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PROCEDURE:  MS ACCESS load of EXCEL SPREADSHEET to GURFEED via Feed Process 

OVERVIEW

This procedure describes how to fill in the excel spreadsheet template for JV batch upload.
OPERATING PRINCIPLES
Accountants can create an Excel Spreadsheet using a template to submit batches of Journal Vouchers into Banner Finance.  It is intended for larger documents to facilitate easy data entry rather than entering one at a time in Banner.  Click here to access the template.
Only one journal voucher DOC_CODE number per spreadsheet is allowed.
The worksheet name MUST be ‘feed’.
PROCEDURES

1. Make sure that the debits and credit balance.

2. Save the file using the following naming convention: feed id _doc#.xls
If it is your first time submitting a JVupload spreadsheet via this new process, please contact Business Services banner application support (banner_Feeds@mso.umt.edu) to receive a valid feed id to use.
Example:  SMITHJOE_JM000001.xls

Example:  DOEJANE_JM000002.xls
3. The first row must be the names of the attributes exactly as they are defined.
4. Required Attributes:
4.1. SYSID (8 characters): Based on your campus, use these system ID’s.
4.1.1. Missoula Campus:
UMMJV
4.1.2. Butte Campus: 

TECHJV
4.1.3. Dillon:


WMCJV
4.1.4. Helena:


HCOTJV
4.2. DOC_CODE (8 characters) – Supplied by user.  Must be checked out from your departmental maintained log.
4.2.5. EXAMPLE:  JM000001  -- Missoula
4.2.6. EXAMPLE:  JMT00001 – Butte
4.2.7. EXAMPLE:  JD000001  -- Dillon
4.2.8. EXAMPLE:  JH000001 – Helena
4.3. RULE (4 characters) – Refer to rule code listing on the Business Services Intranet. Here is the link: http://www.umt.edu/af/policy/BusinessServices/catagsort.asp?catag=Document+Processing.  Make sure code is applicable to journal voucher.
4.4. TRANSDATE (Entered as DDMMYYYY 8 characters) This determines which fiscal month your JV will post in. The Fiscal month must be current or it will not post.
4.5. TRANS_AMT (12 characters, formatted 999999999.99) – Supplied by user.  The amount must be saved with two decimal places and no rounding.
4.6. TRANS_DESCRIPTION (35 characters) – Supplied by user. Please make sure the description is applicable to the journal voucher.  The description can be different on each line.
4.7. D/C (1 character) Value should be D/C or +/- (Budget documents) Supplied by user.
4.8. INDEX (6 characters) – Supplied by user.
4.9. FUND (6 characters) – Supplied by user. (REQUIRED if INDEX not supplied)
4.10. ORG (6 characters) – Supplied by user. (REQUIRED if INDEX not supplied)
4.11. ACCT (6 characters) – Supplied by user. (REQUIRED)
4.12. PROG (6 characters) – Supplied by user. (REQUIRED if INDEX not supplied)
4.13. ACTVY (6 characters) – Supplied by user. (OPTIONAL)
4.14. DOC_REF_NO (8 characters) – Supplied by user. (OPTIONAL)
5. Go to:  http://www.umt.edu/ivo/Default.aspx and browse for your file. Then, click the ‘Click here to Upload’ button. If you experience any problems i.e. no email response within thirty minutes, please contact Business Services banner application support (banner_Feeds@mso.umt.edu). You will be notified if your file has any accounting edits. (i.e. Index or fund codes are invalid.)  If there are errors, you will need to fix them and start step 5 again.  Your JV will not be immediately posted to the Banner database. If you receive a successful upload message, your JV will be queued up for the next nightly batch cycle. It should be in Banner the following day.  This process runs Monday through Friday 7:00 AM – 3:00 PM.  If file is submitted after 3:00 PM, it will be picked up on the following business day.
6. Common problems and resolutions:

PROBLEM:  The JV spreadsheet named (YOUR FILENAME) contained the following errors. Please correct these errors and resubmit the file.                  

Contact BusSvrcs Banner Production (banner_feeds@mso.umt.edu) if you need assistance.     

UMMJV    20050225022548  ERROR...Duplicate (document number in file) GURFTEXT/GURFEED Doc Code             

1 row selected.

RESOLUTION:  You have tried to upload a spreadsheet with a document number that has already been used in Banner. Change the document number and reload your file.

PROBLEM: The JV spreadsheet named (YOUR FILENAME) contained the following errors. Please correct these errors and resubmit the file.                  

Contact BusSvrcs Banner Production (banner_feeds@mso.umt.edu) if you need assistance.     

UMMJV    20050217023233 ERROR...Header/Detail Trans Amt Totals                            

1 row selected.

RESOLUTION:  The absolute value total amount does not equal the sum of all of your detail lines. This happens if you don’t save your transaction amounts with only two decimals places. Make sure the transaction amount column amounts are saved in this format (999999.99) and reload your file.
Problem: The JV spreadsheet named (YOURFILENAME) contained the following errors. Please correct these errors and resubmit the file.                  

Contact BusSvrcs Banner Production (banner_feeds@mso.umt.edu) if you need assistance.  

UMMJV    20050228221215 ERROR… FUND 324251 is inactive or terminated   

                       ERROR… INDEX M39833 is inactive

RESOLUTION: Change the FOAPAL element to something that is valid or reactivate it in Banner. Then, reload your file.

EXAMPLE: EXCEL SPREADSHEET LAYOUT

Filename: SMITHJOE_JM000001.xls

	8 characters
	8 characters
	4 char
	ddmmyyyy
	12 characters
	35 characters
	1 
	6 characters
	6 characters

	SYSID
	DOC_CODE
	RULE
	TRANSDATE
	 TRANS_AMT 
	TRANS_DESCRIPTION
	D/C
	INDEX
	ACCT

	UMMJV
	JM000001
	JIC
	18092001
	 1,150.95 
	STIP Distribution
	D
	MBZT03
	50060

	UMMJV
	JM000001
	JIC
	18092001
	 1,150.95 
	STIP Distribution
	C
	MSA815
	50060
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