
 

How to Import a Journal Entry 
1. Open the Journal Entry Import Template and fill in the columns with the information.  

               

 Side Note: When entering the budget string, you must include the dashes between elements. Once you are done 
entering all the information, delete line 1, save and close the saved excel file 

 

 

2. Go to the Entry Point “Journal Entry”. 

                       

 

 

 

 

 



 

 

3. Click on Import Journal Entry Tab 
 

 

 

 

 

 



 

 

4. Put in the current day’s date as the Posting Date then click on the Choose File box  
 

 

 

 

 

 

 



 

 

5. Once the file is uploaded then click the Import button  
 

 

 

 

 

 

 

 



 

 

6. You will see the “Successfully Imported File” message and the Frontline created Journal Entry number. 
 

 

 

 

 

 



 

 

7. Then click on the Journal Entry Summary tab and highlight the line for the Journal Entry number created 
during the import. Then click the Detail button. 
 

 



 

 

8. In the Title * box, type in a brief description of the purpose for the journal entry. (This will help with 
identifying the transaction on your reports). When you click the tab button on the keyboard, frontline will 
automatically populate the information that was entry in the title * box to the Description * box. The date 
* will be the Posting Date on the general ledger. The Notes box is for you to provide more detail 
information. Then click Save My Work button. 
 

 



 

 

9. If you have an error on your spreadsheet, Frontline will give you an errors message with information such 
as what line is in error and a short description of the error.  
 

 

 

 



 

 

10. To fix the errors, there are two different ways. You can go to the Journal Entry Summery tab and then 
highlight the line of the Journal entry number you want to correct.  Then click the detail button at the 
bottom. The second way is to highlight the line of the Journal entry number and click the Journal Entry tab 
at the top 

 

 

 



 
 

11. In the Title * box, type in a brief description of the purpose for the journal entry. (This will help with 
identifying the transaction on your reports). When you click the tab button on the keyboard, frontline will 
automatically populate the information that was entry in the title * box to the Description * box. The date 
* will be the Posting Date on the general ledger. The Notes box is for you to provide more detail 
information. Then click Save My Work button. 
 

 

 



12.  To upload attachments, click the attachments button at the bottom of the Journal Entry. 
 

 

 

 
 
 
 
 
 
 



13. Then click the Upload button or drag files and select the information that needs to be attached.  (Ex. 
Budget holder approval email, Backup documentation such as general ledger reports, copy of a previous JE, 
reports, etc.) 

 
 
 
 
 
 
 
 
 
 
 



14.Once all of the attachments are uploaded click the Save button. 

 

 

 

 

 

 

 

 



15.Once you have reviewed and attached all the information for the journal entry then click the Submit for 
Approval button. 

 

 


