SPREADSHEET JOURNAL UPLOAD

Purpose

The Journal Spreadsheet Uploads were created to enter large amounts of journal information
into the system using a spreadsheet rather than manually entering journals online. OAKS
provides two separate Excel spreadsheets, one for uploading budget journals and the other for
GL journals. Agencies will need to store and maintain the Excel files and associated XLA “add-
in” files needed to create a journal file. This Job Aid illustrates how to copy and store the files
needed to allow this process to work properly.

As of 5/27/08 a new spreadsheet file and macro file are available on OBM'’s website. The new
spreadsheet functions are the same as the previous spreadsheet; however, the new version
allows more lines to be entered in the spreadsheet.

Users can now enter up to 49,000 lines in a single upload file; the previous file was limited to
about 30,000 lines. This should be sufficient for entering even the largest payroll journals. The
order of the ChartFields also has been changed.

You will find the Excel macros and XLA files needed to create the budget journal file and GL
journal file on the OBM website under Forms/Spreadsheet Journal Upload Files at
http://obm.ohio.gov/miscpages/forms/default.aspx. The Excel files contain a macro that the
user will use to create, edit and save a journal, and the XLA file is used to run the Excel macro.
Both of these files will be stored together within the same directory. For example, the Excel
macro and XLA file for the Budget Journal Spreadsheet Upload will be stored together in the
same sub-folder and the Excel macro and the XLA file for the GL Journal Spreadsheet Upload
will be in their own sub-folder.
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%
\/ The first Step-by-Step will begin from your desktop.

FINIBOSS_,.,

TA_Learner,., TA_Jobdid_...

SAKS_Finan...  Jeopardy

Step-by-Step for Deleting Old Spreadsheet and Macro Files to Download New

Files.

Before you obtain the new spreadsheet files, delete the current spreadsheet files that are saved

on your computer. You will also delete the journal macro.

Step-by-Step

1. Right click the folder containing your
spreadsheet files.

Screen

Journal
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2. Click Delete.

Open
Explore
Search...

Sharing and Security, ..
(&2 shagit 3

Scan for Wiruses, .,
Send To »

Zuk
Copy

Creake Shortcut

oo )

Rename

Properties

3. Click the Yes button to confirm that you
wish to delete the folder.

Confirm Folder, Delete El

Are you sure wou want ko remove the Folder 'Journal and move all
&/ its contents to the Recycle Bin?

[ fes i

4. Open any Excel spreadsheet. -3 )=

;,_\ Home Insert
Note We won't be using the document, R X cud
just managing the add-ins for Excel. B oo
Paste N

' _ = #F Format Painter

5. Click the Office button. Ehinboard ™
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Recent Documents
MNew

=

Training Lcademy Projects FIN Courses Update,.. 15

l._e - @
i

i {=l
Open 2 BPM_Spreadsheet_Upload_Template
3 OBMTimeShest f=l
5 4 FIM Update Movember 5, 2010 =l
Save
5 ops 1=l
6 Alllobaids =
Save As  F &
7 AllJobAids f=
BD 201 12 T3 _Maodell {=l

Epint X https:/fqas fin.oaks.ohio.gov/pscfngas_intern.., 4

6. Click Excel Options.

https://qas.fin.oaks.ohio.gov/pscfngas_intern... =

Prepare * List of updated FINJA that have been posted ., 1=
Hallaween_Party 1=l
Send 4 restaurant and_parking_guide 1=l

@ N AT

OAKS_EPM_FIN_MAIN_Reparting_Data_Diction,, =

i Publish ¥ Training Academy Projects FIN Courses Update.. 1=
==
mybudget =
J“ Close FIMJAOO01_CAS Transaction_Crosswalk 1=
T Excerrgptlons !X Exit Excel
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The Excel Options page displays.

Excel Options

[ poputar
Farmulas
Proofing
Save
Advanced
Customize
Trust Center

Resaurces

_i Change the maost popular options in Excel.

