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NMSU Senior VP for Administration and Finance Financial Information Processing

Revised Excel AFR_JV_Entry Data Template

The Excel AFR_JV_Entry data template is used for creating Banner JE16 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 Electronic_ AFR_JV_Entry.xIsm.

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

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

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

e Addition of the originator’s Banner username. This becomes part of the 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 JV. This can be viewed in
Banner after the JV has been loaded.

¢ 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, balanced hash total for JE16 entries, 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 E]
@ Pasting directly (using Paste [ Ctrl ¥) into this page is not allowed.
Daka walidation rules and cell Formats would be deleted.
If wou need to paste something, use Paste Yalues,

Please use the Copy To butkon on the Waork_Tab_For_Copy tab page.
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Setting Up the Excel JV 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 JV 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 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 xlsm file extension!

o\ O

Save a copy of the document

1=
m
=

= Excel Workbook

i
5 Hl | Save the file as an Excel Workbook.,
7 Open

:‘ Excel Macro-Enabled Workbook

(
Save 1558 save the workbook in the ¥ML-based and
- macro-enabled file farmat.

— ) I'T Excel Binary Workbook
H save As |k [moea| Save the workbook in a binary file format
e

optimized for fast loading and saving.

@ Excel 87-2003 Workbook
1l | Save a copy of the warkbook that is fully
campatible with Excel 97-2003,
Prepare P = OpenDocument Spreadsheet

Save the workbaook in the Open Document
Format,

.ad' Send  »
PDF or XPS

Publish a copy of the workbook as a PDF or
XP5 file.

s—J] Qther Formats
Open the Save As dialog box to select from

L}
_| Llose all possible file types.

i

./ Publish »
== =]

| 2] Excel Options | |)( Exit Excel
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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.

@ = i e Sample Plectronc_AFR_IV_Entryxdim - Microsoft Excel Sl
S| mome | et Fapelwnut  Fermubss  Gats  Meview  View  Developer - X
_-"" :::‘w Tone e Fom 10 -_ix n‘il'--l}ﬂ_"l_ i Tt o_- h:! B 5| =i ;:?«"9( o)
Gl - Format Puintir |- (A (3R R Merge b Center - || $ = Son |l ) I'-;:‘;;—f:;' ,l:gl—";: "r‘.';l: Indert Deiete Forma 53 Clenc= f.::'." ;:\&ﬂg
Cipboant 5 Famt & Angnment . Mumger E e Gew Eting
§ Security Waming  Macros have been diabied. | Optiorn %
[ C47 - ul 113751
Clear All Data Print Banner Usérnime Transaction Date |
Page 1 of § JVDOE 0162010
Fiseal Year
Dacument & 2011
T Electronic Journal Voucher —
= Deseription Amuun
Sequence | JV Code |(FOAPAL)|  Fusd Actoumt {35 Spaces) {12 Spaces) e Relerence
1 JElE | 15T | 603713 | 734100 [BK 80 DSA wavel ext wodkers 5338764
2 L8 13781 | 603713 | 752610 |BK 83 Cleaning supplies 5358
3 i nster | suhd 0 50 Prastic 18007
e 1576 £03713 TE0100 |BK 80 Penter sevverent husd dnvve SL031.00
L 13780 | 803715 545000
6 | mis (VeI SiERsR| D
T s | 13a | snn | 55| D
5 Eiw | use | ewTis sisom| D
s I UL | 80T 62| O
1% TS LSTEL | 803715 sitss0| D
1 Mg | watel | e | v K 50 D5A travel Mr. Maradi 25845
1 TS| 157 | ssTd K 80 Cell phone calling cards
1 JEe | uie | soiTs i
113760
113761 D
11578 D
113781
115781 o
115781 o
115761 D
nE_| D
11371
Decussent Teral
Actus] Taesl
Complete Fplanation 1 (30 spaces)
Compléte Dxplanation 2 (30 spaces) |k
Complere Explanacion 3 {30 spaces)
Complere Explanarion £ (50 spaces]
o 5 T

Figure 1

Microsoft Office Security Options

@ Security Alert - Macro

Hacro
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\ghlack77\My Documents\Feeds\AFR_IV_Entry_Example.xlsm

) Help protect me from unknown content {recommended)
@ (Enable this contenti

Open the Trust Center J
Figure 2
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JV Tab Page

