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Excel Budget Entry Departmental Template

The Excel Budget Entry Departmental template is used for creating Banner budget related journal
vouchers. Using this template for large JVs will allow the JV to be uploaded into Banner and eliminate
the need to re-key the data. The Excel file name is Excel_Budget_Entry Departmental.xIsm.

The following is a brief description of the template:

e Complete instructions for creating the budget JV and steps to route for approvals.

e 2 tab pages for formatting and working with data.

e Requires the originator’s Banner username. This becomes part of the budget JV document detail
record. This can be viewed in Banner to identify who originated the entry.

e Uses a new rule class code called B4D, which is clone of the Banner BD04 rule class code.

e Automatic calculation of the Banner fiscal year based on the entered Transaction Date.

e JV text lines to populate the JV text fields in Banner. Up to 4 lines of JV text can be included in
order provide a detailed explanation for the JV. This can be viewed in Banner after the JV has
been loaded.

e Data validation and macro code is used for increased functionality. Checks are in place that will
validate the length of FOAPALS, the description length, exclusion of zero dollar amounts, and
each detail line must contain an index, account, description and amount. Detail lines must
contain no blank rows between entries in order to save paper when printed!

e The amount of data that can be captured for Banner upload is up to 712 rows. Up to 24
formatted pages can be printed if needed.

e Copy and paste has been modified to prevent the user from overwriting formatting and data
validation rules on the first tab page of the template. You may see the following message on the
JV tab page if you try to paste directly into this page. Note: If you have to paste something from
another data source, use the Excel “Paste Values” option!

Direct Pasting Mot Allowed @

- | Pasting directly (using Paste £ Ctrl V) into this page is not allowed,
Data walidation rules and cell formats would be deleted.
If you need to paste something, use Paste Values,

Please use the Copy To button on the Work_Tab_For_Copy tab page,

........................................
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Setting Up the Excel Budget Template for Usage

The JV template is an Excel macro enabled file that contains Visual Basic for Applications program
code. Please refer to the following sections for saving the template to your user drive and responding to
the Security Warning displayed when a template is first opened.

Saving the Excel Budget Template to Your User Drive

1) Save the template to your user drive on the network or your personal drive on your machine.

2) When you use a template and create a JV, you must save the file as an Excel Macro-Enabled
Workbook with a descriptive file name and save it to your user drive. The saved file name is
what you will send for uploading and must have a xIsm file extension!

|'a_7.| Sawve Az @
@le v Gary Black » My Documents » Feeds » My Feeds - |4? | | Search My Feeds ol
Organize + New folder == - -ZEZ-
°| My Documents i Mame . Date modified Type
139V ZYFT1246
AFR IV Farms Mo items match your search,

AFR Wear End Fyl2
AP Checks
BAI
Banner Security Matrix
Banner_fips
Detail Codes
Do_Mot_Delete
Feeds
by Feeds
Mewy Excel Feeds
Mewy Excel Multi-Tab Files
Mews Test Files
UC4 Test Files

m

Finance 3-6
FS4 - I Approvals
GB_Fawvarites - 4 T 3
File name: | Excel_Budget_Entry_Departmental - Examples.xlsm -
Save as type: | Excel Macro-Enabled Workbook (*.xlsm) -
Authors: FIP Tags: Add atag Title: Add a title
Save Thumbnail
4 Hide Folders Tools - Sawe l | Cancel |
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Security Warning

When a template is opened for the first time, you may see a Security Warning illustrated in Figure 1. In
order to use the buttons on any of the tab pages, you will need to click on the “Enable Content” button.

This will enable all macro code for the template.

&l = 4 = Excel_Budget Entry_Departrental - Exarnplesadsim - Microsoft Bxcel o B =R
E Home | Insert  Pagelayout  Formulas  Dats  Review  View  Deweloper  Adddns  Acrobat a@ =2 2
L Times New Roman + 10 = A" 40 = ¥ B 1 _GJ = N }}
B3 Copy - ) = 3] Fi -
Paste B IO : $ - Format | Find &
- < Format Painter =Tl - G clear~ Select -
Clipboard Fant Alignment Number Styles Calls Editing
1) Security Waming  Macros have been disabled, | Enable Content x
o] - Je | 100211 ¥
Banner Username Transaction Daie -
Page 1 of 6 oy (N0 || WELED GBLACK?? 04/26/2013
JV Code Fiscal Year
Document # Electronic Budget Entries - Departmental B4D 2013
Index Description
Sequence | JV Cole |(FOAPAL)| Account (35 Spares) Amount +- Reference
B4D 100211 | 611000 |F¥ 13 Budgst Revision drom| - GELACKTT
2 E4D MO o e [¥.13 Budget Revision rom| - GELACKTT
3 B4D 100) Enter the Banner ¥ 13 Budget Revision $30367.00 |+ GELACKTT
4 B4D 100 Index here. Y 13 Budget Revision g0 20d0m| - GBLACKTT
5 BAD 100 ¥ 13 Budget Revision drom| - GELACKT?
[ E4D 100227 | 613000 [FY 13 Budget Revision gzom| - GELACKTT
7 B4D 100228 | 613000 [FY 13 Budget Revision lom| - GELACKTT
3 B4D 100329 | 611000 |FY 13 Budgst Revision s600000 [+ GELACKTT
9 B4D 100334 | 611000 |FY 13 Budget Revision §200100 [ + GELACKT?
10 E4D 100335 | 611000 [FY 13 Budget Revision $lezon |+ GELACKTT
11 B4D 100335 | 611000 |F¥ 13 Budgst Revision $3050400 [+ GELACKT?
12 B4D 100339 | 611000 |FY 13 Budgst Revision gaiom| - GELACKTT
13 E4D 100342 | 611000 |FY 13 Budget Revision sloo | + GELACKTT
14 E4D 100345 | 611000 [FY 13 Budget Revision rom| - GELACKTT
15 B4D 100372 | 611000 |F¥ 13 Budgst Revision $s00000 [+ GELACKTT
16 B4D 100385 | 611000 |FY 13 Budget Revision crom| - GBLACKTT
17 E4D 100391 | 611000 [FY 13 Budget Revision L lo0on] - GELACKTT
18 B4D 100492 | 611000 [FY 13 Budgst Revision $1060400 [ + GELACKTT
19 B4D 100493 | 611000 |F¥ 13 Budgst Revision f2o0 [ + GELACKTT
20 E4D 100494 | 611000 |FY 13 Budget Revision gogezon| - GELACKTT
21 E4D 100495 | 611000 [FY 13 Budget Revision sloo | + GELACKTT
22 B4D 100501 | 611000 |F¥ 13 Budgst Revision s276400 | + GELACKTT
Document Total $3,687,726.00
Actual Total (495,452.00)
Complete Explanation 1 (50 spaces) |F¥ 13 Budget Revision
Complete Explanation 2 (50 spaces) |Let's fill in line 2
Compleie Explanation 3 (50 spaces) |Let's fillin kne 3
Complete Explanation 4 (50 spaces) |Let's fill in kne 4
-
W 4 » M| Budget . wWork_Tab_For_Copy Blank_Sheet Budget Instructions UPLOAD 2 4 »
Ready | 3 | |[EElE . 00% (=) ()
Figure 1
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Budget Tab Page

