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Excel JV Entry Departmental Template

The Excel JV Entry Departmental template is used for creating Banner JED 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_JV_Entry Departmental.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 2 tab pages for formatting and working with data.

e Requires 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 Uses a new rule class code called JED, which is clone of the Banner JE16 rule class code.

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 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 JED entries, 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 @

'-6-' Pasting directly (using Paste / Ctrl W) into this page is not allowed,
"~ Datavalidation rules and cell formats would be deleted,
If wou need to paste something, use Paste Walues,

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

I\FIP\JV Templates-Excel\Excel JV Entry Departmental Template Instructions.docx Page 2



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

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 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!

|'.n_7.| Save s @

@Qv| » GaryBlack » My Documents » Feeds » My Feeds v|$¢|| Search My Feeds 2

Organize = Mew folder EEES @

4 | My Documnents i Marme Date modified Type
1302YFT1246

AFR W Forms

AFR Year End Fy12
AP Checks

BAI

Banner Security batrix

@ Excel_I¥_Entry_Central_Office - Examplesx.,  4/25/2013 3:22 Pi Microsoft Excel M.,

m

Banner_Zips

Detail Codes

Do_Mot_Delete

4 Feeds

Iy Feeds
Mewr Excel Feeds
Mew Excel bulti-Tab Files
Mew Test Files
Revised Feeds - Mo Fund
UC4 Test Files

Finance §-6
F34 - W Approvals - 4 [ 3
File name: Excel JV_Entry_Departmental - Examplexlsm -
Save as type: | Excel Macro-Enabled Workbook (*.xlsm) -
Authors: FIP Tags: Add a tag Title: Add a title
Save Thumbnail
“ Hide Falders Toaols = Save 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.

™| & = Excel_IV_Entry Departrental - Exarplexlsm - Microsoft Excel o B 8
E Home | Insert  Pagelayout  Farmulas Data  Rewiew  Wiew  Developer  AddIns  Acrobat o @
& cut Times Mews Roman + 10 = | = - | _DJ = M }}

23 Capy - = ] Fill -
B I U § v % o Format | Find 2
 Format Painter = = - &2 Clear - Select
Cliphoard Font Alignment Number styles Cells Editing
!} Security Warning  Macros have been disabled, Enable Cantent X
F2 - Je | WDOE A
i Banner Username Transaction Date -
Page 1 of 2 Clear all Data validate I—IJ'VDOE 04/25/2013
Eriteryour Fiscal Year
Document # e 2013
- Electronic Journal Youcher - Departmental Username here |
Tnden Description (i.e. jdoe2010)
Sequence | JVCode |(FOAPAL)| Account (35 Spaces) Amount /e Reference
JED 112229 57410 |GLA Chgs Cheer Spring 13 $1,277.00 D IVDOE
2 JED 112201 757470 |Book Reimbursement MBA Spring 13 $404.00 D JVDOE
3 JED 112100 757470 |Book Reimbursement MEE 3pring 13 $142.00 D JVDOE
4 JED 112194 57410 |GLA Chgs MCC Spring 13 $236.00 D IVDOE
3 JED 112196 757470 |Book Reimbursement WBB Spring 13 $34.00 D IVDOE
é JED 112202 757470 |Book Reimbursement WEB Spring 13 $1,102.00 D JVDOE
7 JED 112201 757450 |Meals Scheduled Chgs WG0 Spring 13 (f200m| C IVDOE
g JED 112201 757450 |Mleal Chgs W00 Spring 13 $3,236.00 D IVDOE
9 JED 112201 757410 |GLA Chgs WGO Bpeing 13 $3,020.00 D JYDOE
1n JED 112325 757470 |Book Reimbursement W20 Spring 13 $21.00 D JVDOE
11 JED 113825 757450 |Mleals Scheduled Chgs W30 Spring 13 (f2090m| C IVDOE
12 JED 113825 757430 |Room Scheduled Chgs W0 Spring 13 $1,0800m| C IVDOE
1z JED 112192 757410 |GLA Chgs WEW Spring 12 $1,031.00 D JVDOE
14 JED 112202 757450 |Meals Scheduled Chgs WTK 3pring 13 (B45000)| © JVDOE
13 JED 112202 757430 |Room Scheduled Chgs WTE Spring 13 $1,000.00 D IVDOE
16 JED 112187 757400 |Clear GlA Chgs Spring 12 ($5,56400| C JVDOE
17 JED 112127 757470 |Clear Book Chgs Spring 12 (3177000 © JVDOE
12 JED 112187 T57400 | Clear Meals Sched Chgs Spring 13 $2,062.00 D TVDOE
19 JED 112187 F57400  |Clear Meal Chgs Spring 13 4323600 C IVDOE
20 JED 112127 757400 |Clear Room Sched Chgs Spring 13 $20.00 D JVDOE
21 JED 112220 757400 |Reclass tul waiver Cheer Spring 13 4127700 JVDOE
22 JED 112194 F57400 | Reclass tud waiver MCC Spring 13 (23600 C IVDOE
Document Total 4249782 00
Actual Total $0.00
Complete Explanation 1 (50 spares) [Clear (4
Complete Explanation 2 (50 spaces) |Reverse Retantion created 1-25-13
Complete Explanation 3 (50 spaces)
Complete Explanation 4 (50 spaces)
-
Moy M| IV Work_Tab_For_Copy Elarik_Sheet I Instructions UPLOAD 2 4 3
Ready | 73 | || 00% (= +
— T m T T —— T — — =
Figure 1
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JV Tab Page