I:!E' ) - ul = Sample_Electronic_AFR_IV_Entry.xlsm - Microsoft Excel - 7 X
< \ Home \ Tnsert Page Layout Farmulas Data Review View Developer @ - 7 x
::a E:;y Times New Rom i - |ﬁ : = Wrap Text |General - Eg:“ _‘dl :‘-3 j-'_u :-“ @ é ,::Itﬁsum : %? ﬂ
| paite F v otmat Palnger ..l Beod U : &-A ‘ = Merge & Center - ;| S ||f°g__)ug l Fc:rmrttu‘onngal asF?r;rg‘aet s‘ﬁ! -l Insert Delste Format | 2 e+ FSiTlr:rG: ?er\‘:ct&'
Clipboard | Font = Alignment B | Number ]| Styles | Cells Editing |
cs - Q@ fe| 113761 v
Clear All Data | Print | Banner Username Transaction Date
Page 1 of 5 JVDOE 09/16/2010
Fiscal Year
Document # 2011
- Electronic Journal Voucher
Index Description Amount
Sequence | JV Code [(FOAPAL)| Fund Account (35 Spaces) (12 Spaces) D/C Reference
1 JE16 113761 603713 724100 |BK 80 DSAtravel ext. workers $338764| D IVDOE
2 Tl T —— 732810 [BK 80 Cleaning supplies $3788| D TVDOE
3 JE16 113| Enterthe Banner | 732001 |BK 80 Plastic rope 580.67 D IVDOE
[ Ele | 113 i 740100 |BK 80 Printer serverent hard drive 2610 | D TVDOE
3 JE16 113767 B05 713 740100  |BK 80 Microwave 343000 D IVDOE
6 JE1§ 113761 603713 730200 |BK 80 Fuel and carwash 514989 D TVDOE
7 JE16 113761 603713 761001 |BK 80 M A Jabarkhel med exams ‘meds 546.83 D IVDOE
8 JE1§ 113761 603713 761001 [BEK 80 Dr. Paul med exam'meds 515000 D TVDOE
9 JE16 113761 603713 730200 |BK 80 Gas chzs veh 221423 53862| D IVDOE
10 JE1§ 113761 603713 761001  [BE 80 Translation services 31440 D TVDOE
11 JE16 113761 603713 724100 |BK 80 DS A travel Mr. Muradi 523843 D IVDOE
12 JE1§ 113761 603713 750380 [BK 80 Cell phone calling cards 832823 D TVDOE
13 JE16 113761 603713 740100 |BK 80 Mattress pillows bed sheet §122300( D JVDOE
14 JE1§ 113761 603713 740100 [BK 80 Two automatic leveler 5135000| D TVDOE
13 JE16 113761 603713 737001  [BE 80 Bulk food 836733 D TVDOE
16 JE1§ 113761 603713 731000 [BK 80 Office supplies Herat office 59182| D TVDOE
17 JE16 113761 603713 731000 [BE 80 Office supplies 520263 D TVDOE
18 JE1§ 113761 603713 724100 [BK 80 Travel M. Avoub 56365| D TVDOE
19 JE16 113761 603713 730200 [BE 80 Gas/car wash veh =80831 S18346| D TVDOE
20 JE1§ 113761 603713 740100 [BK 80 Sony flash drive 535001 D TVDOE
JE16 113761 603713 730200 [BE 80 Gas/lube/car wash veh=21423 §7330| D TVDOE
22 JE1§ 113761 603713 730200 [BK 80 Lube for veh 221423 4395| D TVDOE
Document Total §200,945.08
Actual Total (30.00)
Complete E ion 1 (50 spaces) [TO DISTRIBUTE AUG 14-31 EXPENSES TO AWATT GRANT -
Complete E ion 2 (50 spaces) |[KLABUL FIELD ACCOUNT AND CLEAR BANK 80
Complete E fon 3 (50 spaces) [CHECKS 204334.04340
Complete E ion 4 (50 spaces)
TV Doe §46-1234
Originated By / Date / Phone Number Fiscal Monitor Printed Name / Signature /Date Reviewed By / Date
W 4+ | IV Work_Tab_For_Copy .~ Blank Sheet " 1V Instructions . UPLOAD < %J A i)
Ready | B3 |
Figure 3

The JV tab page shown in Figure 3 is the primary tab; it will be used to load the JV to Banner and the
Print button uses the information on this tab to print a hard copy of the 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 JV.
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JV 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. JE16 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) D/C: This is a read-only value. The debit / credit indictor is calculated for the sign of the amount
column. “D” is calculated for a positive amount (i.e. 999.99). “C” 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. For a JE16 entry, these must equal zero.

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 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.

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

S:\FIP\JV Templates-Excel\New Templates\JE16\Excel AFR_JV_Entry Template Instructions.docx Page 6
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JV Tab Page Button Descriptions

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

OK To Clear All Data? X

L] "_n. Ok to 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 JV. You will see
the following message when the button is activated.

0K To Print Hard Copy? X

"'_-, Data will be checked For walidity before printing.
= If there is something wrong, an error message will appear,

If there are nio errars, a hard copy will prink o wour default printer,

Yes

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

(O ) __H_""_P_u% = Sample_Electronic_AFR_JV_Entry.xlsm - Microsoft Excel - =X
- | Home | Insert Page Layout Formulas Data Review View Developer ® - 7 x
-[_&j :; E:;y Times New Rom ~ |10 : (& A'; S Wrap Text e _‘[Elgl _55 140) ’j-u 3\ 5 :i‘:“fsum 5 %F ﬁ
Faste S (B el o] Sl £ Merge & Center - (|[8| %|-»| (%3 5% Fc:ormtt‘\lznnga\ a?gglaet stSlEell Insett Delete Format | S ?i’lf‘ ;:!:rl‘:ctai