Fal= &= Excel_Budget_Entry_Departmental - Examplesadsm - Micrasoft Excel o @ =
E Home | Insert  Pagelayout  Formulas  Dats  Review  Wiew  Deweloper  AddIns  Acrobat a@o@ =
=% Times New Roman * 10 = A 4 - ! ﬂ_‘ = N }}
23 Capy - = @ Fin-
Paste B /7 U § - o 4 Format N Find &
~ < Format Painter = (== o 2 Clear - Select
Clipboard Font Alignment Number Styles Cells Editing
- f | 100211 M
Banner Username Transaction Date E
Page 1 of 6 Elr (e || Wik GBLACKTT 04/26/201%
JV Code Fiscal Year
Document # Electronic Budget Entries - Departmental B4D 2013
Tndex Description
Sequence | JY Code |(FOAPAL)| Account (35 Spaces) Amount + Reference
B4D 100211 611000  |F¥ 13 Budget Revision rom| - GBLACKTT
2 B4D 100) Banner Index ¥ 13 Budget Revision om| - GBLACKTT
3 B4D 100] Enter the Banner [Y 13 Budgst Revision $3036700 | + GBLACKT?
4 B4D 10p| Index here. ¥ 13 Budget Revision aozdom| - GBLACKT?
B B4D 100 'Y 13 Budget Revision om| - GBLACKTT
[ B4D 100227 613000 |F¥ 13 Budget Revision gzom| - GBLACKTT
7 B4D 100228 | 613000 |FY 13 Budgst Revision grom| - GBLACKT?
g B4D 100329 611000 |F¥ 13 Budget Revision $6,000.00 + GBLACKTT
Bl B4D 100334 611000  |F¥ 13 Budget Revision $2,001.00 + GBLACKTT
10 B4D 100335 | 611000 |FY 13 Budgst Revision $16300 [ + GBLACKT?
11 B4D 100336 | 611000 |FY 13 Budgst Revision $30,50400 | + GBLACKT?
12 B4D 100339 611000  |F¥ 13 Budget Revision (3211100 - GBLACKTT
13 B4D 100342 611000 |F¥ 13 Budget Revision $1.00 + GBLACKTT
14 B4D 100346 | 611000 |FY 13 Budgst Revision grom| - GBLACKT?
15 B4D 100372 611000  |F¥ 13 Budget Revision $3,000.00 + GBLACKTYT
18 B4D 100385 611000  |F¥ 13 Budget Revision om| - GBLACKTT
17 BAD 100391 611000 |F¥ 13 Budget Revision (3110000 - GBLACKTT
18 B4D 100452 | 611000 |FY 13 Budgst Revision $1069400 | + GBLACKT?
19 B4D 100493 611000  |F¥ 13 Budget Revision $2.00 + GBLACKTT
20 B4D 100494 611000  |F¥ 13 Budget Revision (30,36200)] - GBLACKTT
31 B4D 100495 | 611000 |FY 13 Budgst Revision $1o0| + GBLACKT?
22 B4D 100501 | 611000 |FY 13 Budgst Revision $276400 | + GBLACKT?
Document Total $3,687,726.00
Actual Toial (455 452 0
Complete Explanation 1 (50 spaces) |[FY 13 Budget Revision
Complete Explanation 2 (50 spaces) [Let's fill in line 2
Complete Explanation 3 (50 spaces) [Let's fill in line 3
Complete Explanation 4 (50 spaces) |Let's fill in line 4
-
W 4 ¥ M| Budget . Work_Tab_For_Copy Elark_Shest Budget Instructions UPLDAD ~#J M4 3
Ready | 5 | |l E 0% (= {+)

Figure 2

The Budget tab page shown in Figure 2 is the primary tab; it will be used to load the Budget JV to
Banner. You can either enter data directly or copy the data from the Work_Tab_For_Copy tab page. The
template has “buttons” that will clear all data or check for errors.
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Budget Tab Page Cell Descriptions

The list below describes the fields on the form. Please note that fields with an * asterisk are required
fields and the form will not print if they are blank. .

1) Page x of xx: This is a read-only field. The xx value keeps track of the total number of pages
that can contain data and that will be printed.

2) Banner Username: * This is the user’s Banner login username (not the Banner 9 digit number.)
This is the first part of your NMSU email address.

3) Transaction Date: * The Banner transaction date that the JV will be used to determine the fiscal
period and fiscal year that will be used for posting. This is very important, especially during the
year end accrual period when two fiscal years are open.

4) JV Code: This is a read only field and is set to B4D. This value applies to the entire document.

5) Fiscal Year: This is a read-only value. This is automatically calculated based on the transaction
date.

