NMSU Senior VP for Administration and Finance Financial Information Processing

Table of Contents

Revised Excel AFR_Cash_Entry Data TEMPIAte.........uuiiiiii ittt e e e e e e e e e e e s s s enabee e e e e e e e esnnnnns 2
Setting Up the Excel Cash Entry Template fOr USAZE ......c.eecuieiiiiieiieiecieete sttt ettt sttt sttt s ssaesanas 3
Saving the Excel Cash Entry Template to YOUr USEr DIiVE .....uuiiiiiiiiiiciiiec ettt s e e s ree s s e e s e e s 3
RY=Tol U1V T o 11T =SSOSO POPRPRRRPRRRPPORt 4
(O AV - o I TP 5
CEV Tabh Page Cell DESCIIPLIONS .. .viiiiictiiieeiiiee e ettt teeseitt e e e sttt e e sttt eessseteeessstteesssteeeesseaeessssaeessssaeessssaeessnssanessnssenens 6
CEV Tab Page BUttON DESCIiPLIONS. ...iccuiiiiiiciiiieeiciiieeeeciiiee e sttt e s sttt e s s sate e e e s sataeeessateeeesssteeessassseesessaeesessaeessnssaeessnsssnens 7
Vo T e To O o) A - |« L - V= TSP SP PSP 9
Work_Tab_For_Copy ColUmMN DESCIIPLIONS .....cciiiiiieieciiee e ccitee e ettt e e eetre e e eetee e e estee e e eeabeeeeeataeesentaeeesnsaeesennseeesennses 10
Work_Tab_For_Copy Tab Page Button DeSCriptioNS ........cccccuiieiiiiiie e ceiiee et eette e e eetee e etee e e e atee e e e are e e s enraee e ennes 11
BlIaNK _ShEET TAh PAE.......eeiiieiiiee ettt e et e e e et e e e e e bt e e e eebteeeseabteeeeaasteeeeansaaeesansaeeesanbaeeeeansenaeans 14
CEV INSErUCTIONS T PAZE ...vviiiiiiiiii ittt ettt s et e st e e e st e e e st e e e e s beeeesssbteeeesastaaeesssaeaeesnseeeesnnssaaessnnees 15
(010 A\ I - o I Y- PR 16
Suggestions for Creating Cash Entry JV Data Using the Excel JV Template......ccccoveiiiieii e 17

S:\FIP-Data_Control\JV Templates-Excel\New Templates\CRO5\Excel AFR_Cash_Entry Template Instructions.docx
Rev 1/2020 Page 1



NMSU Senior VP for Administration and Finance Financial Information Processing

Revised Excel AFR_Cash_Entry Data Template

The Excel AFR_Cash_Entry data template is used for creating Banner Cash Entry 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 AFR_Cash_Entry.xlsm.

The following is a brief description of the changes to the template:

e Complete instructions for creating the cash entry JV and steps to route for approvals

e Addition of 2 new tab pages for formatting and working with data.

e Addition of a Banner bank code dropdown.

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

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

e Additional lines text lines were added 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 JVV. This can be viewed in
Banner after the JV has been loaded.

o Data validation and macro code has been added to increase 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, fund, 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 has been increased to 712 rows.

Up to 24 formatted pages can be printed if needed. The formatted hard copy and supporting
documents are required for audit documentation!

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 EI

@ Pasting directly (using Paste | Cerl WY inko this page is natk allowed.

Drata validation rules and cell Formats waould be deleted,
If vou need ko paste something, use Paste Yalues,

Please use the Copy To bukkon on the Work_Tab_For_Copy kab page,
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Setting Up the Excel Cash Entry Template for Usage

The Cash Entry 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 Cash Entry Template to Your User Drive

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

2) When you use a template and create a JV, you should perform a “Save As” with a descriptive file
name and save it to your user drive. The saved file name is what you will send for uploading.
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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 Options button. Once you
click on the Options button, click the “Enable this Content” radio button, then click the OK button
(Figure 2). This will enable all macro code for the template.