Cost Accounting and Financial Reporting — FIP

-« &= Excel_IV_Entry_Departmental - Example.xlsm - Microsoft Excel o B =
E Home | Insert  Pagelayout  Formulas  Data  Rewlew  iew  Developer  AddIns  Acrobat o @ o =
Ko Times Mew Roman « 10~ . - | :J = N }}
53 Copy - = @] Fil~
Paste B I U $ Format N Find &
+ < Format Painter = = - &2 Clear - Select ~
Clipboard Font Alignment Number Styles Cells Editing
- £ | WDOE hd
Banner Username Transaction Date ol
Page 1 of 2 Clear all Data Validate VDOE 04/25/2013
Enter yaur Fiscal Year
Document # erImar 2013
Electronic Journal Youcher - Departmental Usermerma o
Tnden Description (i.e. jdoe2010)
Sequence | JV Code |(FOAPAL)| Account (35 Spaces) Amournt D/C Reference
1 JED 112220 757410 |GLA Chgs Cheer Spring 13 $1,277.00 D JVDOE
2 JED 112201 757470 |Book Reimbursement MBA Spring 13 $404.00 D JVDOE
3 JED 112190 757470 |Book Reimbursement MBE Spring 13 $142.00 D IVDOE
4 JED 112194 57410 |GLA Chgs MCC Spring 13 $236.00 D IVDOE
3 JED 112196 757470 |Book Reimbursement WEB Spring 13 $34.00 D JVDOE
6 JED 112203 757470 |Book Reimbursement WEB Spring 13 $1,102.00 D IVDOE
7 JED 112201 757450 | Mleals Scheduled Chgs WOO Spring 13 (f2090m| C IVDOE
8 JED 112201 757450 |Meal Chgs WOO Spring 13 4$3,236.00 D JYDOE
9 JED 112201 757410 |GLA Chgs W0 Spring 13 $3,020.00 D JVDOE
10 JED 113825 757470 |Book Reimbursement W30 Spring 13 $91.00 D IVDOE
11 JED 113825 757450 |Mleals Scheduled Chgs W30 Spring 13 (f2090m| C IVDOE
12 JED 112325 757430 |Room Scheduled Chgs WE0 Spring 12 ($1,08000)] © JVDOE
1z JED 112192 757410 |GLA Chgs WEW Spring 13 $1,031.00 D JVDOE
14 JED 112202 757450 | Mleals Scheduled Chgs WTEK Spring 13 (p4s00m| C IVDOE
13 JED 112202 757430 |Room Scheduled Chgs WTE Spiing 13 $1,000.00 D JVDOE
16 JED 112127 757400 |Clear G4 Chgs Spring 12 ($556400| JVDOE
17 JED 112187 T57470  |Clear Book Chgs Spring 13 $17T0m| TVDOE
12 JED 112187 F57400  |Clear Meals Sched Chgs Spring 13 $2,062.00 D IVDOE
12 JED 112127 757400 |Clear Meal Chgs Spring 13 (4323600 C JVDOE
20 JED 112127 757400 |Clear Room Sched Chgs Spring 13 $20.00 D JVDOE
21 JED 112229 F57400 | Reclass tud waiver Cheer Spring 13 4127700 C IVDOE
22 JED 112194 F57400 | Reclass tud waiver MCC Spring 13 (23600 C IVDOE
Document Total $249,732.00
Actual Total 3000
Complete Explanation 1 (50 spaces) |Clsar G14
Complete Explanation 2 (50 spares) [Reverse Retention created 1-2513
Complete Explanation 3 (50 spares)
Complete Explanation 4 (50 spaces)
-
W4y M| W Work_Tab For_Copy Elank_Shest I Instructions - UPLOAD .~ ¥J 4 4
Ready | 23 | |[EE|E 1 100% (= +
= T m T T — T — — Tl
Figure 2