Top options for working with Excel

Show Mini Toolbar on selection G
Enable Live Preview (i

|:| Show Developertab in the Ribbonti
Always use ClearType

LColar scheme: |Blue v|

SecreenTip style: | Show feature descriptions in ScreenTips w |

Create lists for use in sorts and fill sequences: Edit Custam Lists...

When creating new workbooks

Use this fant: | Body Font |
Font size: 1% v-|
Default view for new sheets: | Mormal View vj

Include this many sheets: |3 =

Personalize your copy of Microsoft Office

User name: |BI‘.-1cPher0n |

Chaoose the languages you want to use with Microsoft Office: Language Settings..,

Ok ] [ Cancel

Advanced

7. Click on Add-Ins from the list displayed Customize
on the left.

Add-Ins

Trust Center

Fesources
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The Add-Ins information displays in the Excel Options window.

Excel Options

Papular = ) 3 : :
. ' 5:1;. View and manage Microsoft Office add-ins,
Formulas
Proofing Add-ins
save Harme Lacation Type ~
sdvanced fCtve AppRcali
Shaglt Add-in T ATechSmith\Snagit 945nagitOfficeAddin.dll COM Add-in
Customize
- Add-Ins 4 Lnalysis ToolPak o fice\Officel 25 Librang Analysis\AMALYS32 XKLL Excel Add-in
Analysis ToolPak - VBA Cfficel2iLibran Analysis'\ATPYBAEN XLAM  Excel Add-in
Trust Center Conditional Sum Wizard .rosoft Office’\Officel 2 Libran/\SUMIF XLAM  Excel Add-in
Custom XML Data les'Microsoft Office’Officel 22OFFRHD.OLL  Document Inspector
Resouries Date (Smart tag lists] LilestMicrosoft Shared'Smart Tag\MOFL.DLL  Smart Tag
Eura Currency Toals LTt Office Officel 2 Librarn EUROTOOLXLAM  Excel Add-in
Financial Symbal (Smart tag lists) Liles\Microsoft Shared\Smart Tag'\MOFLDLL  Smart Tag
Headers and Footers lestMicrosoft Office \Officel 2\0OFFRHD.DLL  Document Inspectar
Hidden Rows and Calumns iles\Micrasoft Office’Officel 2Z0FFRHD.ODLL  Daocument Inspectar
Hidden Waorksheets les'Microsoft Office’ Officel 2WOFFRHDLOLL  Document Inspector
Internet Assistant VEA crasoft Office'Officel 2'Libran HTMLXLAM  Excel Add-in
Invisible Content Liles\Microsoft Office Officel 220FFRHD.DLL  Document Inspector
Lookup Wizard wsoft Office’\COfficel 2% Libran LOCKUP. LA Excel Add-in
Person Mame {Cutlook e-mail recipients) LestMicrosoft Shared Smart Tag\FMAME.DLL ~ Smart Tag
Saolver Add-in Yo fice' Officel 2iLibran SOLVER\SOLVER.XLAM - Excel Add-in
ait
Add-in: Snaglt Add-in
Publisher: TechSmith Corpaoration
Location: CWProgram Files'TechSmith'Snagit 2\5nagitOfficeAddin.dll
Description:  Add Snaglt Captures to your office application,
Manage: | Excel Add-ins » I Go. ]
L Ok ] [ Cancel
Add-in: Snaglt Add-in
. . Publisher: TechSmith Corporation
“ ”
8. Ensure the default “Excel Add-ins” is Location:  C:\Frogram Files\TechSmith'Snagit 9'SnagitOfficeAddin.dil
displayed in the Manage drop-down
Description:  Add Snaglt Captures to your office application.
box.
9. Click Go. :
Manage: |ExceIAdd-lns W I Go. l
fdd-Ins available:
[ Analysis ToolPak
Analysis ToolPak - YBA
10. Remove the checkbox next to L g .
Jrnlmero [ | Conditional Sum Wizard Cancel
: [ ]Ewo Currency Tools
i Nbernet Assistan
11. Click OK. WEL0S ; Browse. .
B Jrrimcro |
| Lookup Wizard T
[ SDIv&rpndd-m Automation,..