(Cin) D~ AFR_Cash_Entry_Example.xlsm - Microsoft Excel - = x
R Insert Page Layout  Formulas Data Review  View Developer @ - = x
3 ST |
DAS e e — R T YR
PSS < Fonnat Painter || RS 06 -5 ] Merge & center - ||[ -~ % 2 |[%68 5B F[.:D,Tnd;ﬂ,anf‘ i §|S\Z‘l S e | e TR
Clipboard = Font = Alignment & Number &) Styles Cells J Editing |
@ Security Warning Macros have been disabled. Options... es
[ [} - @ £ 110338
Clear All Data Print Banner Username Transaction Date
Page 1 of 3 JDOE2010 04/26/2010 E
Fiscal Year
Document # 2010
E— Cash Entry Voucher
Index Description Amount
Sequence | JV Code |(FOAPAL)| Fund | Account (35 Spaces) (12 Spaces) +- Reference
1 CROS 110338 110006 74_1382069_Void Unc_UAR_Adams si26e | - JDOE2010
2 CRO3 TT P 74_1382734_Void Unc_UAR_Birkey s23440 | - TDOE2010
3 CROS 110] Enter the Banner 71_1383268_Void Une_UAR_Alvarez 5100 - JDOE2010
1 CROS i (mdehetes 83240_Void Unc UAR_Bamuelos S100 | - TDOE2010
5 CRO5 11055 TIo0TS 83702_Void Unc_UAR_Carbajal 5100 - JDOE2010
s CRO3 110338 110006 7i_1383833_Void Unc_UAR_Corral 5100 ~ JDOE2010
7 CROS 110338 110006 7i_1384132_Void Unc_UAR_Duran 595825 | - JDOE2010
s CROS 110338 110006 74_1384134_Void Unc_UAR_Duran s53500 | - TDOE2010
s CROS 110338 110006 74_1384207_Void Unc_UAR_Espinoza sie0| - JDOE2010
10 CROS 110338 110006 71 1385087 Void Unc_UAR_Knor 5100 - JDOE2010
11 CROS 110338 110006 1385106_Void Unc_UAR_Ladd 5100 - JDOE2010
12 CRO3 110338 110006 83230_Void Unc_UAR_Loper 542500 | + JDOE2010
13 CRO3 110338 110006 85323_Void Unc_UAR_Madrid 5100 - JDOE2010
14 CRO3 110338 110006 7i_1383545_Void Unc_UAR_Melendez 5100 ~ JDOE2010
15 CROS 110338 110006 7i_1385792_Void Unc_UAR_New 517600 | ~ JDOE2010
16 CROS 110338 110006 513100 | -~ TDOE2010
17 CROS 110338 110006 sie0| - JDOE2010
18 CROS 110338 110006 51000 | - JDOE2010
19 CROS 110338 110006 7 _UAR_| S11.00 | -+ JDOE2010
20 CRO3 110338 110006 71 1387112 Void Unc_UAR_Winter 535530 | — JDOE2010
21 CRO3 110338 110006 71_1387306_Void Unc_UAR_Holzuin 5154465 | = JDOE2010
2 CRO3 110338 110006 7i_1387635_Void Unc_UAR_Baca - JDOE2010
Document Total
Memo Bank Account|74 - WELLS FARGO DISBURSEMENT Actual Total
Complete ion 1 (50 spaces) |Bank reconciliation entries, Bank 74
Complete Explanation 2 (S0 spaces) [void unclaimed checks as of 02-28-2010
Complete iom 3 (S0 spaces) |dated for 08-31-2002
Complete E ion 4 (S0 spaces)
JDoe NMSU 646-1111
WT W CCEML " Work_Tab_For_Copy 4RUPRISSTIEr CEV Instrictions . UPLOAD . i

Ready | B3 |

Figure 1

@ Security Alert - Macro

Macro
Macros have been disabled, Macros might contain viruses or other security hazards. Do
not enable this content unless you trust the source of this file,

Warning: It is not possible to determine that this content came from a
trustworthy source. You should leave this content disabled unless the
content provides critical functionality and you trust its source.

More information

File Path: C:\,.. Settings\gblack77\My Documents\Feeds\AFR_JV_Entry_Example.xism

O Help grotect me from unknown content {recommended)
@ {Enable this content;

Open the TrustCenter
Figure 2
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l:l-, i 9 - C_\AA = AFR_Cash_Entry_Example.xlsm - Microsoft Excel - x
= ‘ Home ‘ Insert Page Layout Formulas Data Review Wiew Developer ® - = x
B, (CEcno s 5 5| = o [ 2o gy @b
" ot e | PR B ] ]| gt o o W | el o G| e pe || o, RS TS
Clipboard M Font ) Alignment {F} Number M Styles Cells Editing |
@ B[ 110338 ¥
Clear All Data | Print | Banner Username Transaction Date
Page 1 of 3 JDOE2010 04/26/2010 =
Fiscal Year
Document # 2010
Cash Entry Voucher
Index Description Amount
Sequence | JV Code [(FOAPAL)| Fund Account (35 Spaces) (12 Spaces) +i- Reference
1 CRO5 110338 110006 227020 |74_138206% Void Unc_UAR_Adams 5112.69 +: JDOE2010
2 CRO3 11 T 227020 |74 1382754 _Void Unc_UAR_Bitkey 523440 + JDOE2010
3 CRO5 110| Enter the Banner 74 1383268 Void Unc_UAR_Alvarez 51.00 +: JDOE2010
1 CR3 110| Ddexnere. 74_1383440_Void Unc_UAR,_Banuelos sLo0| + TDOE2010
3 CRO5 110358 TTOT0G 74 1383702 Void Unc_UAR._Carbajal 51.00 +: JDOE2010
6 CRO3 110338 110006 74_1383933_Void Unc_UAR,_Corral 5100 + JDOE2010
7 CRO5 110338 110006 74 1384132 Void Unc_UAR_Duran 593825 +: JDOE2010
8 CRO3 110338 110006 74_1384144_Void Unc_UAR_Duran 533300 + JDOE2010
9 CRO5 110338 110006 74 1384207 Void Unc_UAR._Espinoza 51.00 +: JDOE2010
10 CRO3 110338 110006 74_1383087_Void Unc_UAR_Knor 5100 + JDOE2010
1 CRO5 110338 110006 74_1385106_Void Unc_UAR Ladd 51.00 +: JDOE2010
12 CRO3 110338 110006 74_1383230_Void Unc_UAR_Lopez 542500 + JDOE2010
13 CRO5 110338 110006 74 1385323 Void Unc_UAR_Madnd 51.00 +: JDOE2010
14 CRO3 110338 110006 74_1383545_Void Unc_UAR_Melendez 5100 + JDOE2010
13 CRO5 110338 110006 74 1385792 Void Unc_UAR_Nevarez $176.00 +: JDOE2010
16 CRO3 110338 110006 74_1383938_Void Unc_UAR_Pamell S141.00 | + JDOE2010
17 CRO5 110338 110006 74 1386174 Void Unc_UAR_Rankin 51.00 +: JDOE2010
18 CRO3 110338 110006 74_1386234_Void Unc_UAR._Rickman 51000 + JDOE2010
19 CRO5 110338 110006 74 1386442 Void Unc_UAR._Salazar 511.00 +: JDOE2010
20 CRO3 110338 110006 74_1387114_Void Unc_UAR_Winter 536330 + JDOE2010
21 CRO5 110338 110006 74_1387306_Void Unc_UAR_Holzuin §1.544.65 +: JDOE2010
22 CRO3 110338 110006 74_1387633_Void Unc_UAR_Baca 5130000 + JDOE2010
52063732 Document Total
Memo Bank Account|7: - WELLS FARGO DISBURSEMENT 520,637.32 Actual Total
Complete Explanation 1 (50 spaces) [Bank reconciliation entries. Bank 74
Complete E 2 (50 spaces) |void unclaimed checks as of 02232010
Complete Explanation 3 {50 spaces) | dated for 05-31-2002.
Complete E 4 (50 spaces)
T Doe NMSU 646-1111
Originated By / Date / Phone Number Approved By (Fiscal Monitor) / Date Reviewed By / Date
W 4 W] CEV -~ Work_Tab_For_Copy ees-esiEEa® CEV Instructions < UPLOAD .~ 7J [ ol
Ready | P | \ B0 g +
Figure 3