The JV tab page shown in Figure 2 is the primary tab; it will be used to load the 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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JV 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) 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. JED is the Banner rule class code used for posting the JV.

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

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

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

10) 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.

11) 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)

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

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

14) 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 JED entry, these must equal zero.

15) 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.
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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.

-

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
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.
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Sample Error Message

9~ &l= o 2R
113 Haome Ihsert Page Layout Formulas Data Pt Wiew Deweloper Add-Ins Apobat o 9 o @ R
= & cut Times Mew Roman ~ 10 = A 4 == = | ¥ - 3 ﬂJ = N }}
53 copy ~ - @] Fill ~
Paste B 7 U = = | iE i= 3 [ B Farmat Find &
~ < Format Painter = B = =S > 2 Clear ~ Select~
Clipboard Font Alignment Humber Styles Cells Editing
- 3 v
Banner Username Transaction Date ol
Page 1 of 2 Clear All Data validate JVDOE 04/25/2013
Fiscal Year
Document # 2013
e Electronic Journal Voucher - Departmental —
Tndex Description
Sequence | JV Code |(FOAPAL)| Account (35 Spaces) Amount i Reference
1 JED 112229 757410 |GlA Chgs Cheer Spring 13 $1,277.00 D JVDOE
2 JED 112201 757470 |Book Reimbursement MBA Spring 12 ($4040m| C JVDOE
3 JED 112190 757470 |Book Reimbugsement MEE Spring 12 $143.00 D JVDOE
4 JED 112194 757410 |ClA Chgs MCC Spring 13 $236.00 D JVDOE
5 JED 112196 757470 |Book Reimbursement WEB Spring 13 $34.00 D IVDOE
[ JED 112203 757470 |Book Reimbursement WEB Spring 13 $1,102.00 D IVDOE
7 JED 112201 757450 |Meals Scheduled Chgs W00 Soring | ch2nenml IVDOE
2 ED 112201 | 757450 |Meal Chgs WO Sprin] Debit - Credit Enor [l [oos
9 JED 112201 757410 |G1A Chgs WO Spring IDOE
o JED 113825 757470 |Book Reimbursement The sum of all debits do not equal the sum of all credits, Please correct [DOE
11 JED 113825 757450 |Meals Scheduled Ch; B this befare printing. [DOE.
12 JED 113825 757430 |Room Scheduled Chgs [DOE
13 JED 112192 T57410  |GLA Chgs WEW Sprin, [DOE
14 JED 112202 757450 |Meals Scheduled Chg; Ok IDOE
15 JED 112202 757430 |Room 3cheduled Chgs OE
16 JED 112187 757400 |Clear GLA Chgs Spring 12 ($35,5640m| C JVDOE
17 JED 112187 757470 |Clear Book Chgs Spring 13 (b1,772.0m| JVDOE
18 JED 112187 F57400  |Clear Meals Sched Chgs Spring 13 $2,062.00 D IVDOE
19 JED 1121287 T57400  |Clear hWeal Chgs Spring 13 (4323600 C IVDOE
20 JED 112187 757400 |Clear Room Sched Chgs Spring 13 $20.00 D IVDOE
21 JED 112229 757400 |Reclass tui waiver Cheer Spring 13 (L,2770m| C JVDOE
22 JED 112194 757400 |Reclass tui waiver MCC Spaing 13 ($2360m| C JVDOE
Document Total $249,782.00
Actual Total ($202.0m
Complete Explanation 1 (50 spaces) |Clear GIA
Compleie Explanation 2 (50 spaces) |Reverse Retention created 1-35-13
Compleie Explanation 3 (50 spaces)
Compleie Explanation 4 (50 spaces) |
Purpose far
the I (30
characters)
-
Moy M| W WWork Tab For_Copy Blank_Shest I Instructions UPLOAD =] [| 4 »
Ready | B3 | || T 10036 (=) {+)

Click OK to correct this error in order to continue validation. The actual total does not equal
zero.

