ancel

Import OK - Sheet TESTEDW 03" |

Imported 1 journals {Unit, Journal ID, Date} :
40300, TESTEDW?03, 05312006

appear.
G15 >
ESLE Spreadsheet Journal Import
r General ——————1 [ Journal Sheets
O
Setup Mew
E é
HNotes Edit
b
Delete
B
Copy

User IDi  |EDWALKER

[ —

i [ ox ]
h ‘

Password: |

|

| >Ilﬂ

The Import Now process is now complete. You can view your journals in
PeopleSoft General Ledger.

12
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F. Write File

A user may choose to write a spreadsheet journal to a file and manually import the
journal into People Soft using the “Write File” functionality.

B Microsoft Excel - TESTIMPORT.xls =] x]
H] Ele  Edt  View Insert Format  Tools  Dats  Window  Help Type aquestionforhelp +~ _ 8 X
DEH R SR E B985 e [ -0 - | B T U[=E=Z= $ s-d-A- B
B ¥l S S Y | @ By g | YeReply with Changss:.. End Review., g

E9 x 7
ggg Spreadsheet Journal Import
r Genetal —————————— 1 Jounal Sheets  Import Journals
O -
Setup New TnporiNow
El [ +E
Notes Fdit Write File
*
Delete
<)
Copy

Kl | LIJj

Ready hUM
Fistar| | B 5l & @ ©
| iﬂlnhux-..‘i &1 Peple... | &1 Outsta... | £ georgi... | £ Extern... | IZpBU 47ann| A RE; ¥ | IAREN L | g6l Upln..‘l {22] Micros... 8] Docum. ..

F:51PM
<«

Tuesday

After the journal lines are entered click “Write File” from the main page.
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3 Microsoft Excel - TESTIMPORT.xls
:@__] File Edit ‘iew Insert Format  Tools Data  Window Help
NDSHR S H B-9-18 =-4][©
SRR RN % | @y {0=3 | ¥ Reply with Changss..
ES - i3

‘
=
%
=
Py
l=
]
]
(]
A

Spreadsheet Journal Import

 General ———————— [ Journal Sheets r Import Journals
0 +E
Setup New Inpori Now
write Journals to File [ x|
El [ Select Shest:
Totes Edit
Cancel |
P
Deleie Al |
Mone |
B
Copy File riame;
|P:'\My Documents TESTIMPORT . bk

Kl | LIJj

UM

Ready

Eﬁstartl @@ o HiO4EM
| @Inbnx-...l & People... | £ outsta, | & georgi.. | £ Extern... | (v =0 4TEDDI |3 RE; Y | el | 5] Micros... 1] Docum... | B 6L Uplo... Tuesday

Highlight the journal that is to be uploaded. Also, make sure that the path under “File
Name” is the path to the folder where the spreadsheet was saved.
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Navigate tothe General Ledger component in PeopleSoft and select Import
Joumals/Spreadsheet Joumals.

Main Menu > General Ledger » Journals >

Import Journals Edit "Import Journals” Folder
Import joumals from external flat files or the spreadsheet joumal interface.
=== External Flat Files === Spreadsheet Journals === Load Journals from File

Import an external journal data from a flat file Import the joumal files General Ledger Load Joumnals from Files

spreadshest journal interface creates
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:-r.urm.'n:ﬁ- CFFICE

Home

= Import Journals a]
— Load Offline Journals
— External Flat Files

Mesw Window | Help | k|

Spreadsheet Journal Import

[> Subsystem Jourmals Enter any information you have and click Search. Leave fields hlank for a list of all values.
[> Process Journals
[ Suspense Correction Jf Find an Existing Value Y Add a Mew Value \I