The CEV tab page shown in Figure 3 is the primary tab; it will be used to load the Cash Entry JV to

Banner and the Print button uses the information on this tab to print a hard copy of the Cash Entry JV.

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 and print the Cash Entry JV.
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CEV Tab Page Cell Descriptions

The list below describes the fields on the form. Please note that fields in red 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) Fiscal Year: This is a read-only value. This is automatically calculated based on the transaction
date.

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

6) JV Code: This is a read-only value. CRO5 is the Banner rule class code used for posting the JV.

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

8) Fund: The Banner data enterable fund 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) Memo Bank Account: The Banner bank code used for posting the JV.

17) 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 will 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, must also contain at least 10 characters.

18) Originated By / Date / Phone Number: The originator’s name, date and phone number.

S:\FIP-Data_Control\JV Templates-Excel\New Templates\CRO5\Excel AFR_Cash_Entry Template Instructions.docx
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CEV Tab Page Button Descriptions

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

OK To Clear All Data? X

L] E Ok ta clear all data on this page?
L

Click Yes to clear all data, No to cancel.

e Print: This button will run data validation checks and print a hard copy of the Cash Entry JV.
You will see the following message when the button is activated.

0K To Print Hard Copy? X

"j Drata will be checked Faor alidity before printing.
L

If there is something wrong, an error message will appear,

If there are no erraors, a hard copy will print to wour default printer,

Click Yes to validate data before printing, No to cancel.
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Sample Error Message

D) __H_LFJ A * AFR_Cash_Entry_Examplexism - Microsoft Excel - = X
= | Hom:‘ Tnsert Page Layout Farmulas Data Review  View Developer @ - = x
-T_} :;E::y Times New Rom = |10 v (A ,(:| == S5 Wrap Text .;Jé 73,1 _d{; ’jJ-l jn @_ﬂ 5:‘;‘?5“"‘ 5 %7 ﬁ
P g ram e | B ) o | ] v o | o ]| ot Pt 3| et e o | 5, S TR
Clipboard & Font r Alignment Humber Styles Cells Editing
- @ £ 52
Clear All Data | Print | Banner Username Transaction Date
Page 1 of 3 JDOE2010 04/26/2010 =
Fiscal Year
Document & 2010
Cash Entry Voucher
Index Description Amount
Sequence | JV Code |(FOAPAL)| Fund | Account (35 Spaces) (12 Spaces) +- Reference
1 CRO3 110338 110005 | 227020 |74 1382069 Void Unc UAR Adams §11269 | + JDOE2010
2 CROS [ P—— 74_1382754_Void Unc_UAR_Birkey $23440 | + JDOE2010
3 CROS 110| Enter the Banner | 227020 |74 1383268 Void Unc UAR Alvarez 5100 + TDOE2010
1 CRIS i Index here. 227020 |74_1383440_Void Unc_UAR_Bamuelos st - IDOE2010
5 CRIS 110538 TOOUG | 227020 [74_1383702_Void Unc_UAR_Carbajal 5100 + TDOE2010
6 CRO3 110338 110006 | 227020 |74 1383933 Void Uge UAR Comra ool + JDOE2010
8 CRIS 110338 110006 | 227020 |74 1384144 Void TDOE2010
] CROS 110338 | 110006 | 227020 |74 1384207 Void JS USRI R TDOE2010
10 CRO3 110338 110006 227020 |74 1385087_Void This may be dus to incomplets data. JDOE2010
11 CRO3 110338 [ 110006 | 227020 |74 1385106 Void e D T e e JDOE2010
12 CROS 110338 110006 | 227020 [74_1385250 Void JDOE2010
= Flease correct this before printing a hard copy.
13 CRIS 110338 [ 110006 | 227020 |74 1385325 Void TDOE2010
I CROS 110338 110008 | 221020 |72 1385343 Void Click Ves to preview page(s), or click No to print hard copy page(s). o010
15 CRO3 110338 [ 110006 | 227020 |74 1385792 Void ves JDOE2010
16 CRIS 110338 110006 | 227020 |74 1385938 Void = TDOE2010
17 CRO5 110338 110006 227020 (74 1386174 Void Unc UAR. Rankn ST - TDOE2010
18 CROS 110338 110006 | 227020 |74_1386234 Void Unc_UAR_Rickman 51000 + JDOE2010
18 CRO3 110338 [ 110006 | 227020 |74 1386442 Void Unc UAR Salazar $11.00 | + JDOE2010
20 CROS 110338 110006 | 227020 |74_1387114 Void Unc_UAR_Winter $56550 | + JDOE2010
2 CRIS 110338 | 110006 | 227020 |74 1387306_Void Unc_UAR_Holguin S1.34463 | + TDOE2010
n CRO3 110338 110006 | 227020 |74 1387633_Void Unc UAR Baca §1,50000 | + JDOE2010
$20.63732 Document Total
Memo Bank Account|74 - WELLS FARGO DISBURSEMENT $20,637.32 Actual Total
Complete Explanation 1 (30 spaces) |Bank reconciliation entries, Bank 74
Complete Explanation 2 (30 spaces) |void unclaimed checls as of 02-28-2010
Complete Explanation 3 (30 spaces) |dated for 18-31-2008
Complete Explanation 4 (30 spaces)
TDos NMSU 645-1111
Originated By / Date / Phone Number Approved By (Fiscal Monitor) / Date Reviewed By / Date