Various messages may appear after the “Validate” 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, 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
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& - &= Excel_IV_Entry_Departmental - Example.xlsm - Microsoft Excel o B 0=
m Home | Insert  Pagelayout  Formulas Data Rewiew  Wiew  Developer  AddIns  Acrobat o @ o =
R Courier S0 - A A - SiwirapTet General - E:l‘ A ; 0| = "
3 copy - A a # = ? o 5| =5~ ﬂ_‘ @] il - Ji}
- - . 0 .
" Sramerns BT 1 S v R fw o o ) TR T
Clipboard Fant Alignment Mumber Styles Cells Editing
D4 - J | 112229 v
Clear Work Tab Data Check Actual Total Validate Data Copy To IV Tab =
(Index, Account, Amount and Description are COPY areas for the JV tab page. Header 1, Header 2, Header 3, Header 4 and Header 5 are worldng areas.)
Seq DIC ABS_Amount Index Acconnt Description Amwount Header 1 Header 2 Header 3 Header 4 Header 5
10D 1,27700' 112229! 757410 GI4 Chgs Cheer Spring 132 1.277.00
2 D 404,00 112291 757470 Book Reimbursement MBA Spring 13 404.00
3D 145.00 112190 757470 Book Reimbursement MBB Spring 13 145.00
4 D 23600 112194 757410 GI4 Chgs MCC Spring 13 236 .00
50D 3400 112196 757470 Book Reimbursemsnt WEB Spring 13 34.00
6 D 1,102.00 112203 757470 Book Reimbursement WEB Spring 13 1.102.00
7oC 809.00 112201 757450 Meals Scheduled Chgs WGO Spring 13 —-809.00
8 D 3,236.00 112201 757450 Meal Chgs WGO Spring 13 3.236.00
8 D 3,020.00 112201 757410 GI4 Chgs WGO Spring 13 3.020.00
10 D 91.00 113825 757470 Book Reimbursement WSO Spring 13 91.00
1 809.00 113825 757450 Meals Scheduled Chgs WSO Spring 13 —-809.00
12 1,080.00 113825 757430 Room Scheduled Chgs WSO Spring 13 -1.080.00
13 D 1,051.00 112198 757410 GI4 Chgs WSW Spring 13 1.031.00
14 c 450,00 112202 757450 Heals Scheduled Chgs WTK Spring 13 -450.00
15 D 1,000.00 112202 757430 Room Scheduled Chgs WTK Spring 132 1.000.00
16 C 5,564.00 112187 757400 Clear GI4 Chgs Spring 12 -E.564.00
17 1,779.00 112187 757470 Clear Book Chgs Spring 13 -1.779.00
1B D 2,068 00 112187 757400 Clear Meals Sched Chgs Spring 13 2.068. 00
19 C 3,236.00 112187 757400 Clear Meal Chgs Spring 132 -3.238.00
20 D 80,00 112187 757400 Clear Room Sched Chgs Spring 13 80.00
21 © 1,277.00 112229 757400 Reclass tui waiver Cheer Spring 13 -1,277.00
2 23600 112194 757400 Reclass tui waiver MCC Spring 13 -236 .00
3 C 3,020.00 112201 757400 Reclass tui waiver WGO Spring 13 -3.020.00
24 C 1,031.00 112198 757400 Reclass tul waiver WSW Spring 13 -1.031.00
2 D 5,564.00 102015 757410 Reclass tul waiver Spring 13 5.5e4.00
2% D 105,600.00 112189 221120 To reverse retention 105,600 00
7 80,000 00 112189 614100 To reverse retention —80.000 .00
2 C 25,600.00 112189  £21910 To reverse retention —25,600.00
29
30
3
32
33
34
35
36
37
38
39
0
41
42
43
14
a5 -
W 4 » M| W | Work_Tab_For_Copy . Blank_Sheet I Instructions - UPLOAD .~ ¥J [14
Ready | B3 | | s (=) [}
= T T T T T — T —

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 JV total and copy the
information to the JV tab.

I\FIP\JV Templates-Excel\Excel JV Entry Departmental Template Instructions.docx
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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)

2)

3)

4)
5)
6)
7)

8)
9)

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.