Clipboard & Font i Alignment £ Number i Styles Cells Editing
| - @ Je| 113761 [¥
Clear All Data | Print | Banner Username Transaction Date
Page 1 of s JVDOE 09/16/2010 =
Fiscal Year
Document # 2011
— Electronic Journal Voucher T
Index Description Amount
Sequence | JV Code [(FOAPAL)| Fund | Account (35 Spaces) (12 Spaces) D/IC Reference
1 JE16 113761 | 605715 [ 724100 |BE 80 DSAtravel ext workers $338760 | D TVDOE
2 IE16 113761 | 603713 | 732810 |BK 80 Cleaning supplies §3798| D IVDOE
3 IE16 113761 | 603713 | 732001 |BK 80 Plastic tope $8067| D IVDOE
4 JE16 113761 | 603715 | 740100 |BK 80 Printer serverest hard drive $203100| D TVDOE
5 JE16 113761 | 605713 [ 740100 |BK 80 Microwave 545000 | D TVDOE
6 IE16 113761 | 603713 | 730200 |BK 80 Fuel and carwash 514888 | D IVDOE
7 IE16 113761 | 603713 | 761001 |BK 80 M.A Jabarkhel med exams meds $4683| D IVDOE
8 JE16 113761 | 603713 | 761001 |BK 80 Dr Paulmed exam'meds 515000 D TVDOE
10 IE16 113761 | 603713 | 761001 |BK 80 OE
u 15 113761 | 603713 | 724100 BR80T A The sum of all debits do not equal the sum of all credics. Please coret this before printing, POE
12 JE16 113761 | 603713 | 750380 [BK 80(§ boE
13 JE16 113761 | 605713 [ 740100 |BK 802 7 : OF
14 IE16 113761 | 603713 [ 740100 |BK 807T| POE
15 IE16 113761 | 603713 [ 737001 |BK 80 Bulkfood $36733 ] D TWDOE
16 JE16 113761 | 603715 | 731000 |BK 80 Office supplies Herat office 9182 D TVDOE
17 JE16 113761 | 605715 [ 731000 |BK 80 Office supplies 20263 | D TVDOE
18 IE16 113761 | 603713 | 724100 |BK 80 Travel M. Ayoub §6563| D IVDOE
18 IE16 113761 | 603713 [ 730200 |BK 80 Gas/car wash veh 289851 518346 | D IVDOE
20 JE16 113761 | 603713 | 740100 |BK 80 Sony flash drive $35.00( D TVDOE
21 JE16 113761 | 605715 [ 730200 |BK 80 Gas'tube/carwash veh#21425 51330 D TVDOE
2 JE16 113761 | 603713 | 730200 |BK 80 Lube forveh 221423 §4593| D IVDOE
Document Total $200.945.04
Actual Total (50.04)
Complete Explanation 1 (50 spaces) | TO DISTRIBUTE AUG 16-31 EXPENSES TO AWATT GRANT -
Complete Explanation 2 (50 spaces) |EABUL FIELD ACCOUNT AND CLEAR BANK 80
Complete Explanation 3 (50 spaces) | CHECKS £64334-94340
Complete Explanation 4 (30 spaces) |
Purpose for
IV Doe 646-1234 the JV (50
Originated By / Date/ Phone Number Fiscal Monitor Printed Name /| 227" e Reviewed By / Date

W 4 b v | IV Work Tsh For Copy ./ "Blank Sheet . Iv Instructions - "UPLOAD %3
Ready | P9 |

Click OK to correct this error before printing. The actual total does not equal zero.

Various messages may appear after the “Print” button is selected as the following validation
checks are made:

0 The Banner Username and Transaction Date fields contain data.

0 The Sequence lines must contain an Index, Fund, Account, Description, and signed

Amount.

o 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.
o0 Originated By / Date / Phone Number are required and must be between 10 and 50

characters long.

o]