6) Sequence: This is a read-only value, equivalent to a row number.

7) JV Code: This is a read-only value that is from the JV Code field.

8) Index: * The Banner index code (6 characters long.)

9) Account: * The Banner data enterable account code (6 characters long.)

10) Description: * The description for the JV transaction (up to 35 characters long.)

11) Amount: * The JV transaction amount. The amount must be signed. A negative amount must be
entered with a negative sign in front (i.e. -999.99.) A positive amount is entered without a sign.

12) +/-: This is a read-only value. The +/ - indictor is calculated for the sign of the amount column.
“+” is calculated for a positive amount (i.e. 999.99). “-” is calculated for a negative amount (i.e.
-999.99).

13) Reference: This is a read-only value and will contain the originator’s Banner username.

14) Document Total: This is a read-only value. The total sum of the absolute value of all debits and
credits for the entire JV.

15) Actual Total: This is a read-only value. This total sum of credits minus the total sum of debits
for the entire JV.

16) Complete Explanation Lines 1-4: Explanation lines 1-4 allow the originator to enter a total of
200 characters to describe the purpose of the JV. This description will provide other users needed
information about the JV. Line 1 * must contain at least 10 characters, as it is a required field.
Explanation Lines 2-4, if used, are optional.

I\FIP\JV Templates-Excel\Excel Budget Entry Departmental Template Instructions.docx Page 6



NMSU Senior VP for Administration and Finance Cost Accounting and Financial Reporting — FIP

Budget Tab Page Button Descriptions

e Clear All Data: This button will clear all data in the Budget tab page. You will see the
following message when this button is activated.

-

Clear Data? 3

! OF to clear data on this page?

Yes Ma

Click Yes to clear all data, No to cancel.

e Validate: This button will run data validation checks and allow you to print a hard copy of the
Budget JV if needed. You will see the following message when the button is activated.

0K To Validate? ==

-

Data will be checked forwalidity.
If there is something werang, an error message will appear,

Click Yes to walidate and print a hard copy, Click Mo to validate anly,
Click Cancel to do nothing,

Yes Mo Cancel

Click Yes to validate data before printing, No to validate data, Cancel to do nothing.

I\FIP\JV Templates-Excel\Excel Budget Entry Departmental Template Instructions.docx Page 7



NMSU Senior VP for Administration and Finance

Sample Error Message

Cost Accounting and Financial Reporting — FIP

= &l= = ®F R
Haome Ihsert Page Layout Formulas Data Pt Wiew Deweloper Add-Ins Apobat o 9 o @ R
= & cut Times Mew Roman ~ 10« A a = - ﬂJ = N }}
53 copy ~ - @] Fill ~
Paste B 7 U = § - Farmat Find &
< < Format Painter = B = S P Clear v Slage
Clipboard Fant Alignment Mumber Styles Editing
- F | 100711 >
Banner Username Transaction Date d
Page 1 of 6 Clear All Data || validate GBLACKTT 04/26/2013
JV Code Fiscal Year
Document # Electronic Budget Entries - Departmental B4D 2013
Tndex Description
Sequence | JV Code |(FOAPAL)| Account (35 Spaces) Amount A Reference
1 B4D 100211 611000 |FY 13 Budget Revision (51.00 GBLACETT
2 B4D 100) o s ¥ 13 Budget Revision @grom| - GBLACETT
3 B4D 100) Enter the Banner [¥ 13 Budget Revision $30,367.00 + GBLACETT
4 B4D 100 Index here. Y 13 Budgst Revision (420,204 00| GELACKTT
5 B4D 100 ¥ 13 Budget Revision | pavs Frror On Page 1 57 JLACKTY
[ BAD 100227 613000  |FY 13 Budget Revision LACKTT
7 B4D 100228 613000  |FY 13 Budget Revision LACKTT
- There is an error an page L
8 B4D 100329 611000 |FY 13 Budget Revision ! LACKTT
E B4D 100334 611000 [FY 13 Budget Revision This may be due to incomplete data, LACKT?
10 B4D 100333 611000 [FY 13 Budget Revision LACKTT
Please note that each row must be complete,
11 B4D 100336 611000 |FY 13 Budget Revision LACETT
12 BAD 611000 |FY 13 Budget Revision Please carrect this before printing a hard copy. LACKTT?
13 BAD 100342 611000  |FY 13 Budget Revision LACKTT
- Click Yes to preview page(s), or click No to print hard copy page(s).
14 B4D 100346 611000 |FY 13 Budget Revision LACKTT
15 B4D 100372 611000 |FY 13 Budget Revision LACKTT
16 B4D 100323 611000 |F¥ 13 Budget Rewvision Aes LACKTT
17 B4D 100391 611000 [FY 13 Budgst Revision LACKTT
18 B4D 100492 611000 |FY 13 Budget Revision 10,694 00 + GELACETT
19 BAD 100493 611000  |FY 13 Budget Revision $200 + GBLACKTT
20 B4D 100494 611000  |FY 13 Budget Revision ($9.2620m) - GBLACETT
21 B4D 100495 611000 |FY 13 Budget Revision $1.00 + GBLACETT
2 B4D 100501 611000 |[F¥ 13 Budget Rewvision $2,764.00 + GBELACETFT
Document Total $3,687,726.00
Actual Total (493,482 00)
Complete Explanation 1 (50 spaces) |FY 13 Budget Revision
Complete Explanation 2 (50 spaces) |Let's fillir line 2
Complete Explanation 3 (50 spaces) |Let's fillin tine 3
Complete Explanation 4 (50 spaces) |Let's fillin tine 4
-
4 4 » M| Budget  Work_Tah_For_Copy Blank_Sheet Budget Instructions UPLOAD =] [| 4 »
Reac | 73 | |EEm 00 (= v )

Various messages may appear after the “Validate” button is selected as the following validation
checks are made:
0 The Banner Username and Transaction Date contain data
0 The Sequence lines must contain an Index, Account, Description, and signed Amount.
o Complete Explanation 1 is required, up to 50 characters long.