DI/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).

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.)

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 amount 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.

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

2

-

Arctual Docurment Taotal @

'.6.' Actual Docurment Tatal = $0.00

(The sum of all debits and credits are zero - there are no errars,)

I\FIP\JV Templates-Excel\Excel JV Entry Departmental Template Instructions.docx Page 11
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-

Actual Document Total @

'.6.' Sctual Docurnent Total = $0.04

iThe surn of all debits and credits must equal zero - there is an error
somenvhere in the Armount calumn,)

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

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?

Yes Mo

Click Yes to run validation, No to cancel.

Data Walidation ForWork_Tab_For_Copy Problem - Total Rowes: 28 @
Data salues for the Index, Account and Description colurmns all passed
! length walidations,
There is a problem with the Actual Document Total { $0.04)

{The sum of all debits and credits must equal zero - there is an error
somenvhiere in the Amount column.)

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

e Copy to JV Tab: This button will run data validation checks and will copy data into the JV
work tab.

I\FIP\JV Templates-Excel\Excel JV Entry Departmental Template Instructions.docx Page 12
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A9 - &= Excel Jv_Entry_Departrental - Exampleslsm - Microsoft Excel = BOR
Hame Insert Page Layout Farmulas Data Review  Wiew Develaper  AddIns Acrobat a@oP =
d cut Courier S A = B Shwran et General - EJ‘:J ‘5 3-dl _DJ = T }3
Paste il o 0 .00 Cm’\di:J;I’\al F;I’mat _CEH Format j e Find &
o Fromatrane | B L T = $ 0% v [ %58 Formatting = as Table = Styles - 2 Clear~ Select

Clipboard Font Alighment Mumber Stwles Cells Editing
- i v
dear Work Tab Data check Actual Total Validate Data Copy To ¥ Tab =
(Index, Account, Amount and Description are COPY areas for the JV tah page. Header 1, Header 2, Header 3, Header 4 and Header 5 are working areas.)
Seq DI ABS_Amount Index Aceount Description Amount Header 1 Header 2 Header 2 Headex 4 Header 5
10 1,277.00 112229 757410 GIA Chgs Cheer Spring 13 1.277.00
2D 404 00 112291 757470 Book Reimbursement MBA Spring 13 404 .00
3D 148.00 112190 757470 Book Reimbursement MEE Spring 13 142,00
4 D 236.00 112194 757410 GIA Chgs MCC Spring 13 236.00
5 D 3400 112196 757470 Book Reimbursement WEE Spring 13 34 .00
6 D 1,102.00 112203 757470 Book Reimbursement WEB Spring 13 1.102.00
7C 809,00 112201 757450 Meals Scheduled Chgs WGO Spring 13 -809.00
& D 3,236.00 112201 757450 Meal Chgs WGD Spring 13 3.236.00
9 D 3,020.00 112201 757410 GIA Chgs WGO Spring 13 3.020.00
o D a1.00 113825 757470 Book Reimnbursemsnt WSO Spring 13 91.00
1 B0% .00 113825 757450 Meals Scheduled Chgs WSO Spring 13 -809.00
12 1,080.00 113825' !RDD!“ Scheduled Chgs WSO Spring 13 —1.080.00
13 D 1,031.00 112198 757410 GIA Chgs WSW Spring 1 1.031.00
14 ¢ 45000 112202 757450 Meals Scheduled Inwalid Account Length @
15 D 1,000.00 112202 757430 Room Scheduled
s © 5,564.00 112187 757400 Clear GIA Chgs
o ;;;:EE 112487 Cerdsu Slear Book the I, Account must be 5 or 6 characters long. Please comect this.
19 C 3,236.00 112187 757400 Clear Meal Chg
0 0 §0.00 112187 757400 Clear Room Sch
21 © 1,277.00 112229 757400 Reclass tui wai
2 236.00 112194 757400 Reclass tui wali
FEI 3,020.00 112201 757400 Reclass tul wa
24 C 1,031.00 112198 757400 Reclass tui waiver WSW Spring 13 -1.031.00
25 D 5,564.00 102015 757410 Reclass tui waiver Spring 13 5.564.00
2% D 105,600.00 112189 221120 To reverse retention 105.600.00
27 C 60,000.00 112189 614100 To reverse retention -80.000.00
28 C 25,600.00 112189 521910 To reverse retention -25.600.00
pric]
30
31
32
33
34
35
36
37
38
39
40
41
42
435
44
as -
W 4 » M| | work_Tab_For_Copy . Elank_Shest I Instructions UPLOAD -~ #2 m4 4
Ready | E3 | |EEE s (= y; {+)

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

-

(3]

Data Walidation QK

':0] Al data checks passed validation,

This indicates that the data validation checks all passed.