W 4> M| CEV ~ Work_Tab_For_Copy S WPLOAD - ¥0

Ready | ] |

Various messages may appear after the “Print” button is selected as the following validation

checks are made:
o

o
Amount.

0O00o

characters long.

The Banner Username and Transaction Date fields contain data
The Sequence lines must contain an Index, Fund, Account, Description, and signed

The Memo Bank Account must contain a bank.

Complete Explanation 1 is required and must be between 10 and 50 characters long.
Complete Explanation 2, 3, and 4, if used, must be between 10 and 50 characters long.
Originated By / Date / Phone Number are required and must be between 10 and 50

If all data checks are valid, a hard copy is sent to the default printer. This only prints the number
of pages that data exists for. If the “Page 1 of 12” is the value, only pages 1 through 12 will

print.
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Work _Tab_For_Copy Tab Page

.':!H. ™ B R ul = AFR_Cash_Entry Examplexlsm - Microsoft Excel - X
= ‘ Home ‘ Insert Page Layout Formulas Data Review Wiew Developer ® - = x
* e Calibri %Wrap Text General ol % @ LJ:‘ @ PERILEATLRS %? [ﬁ

53 copy —— e e————— . 8] Fir - i
P et e | ARIREES] gt e W Wl | ol ot G| e pe || o, A
Clipboard F] _' Font {F Alignment | Number F] _' Styles | Cells Editing |
[ D4 @ Fe| 110338 ]
| AlB] C e e [ F ] G | H | J | K | ji M I N
Clear Work Tab Data | Check Actual Total | Validate Data | Copy To CEV Tab |
{Index, Fund, Account, Amaunt and Description are COPY areas for the Budget tab page. Header 1, Header 2, Header 3, Header 4 and Header 5 are working areas.) 1
Index  Fund Account Description Amount Header 1 Header 2 Header 3 Header 4 Header5_
110006, 227020 74_1382069_Woid Unc_UAR_Adams 112 69
110338 110006, 227020 74_1382754_WVoid Unc_UAR_Birkey 2324
110338 110006 227020 74_1383268_Woid Unc_UAR_Alvarez i
110338 110006 227020 74_1383440_Void Unc_UAR_Banuelos i
110338 110006 227020 74_1383702_Woid Unc_UAR_Carbajal i
110338 110006 227020 74_1383933_Woid Unc_UAR_Corral i
110338 110006 227020 74_1384132_Void Unc_UAR_Duran 958.25
110338 110006 227020 74_1384144 Void Unc_UAR_Duran 533
110338 110006 227020 74_1384207_Void Unc_UAR_Espinoza i
110338 110006, 227020 74_1385087_Woid Unc_UAR_Knorr i
110338 110006, 227020 74_1385106_Woid Unc_UAR_Ladd i
110338 110006, 227020 74_1385250_Void Unc_UAR_Lopez 425
110338 110006 227020 74_1385325_Woid Unc_UAR_Madrid i
110338 110006 227020 74_1385545_Void Unc_UAR_Melendez i
110338 110006, 227020 74_1385792_Void Unc_UAR_Nevarez 176
110338 110006 227020 74_1385958_Woid Unc_UAR_Parnell 141
110338 110006 227020 74_1386174_Void Unc_UAR_Rankin i
110338 110006 227020 74_1386234_Void Unc_UAR_Rickman 10
110338 110006 227020 74_1386442 Void Unc_UAR_Salazar 11
110338 110006 227020 74_1387114 Void Unc_UAR_Winter 565.5
110338 110006 227020 74_1387306_Void Unc_UAR_Holguin 1544 65
110338 110006, 227020 74_1387633_Woid Unc_UAR_Baca 1500
110338 110006 227020 74_1387799_Void Unc_UAR_Mc Neel 2175
110338 110006 227020 74_1388096_Void Unc_UAR_Armendariz i
110338 110006, 227020 74_1388310_Void Unc_UAR_Macias i
110338 110006 227020 74_1388677_WVoid Unc_UAR_Brake 5
110338 110006 227020 74_1388713_Void Unc_UAR_Delgado 562
110338 110006 227020 74_1388897_Woid Unc_UAR_Painter 3.69.
110338 110006 227020 74_1388981_Void Unc_UAR_Subedi 100
110338 110006 227020 74_1389240_Void Unc_UAR_Hernandez 18,
110338 110006, 227020 74_1389292_Woid Unc_UAR_Ruspoli 12
110338 110006 227020 74_1389502_Void Unc_UAR_Armenta i
110338 110006 227020 74_1389540_Void Unc_UAR_Bush 228
110338 110006 227020 74_1389615_Woid Unc_UAR_Dominguez 15
110338 110006, 227020 74_1389730_Void Unc_UAR_Jodie 730
110338 110006, 227020 74_138%937_WVoid Unc_UAR_Silva 62.25
110338 110006, 227020 74_1390183_Void Unc_UAR_Bilberry 1330.75
110338 110006, 227020 74_1390277_Void Unc_UAR_Hall 25
110338 110006, 227020 74_1390603_Void Unc_UAR_Bambery 175
110338 110006, 227020 74_1390659_Void Unc_UAR_Gonzalez 83
110338 110006, 227020 74_1390666_Void Unc_UAR_Hall 35425
110338 110006, 227020 74_1390716_Void Unc_UAR_Mc Avoy 595.75
110338 110006, 227020 74_1390747_WVoid Unc_UAR_Richardson 958
110338 110006 227020 74_1390952_Void Unc_UAR_Bostinto 208.25
Tab_For_Copy m
IEEE] e £