Rev. Date: 11/30/2010

—1? OBM Training Academy



SPREADSHEET JOURNAL UPLOAD

Congratulations! You have removed your old Journal folder and the Journal Macro.

Step-by-Step for Creating a Primary Folder with Two Sub-Folders onto Your
Desktop.

“

A
\’ This step-by-step will also begin from your desktop.

TA_Learner.,, TA Jobdid ...

FIM Project  FIMJALZZ_R..

~7~ Rev. Date: 11/30/2010
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1. Right click on your computer desktop.
2. Click on New > Folder.

Arrange Icons By 3
Refresh

Undo Delete Chel+2

Graphics Properties...

Graphics Options 3
@ Shorteut l Propertics

Eﬂ Microsoft Office Access 2007 Database
a Briefrase

S Eitrnap Irmage

@ Microsoft Office \Ward Document

E£H] Microsoft OFfice PowerPoink Presentation
1) Microsoft Office Publisher Document

E] Texk Docurnent

(=] wave Sound

i%1] Microsaft Office Excel Worksheet

[E] Compressed (zipped) Folder

3. Name the new folder “Journal Upload.”

L
-,

Note Be sure to follow your agency
guidelines when naming folders. If
there are no agency conventions,
you can choose whichever subject
matter descriptive name you would
like.

Journal Upload

4. Double click on the Journal Upload
folder you just created to openit. You
will create two new folders within this
folder.

5. Click File > New > Folder.

Edit  View Fe

= Shorkcut

E"J Microsaft Office Access 2007 Database
E Briefcase
ﬂ Bitrnap Image
Clase 8] Microsoft Office Word Document
‘!ﬂ Microsoft OFfice PowerPoint Presentation
@ Microsaft Office Publisher Document
E] Text Document
Gﬂ Wave Sound
5] Microsoft Office Excel Worksheet
] Compressed (Zipped) Folder

6. Name this new sub-folder “Budget
Journal Spreadsheet Upload.”

—1? OBM Training Academy
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Edit  View Fe

= Shorkcut

E"J Microsaft Office Access 2007 Database
E Briefcase

) . ™ Bitmap Image

7. Click File > New > Folder. Clase 8] Microsoft Office Word Document

‘!ﬂ Microsoft OFfice PowerPoint Presentation
@ Microsaft Office Publisher Document

E] Text Document

Gﬂ Wave Sound

5] Microsoft Office Excel Worksheet

] Compressed (Zipped) Folder

MName

8. Name this new sub-folder “GL Journal Budget Journal Spreadshest

Spreadsheet Upload.”

Gl Journal Spreadsheet Upload

Step-by-Step for Downloading New Spreadsheet and Macro Files into the Newly
Created Sub-Folders
K
\V ol http://obm.ohio.gov/miscpages/forms/default.aspx This page will be the source for the
spreadsheet and macro files you will be downloading in this step-by-step.

~9~ Rev. Date: 11/30/2010
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iy Ohiagov Sicises:

Hom-e' State Accounting In!re'rna] Ju.ud.il Budaej | Controllin -E.na:d | Shared Service

| BT Veciuns

- ST Vouchi SR 580 (T4 e ussd an ToUDT PO (3 01 NB; 10 03 ME
= &Y Voucher Processng Codes {To ba wsed on 70T POF (3,03 NE} SOl 0,05 WE)

|

|

| Personal Senice Comrect Basrs Sin

| Coaly T 15§ AOEIES WA g Durrhae Ouriars s (AR S

| = Pemons 2enice Contract Baton Sip (T2 be uaed an 70T CR 0 Nej D 0D WE
|

| - Regman Code Changs Reques Fom ERERET ]