If all data checks are valid, a hard copy is sent to the default printer if so chosen. This only
prints the number of pages that data exists for. If the “Page 1 of 2” is the value, only pages 1
through 2 will print.
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Work _Tab_For_Copy Tab Page

Cost Accounting and Financial Reporting — FIP

= R & |= Excel_Budget_Entry_Departmental - Examplesadsm - Micrasoft Bxcel o @ 0=
m Home | Insert  Page layout  Formulas  Data Rewiew — Wiew  Deweloper  AddIns  Acrobat al@o@ =
R Courier S0 A = B SiwirepTed General - E:l‘ ; ; S-Sl i i
23 copy ~ A i = - - = = ﬂJ & Fin - }}
B z . g 0
" ftamearr | B 7 O S0 e o | Qo S A2
Cliphoard Font Alignment Mumber Styles Cells Editing
o4 - J | 100211 v
Clear Work Tab Data theck Actual Total validate Data Copy To Budget Tab =
(Index, Account, &mount and Description are COPY areas for the Budget tab page. Header 1, Header 2, Header 3, Header 4 and Header 5 are working areas.)
Seq /- ABS_AMmount Index  Account Description Amount Header 1 Header2 Headers Headerd Header 5
i = 100§100211 1611000 FY 13 Budget Revision -1.00
2 = 100 100212 611000 FY 12 Budget Revision —1.00
3+ 3036700 100214 611000 FY 13 Budget Revision 30,367 .00
4 - 2020400 100230 611000 FY 13 Budget Revision -20,204. 00
5 100 100224 613000 FY 13 Budget Revision =1.00
6 = 200 100227 613000 FY 12 Budget Revision —2.00
7 100 100228 613000 FY 12 Budget Revision —1.00
8 + 600000 100329 611000 FY 13 Budget Revision 6,000 .00
3+ 200100 100334 611000 FY 13 Budget Revision 2.001. 00
10+ 16300 1002335 611000 FY 12 Budget Revision 163.00
1+ 5050400 100336 611000 FY 12 Budget Revision 50.504.00
12 - 211100 100339 611000 FY 13 Budget Revision -2,111 .00
13+ 100 100342 611000 FY 13 Budget Rewvision 1.00
14 - 100 100346 611000 FY 13 Budget Revision =1.00
15 + 500000 100372 £11000 FY 12 Budget Revision 5.000.00
16 - 100 100225 611000 FY 12 Budget Revision —1.00
17 - 110000 100391 611000 FY 13 Budget Revision -1.100. 00
18+ 1069400 100492 611000 FY 13 Budget Revision 10,694 00
19 + 200 100493 611000 FY 12 Budget Revision 2.00
20 - 986200 100494 £11000 FY 12 Budget Revision -9.862.00
21+ 100 100495 611000 FY 13 Budget Revision 1.00
22+ 276400 100501 611000 FY 13 Budget Revision 2.764 .00
23+ 100 100502 611000 FY 13 Budget Revision 1.00
24+ 100 100502 611000 FY 12 Budget Revision 1.00
25 + 9061600 100494 £11000 FY 12 Budget Revision 90.6l16.00
26+ 100 100534 611000 FY 13 Budget Rewvision 1.00
7 - 400000 100535 611000 FY 13 Budget Revision —-4.000. 00
28 + 347800 100538 £11000 FY 12 Budget Revision 3.478.00
29 + 16259800 100539 £11000 FY 12 Budget Revision 162,598.00
an - 16258800 100540 611000 FY 13 Budget Revision —162,598.00
31+ 15300000 117583 611000 FY¥ 13 Budget Revision 153,000 .00
32 0+ 493100 100546 613000 FY 13 Budget Revision 4,931.00
33+ 5200000 117581 £14000 FY 12 Budget Revision 52.000.00
34+ 89600 100523 613000 FY 12 Budget Revision 896.00
E - 300 100660 614000 FY 13 Budget Rewvision -3.00
36+ 227000 100661 613000 FY 13 Budget Revision 2.270.00
7 o+ 1500000 100661 £14000 FY 12 Budget Revision 15.000.00
;| + 217600 100664 £13000 FY 12 Budget Revision 2,176.00
e - 252200 100664 614000 FY 13 Budget Revision -2,522.00
a0 - 4316400 100655 611000 FY 13 Budget Revision -43.164 .00
a - 3000000 100654 £13000 FY¥ 12 Budget Revision —-30,000.00
42+ 3000100 100655 £13000 FY 12 Budget Revision 30.001.00
43 + 148000 108260 £11000 FY 12 Budget Revision 1.480.00
44+ 3689200 108260 614000 FY 13 Budget Revision 36,892 00
AS o a0 1Nn7n F1ANNN_ FY 12 Fudeost RPardision Enn Al
W ¢ » M| Budget | Work_Tab_For_Copy Blark_Sheet Budget Instructions “UPLOAD % [14 »
Ready | B | |[EE sox = 'y, +

The Work_Tab_For_Copy tab page is where you can prepare data from another Excel spreadsheet or
data source. There are buttons to allow you to run data validations, check the Budget JV total and copy

the information to the Budget tab.
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Work_Tab_For_Copy Column Descriptions

If you choose to use the Work Tab For copy tab page, the Index, Account, Description and Amount
columns are required data fields. The Header 1, Header 2, Header 3, Header 4 and Header 5 columns
are for optional usage.

1) Seq: This is a read-only value. This corresponds to the Sequence number on the JV tab page.
You can think of this as a row number.

2) +/-: Thisis aread-only value. The +/ - indictor is calculated for the sign of the amount column.
“+” is calculated for a positive amount (i.e. 999.99). “-”is calculated for a negative amount (i.e.
-999.99).

3) ABS_Amount: This is a read-only value. This is the absolute amount value. A negative amount
IS positive, a positive amount is positive. This is used for calculating the Banner document total.

4) Index: The Banner index code (6 characters long.)

5) Account: The Banner data enterable account code (6 characters long.)