[> Ledgers

[> Summary Ledgers
[» Close Ledgers
[» Process Multi-Currency
[» Average Daily Balance
[> Open ltems
[> Consolidate Financial Search | Clear | Basic Search [E) Save Search Criteria
Data
[> Maintain Standard
Budgets Find an Existing Value | Add a New Walue
[ Manitor Backaround
Frocess
[* Review Financial
Information
[ Archiving Tahles
[> Regulatory Ledger
Reports
[ XBRL
[» General Reports
[» Federal Repors
[» Custom GL Reports
[> Custom GL Processes
— General Ledoer Center
[> Allocations
[ Statutory Reports
[ Data Exchanges
[» Set Up Financial=iSupply
Chain
[> Enterprise Camponents
[> Government Resource
Directary
[» Background Processes
[ Worklist =i
[> Tree Manager
[ Reporing Tools
[> PeopleTools
[ Development Utilities

P DA lnmine -

Run Control ID:| hegins with j |g|

[ Case Sensitive

Enter a Run Control ID. Click Search. The Spreadsheet Journal Import Request
page will be displayed.
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FUMIEES [ LS WL LU SLELE, U, s DUIUL P 008 EIFLU TEEJCRE LI PRULE D3 _JUURINHL I, LURU_JRAL_UTN DL FUILETF AU ISFUR LU UDJEL L EFUL SCNERAL_LEL T g '3

-H!T.«'L‘E DFFICE
EE\SQ !anagemenl d

[ VAT and Infrastat

[ Excise and Gales TawVAT
[MD

[* Commitment Cantrol

- General Ledger

Mew Windaw | Help | Customize Page | (&,

Spreadsheet Journal Import Request

7 Jourmals Run Control ID: 123 Report Manaoer  Process honitor B0
[> Journal Entry

I Standard Journals

= Import Journals

— Load Ofline Journals 25
_EdemalFlatfl ‘Number of Data Files: | Single data file j

I Subsystem Journals ‘Character Set: 150_8850-1  Q

[ Process Journals

[» Buspense Carrection "If Journal Already Exists: Skip 'I

[> Ledgars

[* Bummary Ledgers = isduvalid: Skip 'I

[* Close Ledgers -

[* Process Multi-Currency Add Delete | Vigwr | Attached File:

[ Average Daily Balance

[ Open tems

[ Gonsolidate Financial

it r\[;:itr?tairi Standard & save | SLReturnto Search | ] Previous in List | 4[] hext in List | [=] Motify | Eradd |
Budgets ==

> Monitor Background
Frocess

[ Review Financial
Infarmation

[> Archiving Tables

[» Regulatory Ladger
Reports

[» XBRL

[ General Reports id|

& rera () B il - Y s

AE] UpdiateDisplay

Select Add.
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[T P L mn meimmemi et nno sy e m e s e i

nT‘.'lT-ﬁl.Tﬁ OFFICE
” E_rsguanagemenl <

[ VAT and Intrastat

> Exgise and Sales TauvAT
IMEr

I Commitment Contral

> General Ledger l— B
= Journals
[=Journal Entry Upload | Cancel |

Joumals.

Home:

ew Window | Help |5,

— Load Offline Journals
— External Flat Files

get.dot

[+ Subsystem Joumals

[ Process Joumnals

[ Buzpense Carrection

[ Ledgers

[ Bummary Ledgers

[ Cloge Ledgers

[» Process Multi-Curency

[ Average Daily Balance

[ Open fems

I Consolidate Financial
Data

[ Maintain Standard
Budgets =

[> Monitar Background
Process

[ Rewiew Financial
Infarmation

[+ Archiving Tahles

[» Regulatory Ledoer
Repors

[ XBRL

[» General Reports -|

Select Browse to locate the file.
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a Spreadsheet Journals - Microsoft Internet Explorer

Choose file

Lock i | (3 GL Upload 8.8 - emermE-

a3

£1JRMLL SAD Yersion.xls
JrnlLog.xls

L RMLMCR O, 3

=) 15T, s

1 TESTEDW?03. xls

5 TESTIMPORT. xls

DN, GBL?FolderPath—PORTAL_ROOT_OBJECT.EPCOLGENERAL_LEC ™| (5] G

Home

Newtindow | [ o

Help

| &1 Files %]

File hame:

Files of type:

Open

Cancel

TSIy CETTET

[ Close Ledgers

> Pracess Mult-Currency

[> Average Daily Balance

[ Open tems

[ Consolidate Financial
Data

i Maintain Standard
Budgets

[ Monitor Background
Frocess:

[ Review Financial
Information

[> Archiving Tahles

> Regulatory Ledger
Reports

[ ®BRL

[ General Reports

£

P> T

Find the upload file that was saved.