Budpet Jaumal -al:l"-cld hrast Lipfaad ExSed Matnd {Budgel Sumal Uploas & LEi.25 pl
To be wzad oo THAT]
- 'qug.:_l'-muu Spreaduhast Uglaad 1A Fiie Lmrmern? aie) (T2 be used gn .25 ME|

TFy

Gl 1:-urra| pRadshest Upkead Escal Maos [FHL 185] (To D Ui on LE11.40 BE)
TH

= G Joymal Siessdshesd Uplcad KLA File IRHNLUCRD e (Td be used an L= 02T HE}
TADT
Spraaderasl Joormsl Usiosd Instsialion estiuchions

9. Ensure the OBM website at
http://obm.ohio.gov/miscpages/forms/de
fault.aspx is displayed on your desktop.

(We'll reference this OBM website four

times throughout the step-by-steps) I
= BudgetJournal Spreadsheet Upload Excel Macro {Budget Joumal Upload.si) ALS (.29 WE)
10. Click on the XLS link in the “Budget (To be used on T/1/07)

Journal Spreadsheet Up|0ad Excel - Budget Journal Spreadsheet Upload ALAFile {Jmimero2 xia} (To be used on - ALS (0.28 WB)

” £ HI07)
Macro {Budget Journal Upload.xIs}” file TARR
description.

~10~ Rev. Date: 11/30/2010
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11. Click Save.

F &

File Download

)

Do you want to open or zave this file?

@ j Mame: Budget+Journal+Upload.xls
[l Type: Microsoft Office Excel 97-2003 Worksheet, 1,28MB

From: obm.ohio.gov

Open “ Save I [ Cancel

l--’ w while files from the Intermet can be uzeful, zome files can potentially
.@ harm your computer. If you do not trust the source, do not open or
= save this file. What's the risk?

12. Double-click on the folder Journal
Upload.

[ Save As @@
Save in: ‘@ Deskiop vii Q & o -

LY \LD My Documents
L_:j ‘ 'j My Computer
My Recent “_-gMy Mebwork Places
Documerts =) Deleted from OTO job aids
_r: | ;.f_" FIM Project
Iy Civervie

Desktop

|1 0ther 34 stuff

i"j TaA_Instructor_Guide Template
=374 _Jobaid_Template

lhj Ta_LearnerGuide_Template

My Documents

13. Double-click on the folder Budget
Journal Spreadsheet Upload.

;‘;l |20 b related 14 working on

L \laz) Snagit

My Computer iEﬂ .

.—"] File name | Budgetaloumal+Lpinad v [ sae |
i ] e ey
My Network  Save as type: | Micrasaft Office Excel 97-2003 Warksheet | Cancel

Save in: | I3 Joumal Upload V|
5 [)Budget Journal Spreadsheet Upload I

GL Journal Spreadsheet Upload

ky Recent
Documments
. S Budget+oumalUpload v | 5 |
14. Click Save. The file will download. BudgetedoumakLploa | e
Microsoft Office Excel 97-2003 Warksheet v | | Cancel |

15. Click Close.

Download complete

i Download Complete

Budget+Journal+Upload. xls from obm. ohio.gow

Downloaded: 1.28MB in 1 sec
Download to; Ci\Document, . \Budget+ Journal+Upload, xls
Transfer rate; 1,28ME/Sec

[] Cloze this dialog box when download completes

Open ] [ Open Folder ]I Claze I

~11 -~ Rev. Date: 11/30/2010
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16. Click on the XLS link in the “Budget
Journal Spreadsheet Upload XLA File
{Irnimcro2.xla} “ file description under
the Spreadsheet Journal Upload
Files section of the OBM website.

Spreadsheet Journal Upload Files

(1.29 MB)

- BudgetJournal Spreadsheet Upload Excel Macro {Budget Journal Upload.xls}
(To be used on 7/1/07)

- BudgetJournal Spreadsheet Upload XLA File Jrnimcro2.xlat (To be used on 0.28 MB)
THI07)

- GLJournal Spreadsheet Upload Excel Macro {JRNL1.xIs} (To be used on
71/07)

KLS (1.40 MB)

File Download X

Do you want to open or save this file?