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

(&) '+ Sample_Electronic_AFR_IV_Entry.xlsm - Microsoft Excel - 7 X

- W o Data  Review  View  Developer

| & cut Courier B =i Wrap Text General - *j B rl H
B, (2] |G S
Pavste - Format Painter B I ] | |8 - % o ||%8 5% Fcoorrr:‘da\tttl‘onngalv asFt_:r;rg‘aetv Styc-\illv Insert Delete Forvmat B cleore
Clipboard & Font = Alignment (E] Number & Styles Cells Editing
] - fe| 113761 ¥
A | B [ o E F G H | K L M N
1 Clear Work Tab Data | Check Actual Total Validate Data Copy To IV Tab
2 {Index, Fund, Account, Amount and Description are COPY areas for the JV tab page. Header 1, Header 2, Header 3, Header 4 and Header 5 are working areas.) 1
D/C ABS_Amoun' Index Fund Account Description Amount Header 1 Header 2 Header 3 Header 4 Header 5
D 3,3875‘1'113761 iEDE?lE 724100 BK 80 DSi-trawvel ext. workers 3,387 64
D 3788 113761 603713 732810 BK 80 Cleaning supplies 37 .98
D 2067 113761 603713 732001 BK 80 Plastic rope 80.67
D 203100 113761 603713 740100 BE 80 Printer server.ext hard drive 2.031.00
D 45000 113761 603713 740100 BK 80 Microwave 450.00
D 14283 113761 603713 730200 BK 80 Fuel and car wash 149 .89
D 4623 113761 603713 761001 BK 80 M. A Jabarkhel med exams<neds 4683
D 15000 113761 603713 761001 BK 80 Dr. Paul med exam meds 150.00
D 5862 113761 603713 730200 BK 80 Gas chgs wveh #21425 58.62
D 31440 113761 603713 761001 BK 80 Translation services 314 .40
D 25843 113761 603713 724100 BK 80 DSi-trawvel Mr. Muradi 258 .43
D 32823 113761 603713 750380 BK 80 Cell phone calling cards 328.23
D 122300 113761 603713 740100 BK 80 Mattress. pillows, bed sheet 1.223.00
D 1,35000 113761 603713 740100 BEK 80 Two automatic leveler 1.350.00
D 56753 113761 603713 737001 BK 80 Bulk food 567 .53
D 2182 113761 603713 731000 BK 80 Office supplies<Herat office 91.82
D 20263 113761 603713 731000 BK 80 Office supplies 202 .63
D £565 113761 603713 724100 BK 80 Trawel M. Ayoub 65 6E
D 18346 113761 603713 730200 BK 80 Gas-car wash wveh #89851 183 46
o 3500 113761 603713 740100 BK 80 Sony flash drive 35.00
o 7330 113761 603713 730200 BK 80 Gas-lube-car wash veh#214285 73.30
o 4525 113761 603713 730200 BK 80 Lube for veh #2142% 45.95
o 4541 113761 603713 724100 BK 80 A.H. Khan taxi charges 45.41
o 1124 113761 603713 755200 BK 80 LP gas for kitchen 11.24
o €54 113761 603713 760010 BK 80 Airport parking ticket £.54
o 5843 113761 603713 730200 BK 80 Gas chgs veh #2142% £8.43
o 237256 113761 603713 740100 BK 80 Laptop.desktop, blank CDs 2,374.56
o 23730 113761 603713 755200 BK 80 Generator diesel 237.30
o 77881 113761 603713 730200 BK 80 Vehicle gas-lubricants 778.81
o 520424 113761 603713 754400 BK 80 Vehicle maint-repair £29.44
o 12326 113761 603713 731000 BK 80 Office supplies 123,26
o 2622 113761 603713 732600 BK 80 Electrical supplies 26.29
o 2854 113761 603713 730200 BK 80 Vehicle lubricants 28.54
o 26266 113761 03713 744100 BK 20 Pole for internet antenna 269 66
D 2022 113761 603713 731100 BE 30 Computer accessories 20.22
& D 4921 113761 603713 736900 BK 80 Fertilizer 49.21
o 3371 113761 603713 754140 BK 80 A-C gas filling-service 33.71
g D €74 113761 603713 750110 BK 80 Cable TV subscription £.74
o 1055 113761 603713 744400 BK 80 Vehicle maint-repair 19.55
o 2020 113761 603713 753900 BK 80 Taxi charges 20.90
o 56.18 113761 603713 754140 BK 80 A-C installation C6.1%
o 4204 113761 03713 766010 BK 80 Internet connection services 44.94
o 18427 113761 603713 753900 BK 80 Vehicle rental 184.27
2] 161728 113761 03713 761001 BK 280 Laborer wages-demo plots 1,617.98
v [ v | Work_Tab_For_Copy . Blank_Sheet - JV Instructions -~ UPLOAD _~ 1 ]]! il
= [EoO S +
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 JV total
and copy the information to the JV 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 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) DIC: This is a read-only value. The debit / credit indictor is calculated for the sign of the amount
column. “D” is calculated for a positive amount (i.e. 999.99). “C” 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) Fund: The Banner data enterable fund code (6 characters long).

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

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

8) 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.

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

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

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

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

13) 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

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

OK To Clear All Data {Last Confirmation) ? x

L] E Are wau SURE wau wank ko clear all data on this page?
L

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. For a JE16 entry, these
must equal zero. You will see one of the following messages when this button is activated.

Actual Document Total

i ) Ackual Docurment Tokal = $0.00

[The sum of all debits and credits are zero - there are no errors.)
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Actual Document Total

i ] Actual Document Tokal = -$0.02

(The sum aof all debits and credits must equal zero - there is an error somewhere in the Amount column, )

If the Actual Document Total = $0.00, the JE16 entry amounts are correct. If the Actual
Document Total does not equal $0.00, you will need to correct the error in the Amount column.

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.

OK To Check Data ¥alidation? %
! E Ok ta check data validation?

Click Yes to run validation, No to cancel.