I\FIP\JV Templates-Excel\Excel JV Entry Departmental Template Instructions.docx
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& 9~ Q= Excel_IV_Entry_Departmental - Example.xdsm - Microsoft Excel o B 0=
m Home | Insert  Pagelayout  Formulas  Data  Rewlew  iew  Developer  AddIns  Acrobat o @ o =
== % cut . A o = .= . E” ) § Fem T G T Autesum - A
R Courier 10 A A EX S wirap Text General £ B B & o ﬂ_‘ e .Z? }3
P Fromapanier B T UL Slbrerge mconter v | 8 % S s tome- e o e T e i R
Clipboard Font Alignment Number Styles Cells Editing
a2 - J | 112229 5
& B © o] E F 5} H | J K L M I =
1 INDEX ACCT_CODE TRANS DESC TRANS_AMT SIGNED_AMT DR_CR_IND
2 112229! 757410 GIA Chgs Cheer Spring 13 1,277.00 1.277.00D
3 112291 757470 Bock Reimbursement MBA Spring 13 404 .00 404.00D
4 112190 757470 Book Reimbursement MBB Spring 13 148.00 148.00 D
5 112194 757410 GIA Chgs MCC Spring 132 236.00 236.00D
6 112196 757470 Bock Reimbursement WBB Spring 13 34.00 34.00D
7 112203 757470 Book Reimbursement WEB Spring 13 1,102.00 1.102.000
8 112201 757450 Meals Scheduled Chgs WGO Spring 13 -809.00 809.00 C
9 112201 757450 Meal Chgs WGO Spring 13 3.236.00 3.236.00D
10 112201 757410 GIA Chgs WGD Spring 13 3.020.00 3.020.00D
11 113825 757470 Book Reimbursement WSO Spring 13 91.00 91.00D
12 113825 757450 Meals Scheduled Chgs WSO Spring 13 -809.00 g0s.00C
1z 113825 757430 Room Scheduled Chgs WSO Spring 13 —1.080.00 i.080.00C
14 112198 757410 GIA Chgs WSW Spring 13 1.031.00 1.031.00D
15 112202 757450 Meals Scheduled Chgs WTKE Spring 13 -450.00 450.00 C
1le 112202 757430 Room Scheduled Chgs WTK Spring 13 1.000.00 1.000.00D
17 112187 757400 Clear GIA Chgs Spring 12 —5.564.00 E.S5e4.00C
18 112187 757470 Clear Book Chgs Spring 13 -1,.779.00 1.779.00C
19 112187 757400 Clear Meals Sched Chgs Spring 13 2,068.00 2,066.00D
20 112187 757400 Clear Meal Chgs Spring 13 —3.2236.00 3.236.00C
21 112187 757400 Clear Room Sched Chgs Spring 13 a0.00 80.00D
22 112229 757400 Reclass tui waiver Cheer Spring 13 -1,277.00 1.277.00C
23 112194 757400 Reclass tui waiver MCC Spring 13 -226.00 236.00C
24 112201 757400 Reclass tui waiver WGO Spring 13 —3.020.00 3.020.00C
25 112198 757400 Reclass tui waiwer WSW Spring 13 -1.031.00 1.031.00C
26 102015 757410 Reclass tui waiwer Spring 13 5.564.00 5.564.00D
27 112189 221120 To reverse retention 105.600.00 105,600.00D
28 112189 614100 To reverse retention —80.000.00 &0,000.00C
29 112189 621910 To reverss retention —25.600.00 25.600.00C
30
3l
32
33
24
35
36
37
el -
M 4 M| IV 7 Work_Tab_Far_Copy | Blank_Sheet 1V Instructions - UPLOAD %3 [14 ¥ [
Ready | B3 | |EE|EE 100% (=) {} {+)
= T m T T T — T — — Tl

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 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.