@ j Mame:  Jrnlmcroz, xls
[HL Type: Microsoft Office Excel 97-2003 Worksheet, 290KE

From: obm.ohio.goy

“Jrnimcro2.xla.”

19. Click the Save as Type drop-down box

To choose “All Files.”

17. Click Save.
Open ] I Save I I Cancel
| \] ‘While files from the Internet can be uzeful, zome files can potentially
@ harm wour computer. IF you do not trust the source, do not open or
= save thiz file. what's the rigk?
18. Change the File name field to

File: narme: JinlmcroZ. xla

|&l Files

Save az type:

20. Click Save. The file will download.

File name: Jrrlrmcro?. xla A | I Save I
Save az type: Cancel

21. Click Close.

Download complete
v
=

Download Complete

JrnlmcroZ.xls from obm, ohio, goy

Z90KE in 1 sec
CiDocuments and Settin,, 4 drnlmcroz, xla
290KE/Sec

[] Cloze this dialog box when download completes

Downloaded:
Download ko:
Transfer rate:

’ Open ] ’ Open Folder ] Cloze

22. Open the Journal Upload folder.

—1? OBM Training Academy
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23. Open the Budget Journal
Spreadsheet Upload sub-folder.

Mame

Eﬂudget Journal Spreadshest ..
6L Journal Spreadshest Upload

24. Double-click on the Budget + Journal
+ Upload to open the Excel
spreadsheet.

me

Budget+ Journal+-Lipload
&1 Irnimecroz

25. Click the Options button on the
Security Warning bar.

[
~

@ If the Security Warning bar does
not appear, adjust your security. Go
to: Developer > Macro Security
and set your level to “Disable all
macros with notification.”

'-g Security Warning Some active content has been disabled.

26. Click the Enable this content radio
button to enable the macro.

Microsoft Office Security Options

PIX]

@ Security Alert - Macros & ActiveX

Macros & ActiveX

Macros and one or more ActiveX controls have been disabled. This active content 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:\...pload'Budget Journal Spreadsheet Upload'Budget+Journal+Upload. xls

() Help protect me from unknown content (recommended)

Open the Trust Center I| O |I [ Cancel

_I.? OBM Training II.|'.'|:||'|'|'|:.
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27. Click the Office button.
28. Click the Excel Options button.

Save

Eawe &1

Pt

Prapare

Seng

Pubdizh

Cloee

Recent Documenis

L
i
F
-
:
-1
I
-4
2

Training Academy Projects FIN Courses Update.,, =

EFR_Spreadshed_Upload_Template -
OB MimaShe et -
FiM Update Hovember 5, 2010 .
B
Alllabakds a
Alllabaids i

BD_201.12 T3 Modelt
Wit qas. i aa ke, oo g o B c Tngas intem -
htpssigaifincoaks ohio.gow/ prcingas_intemn -
List of updated Fihiks that haye Dean postedn.. -
Halleweeen_Party -
restaurant_and_parking_ guide e
OAKS EFM_FIM_MAIN_Reporting Data Digion,,, =
Training Academy Prajects FIh Cowrses Update..
mybudget
FIIA00L_CAS Trancaction_ Crosmwalk

) Excepoptions || X Ext Excel |

The Excel Options page is displayed.

Excel Options

[
Farmulas
Praafing
Save
Advanced
Customize

[icam: ]
Trust Center

Resources

& Change the most popular options in Excel,

Top options for working with Excel

Show Mini Toolbar on selection i)
Enable Live Preview (i)

|:| Show Developer tab in the Ribbon i
Always use ClearType

Lolor scheme: [B|UE A

ScreenTip style: i Show feature descriptions in ScreenTips W |
Create lists for use in sorts and fill sequences: Edit Custoam Lists...