6) Description: The description for the JV transaction (up to 35 characters long.)

7) Amount: The JV transaction amount. The amount must be signed. A negative amount must
have a negative sign before it (i.e. -999.99). A positive amount is entered without a sign.

8) Header 1: A column that you can use for a formula.

9) Header 2: A column that you can use for a formula.

10) Header 3: A column that you can use for a formula.

11) Header 4: A column that you can use for a formula.

12) Header 5: A column that you can use for a formula.
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Work Tab_For_Copy Tab Page Button Descriptions

e Clear Work Tab Data: This button will clear all data in the tab page. You will see the
following messages when this button is activated.

-

QK Ta Clear All Data? 1

! OF to clear all data on this page?

Ok To Clear &)l Data {Last Confirmation) ¥ £3

! Lire ywou SURE wou wwant to clear all data an this page?

When you click “Yes” to the second message box, all data is cleared from the tab page. If you
click “No” to either one of the message boxes, the message box is dismissed.

e Check Actual Total: This button will sum the total of credits and debits. You will see a message
box when this button is activated.

E

-

Arctual Docurment Taotal @

o Actual Dacurment Tatal = -$95,482.00

iThe surm of all debits and credits are not zero - This is acceptable for a
budget [oad,)

........................................
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If the Actual Document Total does not equal $0.00, this is acceptable for a budget JV. $0.00 is
also acceptable.

e Validate Data: This button will scan through each row containing values for the Index, Account,
Description and Amount columns. Lengths and amounts equal to zero are checked. You will
see one of the following messages when this button is activated.

-

QK Ta Check Data Walidatian? 3

! QK to check data validation?

Click Yes to run validation, No to cancel.

.

Data Validation For "Work_Tab_For_Copy - Total Rows: 143 @
Data walues for the Index, Account and Description colurnns all passed
! length walidations,
Actual Document Total { -$95,482.00

The surn of all debits and credits are not zero - This is acceptable for a
budget load.

If the Actual Document Total does not equal $0.00, this is acceptable for a budget JV. $0.00 is
also acceptable.

e Copy to Budget Tab: This button will run data validation checks and will copy data into the
Budget work tab.
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@E9--Rls = & =
Hame Insert Page Layout Farmulas Data Review  Wiew Develaper  addIns Acrobat a@oP =
= cut Courier S A = Brr | Shivirap Test General - E‘J 1 / = T 1
P% I : N 0 .00 | l:1'téj | Fiﬂt _Cf F_DJt jﬁ”' Fi}&
aste = = -5 0 i onditional  Farma e orma in
o Fromatrane | B L T = $ 0% v [ %658 Formatting = as Table = Styles - 2 Clear~ Select -
Clipboard Fant Alighment Mumber Styles Cells Editing
- F| 6111 v
dear Work Tab Data Check Actual Total validate Data Copy To Budget Tab E
{Index, Account, Amount and Description are COPY areas for the Budget tab page. Header 1, Header 2, Header 3, Header 4 and Header 5 are working areas.)
Seq +/- ABS_Amount Index  Account Description Amount Headerd Header 2 Headers Header 4 Headers
1 - 100 100211 | 6111!FY 13 Budget Eevision -1.00
2 - 1o0 100212 611000 FY 13 Budget Revision -1.00
3 o+ 30,267.00 100214 611000 FY 13 Pudget Revision 30,267.00
4 - 20,20400 100230 £11000 FY 12 Budget Revision —20.204.00
5 - 1o0 100224 613000 FY 13 Budget Revision -1.00
6 - 200 100227 613000 FY 13 Budget Rewvision —2.00
7o 100 100228 613000 FY 13 Budget REevision -1.00
& + 6,00000 100329 611000 FY 13 Budgst Revision 6.000.00
9 + 200100 100334 611000 FY 13 Budget Revision 2.001.00
o+ 16300 100235 £11000 FY 12 Pudget Revision 162.00
1+ 5050400 100336 611000 FY 13 Budget Revision 50.504.00
12 - 211100 100339 611000 FY 13 Budget Revision -2.111.00
183 + 100 100242 £11000 FY 12 Pudget Rewvision 1.00
14 - 100 100346 611000 FY 13 Budget H Imvalid AccourtLength 5
15 + 500000 100372 611000 FY 13 Budget
6 - 100 100285 611000 FY 13 Budget
e léégggg 100951 el ¢ gﬂgg:t I, Account must be between 5 snd 6 characters long. Please cormect this.
19 + 200 100493 611000 FY 13 BPudget
20 - 9,86200 100494 ©11000 FY 13 Budgst
21+ 100 100495 611000 FY 13 Budget
22 + 276400 100501 611000 FY 13 Budget
23+ 100 100502 ©11000 FY 13 Budgst
24+ 100 100503 611000 FY 13 Budget Revision 1.00
25+ 9061600 100494 £11000 FY 13 Pudget Revision 90.616.00
26+ 100 100534 611000 FY 13 Budget Revision 1.00
27 - 400000 100535 611000 FY 13 Budget Revision —-4.000.00
28 + 347800 100538 611000 FY 13 Pudget Revision 3.478.00
29 + 162,595.00 100539 611000 FY 13 Budget Revision 162.598.00
a0 - 16259600 100540 611000 FY 13 Budget Revision -162.598.00
31+ 15300000 117583 611000 FY 13 Budget Revision 153.000.00
32+ 493100 100546 ©£12000 FY 12 Budget Revision 4.931.00
3+ S5z2,00000 117581 614000 FY 13 Budget Revision 52.000.00
34+ 80600 100583 613000 FY 12 Budget Revision 896.00
= - 300 100660 614000 FY 13 Budget REevision -3.00
36+ 227000 100661 613000 FY 13 Budgst Revision 2.270.00
37+ 1500000 100661 614000 FY 13 Budget Revision 15.000.00
38 + 217600 100664 ©12000 FY 12 Budget Revision 2.176.00
38 - 252200 100664 614000 FY 13 Budgst Revision -2.522.00
a0 - 4316400 100655 611000 FY 13 Budget Revision —43.164 .00
4 - 30,00000 100654 £12000 FY 12 Budget Revision —20.000.00
42+ 3000100 100655 613000 FY 13 Budget Revision 30.001.00
43 + 148000 108260 611000 FY 13 Budget Revision 1.480.00
44+ 36,80200 108260 £14000 FY 12 Budget Revision 36.892.00
as . AN 1NNTIN 140NN BY 13 Bodoat Pamision c nn Al
W 4 » ¥ | Budget | work_Tab_For_Copy . Elank_Sheet Budget Instructions UPLDAD 2 4 3
Ready | B3 | | sr% (=) +

This indicates a problem with a missing value or length.
that did not pass validation.