Data ¥alidation For Work_Tab,_For_Copy Problem - Total Rows: 712

"'_-, Drata values for the Index, Fund, Account and Description calumns all passed length walidations,
L

There is a problem with the Actual Document Tokal ¢ -$0.02 )

(The sum of all debits and credits must equal zero - there is an error somewhere in the Amount column, )

This indicates a problem with the Actual Document Total that must be corrected.
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Sample Error Message

Financial Information Processing

@) E B ) ;
:‘9 Home Insert Page Layout Formulas Data Review View Developer x
& cut Courier - |10 [#~| | SewrapText General - ﬂ :%E;ﬂl E‘AI e I ;
153 copy = — 8] Fin-
<0 .00 !
Pavm -# Format Painter | e | |8~ % o f|m8 £ s;rrr:.‘dal(ttlﬁ-‘n;l- a:?;ﬂf:. SUC-\EEI:- Fjr:nal &2 Clear =
Clipboard = Font = Alignment = Number & Styles Cells Editing
F7 - | ¥
A B C o E F G H ) K L M N
1 Clear Work Tab Data Check Actual Total Validate Data Copy To IV Tab
2 (Index, Fund, Account, Ameunt and Description are COPY areas for the IV tab page. Header 1, Header 2, Header 3, Header 4 and Header 5 are working areas.) 1
3 Seq D/C ABS_Amoun Index Fund Account Description Amount Header 1 Header 2 Header 3 Header 4 Header5
L 1D 338784 113761 603713 724100 BEK 80 DSA-travel ext. workers 3.387 .64
5 2D 3798 113761 603713 732810 BK 80 Cleaning supplies i RN
6 3D 8067 113761 603713 732001 BK 80 Plastic rops a0.67
7| 4D 203100 113761 603713 EE 80 Printer server.ext hard drive 2,031.00
8 5D 45000 113761 603713 740100 BK 80 Microwave 450.00
9 6 D 14882 113761 603713 730200 BK 80 Fuel and car wash 149 .89
7D 4683 113761 603713 761001 BK 80 M A Jabarkhel med exams<meds 46.83
8 D 150.00 113761 603713 761001 BK 80 Dr. Paul med exan meds 1so.00
9 D 5862 113761 603713 730200 BK 80 Gas chgs weh #21425 58 62
10 D 31440 113761 603713 76l001 BE 80 Translation services 314.40
11 b 25843 113761 603713 724100 BK 80 DSA<travel Mr. Huradi 258 .43
12 D 32823 113761 603713 750380 BEK 80 Cell phone calling cards 328.23
13 D 1,223.00 113761 603713 740100 BE 80 Mattress.pillows, bed sheest 1.223.00
4 o 135000 113761 603713 740100 BK 80 Two autong
15 D 56753 113761 603713 737001 BK 80 Bulk food JUACIERRIIRRAT0]
16 D 2182 113761 603713 731000 BK 80 Office sug
17 o 20263 113761 603713 731000 BK 80 Office suf J}\ AR s,
18 D 6565 113761 603713 724100 BK 80 Travel M L
19 D 18346 113761 603713 730200 BK 80 Gas/car wg
20 D 3500 113761 603713 740100 BK 80 Sony flas]
21 D 7330 113761 603713 730200 BK 80 Gaslube g
22 D 4585 113761 603713 730200 BK 80 Lube for wsh #21425 45 .95
23 D 4541 113761 603713 724100 BK 80 A H. Ehan taxi charges 45 .41
24 D 1124 113761 603713 755200 BK 80 LP gas for kitchen 11.24
25 D 6.54 113761 603713 760010 BE 80 Airport parking ticket 6,54
26 D 5843 113761 603713 730200 BE 80 Gas chgs wsh #21425 58.43
27 D 237456 113761 603713 740100 BE 80 Laptop.dssktop. blank CDs 2,374.56
22 D 237.30 113761 603713 755200 BE 80 Generator dissel 237.30
23 D 778.81 113761 603713 730200 BE 80 Vehicle gas-lubricants 778.81
30D 52844 113761 603713 754400 BK 80 Vehicle maint-repair 529.44
31 D 123.26 113761 603713 731000 BK 80 Office supplies 123.26
32 D 26.29 113761 603713 732600 BE 80 Electrical supplies 26.29
33 D 2854 113761 603713 730200 BE 80 Vehicle lubricants 28.54
34 D 26366 113761 603713 744100 BK 80 Pole for internst antenna 269 .66
35 D 2022 113761 603713 731100 BE 80 Computer accessories 20.22
36 D 4521 113761 603713 736900 BK 80 Fertilizer 49.21
37 D 3371 113761 603713 754140 BK 80 AC gas filling-service 33.71
3 D 674 113761 603713 750110 BK 80 Cable TV subscription 6.74
33 D 1955 113761 603713 744400 BK 80 Vehicle maint-repair 19.55
4 D 8050 113761 603713 753900 BK 80 Taxi chargss 80.90
41 D 56.18 113761 603713 754140 BK 80 AC installation S6.18
42 D 4434 113761 603713 766010 BK 80 Internst connection services 44.94
43 D 18427 113761 603713 753900 BE 80 Vehicle rental 184 .27
7|44 D 161798 113761 603713 761001 BE 80 Laborer wages-demo plots 1.617.98
M 4+ M[ IV Work_Tab_For_Copy - Blank Sheet " JV Instructions .~ UPLOAD % & ) m
Ready | [l e e

This indicates a problem with a missing value or length. 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

Qu,, =R Q) = sample_Electronic_AFR_JV_Entry.xlsm - Microsoft Excel - 8 X
~ Home Insert Page Layout Farmulas Data Review View Developer @ - 7 x
=1 § cut | s = ) = e FE | Z AutoSum - 3