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

EHd9- &= Bural_I_Entry_Departrentsl - Exarmpleslrn - Microsoft Excel = & =
m Home | Insert  Pagelayout  Farmulas  Data  Review  View  Developer  AddIns  Acrobat o @ o =
- cut ) - ;
o Times New Roman + 12 | A7 A ¥ . | A
3 Copy - = ] Fill -
Paste B I U ; § - % o Farmat Find &
- Format Painter =Tl

= (2 Clear - Select v
Clipboard Font Alignment Humber Styles Cells Editing

A1 - F

The Excel form serves one purpose
To allow multi-line Journal ¥ ouchers to be uploaded and posted to Banner.

(1) JV Information (JV Tab Page)

* Banner Username (required): The originator's Banner Usemarne (e jdoe2010)

Transaction Date (required): The transaction date is wsed to determine the fiscal perdodand fiscal
wyear that will be used for posting. Thisis critical during year end close processing when two fiscal years
are open. If youhave any questions about the transaction date to use, please contact your fiscal monitor,

Index (required): Thisisthe shortcut number usedto identify the FOAPAL string you are debiting or
crediting. If youarenot sure what Indesx to use, a cumrent listis available af the following link:
hitp #h fiweb | nmsu.eduF 84 FTVACC Fitvacd lookupasp

Account (required): Theaccount equals one ofthe cumrent Banner account codes. If you are not sure
what A cocount t0 use, a current listis awailable at the following link
http: v nmeu, edu/~bo ficeBamnerB anner% 200 peratin g% 200 ed ger% 204 coount? 20C odes xls

A.mnum (required): Enter the amount that will be debited or credited,
Mote that each debit or credit is to be presented on a separate line of the form. Howewer, debits
st equal credits in total for the form.

o Foranamount to be considered a debit on the TV, the originator either must entera plus sign "+"
before the amount or just enter the amount. To create a credit on the JV, the originator roust
enter a negative sign "-" before the amount.

o Decirnals must be used when entering amouvnts

Please ook at the table below to determine if the account needs to be debited or credited

a

Account Dehit (+) Credit (-)
Revenue Decrease Increase
Expense Increase Decrease
Asset Increase Decrease
Liahility Decrease Increase

*  D/C: The form wall automatically calculate it as a debit or credit based on what was entered in the
Amount field.

®  Description {required): Enter the oniginal transaction description of the item you are cotrecting.

* Reference (required): The originator's Banner Username. This is avtoratically filled when the
Banner Username is entered

*  Document Total: Thisisthe total of the absolute values regardless of whether the amount isa debit or

-
o cradit
Moy M Work_Tab_For_Copy Elark_Sheet | 3V Instructions . UPLOAD 2 4 3
Ready | B3 | |[EE|E @ 100% (= +
— T T T = — T — 1 =l

The JV Instructions tab page describes how to properly create a Banner JED journal voucher. This can
be printed out for reference.
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UPLOAD Tab Page