The validation scan will stop at the cell '

Data Validation ForWaork_Tab_For_Copy - Total Rowes: 143

length walidations,

Sctual Docurnent Total ¢ -595,452,.00)

budget load.

Data walues for the Index, Account and Description colurmns all passed

The surn of all debits and credits are not zero - This is acceptable for a

-

[

This indicates that the data validation checks all passed.
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Blank_Sheet Tab Page

a9~ = Excel_Budget_Entry_Departmental - Examplesadsm - Micrasaft Excel o @ =
m Home | Tnsert  Pagelsyout  Fomulss  Dsts  Resiew  Wiew  Deueloper  AddIns  Acobat a@o® R
. - : e — B .
& cut Courier - AT AT P Siwirap Tt General - E:‘j‘ B B 5™ EA”mS”m ;}? }3
=2 - = ] Finl - 2

53 capy -

I romt panier | B L D[ Evee ncenter= | 8 - % 2 | | o o Tanier st | o T Gt v seerte
Cliphoard Font Alignment Mumber Styles Cells Editing
7 - J | 100211 &
2 B © D E F G H | J K L I ) (o) If
1 INDEX ACCT_CODE TRANS DESC TRAHS_AMT DR_CR_IHD ABS_AMT
2 100211'611000 FY 13 Budget Revision -1.00 - 1.00
B '100212"611000 FY 13 Budget Revision -1.00 - 1.00
4 '1EIEI214’611I]I]I] FY 13 Budget Revision 30,367 .00 + 30, 367.00
5 100230 511000 FY 13 Budget Revision —20,204.00 - 20,204.00
& 00224 513000 FY 13 Budget Revision -1.00 - 1.00
7 '1EID227’613I]I]I] FY 13 Budget Revision -2.00 — 2.00
a8 'IDDZZE’EISDDD FY 13 Budget Revision -1.00 - 1.00
3 1aa3ze 511000 FY 13 Budget Revision 6.000.00 + 6.000.00
10 100334 s11000 FY 13 Budget Revision 2,001.00+ 2,001.00
11 '1EIEI335 ’EIIDDD FY 13 Budget Revision 163 .00 + 163.00
12 100336 G11000 FY 13 Budget Revision 50.504.00 + 50.504.00
12 100339 611000 FY 13 Budget Revision -2,111.00 - 2,111.00
14 100342 511000 FY 13 Budget Revision 1.00+ 1.00
15 '1EIEI346 ’EIIDDD FY 13 Budget Revision -1.00 - 1.00
16 100372 611000 FY 13 Budget Revision 5.000.00+ 5.000.00
17 100385 11000 FY 13 Budget Revision -1.00 - 1.00
18 '1EIEI3‘31'611I]I]I] FY 13 Budget Revision —1.100.00 - 1.100.00
19 '1EIEI4‘32’611I]I]I] FY 13 Budget Revision 10,694 .00 + 10,694 00
20 100493 611000 FY 13 Budget Revision 2.00 + 2.00
21 100434 511000 FY 13 Budget Revision —9.862 .00 - 9.862.00
22 '1EIEI495 ’EIIDDD FY 13 Budget Revision 1.00 + 1.00
22 100501 E11000 FY 13 Budget Revision 2,764, 00 + 2,764.00
24 100502 s11000 FY 13 Budget Revision 1.00+ 1.00
25 'lEIEIEEIS '611I]I]I] FY 13 Budget Revision 1.00 + 1.00
26 '1EIEI4‘34’611I]I]I] FY 13 Budget Revision 90,616 .00 + 90,616 00
27 100534 611000 FY 13 Budget Revision 1.00+ 1.00
22 100535 s11000 FY 13 Budget Revision —4.000.00 - 4,000.00
29 'IDDEBE’EIIDDD FY 13 Budget Revision 3,478 00 + 3,478 .00
30 100539 E11000 FY 13 Budget Revision 162,592.00 + 1e2,598.00
31 100540 s11000 FY 13 Budget Revision —162.592.00 - 1e2,598.00
32 117583 G11000 FY 13 Budget Revision 153,000.00 + 153, 000.00
33 '1EIEIE46’613I]I]I] FY 13 Budget Revision 4,931 .00 + 4.931.00
34 117581 s14000 FY 13 Budget Revision §2.000.00 + 52.000.00
35 100583 613000 FY 13 Budget Revision 896.00 + 896.00
36 'IDDEEI] ’614!]!]!] FY 13 Budget Revision -3.00 — 3.on0
37 100661 G13000 FY 13 Budget Revision 2,270.00 + 2,270.00
32 100661 s14000 FY 13 Budget Revision 15.000.00 + 15.000.00 -
WA H Eadget Worl_Tab_For_Copy | Blank_Sheet .~ Budget Instructions UPLOAD %3 14 0|
Ready | 2 | |[E@E 0% =) {} ()

The Blank_Sheet tab page is a wide open worksheet that allows you to copy data in to format, create
formulas on, or anything else needed to prepare data for an upload. You can use this to prep data that
must be copied into the Work_Tab_For_Copy tab sheet.