B Copy Courier 10 - |A A = = =||¥| |5 WrapTexdt General - E:Iéj “ﬁ :‘d J'I' _r‘ _a_l - %? }}
" roma e | [B 7 || B A Sessacene - (87 % o (W8] st fam o e oo D e peg
Clipboard & Font = Alignment (E] Number & Styles Cells Editing
[ a2 - fe| 113761 3
A B C D E F G H ] K L M N |

1 INDEX FUND_CODE ACCT_CODE TRANS_DESC TRANS_&MT ABS_TRANS_AMT DR_CR_IND B

2 [113761]3713 724100  BK 80 DSh/travel ext. worksrs 3,387 .64 3,387.64 D

3 (113761 603713 732810 BE 80 Cleaning supplies 37.96 37.96 D

2 (113761 603713 732001  BK 80 Plastic rope 80 67 80.67 D

5 '113?61 '603713 '?40100 BK 80 Printer server.ext hard drive 2.031.00 2.031.00D

6 /113761 803713 740100  BK 80 Microwave 450.00 450.00 D =

7 113761 603713 730200 BK 80 Fuel and car wash 149.a9 149.89 D

8 113761603713 761001  BK 80 M. A Jabarkhel med swams/meds 45 83 46,83 D

9 113761 603713 761001 BK 80 Dr. Paul med exam/meds 150.00 150.00 D

10113761 603713 730200 BK 80 Gas chgs veh #21425 5862 58.62D

11113761 603713 761001 BK 80 Translation services 314.40 314.40 D -

12113761 603713 724100  BK 80 DSAtravel Mr. Muradi 25843 258.43 D

13113761 603713 750380 BK 80 Cell phone calling cards 326.23 326.23 D

14 (113761 603713 740100 BK 80 Mattress, pillows, bed shest 1,223.00 1,223.00 D

15 113761 603713 740100 BK 80 Two automatic leveler 1.350.00 1.350.00 D

16113761 603713 737001  BK 80 Bulk food 567.53 567.53 D

17113761 603713 731000 BK 80 Office supplies/Herat office 91,82 31.62D

18113761 603713 731000  BK 80 Office supplies 202 .63 202.63 D

15 113761 603713 724100 BK 80 Travel M. Ayoub £5.65 £5.65D

20113761 603713 730200 BK 80 Gas/car wash veh #33851 183 .46 183.46 D

21113761 603713 740100 BK 80 Sony flash drive 35.00 35.00D

22 (113761 603713 730200 BK 80 Gas/lube‘car wash veh#21425 73.30 73.30 D

22113761 603713 730200 BK 80 Lube for wveh #21425 45.95 45.95D

24113761 603713 724100 BK 80 A H. Khan taxi charges 15 41 4541 D

25 (113761 603713 755200 BK 80 LP gas for kitchen 11.24 11.24D

26 (113761 603713 760010  BK 80 Airport parking ticket 654 £.54D

27113761 603713 730200 BK 80 Gas chgs weh #21425 58.43 50.43D

25113761 603713 740100  BK 80 Laptop desktop, blank CDs 2,374 .56 2,374.56 D

25 113761 603713 755200 BK 80 Generator diesel 237.30 237.30 D

30 (113761 603713 730200  BK 80 Vehicle gas/lubricants 778 .81 778.81 D

31113761 603713 754400 BK 80 Vehicle maint/repair 529.44 529.44 D

32 (113761 603713 731000  BK 80 Office supplies 123.26 123.26 D

33113761 603713 732600 BK 80 Electrical supplies 26.29 26.29D

31113761 603713 730200  BK 80 Vehicle lubricants 28 .54 28.54D

35 113761 603713 744100 BK 80 Pole for internst antenna 269.66 269.66 D

36113761 603713 731100 BK 80 Computer accessories 20.22 20.22 D

37113761 603713 736900 BK 80 Fertilizer 43 21 4321 D

35 (113761 603713 754140 BK 80 A/C gas fillingsservice 33.71 33.71D

20 M113me1 enamia Tacniin DU 8A Falda TU caabmmnd e i e ¢ 74 PRETE E

W 4 » | IV work_Tab_For_Copy | Blank_Sheet . IV Instructions - UPLOAD %1 [ I I Bl

Ready | B3 [EEEmET e U (+)

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 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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JV Instructions Tab Page

' -8 )T Sample_Electronic AFR_JV_Entry.xlsm - Micrasoft Excel S
! —e—————
[ Home { Insert

Page Layout Formulas Data Review View Developer

@ - o
R R T e R S e—| R N SR RN

apy

Eele e #] Fit -
Paste . B P = i Merge & Center| v % 9 Conditional Format  Cell Insert Delete Format Sort & Find &
« . Format Painter ‘ = |[£2 L] ‘ | L;E— | | D=0 o rmatting - as Table = Styles = - b 5 (2 Clear ~ Filtar = Selact >
Clipboard Pl Font ) Alignment ] Number Pl Styles Cells Editing
a1 ~Q £

Index Web Page Lookup | Account Web Page Lookup |

The Excel form serves one purpose:
To alow multi-line Joumal Vouchers to be uploaded and posted to Banner.

