How to Import a Journal Entry

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

e
[] MName
A B c D E
Account String Program Year DR Amount CRAmount Description
B:| Journal Entrj,-‘lmpn:urt TEFﬂF”EtE 199-11-6399-000-001-11-000000 2021 100 Reclass Asset
199-11-6398-000-001-11-000000 2021 100 Reclass Asset

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
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Journal Entry Import
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-

Journal Entry Summary  Journal Entry

Import

PostDate  * =

File Name: Choose File | No file chosen
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Last log in: 07/13/2021 at 03:41 PM by 120751 | Support code: JournslEntryImport.jsp | Madify Security +



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

® Cassandra Thomason v I O

Journal Entry Import

Journal Entry Summary  Journal Entry  JE (Closed Months)  IE (Prior Fiscal Year)  Journal Entry History | Import Journal Entry  Attachments
=
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Last fog in: 07/13/2021 at 03:41 PM by 120751 | Support code: JournalEntryImportjsp | Modify Security -



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

Journal Entry Import

Joumnal Entry Summary  Journal Entry  JE (Closed Months) JE (Prior Fiscal Year)  Journal Entry History ~ Import Journal Entry  Attachments

Import

Post Date  * 2
File Name: Choose File | Journal Entry... Template.csv m

= Errors 0 Records

Line Number ~ Message

Last log in: 07/19/2021 at 04:12 PM by 120751 | Support code: Journall Import.jsp | Modify Security -




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

® Cassandra Thomason v O

Journal Entry Import

‘ (D) successfully Imported File, Created Joumal Entry : 4

Journal Entry Summary  Journal Entry  JE (Closed Months) JE (Pnior Fiscal Year)  Journal Entry History =~ Import Journal Entry  Attachments

Import -
Post Date # | 07-21-2021 m
File Name: [ choose File | Mo file chosen

0 Records

= Errors
* Message

Line Number

Last log in: 07/21/2021 at 10:26 AM by 120751 | Support code: JournalEntryimport.jsp | Modify Security -



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.

@ Cassandra Thomas!

Journal Entry Summary

- Journal Entry Summary  Journal Entry  JE (Closed Months)  JE (Prior Fiscal Year)  Journal Entry History  Import Journal Entry  Attachments

Search Criteria

Calendar Year:
2021
Month:

July
Status:

A

Created Date Posted Date Entry ID Title Status Next in Workflow Description

07-05-2021 07-05-2021 2 Move PO1111111

Approval In Progress | Lona, Terri Harris, Thomas Move PO111111 to correct object code
‘ 07-21-2021 07-21-2021 4 Entered

07-21-2021 07-21-2021 7 Entered

Row Count: 3

) EDN T T

Last log in: 07/21/2021 at 10:26 AM by 120751 | Support code: JournalEntrySummary.jsp | Modify Security -



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.

Successfully saved

_ ! ® Cassandra Thomason v | /]

‘ Successfully saved

Review Order Details

y | Journal Entry | JE (Closed Months}  JE {Prior Fiscal Year) | Journal Entry History  Import Journal Entry | Attachments

Journal Information:

-
Jodwg! Entry 4
D

# *
Title | Reclass Asset Description | Reclass Asset

*
Date | 97-21-2021 m
Crested By Cassandra Thomason

JE Link

‘tes Move expense out of inventory account to supplies

Account Details

Account Unapproved Journal Entries Balance  Description  Amount

199.11.6399.000.001.11.000000.2021.001 £19,990.10 Reclass Asset $100.00

199.11.6398.000.001.22.000000.2021.001 $20,000.00 Reclass Asset -$100.00 i
$0.00

Auto Complete: on
e m “ m

Last log in: 07/21/2021 at 10:26 AM by 120751 | Support code: JournalEntryDetail jsp | Modify Security v



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.

Journal Entry Import

@ Successfully Imported File. Created Journal Entry : 5
(i) Please refer to errors table below for skipped records.