Some examples for using this page would be to use the Text to Columns option on the ribbon Data tab in

order create a concatenated list for the Budget JV description. You may need to convert amounts into
signed amounts based on a sign from an extract. This can be done using a formula.
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Budget Instructions Tab Page

- & |+ Excel_Budget Entry Departmental - Examplesadsm - Micrasoft Excel
E Home | Insert  Pagelayout  Formulas  Data  Rewiew  View  Deweloper  Adddns  Acrobat
= Cut — . [E——
= & Times News Roman = 14 - V=== 8 o |
Ba copy - B ] Fi -
Paste B I U == ; § v % o Farmat
- < Format Painter APl - Clear~
Clighoard Font Alignment Number Styles cells

AL - £

The Excel form serves one purpose:

To record original, revised, transferred or carry forward budgets.

(1) Budget Entry Information (Budget tab page)
+  Banner Usaname (required): The originator's Banner username (i.¢. jdoe2010.)

* Transaction Date (required): The transaction date is used to determine the fiscal period and fiscal
year that will be used for posting. This is critical during year end close processing when two fiscal
years are open. If you have any questions about the transaction date to use, please contact your fiscal
monitor.

o JV Code (required):
o B1D - Permanent Adopted Budget
= Unrestricted Operating Budget Approved by the State
= Restricted Original Grant/Contract Budget at the time of award
= Plant "Fiscal Year" Budget (Not through the Grant Ledger)
= Plant "Fiscal Year" Original Budget at the time Project account is established

o B2D - Permanent Budget Adjustment

= Revisions to Unrestricted Operating Budget that are Permanent (To be considered
when preparing the next year's budget)

= Revisions to Restricted Grant/Contract Budget that are Permanent and approved by the
Awarding Ageney

= Restricted Gift Account "All" Budget entries

= Revisions to Plant "Fiscal Year" Budgets that are Permanent (Rarely used- will
normally be temporary/one-time allocations)

= Revisions to Plant "Project Year" Budgets that are permanent revisions on the original
project budget

o B4D - Temporary Budget Adjustment
=  Revisions to Unrestricted Operating Budget that are temporary’ one-time (Do not
include when preparing the New Year Budget)
W 4 » M| Budget Work_Tab_For_Copy Elark_Sheet | Budget Instructions . UPLOAD 2 4
Ready | 7 | | || @ 120%

o B =R
a@ =@ =

Find &

Select +

Editing

v
-
-

»
- £

The Budget Instructions tab page describes how to properly create a Banner B4D journal voucher. This

can be printed out for reference
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UPLOAD Tab Page

=G & |= Excel_Budget_Entry_Departmental - Examplesadsm - Micrasoft Excel o @ =
E Harme Tnsert Fage Layout Formulas Data Rewiews  Miew Developer  AddIns Acrobat a@ =@ =
=% Calibri e A = 3 - | ﬂ_‘ = N }}
2 copy - - @ Fin -
Paste B /7 U i § - o 9 Format N Find &
~ < Format Painter s = = 2 Clear = Select
Clipboard Font Alignment Mumber Styles Cells Editing
AL - f | Sequence v
& B © (] E F G H | J -
1 Seguence Rucl  Index Account Amount DR_CR Description Reference Bank System_ID
2 1 B4D 100211 €11000 51.00 - Fv 13 Buclget Revision GBLACKTT BUDFEED
B 2 B4D 100212 €11000 51.00 - Fv 13 Buclget Revision GBLACKTT BUDFEED
4 3 B4AD 100214 611000 530,367.00 + Fv 13 Budget Revision GBLACKTT BUDFEED
5 4 B4D 100220 11000 $20,204.00 - FV 13 Budget Revision GBLACKTFT BUDFEED
& S B4D 100224 £13000 51.00 - Fv 13 Buclget Revision GBLACKTT BUDFEED
7 6 B4D 100227 613000 32.00 - Fv 13 Budget Revision GBLACKTT BUDFEED
a8 7 B4AD 100228 613000 51.00 - Fv 13 Budget Revision GBLACKTT BUDFEED
El 8 B4D 100325 £11000 96,000.00  +  FY13Budget Revision GBLACKTT BUDFEED
10 S B4D 100324 £11000 $2,001.00  +  FY13Budget Revision GBLACKTT BUDFEED
11 10 B4D 100335 611000 5163.00 + Fv 13 Budget Revision GBLACKTT BUDFEED
12 11 B4D 100336 ellO000 $50,504.00  +  FY 13 Budget Revision GBLACKTFT BUDFEED
13 12 B4D 100323 611000 $2,111.00 - Fv 13 Buclget Revision GBLACKTT BUDFEED
14 13 B4D 100342 611000 51.00  + FY13Budget Revision GBLACKTT BUDFEED
15 14 B4D 100346 611000 51.00 - Fv 13 Budget Revision GBLACKTT BUDFEED
1e 15 B4D 100372 6l1000 $5,000.00  +  FY13Budget Revision GBLACKTT BUDFEED
17 1é B4D 100325 611000 51.00 - Fv 13 Buclget Revision GBLACKTT BUDFEED
18 17 B4D 100391 611000 51,100.00 - Fv 13 Budget Revision GBLACKTT BUDFEED
19 18 B4D 100492 611000 510,694.00 + Fv 13 Budget Revision GBLACKTT BUDFEED
20 13 B4D 100433 611000 52,00 + FY13Budget Revision GBLACKTT BUDFEED
21 20 B4D 100434 611000 $9,862.00 - F¥ 13 Budget Revision GRLACKTT BUDFEED
22 21 B4AD 100495 611000 51.00 + Fv 13 Budget Revision GBLACKTT BUDFEED
23 22 B4D 100501 el1000 $2,764.00  +  FY13Budget Revision GBLACKTFT BUDFEED
24 23 B4D 100502 611000 51000 +  FY13Budget Revision GBLACKTT BUDFEED
25 24 B4AD 100503 611000 51.00 + Fv 13 Budget Revision GBLACKTT BUDFEED
26 25 B4AD 100494 611000 590,616.00 + Fv 13 Budget Revision GBLACKTT BUDFEED
27 26 B4D 100324 ¢l1000 51000 +  FY13Budget Revision GBLACKTT BUDFEED
28 27 B4D 100335 611000 $4,000.00 - Fv 13 Buclget Revision GBLACKTT BUDFEED
29 28 B4D 100538 611000 83,478.00 + Fv 13 Budget Revision GBLACKTT BUDFEED
EL 29 B4D 100529 el1000 $162,992.00 +  FY 12 Budget Revision GBLACKTFT BUDFEED
3l 30 B4D 100540 611000 $162,598.00 - Fv 13 Buclget Revision GBLACKTT BUDFEED
32 31 B4D 117583 A11000 %153,000.00  +  FY13Pudget Revision GBLACKT? BUDFEED
33 32 B4D 100546 613000 54,931.00 + Fv 13 Budget Revision GBLACKTT BUDFEED
34 33 B4D 117581 el4000 $52,000.00  +  FY13Budget Revision GBLACKTT BUDFEED
35 34 B4D 100323 613000 $896.00  +  FY13Budget Revision GBLACKTT BUDFEED
36 35 B4AD 100660 614000 53.00 - Fv 13 Budget Revision GBLACKTT BUDFEED
37 36 B4D 100661 613000 $2,270.00  +  FY 13 Budget Revision GBLACKTFT BUDFEED
EL 37 B4D 10086l 614000 $15,000,00  +  FY13Budget Revision GBLACKTT BUDFEED -
W 4y M| Budget Worle_Tab_For_Copy Elank_Shest. Budget Instructions | UPLOAD .~ #J [14 3
Read | P | |/EmE 0% =) )