Figure 4

The Work_Tab_For_Copy tab page shown in Figure 4 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 Cash Entry
JV total and copy the information to the CEV tab.
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Work_Tab_For_Copy Column Descriptions

The Index, Fund, Account, Description and Amount columns are required data fields. The Header 1,

Header

1)

2)

3)

4)
5)
6)
7)
8)

9)

10)
11)
12)
13)

2, Header 3, Header 4 and Header 5 columns are for optional usage.

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.

+/-: 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).

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

Fund: The Banner data enterable fund code (6 characters long).

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

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

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

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

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

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

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

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.

OK To Clear All Data? X

L] 'f Ok to clear all data on this page?
L

OK To Clear All Data {Last Confirmation) ?

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 one of the
following messages when this button is activated.

Actual Document Total

i ] actual Document Tokal = $20,637.52

(The sum aof all debits and credits are nok zero - This is acceptable for a CEW,)

If the Actual Document Total does not equal $0.00, this is acceptable for a Cash Entry JV.
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o Validate Data: This button will scan through each row containing values for the Index, Fund,
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.

0K To Check Data Yalidation? %
L] E Ok to check data validation?
L]

Click Yes to run validation, No to cancel.

Data ¥alidation For Work_Tab_For_Copy - Total Rows: 62

"j Data values for the Index, Fund, Account and Descripkion calumns all passed length validations,
L

Actual Document Tokal [ $20,637.32 )

The sum aof all debits and credits are nat zera - This is acceptable For a CEV load.

If the Actual Document Total does not equal $0.00, this is acceptable for a Cash Entry JV.
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Sample Error Message

Financial Information Processing

o) rosoft Excel =
Home | Insert  Pagelayout  Formulas Data  Review  View  Developer @ -2 x
& Cut Calibri sl - A Av‘ |— S Wrap Text General - ﬂ ﬁ "I—U @ Zadutosuns %7
%Copy T 1 0 .00 [of d; 1 Fe it Cell rﬂ Delete Fi it EF”" SJT"FG&
F Formt painter ||| B4 U || <[ &= A £ Merge & Conter - | Wcnblotond (il | CBE] TR = || e e e || ok fitere seee
Clipboard (F] Font r] Alignment ] Mumber F] Styles Cells Editing |
- B[ 1 ¥
AlB TR RO S 3900 S H L ! | 3 L M N
1 CIearWorkTahDalal Check Actual Total l Validate Data Copy To CEV Tab |
7 {Index, Fund, 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.) 1
3 Seq +/- ABS Amount  Index  Fund Account Descri Amount Header 1 Header 2 Header 3 Header2 Header5
4] 1+ 11269 110338 110006 227020 74_1382069_Void Unc_UAR_Adams 11269
1. 23640 110338 110006 227020 74_1382754_Void Unc_UAR_Birkey 2344
3 110338 110006 227020 74_1383268_Void Unc_UAR_Alvarez
4 100 110338 110006 227020 74_1383240_Void Unc_UAR_Banuelos 1
5 100 110338 110006 227020 74_1383702 Void Unc_UAR Carbajal 1
6 » 100 110338 110006 227020 74_1383933_Void Unc_UAR_Corral 1
7 s 958.25 110338 110006 227020 74_1384132_Void Unc_UAR_Duran 95825
2+ 533.00 110338 110006 227020 74_1384144_Void Unc_UAR_Duran 533
12| 9 + 100 110338 110006 227020 74_1384207_Void Unc_UAR Espinoza 1
1B 10 + 100 110338 110006 227020 74_1385087_Void Unc_UAR Knarr 1
18|11+ 100 110338 110006 227020 74_1385106_Void Unc_UAR Ladd 1
5] 12 + 42500 110338 110006 227020 74 1385250 Void Unc_UAR_Lopez 225
+ 100 110338 110006 227020 74_1385325_Void Unc_UAR_Madrid 1
+ 100 110338 110008 227020 74_1385545_Void Unc_UAR_Melendey
+ 17600 110338 110006 227020 74_1385792_Void Unc_UAR_Nevarez
+ 14100 110338 110006 227020 74_1385958_Void Unc_UAR_Parnell
+ 100 110338 110006 227020 74_1386174_Void Unc_UAR_Rankin
+ 1000 110338 110006 227020 74_1386234_Void Unc_UAR_Rickman
+ 1100 110338 110006 227020 74_1386242 Void Unc_UAR Salazar
+ 565.50 110338 110006 227020 74_1387114_Void Unc_UAR_Winter
+ 152465 110338 110006 227020 74_1387306_Void Unc_UAR_Holguin
+ 150000 110338 110006 227020 74_1387633_Void Unc_UAR_Baca 500
+ 2175 110338 110006 227020 74_1387799_Void Unc_UAR_Mc Neel 175
+ 100 110338 110006 227020 74_1388096_Void Unc_UAR_Armendariz 1
+ 100 110338 110006 227020 74_1388310_Void Unc_UAR_Macias 1
+ 500 110338 110006 227020 74_1388677_Void Unc_UAR Brake 5
+ 56200 110338 110006 227020 74_1388713_Void Unc_UAR_Delgado 562
+ 360 110338 110006 227020 74_1388897_Void Unc_UAR_Painter 360
+ 10000 110338 110006 227020 74_1388981 Void Unc_UAR_Subedi 100
+ 1800 110338 110006 227020 74_1389240_Void Unc_UAR_Hemandez 12
+ 1200 110338 110006 227020 74_1389292 Void Unc_UAR_Ruspoli 12
+ 100 110338 110006 227020 74_1389502 Void Unc_UAR_Armenta 1
+ 22800 110338 110006 227020 74_1389540_Void Unc_UAR_Bush 228
+ 1500 110338 110006 227020 74_1389615_Void Unc_UAR_Dominguez 15
+ 730.00 110338 110006 227020 74_1389730_Void Unc_UAR_lodie 730
+ §225 110338 110006 227020 74_1389937_Void Unc_UAR Silva 5225
+ 133075 110338 110006 227020 74_1380183_Void Unc_UAR_Bilberry 133073
+ 2500 110338 110006 227020 74_1380277_Void Unc_UAR _Hall 23
+ 175 110338 110006 227020 74_1380603_Void Unc_UAR_Bambery 175
+ 8300 110338 110006 227020 74_1380659_Void Unc_UAR_Gonzalez B3I . cognos_admin@nmsu.edu v K
+ 35425 110338 110006 227020 74_1390666_Void Unc_UAR_Hall 35403 I
+ 50575 110338 110006 227020 74_1390716_Void Unc_UAR_Mc Avay 595,75, e
+ 9580 110338 110006 227020 74_1390747_Void Unc_UAR_Richardsen 958
7] @ 20825 110338 110006 227020 74_1390952_Void Unc_UAR_Bostinto 20823
W 4 b ¥ [SEEWS Work_Tab_For_Copy 4iFiimce® CEV Instructions < UPLOAD ~¥J [
Ready | B3 | =