When creating new workbooks

Use this font: | Bady Fant v|
Font size: |_].1.7V‘

Default yiew for new sheets: | Mormal View ~ [

Include this many sheets: |3 Ci )

Personalize your copy of Microsoft Office

User name: |BMcPheron

Choase the languages you want to use with Microsoft Office: Language Settings...

'?1.? OBM Training Academy
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Excel Options

[' Popular 'l
Formulas
Proofing
29. Select Add-Ins from the list displayed Save
on the left. sdvanced

Customize

Trust Center

Fesources

The View and manage Microsoft Office add-ins information is displayed.

Excel Options

Papular . . . .
P View and manage Microsoft Office add-ins.
Farmulas
Proofing Add-ins
Save Mame Lacation Type Al
&dvanced Active Application Add-ins :
Budget Journal Upload Tool Macra Gt Journal Spreadsheet UploadimimcroZ.xls Excel Add-in
Customize Snaglt Add-in ChaaTechSmithySnagit 945nagitOfficeAddingdll COM Add-in
Analysis ToolPak 5 e\ Officel 2\ Librarny Analysis" ANALYS32 KLL  Excel Add-in
Trust Center Analysis ToolPak - VBA £ Officel 2\ Libran®\Analysis" ATPVBAEMN XLAM  Excel Add-in
Conditional Sum Wizard £ osoft Office’\Officel 2 Libran\ SUMIF. XLAM  Excel Add-in
Resources Custom XML Data Chniles\Microsoft Office’,Officel 220FFRHD.DLL - Document Inspector
Crate {Smart tag lists) C fes'Microsoft Shared\Smart Tag\MOFLELL  Smart Tag
Euro Currency Tools . Ft Office’\Officel 2\Libran EUROTOOLXLAM  Excel Add-in
Financial Symbal {Smart tag lists} Chailes\Microsoft Shared'\Smart Tag'MOFLDLL  Smart Tag
Headers and Footers Chailes\Micrasoft Office’\OfficelL220OFFRHD.DLL - Document Inspectar
Hidden Rows and Columns Chiles'\Microsoft Office’ Officel 20OFFRHD.OLL  Document Inspectar
Hidden Warksheets Chiles\Microsoft Office’\ Officel2ZOFFRHD.DLL  Document Inspectaor
Internet Assistant VBA C crosoft Office’\Officel 2Libran/ HTMLXLAM  Excel Add-in
Invisible Content Chdles\Microsoft Office’\Officel 220FFRHD.CLL  Document Inspector
Lookup Wizard & oft Office’ Officel 2 LibranLOOKUP.XLAM  Excel Add-in
Person Mame (Cutlook 2-mail recipients) ChoestMicrosoft Shared'Smart Tag'\FMAMEDLL  Smart Tag
Salver Add-in G fice Officel 25Libran SOLVERNS OLVER. XLAM - Excel Add-in —
hd
Add-in: Eudaet lournal Uplaad Toal Macra
Fublisher:
Location: ChDocuments and Settings\EMcPheron'DeskioptJournal Upload'Budget Journal Spreadsheet Upload',
Irnlmera2 xls
Description:
IManage: I Excel Add-ins w I I G0, I
[ OK ] [ Cancel

—1? OBM Training Academy
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30. Click the Manage field drop-down box if
necessary to choose “Excel Add-ins.”
(default value)

31. Click Go.

Add-in: Snaglt Add-in

Publisher: TechSmith Corporation

Location: C\Program Files\TechSmith'\Snagit 9.SnagitCfficeAddin.dll
Description:  Add Snaglt Captures to your office application.

fManage: | Excel Add-ins

32. Click Browse to find the “Jrnimcro2.xla”

add-Ins available:

| 2nalysis ToolPak

[ |analysis ToolPak - VB
[ ] conditional Sum \Wizard
:| Euro Currency Tools
:l Internet Assiskant YBA
[ |Lookup wizard