= &= Excel_IV_Entry_Departmental - Example.xlsm - Microsoft Excel o B =
m Home Thsert Page Layout Farmulas Data Rewig Wiewr Developer  Add-Ins Acrobat a@ =@ =
A ‘* Cut Calibri oA A= ¥ M = ﬂ—‘ . " }}
53 Copy - - @] Fill -
Paste B I U i $ v % 9 0 .00 Format ) Find &
+ < Format Painter u = > &2 Clear = Seleck
Clipboard Font Alignment Mumber Styles Cells Editing
Al - Jx | Sequence A
Seguence  Rucl  Index Account Amount DR_CR  Description Reference Bank System_|D =
1 JED 112229 757410 51,277.00 D GlA Chgs Cheer Spring 13 JWDOE 30 MFEED
2 JED 112281 757470 $404.00 D Book Reimbursement hMBA Spring 13 WDOE a0 MNFEED
3 JED 112180 757470 $148.00 D  Book Reimbursement MBE Spring 13 WDOE a0 MNFEED
4 JED 112184 757410 5236.00 D GlA Chgs MCC Spring 13 MWDOE 30 MFEED
5 JED 11219 757470 %3400 D  BookReimbursement WEE Spring 132 MWDOE 30 MNFEED
6 JED 112203 757470 $1,102.00 D  Book Reimbursement WBB Spring 13 WDOE a0 MNFEED
7 JED 112201 757450 4809.00 C Meals Scheduled Chgs WGO Spring 13 MWDOE 30 MFEED
8 JED 112201 757450 53,236.00 D Meal Chgs WGO Spring 13 MWDOE 30 MFEED
9 JED 112201 757410 $3,020.00 D GlAChgs WGO Spring 13 WDOE a0 MNFEED
10 JED 113825 757470 %8100 D  BookReimbursement WSO Spring 13 WDOE a0 MNFEED
11 JED 113825 757450 5809.00 C Meals Scheduled Chgs WSO Spring 13 MWDOE 30 MFEED
12 JED 113825 757430 $L,080.00 € Room Scheduled Chgs WSO Spring 13 WDOE 0 MNFEED
13 JED 112198 757410 $L,031.00 D GlAChgs WSW Spring 13 WDOE a0 MNFEED
14 JED 112202 757450 6450.00  C  Meals Scheduled Chgs WTK Spring 13 DOE 30 MNFEED
15 JED 112202 757430 51,000.00 D Room Scheduled Chgs WTK Spring 13 MWDOE 30 MFEED
16 JED 112187 757400 $5,56400 C  Clear GlA& Chgs Spring 12 WDOE a0 MNFEED
17 JED 112187 757470 $1,778.00  C  Clear Book Chgs Spring 13 WDOE a0 MNFEED
18 JED 112187 757400 52,068.00 D Clear Meals Sched Chgs Spring 13 MWDOE 30 MFEED
19 JED 112187 757400 53,236.00 C Clear Meal Chgs Spring 13 JWDOE 30 MFEED
20 JED 112187 757400 %80.00 D Clear Room Sched Chgs Spring13 WDOE a0 MNFEED
21 JED 112239 757400 51,277.00 C Reclass tui waiver Cheer Spring 13 IWDOE 30 MFEED
22 JED 112184 757400 8236.00 C  Reclass tui waiver MCC Spring 13 JWDOE 30 MFEED
23 JED 112201 797400 53,020.00 C Redlass tui waiver WGO Spring 13 WDOE 30 MFEED
24 JED 1121598 757400 $1,031.00 € Reclass tui waiver WSW Spring 13 WDOE a0 MNFEED
25 JED 102015 757410 §5,564.00 o Reclass tui waiver Spring 13 JWDOE 30 MFEED
26 JED 112189 221120 5105,600.00 D Toreverse retention JWDOE 30 MFEED
27 JED 112189 614100 $80,000.00 C  Toreverse retention WDOE a0 MNFEED
28 JED 112189 621310 $25,600.00 C  Toreverse retention WDOE a0 MNFEED
-
W4y M| Work_Tab_For_Copy Elank_Shest I Instructions | UPLOAD < %J [14
Ready | B3 | |EE|EE 100% (=) {}
= T T T T T — T —

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 JV Template

e If you want to directly enter data, use the JV tab page. On Page 1, you will need to enter your
Banner Username, Transaction Date. For the Sequence Detail, enter the Index, 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, 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.

= & £
Fage Fa @ o
g = o G g
il i - stier | 20 P+ Shect+
1] - S | =iF(Fo="C7,067-1,08)
A ) = [} 3 F H J N r =
1 INDEX ACCT_CODE TRANS_DESC TRANS_AMT SIGNED_AMT  DR_CR_IHD
2112229 757410 GIA Chas C g 1 1.277.00 1,277.00 0
404 00 404 00D
148.00 142,000
23600 236000
B e 00 34 00D
7 1.102.00 1,102 000
L) 1.236 00 3,238 00D
10 3.020.00 3.020 00D
11 91 .00 F1 000
12 809, 00 208 .00 C
13 -1.000.00 1.080.00C
14 219 1.031 00 1,021 00D
15 1122 -450.00 450,00 ¢
16 112 1.000. 00 1,000 000
17 21 L. %84 00 £ S84 DO C
181121 -1.774.00 1.779.00 ¢
19 113 2.0s8 00 2,088 00D
M0 1121 3.236.00 3,236 00 C
2 une 0. 00 #0000
n 222 1 7700 1.2% i}
73 11215 3600
4 11220 3.020.00
¥ 1N 1.031.00
10 6400
T 215 105 &00 00
0 1121 -00.000,00
i 112189 -25.600.00
50
3
EE
M
L] -
Wik Tah For Copy | Blank Sheat TV instrctiond .08 2 4 »
Resay | 1 ) 00 +
= r T o T .
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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 JV tab page. Data will be
validated prior to moving.

e Always click the Validation button on the JV 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
o0 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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