JOURNAL ENTRY UPLOAD PROCESS
Description:

The UF0101 upload process enables the uploading of *.prn type files directly into an HP GA1103 batch.  The Excel formatting is very specific and a template is available for use, but absolutely no changes can be made to file widths or formatting in order for the upload to be successful.  You can copy & paste onto the input tab, but you cannot delete or add rows.   The template file is available to all users, but the actual UF0101 upload process will be limited to one designated user.  The uploading of a correctly formatted *.prn file with UF0101 will result in a pending GA1103 batch that must be manually released.

User Procedures:

1. Use the prepared template to create your journal entry.
2. In cell A2 on the “Input” worksheet, place your batch I.D. and batch number – like TC060906 (do not enter a sub batch number, the system will assign one.)

3. Enter your batch filling in all fields completely (do not use any duplication marks). 

· The batch must have all of the same fields that are necessary for a GA1103 batch.  For instance (1) if reference document is a required field, the upload must contain it, (2) if you are dealing with student data, you must have a student ID number, ID type, and year quarter….any required field in a GA1103 input batch is required in your upload to make it process successfully. 

·  If your entry requires an 040 (cash entry), you do not need to type in the full account structure.  Just fill in the 040, amount, description, doc & ref doc fields.
4. The “batch totals” tab on the Upload template file will give you the batch totals.    It will also calculate your 502 summary entries for you, but you will need to enter the data onto your journal entry.
5. Once you are satisfied with your entry, print out both the batch totals page and the input page (on legal paper – this is what will be bound in the journal entry book.)
6. Do a file, save as and save the file in I:\Acct\Upload.  Name the actual file the same name as your batch (like TC060906.xls).  
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User Procedures, continued…

7. Give your entry to the Controller for approval.
8. The Controller will pass on the approved entry to the Batch Manager.  She will recognize it as a batch to be uploaded and she will complete the upload process to the HP.
Upload Procedures (For the Batch Manager Only):

1. Files to be uploaded will be prepared, as described above, and saved as xls files in the directory I:\ACCT\UPLOAD.   You will be given a hard copy of the entry as an indication that a batch is waiting to be uploaded.

2. In the directory I:\ACCT\UPLOAD, bring up the xls file to be uploaded.  Scan it for completeness.  Click the macro on the Batch Manager tab to remove the header row.    Do a file save as file type “Formatted Text (space delimited)(*.prn)”  and answer “OK” to the active sheet question.  Close out of the prn file before attempting to upload.  Answer “No” to the save changes question.
3. Log onto the HP and bring up the UF0101 process.   After “File name to upload,” type the complete path and the prn extension (for instance, I:\ACCT\UPLOAD\TC060906.prn).  You will see the upload occurring and when it’s finished the screen will indicate a successful upload & give a batch count. 
4. Go into GA1103.  Bring up the uploaded files one by one.  Scan for completeness (to be sure all processing occurred and there were no error or pending batches).  Enter batch count and batch total and release the journal entry.  If your batch is missing entries, generally this means an “A1” batch was created which contains any error lines that could not be uploaded.  You need to correct the error lines and release the “A1” batch as a separate batch.
5. Once the batch is complete, move the excel files from the active upload folder to the archive folders.
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