T L e e e et

Select the file and click “Open.”
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3 Spreadsheet Journals - Microsoft Internet Explorer i ) EI

Fle Edt View Favortes Tooks  Hep | &
A & S - s e N o 25
@Back ) |ﬂ @ ‘_:j|j,.ﬁeard1 . Faniories @‘ Bl ._,J g3
Address (2] hitps: ffrmweb-11, stote. ga, us: 60301 fpsp /Bty JEMPLOVEE JERPC/PROCESS_JOLRNALS LOAD_JRNL DY, GEL7FolderPath=PORTAL ROGT_DBJECT.ERCO_GENERAL LEC ™| [ 6o
.-rﬂrm;n:ﬁunwr'
;E\SE !EnagEmEn d

[» VAT and Intrastat
[» Excise and Sales TauMAT

Home

New Windo Processing

IND

[+ Commitrment Contral

= General Ledger CAGL Upload BENTEST.« | Browse.. |
< Journals

& Jaurnal Entry Upload I cancel |

[ Standard Journals

= Import Journals
— Load Ofline Journals
— External Flat Files

[ Subsystern Journals
> Process Journals
[ Suspense Carrection

[ Ledgers

> Bummary Ledgers

[> Close Ledgers

(> Process Mulli-Currency

[> Average Daily Balance

[> Open tems

[> Consolidate Financial
Data

[ Maintain Standard
Budgets

[> Monitor Background
Process

> Review Financial
Infarmation

[> Archiving Tables

> Regulatory Ledger

Reports
[ XBRL
[ General Reparts ka|
[&] opening page hitps://Frweb-1t state.ga,Us 60301 psc/nagsyt EMPLOVEE/ERR/C/PROCESS_JOURNALSLOAD JRML DV.GEL.., [ [T T T |5 % mntemet

Fsar| |8 0@ O L AIeRH
| (B inox-...| @Yreople... | E]Base ... | Elgecra... |[EYsprea.. yousrann| yire .| el | & Microso...| B pocum... | B 6Lup...| | Tuesday

The file navigation will update. Click “Upload.”
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) spreadsheet Journals - Microsoft Internet Explorer = | 5[ x|

Fle Edt View Favortes Tooks Help | i

@Badﬁ . Q . @ @ :_':j|}ﬁ53arch ‘i;l'{Favant'es @ [::jv ;‘5 I@ - ‘_J ﬂ .'3

Address @ ttps:/ffrweb-1t, state. 03, Us 60301 [pspi syt EMPLOVEE/ERP/c/PROCESS_JOURNALS.LOAD_JRNL_DYN.GBL7FalderPath=PORTAL_ROOT OBJECTEPCO_GENERAL LECT| (£ Go | Links

-H!T.«Tﬁ DFFICE
EE\SQ !anagemenl d

[ VAT and Infrastat

[ Excise and Gales TawVAT
[MD

[ Commitment Contral

= General Ledger

Home

Mew Window | Help | Custornize Page | B,

Spreadsheet Journal Import Request

7 dourmals Run Control ID: 123 Report Manager Process honit
[> Journal Entry

I» Standard Journals

= ImportJournals
— Load Ofline Journals
- Exdernal FlatFiles

bt el

‘Number of Data Files: | Single data file j

I Subsystern Jourmals ‘Character Set: 150_8859-1 O

[ Process Journals

[» Suspense Caorrection ‘I Journal Already Exists: Skip 'I

[> Ledgers
[ Summary Ledgers *If Journal is Invalid: Skip vI
[ Close Ledgers |

[» Process Multi-Currency Add

[ Average Daily Balance

[ Open tems

[ Gongolidate Financial

b l\[l;:ilr?tairi Standard & Save | ELReturnta Searchl +[E] Previous in List | +E] M in List | [=] Metify | Ebfdd | | Updlate Display
Budgets b