The UPLOAD tab page is a read-only tab page that FIP uses to load the Excel file into Banner. FIP will
contact someone via email if the JV does not load into Banner.
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Suggestions for Using the Excel Budget Template

e If you want to directly enter data, use the Budget tab page. On Page 1, you will need to enter a
Banner Login ID and Transaction Date. For the Sequence Detail, enter the Index, Account, and
Description. For the Amount, to create a +, enter a positive amount (i.e. 999.99.) To create a -,
enter a signed amount (i.e. -999.99).

e If you want to use data from another data source, you can copy this into the Blank_Sheet tab
page to pre-edit the data. You must create column labels for the Index, Account, Description,
and Amount in this exact order. If the Amount is not signed, you will need to convert it using
a formula.

0 Provided you have a + / - indicator (+/-), you can use the following formula to create a
signed Amount. You should the formula place this in a different column. For this
example, the formula used in column G, cell G2 is: =IF(F2="-", E2*-1,E2) You can then
copy the formula down for other column rows in column H. Once this is done copy the
converted values, and then paste values into column E.

1B 1« Mic E
Page Luy F Dat Peview o
T N I — —m _ £
W BI U Ee 4A EEN FE SE 5y “ " at Datite famst f._,“
F2 = fo | SF(ERNS D2%1,0%) =
2 c o £ G & H i [ [ L M N & 5
1 [INDEX ACCT_CODE TRANS_DESC TRANS_AMT  DR_CR_TND ABS_AMT
3100211 611000  FY 13 Budger Revision -1.00 - [ |
3 o2z B1000 v 100 100
4 100214 B11000  FY 30.367.00 + 30.367.00
: FY -20.204.00 - 20.204.00
L FY 1.00 1.00
7 FY -2.00 - 2.00
8 FY =1 00 = 1.00
3 FY 13 Budget £.000.00 + &,000,00
10 FY 13 Dudget Re 2.001.00 + 2.001.00
11 't F¥ 13 Budget Revi 163 00 + 163 00
12 FY 13 Budget 50.504,00 + 50,504.00
13 FY -2.111.00 - 2.112.00
141 3 FY 1.00 1.00
157100346 612000 FY ~1.00 - 1.00
16 " an3re 'h]]illlll FY 5,000 00 + &, 000 00
17100385 611000  FY 1 -1.00 - 1.00
16 100391 612000 FY -1.100.00 - 1.100.00
19 1 FY 10,694 00 + 10634 00
20 FY 200+ 2.00
7 By ~9. 862 00 - 9,862 00
22 FY 1,00+ 1.00
11 Fi 2.764.00 + 2,764.00
."-:' FY 1.00+ 1.00
ol FY 100+ 1.00
o'n' FY 90 616 00 + 90, 816 00
7 FY 1,00 1.00
2 Y —4.000.00 - 4.000.00
29 F 3,478 00 + 3,478 00
30 FY 162,590.00 + 162,599,100
il Fi -162,598.00 - 162.598.00
n FY 153.000 00 + 153,000 00
£ FT 4.931.00 + 4.931.00
34 FY S2.000 00 + 52,000 00
35 095,00 + 896,00
s -3.00 - 3.00
37 100861 's13000 2.270 00 + 2,770 00
38 100(0["310390 FY 13 Budget Revis 15.000. 00 + 15.000.00 -
M 4% W] Budget  Work Tab For Copy | Blank_Sheel - Budget btnctions LUPLOAD %3 i T I
Resdy | 1] I T RET=E
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e Once you have finished your pre-edits in the Blank_Sheet tab page, copy this to the
Work_Tab_For_Copy tab page.

e You can also use the Work_Tab_For_Copy tab page to perform pre-edits to your data.

e Use the Work_Tab_For_Copy tab page for moving data into the Budget tab page. Data will be
validated prior to moving.

e Always click the Validation button on the Budget tab page to ensure that you are supplying valid
data.

Notes Regarding Data Validation

e Data validation within the Excel template DOES NOT CHECK for valid Banner indexes or
account codes!

e When the Excel file is sent to FIP for loading into Banner, Banner validates all data elements. If
a JV does not load, the most common errors are the following:
0 Non-existent indexes or non-existent account codes
0 Termed indexes or termed account codes

e If errors occur when a JV is loaded, FIP will notify the user to describe what the problem is, and
will send back the Excel file for correction.
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