This indicates a problem with a zero dollar amount. The validation scan will stop at the cell that

did not pass validation.

Data Yalidation OK

1

Al data checks passed validation.

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

Financial Information Processing

."/Q.n\-.‘ ol - (&) = AFR_Cash Entry Example.xlsm - Microsoft Excel - = x
fij Home Insert Page Layout Formulas Data Review Wiew Developer ® - = x
= cut TS| = = o i — b FEFh (| E AutoSum +

j icupy Calibri -l - Al = =\|W/‘" =1 Wrap Text General & ;Ejg‘ i:ﬁﬁ :‘d jm _f‘ _.;J Eﬂuv W lﬁ
PR Format panter || B4 07| S e o[ Ganana| L e e e e e e
Clipboard F] Font {F Alignment (P Number F] Styles Cells Editing
[ 42 v B[ 110338 v
A B C D E F H 1 1 K L M N E
1 |Index Fund Account Description Amount DR_CR
2 11DEII36 227020 74_1382069_Void Unc_UAR_Adams 112.69 +
3 | 110338 110006 227020 74_1382754 Void Unc_UAR_Birkey 2344 +
4 | 110338 110006 227020 74 1383268 Void Unc_UAR_Alvarez 1
5 | 110338 110006 227020 74_1383440 Void Unc_UAR_Banuelos 1+
6 | 110338 110006 227020 74_1383702 Void Unc_UAR_Carbajal 1+
7 | 110338 110006 227020 74_1383933_Void Unc_UAR_Corral 1+
8 | 110338 110006 227020 74_1384132 Void Unc_UAR_Duran 958.25 +
9 | 110338 110006 227020 74_1384144 Void Unc_UAR_Duran 533+