(1) JV Information (JV Tab Page)
¢ Banner Usaname (required): The originator's Banner Username (1. 1doe2010)
¢ Transaction Date (required): The trensaction date is used to determine the fiscal period and fiscal

vear that wall be used for posting. Thisis eritical duning vear end close processing when two fiscal years
are open. 1f you have any questions about the transaction date to use, pl ease contact your fiscal monitor,

Index (required): This is the shorteut rumber used to identify the FOAPAL string you are debiting or
crediting, If vou are not sure what Index to use, a current list is avalable at the fbllowing link
http: b fweb] nmsu. edu/FSAFTVACC fvaca_lookup asp

Fund ({required): The Banner data enterable fund code

Account (required): The account equals one ofthe current Banner account codes, If you are not sure
what Account to use, a cumrent list is avalable a the following link
hittp: Afwmrwr nmsw edud/~boffice/Banner/Bann er%20 Operating %2 0 Led ger%20 Account¥%2 0Codes s

¢  Amount (required): Enter the anount that will be debited or credited

o Mote that each debit or credit 15 to be presented on a separate line ofthe form. Howewver, debits
st equal credits in total for the form

o Foran amount tobe considered a debit on the IV, the originator either must enter a plus sign "+"
before the amount or just enter the amount. To create a credit on the JV, the originator must
enter anegative sign "-" before the amount.

o Decimals must be used when entering amounts.

o Please look at the tzble below to determine if the account needs to be debited or credited.

Account Debit (1) Credit (-
Revenue Decrease Increase
Expense Increase Decrease
Asset Increase Decrease
Liability Decrease Increase

o DVC: The form will automatically calculate it as a debit or credit based on what was entered in the
Amount field.

¢ Description (required): Enter the originel transaction desciption of the item you are correcting

W 4 » v [ IV~ work_Tab_For_Copy .~ Blank_Sheet | JV Instructions . UPLOAD ~¥3
Ready | B |

Figure 6

The JV Instructions tab page shown in Figure 6 describes how to properly create a Banner JE16 journal
voucher. This can be printed out for reference.

e Banner Lookups are available through Cognos
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UPLOAD Tab Page

l:l-, - )+ Sample_Electronic_AFR_JV_Entry.xlsm - Microsoft Excel - X
= ‘ Home { Insert Page Layout Formulas Data Review Wiew Developer ® - = x
Cut r P = T - Lo e || Chhe P X AutoSum *
L S| By g o R (B 2o
PP ot pamer | (B4 B[ A i | e e e - S i
Clipboard F] | Font ) Alignment {F} Number Pl | Styles Cells Editing
Al *Q Fe| Sequence ¥
Pl ~ [8] c [ b | e ] F Ll H L oo [l «k
1 |Sequence| Rucl Index Fund Account Amount DR_CR Description Reference Bank System_ID
| 2 | 1 JE16 113761 603713 724100 $3,387.64 D BK 80 DSA/travel ext. workers JVDOE 30 JVFEED
2 2 JE16 113761 603713 732810 337.98 D BK80Cleaning supplies JWDOE 30 JVFEED
4] 3 JE16 113761 603713 732001 580.67 D BK 80 Plastic rope JVDOE 30 JVFEED
5] 4 JE16 113761 603713 740100 $2,031.00 D  BK 80 Printer server,ext hard drive JWDOE 30 JVFEED
6] 5| JE1I6 113761 603713 740100 $450.00 D BK 80 Microwave JVDOE 30 JVFEED
7] 6 JE16 113761 603713 730200 $149.83 D  BK 80 Fuel and car wash JWDOE 30 JVFEED
8] 7 JE16 113761 603713 761001 546.83 D BK 80 M.A.Jabarkhel med exams/meds JVDOE 30 JVFEED
9] 8 JE16 113761 603713 761001 $150.00 D  BK 80 Dr. Paul med exam/meds JWDOE 30 JVFEED
10| 9 JE16 113761 603713 730200 558.62. D BK 80 Gas chgs veh £#21425 JVDOE 30 JVFEED
B 10| JE16 113751 603713 761001 $314.40 D  BK 80 Translation services JWDOE 30 JVFEED
13 11 JE16 113761 603713 724100 $258.43 D BK 80 DSA/travel Mr. Muradi JVDOE 30 JVFEED
13 12| JE16 113751 603713 750380 $328.23 D  BK 80 Cell phone calling cards JWDOE 30 JVFEED
s 13 JE16 113761 603713 740100 $1,223.00 D BK 80 Mattress,pillows,bed sheet JVDOE 30 JVFEED
[15] 14| JE16 113751 603713 740100 $1,350.00 D  BK 80 Two automatic leveler JWDOE 30 JVFEED
16| 15 JE16 113761 603713 737001 $567.53 D BK 80 Bulk food JVDOE 30 JVFEED
o 16| JE16 113751 603713 731000 591.82 D  BK 80 Office supplies/Herat office JWDOE 30 JVFEED
18] 17 JE16 113761 603713 731000 $202.63 D BK 80 Office supplies JVDOE 30 JVFEED
o] 18| JE16 113751 603713 724100 365.65 D  BK80Travel M. Ayoub JWDOE 30 JVFEED
20 19 JE16 113761 603713 730200 $183.46 D BK 80 Gas/car wash veh #89851 JVDOE 30 JVFEED
240 20| JE16 113751 603713 740100 335.00 D  BK 80 Sony flash drive JWDOE 30 JVFEED
| 2] 21 JE16 113761 603713 730200 $73.30/ D BK 80 Gas/lube/fcar wash veh#21425 JVDOE 30 JVFEED
23 22 JE16 113761 603713 730200 34595 D  BK 80 Lube for veh 21425 JVDOE 30 JVFEED
2 23 JE16 113761 603713 724100 $45.41 D BK 80 A.H. Khan taxi charges JVDOE 30 JVFEED
5] 24| JE16 113751 603713 755200 51124 D  BK80LP gas for kitchen JWDOE 30 JVFEED
26| 25 JE16 113761 603713 760010 $6.54 D BK 80 Airport parking ticket JVDOE 30 JVFEED
27| 26| JE16 113751 603713 730200 35843 D  BK 80 Gas chgs veh 21425 JWDOE 30 JVFEED
28] 27 JE16 113761 603713 740100 $2,374.56 D BK 80 Laptop,desktop, blank CDs JVDOE 30 JVFEED
29| 28| JE16 113751 603713 755200 $237.30 D BK 80 Generator diesel JWDOE 30 JVFEED
30| 29 JE16 113761 603713 730200 $778.81 D BK 80 Vehicle gas/lubricants JVDOE 30 JVFEED
a1 30| JE16 113751 603713 754400 $529.44 D  BK 80 Vehicle maint/repair JWDOE 30 JVFEED
32 31 JE16 113761 603713 731000 $123.26 D BK 80 Office supplies JVDOE 30 JVFEED
a3 32| JE16 113751 603713 732600 526.29 D  BK80Electrical supplies JWDOE 30 JVFEED
34| 33 JE16 113761 603713 730200 528.54 D BK 80 Vehicle lubricants JVDOE 30 JVFEED
35 34| JE16 113751 603713 744100 $269.66 D  BK 80 Pole forinternet antenna JWDOE 30 JVFEED
36| 35 JE16 113761 603713 731100 520.22. D BK 80 Computer accessories JVDOE 30 JVFEED
a7 36| JE16 113751 603713 736900 $49.21 D  BK 80 Fertilizer JWDOE 30 JVFEED
38| 37 JE16 113761 603713 754140 $33.71 D BK 80 A/C gas filling/service JVDOE 30 JVFEED
20 o _iciE 112761 &n3712 _7Sni1n 24N DV On Fablo Ticubcorintion IV Tat 30 neccen
W 4 » [ v 7 Work_Tab_For_Copy . Blank Shest IV Instructions | UPLOAD %2 [
Reasy | 1|
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 JV Data Using the Excel JV Template