[ ]5alver Add-in

33. Change the Files of Type to “All Files.”

file.
Analysis ToolPak
Provides data analysis tools For statistical and
engineeting analysis
\"\
Afot |ui‘| Budget Journal Spreadsheet Upload
(] . .
In previous steps, both files were = Budast-+Jourmak+Upload
saved to Desktop > Journal i
] rnimcroz
Upload > Budget Journal
Spreadsheet Upload.
File name: |

34. Highlight the “Jrnimcro2” file.

Jres o e T e—

Look in: |[ﬁ| Budget Journal Spreadshest Upload
s My Recen udget+Journal+Uploa
My Recent | |EH Budget+Journal+Upload
Dacuments |E-',;'.!:|‘§_'Ir'rulrru:n:|:?_-"
@Desktup

35. Click OK.

—1? OBM Training Academy
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The Budget Journal Upload Tool Macro
should become visible and checked on the
Add-Ins window.

36. Click OK.

add-Ins available:
; Analysis ToolPal:,
< Tonl

|Budget Journal Upla
Conditional Surn Wizard
Euro Currency Tools
Internet Assistant YEA
Lookup Wizard

|| Solver Add-in

ad Toal f'-

Budget Journal Upload Tool Macro

Zancel
Browse, .,

file (JRNL1.xIs)” from the OBM website.

37. Click the Save button. @ . =
Cin
¢ )
N‘ ¢ - Home Insert
%% You can now create and write new = X
budget journal files with the updated _4] " || Arial
macro. o LR
St g || ]
38 CIICk on the XLS Ilnk to download the - GLJournal Spreadsheet Upload Excel Macro {JRML1.xs} (T be used on 1.40 MB)
“ TII07)
GL Journal SpreadSheet Upload XLA - GLJournal Spreadsheet Upload XLA File {JRMLMCRC.xIa} (To be used on #LS(0.27 MB)

7107)

39. Click Save.

File Download

@ Mame: JRMLL.xls
[H]

From: obm.ohio.goy

Do you want to open or save this file?

Type: Microsoft OFfice Excel 97-2003 Worksheet, 1,39ME

3

Open ”l

Save " [ Cancel

|@|

= zave thiz file. What's the righ?

W'hile fileg from the Internet can be useful, some files can potentially
harm wour computer. |f you do nat tust the source, do nat open or

_I.? OBM Training II.|'.'|:||'|'|'|:.
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40. Click on the Up One Level folder icon
to get to the primary folder Journal
Upload.

41. Double-click the GL Journal
Spreadsheet Upload folder.

3 Jaoumal Upload w -.,J T

J1Budoet Journal soreadshest Up QTI
|JiEL Journal Spreadsheet Upload

42. Click Save. The file will download.

| Save
Cancel

43. Click Close.

Download complete

-',.— Download Complete

JRMNLL.xls Fram obm.ohio,gow

Downloaded: 1.39ME in 1 sec
Download ba: Ci\Documents and Settings. ..\ JRMLL.xls
Transfer rate: 1.39MB/Sec

[] Close this dialog box when download completes

[ Open ] [ Open Folder ]II Cloze I

44, Click on the XLS link to download the

" - GL Journal Spreadsheet Upload Excel Macro {JRML1.xs} (To be used on [1.40 MB)
GL Journal Spreadsheet Upload XLA 71I07)
file (JRNLMCRO.xla)” from the OBM - GL Jouma Spreadsheet Upload XLA File LIRNLCRO.a) (Tobe used on ~ [{LE]0.27 1)
website. THio7)
File Download X]
Do you want to open or save this file?
Igj Mame: JRMLMCRO,xls
Ll Type: Microsoft Office Excel 97-2003 Worksheet, 276KE
. From: obm.ohio.goy
45, Click Save.

Open ] I Save I [ Cancel

harm your computer. [F you da not trust the source, do not open or

& '2“ | While filez from the Internet can be useful, zome files can potentially
b,
= save thiz file. What's the risk?