10 | 110338 110006 227020 74_1384207 Void Unc_UAR_Espinoza 1+

11 | 110338 110006 227020 74_1385087_Void Unc_UAR_Knorr 1+

12 | 110338 110006 227020 74_1385106 Void Unc_UAR_Ladd A =

13 | 110338 110006 227020 74_1385250 Void Unc_UAR_Lopez 425 +

14 | 110338 110006 227020 74_1385325 Void Unc_UAR_Madrid 1+

15 | 110338 110006 227020 74_1385545 Void Unc_UAR_Melendez 1+

16 | 110338 110006 227020 74_1385792 Void Unc_UAR_Nevare:z 176 +

17 | 110338 110006 227020 74_1385958 Void Unc_UAR_Parnell 141 +

18 | 110338 110006 227020 74_1386174 Void Unc_UAR_Rankin 1+

19 | 110338 110006 227020 74_1386234 Void Unc_UAR_Rickman 10+

20 | 110338 110006 227020 74_1386442 Void Unc_UAR_Salazar 11+

21 110338 110006 227020 74_1387114 Void Unc_UAR_Winter 565.5)+

22 | 110338 110006 227020 74_1387306_Void Unc_UAR_Holguin 1544.85 +

23 | 110338 110006 227020 74_1387633 Void Unc_UAR_Baca 1500 +

24 110338 110006 227020 74_1387799 Void Unc_UAR_Mc Neel 21.75 +

25110338 110006 227020 74_1388096_Void Unc_UAR_Armendariz 1+

26 | 110338 110006 227020 74_1388310 Void Unc_UAR_Macias 1+

27| 110338 110006 227020 74_1388677 Void Unc_UAR_Brake 5+

28 | 110338 110006 227020 74_1388713 Void Unc_UAR_Delgado 562 +

29 | 110338 110006 227020 74_1388897 Void Unc_UAR_Painter 3.69 +

30 | 110338 110006 227020 74_1388981 Void Unc UAR_Subedi 100 +

31110338 110006 227020 74_1389240 Void Unc_UAR_Hernandez 18+

32| 110338 110006 227020 74_1389292 Void Unc_UAR_Ruspoli 12|+

33 | 110338 110006 227020 74_1389502 Void Unc_UAR_Armenta 1+

34 | 110338 110006 227020 74_1389540 Void Unc_UAR_Bush 228 +

35110338 110006 227020 74_1389615 Void Unc_UAR_Dominguez 15+

36 | 110338 110006 227020 74_1389730 Void Unc_UAR_Jodie 730 +

37110338 110006 227020 74_1389937 Void Unc_UAR_Silva 62.25 +

38 | 110338 110006 227020 74_1390183 Void Unc_UAR_Bilberry 1330.75 +

20110230 1100NE 977090 74 12009T7 Viid Hine 11AD_Uall oz L

W 4 » ¥ WGBS Work_Tab_For_Copy CEV Instructions - UPLOAD -~ ¥ - [ m

Ready | 23] uﬁ T ] 200% =) 9! )

Figure 5

The Blank_Sheet tab page shown in Figure 5 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 Cash Entry 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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CEV Instructions Tab Page

"\ o9~ Iﬁ 7‘.\ o AFR_Cash_Entry_Example.xlsm - Microsoft Excel - =
[ Home { Insert Page Layout Formulas Data Review View Developer ©@ - =7 x
Cut —_— — n = o e W [ ML= o e || E AutoSum -
e e o [ LN =T o I T R SR R Y
A Copy i = Fill ~
Paste . B P - =||||== =2 Merge & Center ~ v % 9 8||| Conditional Format  Cell Insert Delete Format Sort & Find &
« . Format Painter ‘ = |[£2 e ‘ | = Formatting - as Table = Styles = - b 5 (2 Clear ~ Filtar = Selact >
Clipboard Pl Font ) Alignment ] Number Pl Styles Cells Editing
D33 ~Q £ =

Index Web Page Lookup | Account Web Page Lookup |

The Exeel form serves one purpose:
To record deposit on disbursement.

(1) Cash Entry Voucher Information (CEV tab page)
* Banner Usarname (required): The criginator's Banner username (i.e. jdee2010.)
¢ Transction Date (required): The transaction date s used to determine the fiscal period and fiseal
year that will be used for posting. This is critical during vear end close procesang when two fisca years
are open. 1f you have any questions about the transaction date to use, please contact your fiscd menitor.
o Index (required): This is the shorteut number used to 1dentify the FOPAL string you are debiting or

crediting, If you are not sure what Index to use, an endine look up is avalable a the following link
hitp:fbfweb 1 omsu edw/FIAFTVACCH vacen_lookup. asp

*  Fund (required): This number indicates the source of funding for the index. The structure defermines
the campus and the types of funds

* Account (required): The account equals one of the current Banner account codes. If you are not sure
what account te use, a current list 15 available at the following link:
hitp:www nmau. edu/~bo fiice/Banner/Banner%2 00peratin p%2 0 Ledger%2 0.4 coount %20 Codes x1s

*  Amount (required): Enter the amount that will be debited or credited
o Decimals must be used when entering amounts
o Pleaselook at the table belowto determine if the cash account needs to be inereased or
decreased

[ Cash Recept [+ fncrease) |
‘ Cash Disbursement | - (decrease) ‘

o 40 The form wall avtomatically caleulate it as a debit or credit based on what 15 entered in the Amount
field

» Description (required): Thisis abrief description ofthe item

n e e
W > vl [WEEWS VWork_Tab_For_Copy eeeeeeaiFia® CEV Instructions < UPLOAD = 72
Ready | [ |

Figure 6

The CEV Instructions tab page shown in Figure 6 describes how to properly create a Banner Cash Entry
journal voucher. This can be printed out for reference.

e Banner Lookups are available through Cognos
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UPLOAD Tab Page