[* Monitor Background
Pracess

[ Review Financial
Informatian

[ Archiving Tables

[> Regulatory Ledger
Reports

[» XBRL

[> General Repotts ﬂ

= {E ] B B [ ~ o P e

peete | view || atachedrie: TESTAS

Once the file is attached this page will be updated. Click “Run.”
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e m—n

| JE R e g e e ey e e

STATT mrﬁ OFFICE

]

[ VAT and Intrastat
[ Excise and Sales Tax/VAT

Home

Mew Window | Help | Custarnize Page | ,'i%

IMD Process Scheduler Request

[ Commitment Contral

> General Ledger User ID: CTHOMAS Run Control ID: 123
= Journals

[ Standard Jourmals

-

— Load Offfine Jaurmals . l_
External FlatFiles Time Zone: a

urna

[> Subsystern Journals Select Description
[ Process Journals
Budget Journal Import
[ Buspense Carrection r g f
[ Ledgers ¥ Spreadsheet Journal Import

[ Bummary Ledgers

[ Cloge Ledgers

[ Process MUMti-Currency
[> Average Daily Balance

[ Open ltems
[ Cohsolidate Financial LI M

Data

[> Maintain Standard
Budgets =

[> Manitar Background
Process

1> Review Financial
Information

[> Archiving Tables

[ Regulatory Ledger
Reports

[ ¥BRL

I+ fieneral Ranntte =

Ko Server Name: PEUNX :I' Run Date:

= Import Joumals Recurrence: :I Run Time:

BDEA000R
DH_EXCL_JRNL

ID?M 22006 el
|4 16:53PM Reszetto Current DateiTime |

Process Name

Process Type ‘Type “Format Distribution

S0R Report |\Neb '”PDF vIDistributiun
Application Engine |\Neb '”TXT "IDistributiun

Be sure that the server is “PSUNX.” Select “Spreadsheet Journal Import.” Click “OK.”
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[ VAT and Intrastat
[> Excise and Sales TaxvAT
IMD
(> Commitment Control
> General Ledger
= Journals
[+ Journal Entry
[ Standard Journals:
= Import Jourhals
— Load Offine Journals
— External Flat Files

[+ Subsystern Journals
[+ Process Journals
[> Buspense Catrection

I> Ledgers

[> Bummary Ledgers

[ Close Ledgers

[: Process Multi-Currency

[ Average Daily Balance

[ Open Items

[> Consolidate Financial
Data

[> Maintain Standard
Budgets

[> Monitor Background
Process

{> Review Financial
Infarmation

[> Archiving Tables

[» Regulatary Ledger
Reports

[» HBRL

[ General Reports

New Window | Help | Custornize Pane | (2,

{ ProcessList Y SetverList |

User ID: |[CTHOMAS L Type: 'ILasl: I a IDays ~| Refresh |

Server: |PSUNX *| Hame: | @, nstance: | to |
Run ~| Distribution -] ¥ Save On Refresh
Status: Status

Process List

Distribution
Status

NI

Select Instance Seq. Process Type

-

Process Name User Run Date Time Run Status Details

13885998 Application Engine DH_EXCL_JRML CTHOMAS 07182006 4:17:43PM EDT  Queued Details

Go backto Spreadsheet Journal Impott

Bisave | [E]notify

Frocess List| Sener List

|7 Process Instance: 13885998

[T & e mtemet

Click the Process Monitor link to view the status of the process. Once the process runs to
“Success” you may view your journals in PeopleSoft General Ledger.
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