Journal Entry Summary | Journal Entry | JE (Closed Months)

Journal Entry History ~ Impert Journal Entry | Attachments

1€ (Prior Fiscal Year)

Import

Post Date *|07-21-2021 =
Chosse 7 | Mo file chosen m

File Name:

1 Record

= Errors

Line Number Message
2 Cannot find account Id for : 198-11-6398-000-001-11-000000 and : 2021

Last log in: 07/21/2021 at 10:26 AM by 120751 | Support code: JournalEntryImport.jsp | Modify Security ~



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
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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.

Q @ Cassandra Thomason v ‘ ‘
Jeurnal Entry Summary  Journal Entry | JE (Closed Months) | JE (Prior Fiscal Year)  Journal Entry History ~ Import Journal Entry  Attachments
Journal Information: -

Journal Entry 7
. \
H H *
By Reclass Asset for band Description ass Asset for band Date [ g7.21-2021 |

Crested By  Cassandra Thomason

JE Link
oded to the wrong object code for Band supplied
MNotes

Account Details -
Account Unapproved Journal Entries Balance  Description  Amunt

199.11.6395.000.001.11.000000.2021.001 $19,890.10 Reclass Asset $400.00 i

$400.00

Auto Complete: on
et m “ m

Last log in: 07/21/2021 at 10:26 AM by 120751 | Support code: JournalEntryDetail.jsp | Modify Security «



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

@ Cassandra Thomason v

Review Order Details

Journal Entry Summary  Journal Entry | JE (Closed Months)  JE (Prior Fiscal Year)  Journal Entry History  Import Journal Entry | Attachments

Journal Information:

-
Journal Entry 7
o)
* * *
Title " | Reclass Asset for band Description | Reclass Asset for band Date " [07-21-2021 ]
Created By ~ Cassandra Thomason
JE Link
[Coded to the wrong object code for Band s: d
Notes
4
Account Details -
Account Unapproved Journal Entries Balance  Description  Amount
199.11.6399.000.001.11.000000.2021.001 $19,890.10 Reclass Asset $400.00

$400.00

Last log in: 07/21/2021 at 10:26 AM by 120751 | Support code: Jour

Auto Complete: on

[EntryDetail jsp | Modify Security -



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.)

® Cassandra Thomason v Q

Journal Entry Attachments

Journal Entry Summary  Journal Entry  JE (Closed Months)  JE (Prior Fiscal Year)  Journal Entry History  Impert Journal Entry  Attachments

Journal Entry Id: 2

- = Q

Drop files here
or use the Upload button to attach, up to 10 MB per file.

File Name Delete

Last log in: 07/05/2021 at 02:47 PM by 120751 | Support code: JournalEntryAttachments.jsp | Modify Security -



14.0nce all of the attachments are uploaded click the Save button.

® Cassandra Thomason v

Journal Entry Attachments

Journal Entry Summary ~ Journal Entry  JE (Closed Months)  JE (Prior Fiscal Year)  Journal Entry Histery  Import Journal Entry  Attachments

Journal Entry 1d: 2

2 upload Ry Drop files here or use the Upload button to attach, up to 10 MB per file.

File Name Delete

@ For Training purposes only.docx . o

T

Last log in: 07/06/2021 at 03:17 PM by 120751 | Support code: JournalEntryAttachments.jsp | Modify Security -



15.0nce you have reviewed and attached all the information for the journal entry then click the Submit for
Approval button.

@ Cassandra Thomason v

Review Order Details

Journal Entry Summary  Journal Entry  JE (Closed Manths)  JE (Prior Fiscal Year)  Journal Entry History  Import Journal Entry  Attachments

Journal Information:

Journal Entry 7
o)

* * *
Title | Reclass Asset for band Description | Reclass Asset for band Date | g7.31-2021 EI

Created By ~ Cassandra Thomason
JE Link

[Coded to the wrong object code for Band supplied
Notes

Account Details

-
Account Unapproved Journal Entries Balance  Description nt

195.11.6399.000.001.11.000000.2021.001 $19,890.10 Reclass Asset o W

$400.00

Auto Complete: on

Last log in: 07/21/2021 at 10:26 AM by 120751 | Support code: Jo

ijsp | Modify Security -