Oa) -y )T AFR_Cash_Entry_Examplexlsm - Microsoft Excel - o x
= | Home | Insert  Pagelayout  Formulas Data  Review  View Developer @ - 7 x
cut [ T = T Ay | S FEMY (L E AutoSum -
:}cupy I Calibri lu - |A A = Wrap Text -|if ﬂ :‘d | jm _T'\ @ T ‘%7 ﬁ |
P2 Sromaraneer (B2 8|2l A | e s cone | s e (ol | LS SN e || T DR G o RS SRR
Clipboard & | Font = [ Alignment ’7-] L Number ] | Styles Cells | Editing
[ a1 - (3 £| Sequence
a | 8] e | o | E ] F il H T T
1 |Sequence| Rucl Index Fund Account Amount DR_CR Description Reference Bank System_ID
2| 1 CRO5 110338 110006 227020 $112.69 + 74_1382069_Void Unc_UAR_Adams JDOE2010 74 CEVFEED
2 2 CRO5 110338 110006 227020 $234.40 + |74 1382754 _Void Unc_UAR_Birkey JDOE2010 74 CEVFEED
4| 3 CRO5 110338 110006 227020 $1.00 + 74_1383268_Void Unc_UAR_Alvarez JDOE2010 74 CEVFEED
5] 4 CRO5 110338 110006 227020 $1.00 + 74 1383440_Void Unc_UAR_Banuelos JDOE2010 74 CEVFEED
_6 | 5/ CRO5 110338 110006 227020 $1.00 + 74_1383702_Void Unc_UAR_Carbajal JDOE2010 74 CEVFEED
7] 6 CRO5 110338 110006 227020 $1.00 + |74 1383933_Void Unc_UAR_Corral JDOE2010 74 CEVFEED
8 | 7 CRO5 110338 110006 227020 $958.25 + 74_1384132 Void Unc_UAR_Duran JDOE2010 74 CEVFEED
9] 8 CRO5 110338 110006 227020 $533.00 + 74 1384144 Void Unc_UAR_Duran JDOE2010 74 CEVFEED
10| 9 CRO5 110338 110006 227020 $1.00 + 74_1384207_Void Unc_UAR_Espinoza JDOE2010 74 CEVFEED
5L 10/ CROS 110338 110006 227020 $1.00 + |74 1385087 _Void Unc_UAR_Knorr JDOE2010 74 CEVFEED
12| 11 CRO5 110338 110006 227020 $1.00 + 74_1385106_Void Unc_UAR_Ladd JDOE2010 74 CEVFEED
13 12/ CRO5 110338 110006 227020 $425.00 + |74 1385250_Void Unc_UAR_Lopez JDOE2010 74 CEVFEED
14| 13 CRO5 110338 110006 227020 $1.00 + 74_1385325_Void Unc_UAR_Madrid JDOE2010 74 CEVFEED
15 14| CRO5 110338 110006 227020 $1.00 + 74 1385545_Void Unc_UAR_Melendez JDOE2010 74 CEVFEED
16| 15 CRO5 110338 110006 227020 $176.00 + 74_1385792_Void Unc_UAR_Nevarez JDOE2010 74 CEVFEED
17 16/ CRO5 110338 110006 227020 $141.00 + 74 1385958_Void Unc_UAR_Parnell JDOE2010 74 CEVFEED
18| 17 CRO5 110338 110006 227020 $1.00 + 74_1386174_Void Unc_UAR_Rankin JDOE2010 74 CEVFEED
2] 18| CRO5 110338 110006 227020 $10.00 + 74 1386234_Void Unc_UAR_Rickman JDOE2010 74 CEVFEED
20 19 CRO5 110338 110006 227020 $11.00 + 74_1386442_Void Unc_UAR_Salazar JDOE2010 74 CEVFEED
2 20/ CRO5 110338 110006 227020 8565.50 + 74 1387114_Void Unc_UAR_Winter JDOE2010 74 CEVFEED
| 2] 21 CRO5 110338 110006 227020 $1,544.65 + 74_1387306_Void Unc_UAR_Holguin JDOE2010 74 CEVFEED
23| 22 CRO5 110338 110006 227020 $1,500.00 + 74 1387633_Void Unc_UAR_Baca JDOE2010 74 CEVFEED
| 24 23 CRO5 110338 110006 227020 $21.75 + 74_1387799_Void Unc_UAR_Mc Neel JDOE2010 74 CEVFEED
25 24/ CRO5 110338 110006 227020 $1.00 + 74 1388096_Void Unc_UAR_Armendariz JDOE2010 74 CEVFEED
26| 25 CRO5 110338 110006 227020 $1.00 + 74_1388310_Void Unc_UAR_Macias JDOE2010 74 CEVFEED
27 26/ CRO5 110338 110006 227020 $5.00 + 74 1388677_Void Unc_UAR_Brake JDOE2010 74 CEVFEED
28| 27 CRO5 110338 110006 227020 $562.00 + 74_1388713_Void Unc_UAR_Delgado JDOE2010 74 CEVFEED
2= 28/ CRO5 110338 110006 227020 $3.69 + 74 1388897_Void Unc_UAR_Painter JDOE2010 74 CEVFEED
30| 29 CRO5 110338 110006 227020 $100.00 + 74_1388981_Void Unc_UAR_Subedi JDOE2010 74 CEVFEED
a1 30/ CRO5 110338 110006 227020 518.00 + 74 1389240_Void Unc_UAR_Hernandez JDOE2010 74 CEVFEED
32| 31 CRO5 110338 110006 227020 $12.00 + 74_1389292_Void Unc_UAR_Ruspoli JDOE2010 74 CEVFEED
33| 32/ CRO5 110338 110006 227020 $1.00 + 74 1389502_Void Unc_UAR_Armenta JDOE2010 74 CEVFEED
34| 33 CRO5 110338 110006 227020 $228.00 + 74_1389540_Void Unc_UAR_Bush JDOE2010 74 CEVFEED
35 34| CRO5 110338 110006 227020 $15.00 + 74 1389615_Void Unc_UAR_Dominguez JDOE2010 74 CEVFEED
36| 35 CRO5 110338 110006 227020 $730.00 + 74_1389730_Void Unc_UAR_Jodie JDOE2010 74 CEVFEED
37| 36/ CRO5 110338 110006 227020 $62.25 + 74 1389937_Void Unc_UAR_Silva JDOE2010 74 CEVFEED
38| 37 CRO5 110338 110006 227020 $1,330.75 + 74_1390183_Void Unc_UAR_Bilberry JDOE2010 74 CEVFEED
_2al o a aan 74 1300777 Atnidllne 11AD LAl InAcanin ~ouzeen
H 4 M Blank Sheet &
Ready | B3 |

Figure 7

The UPLOAD tab page shown in Figure 7 is a read-only tab page that FIP uses to load the Excel file
into Banner. Before this is loaded, FIP validates the indexes and account codes against Banner so that
termed or non-existent values are caught prior to loading. FIP will contact someone via email if this is
the case.
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Suggestions for Creating Cash Entry JV Data Using the Excel JV Template

o If you want to directly enter data, use the CEV tab page. On Page 1, you will need to enter a
Banner Login ID, Transaction Date and Bank Code. For the Sequence Detail, enter the Index,
Fund, 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).

¢ 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, Fund, Account,
Description, and Amount in this exact order. If the Amount is not signed, you will need to
convert it using a formula.

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 Usethe Work_Tab_For_Copy tab page for moving data into the CEV tab page. Data will be
validated prior to moving.
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