o If you want to directly enter data, use the JV tab page. On Page 1, you will need to enter a
Banner Login ID, Transaction Date. For the Sequence Detail, enter the Index, Fund, Account,
and Description. For the Amount, to create a Debit, enter a positive amount (i.e. 999.99.) To
create a Credit, 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, Fund, 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 debit / credit indicator (D/C), 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 F, cell F2 is: =IF(G2 = “C”, E2*-1, E2). You
can then copy the formula down for other column rows in column F. Once this is done
copy the converted values, and then paste values into column E. This is illustrated in
Figure 8.

insert Page Layout Farmutet Data “
B Courler S AT AT rap Tex umbe u EI"
Pute aintey | B 4 W[ TS | (BE W R A fuegencenter s (80 % v 2 ot l
S| 3387 64 po
a B C D 3 F G ]
1 I_:Ml)@li 'FIII'U_OUDE_IU:T_W TRANS_DESC THANS AT SIGNED_ANT PR_CR_IKD
2 113761 603713 724100 BE 80 DSA-traw 3.387. 64 3.387 64D
% 37 98 37 98D
B0 .67 80 67 D
2,031, 00 2.031 00D
450.00) 450 00D
149 89 149 89D
46.8]) 4683 D
150 . 00) 150 00 D
58.62] 58 620D
314 40 314 40 D
25847 258.43 D
az2g 23 328 23D
1.223. 00 1.223.00D
':H(I!'I(I 1,350 00) 1,350 00D
I.737:301 f 567.5]) 567.53D
B C 91 82 91 82D
202 6] 202.63D
65 65| 85 65 D
183 46 183 46D
35 00 35 oo D
73. 30 73.30D
45 95 45 95D
45 .41 45410
11. 24 11 24D
6. 54| 6.54D
58 43 58 43D
2. 37456 2.374.56D
23730 237 a0 D
7788 77881 D
529 44 529 44D
123 24 123.26 D
2629 26 29D
2854 28.540D
269 b 269 66 D
20. 22 20.22D
4% 2 4 nn
33.71 33.71 D
&2l TN L TR
Aversge 147754 Count 136 Sume X094508 [fE5 00 0 |00sel-k i o
Figure 8
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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 Usethe Work_Tab_For_Copy tab page for moving data into the JV tab page. Data will be
validated prior to moving.
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