46. In the File name field, change the file
name to “JRNLMRCO.xla.”

47. Click the Save as type field drop-down
box to choose “All Files.”

48. Click Save.

File name: JRMNLMCRO xla e Save
saveastos [ R
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Download complete

Download Complete

JRMLL . %ls From obm.ohio.gov

49. Click Close. e e L L
Downloaded: 1.39MB in 1 sec
Download o Ci\Dacuments and Set.. \JRMLIMRCO, xls
Transfer rate: 1.39MEB)5ec
[ Close this dialog box when download completes
[ Open ] [ Open Folder ] I Cloge I
50. Double-click the Journal Upload

Folder on your desktop to open the
folder.

51. Double-click the GL Journal
Spreadsheet Upload sub-folder to

open the folder.

Budget Journal Spreadsheet ..
5L Journal Spreadshest Upload |

52. Double-click the JRNL1 file to open the

file.

Mame

JIRHLL
B JRNLIMRCO

53. Click the Options button on the

Security Warning toolbar.

Q Security Warning Some active content has been disabled.

54. Click the Enable this content radio

button.
55. Click OK.

Microsoft Office Security Options

@ Security Alert - Macros & ActiveX

Macros & ActiveX

Macros and one or more ActiveX controls have been disabled., This active content 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:\...ron\Desktop'Journal Upload\GL Journal Spreadsheet Upload'JRML1.xls

p protect me from unknown content {recommended)

OK I [ Cancel

Open the Trust Center
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D3 _ = .
f} Home Insert
56. Click the Office button. L
_-I Arial
F‘ajte 2 |l B .l
Clipboard s I
57. Click the Excel Options button.
I_ﬂ Excel Options |)( Exit Excel |

58. Click Add-Ins from the list displayed on
the left.

Excel Options

| Popular
Farmulas
Proafing
Save
Advanced

Customize

Resources

Trust Center

Add-in: Snaglt Add-in
. . . Publisher: TechSmith Corparation
59. Click the Manage field dI’Op-dOWI’]' box if Location:  C\Program Files\TechSmith\Snagit 9\SnagitOfficeAddin.dll
necessary to choose “Excel Add-ins.”
Description:  Add Snaglt Captures to your office application.
(default value)
60 CIICk GO. Manage: | Excel Add-ins L .
~ 20~ Rev. Date: 11/30/2010
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61. Click Browse to find the

Add-Ins

Add-Ins available:
[] analysis ToolPak o
[ Analysis ToolPak - YBA
Bd|Budget Journal Upload Tool Macro
|| Conditional Sum ‘Wizard
|:| Euro Currency Tools

Cancel

N E

“JRNLMCRO.xla” file. [linternet assiskant YEA Browse. .
[ Lookup wizard —
N [[]sohver Add-in dromation. ..
Note Desktop > Journal Upload > GL
Journal Spreadsheet Upload
Budget Journal Upload Tool Macra
62. Click the drop-down box for the Files of
Type field and choose “All Files.” Flename:  [JANLMCAO.a | v s
. Save as lype: _‘ Cancel
63. Click Save. - | ]
| I3 &L Journal Spreadsheet Upload
64. Highlight the JRNLMCRO file.
65. Click OK.
Add-Ins
Add-Ins awailable:
; Analysis ToolPak
|| Analysis ToolPak - YBA
B|Eudget Journal Upload Tool Macra
Conditional Sum Wizard
66. Ensure the Jrnimcro macro has been [JEuro Currency Todls
—| - Browse. ..
added and checked on the Add-Ins an:lmm” sistant YEA
window. e
67. Click OK | Solver Add-in
. Clic .

Budget Journal Upload Tool Macra

—1? OBM Training Academy
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68. Click the Save icon to save your
changes.

-”]l Home Insert
= X T

. Arial
= 23
Paste f B I W

You can now create and write new GL journal files with the updated macro.

Congratulations!
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