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From the Controller’s Office

Upload Journal Entry Using ADI

You can prepare and upload a journal entry from a Macro-Enabled Excel template into Oracle
General Ledger using the “Application Desktop Integrator” or ADI. Note, currently ADI is only
available using PC.

Advantages include:
® Similar recurring journal entries can be reproduced efficiently
® Journal entries with many lines are easily prepared
® Excel copy and paste functionality
® Validation of account combination prior to uploading entry
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ADI Journal Entry Template Directions:
v Log into the Oracle Applications.
v/ On homepage navigator click the journal entry responsibility
(e.g. “RIT — GL — JOURNAL ENTRY ONLY?™)
v In the “Journals” menu click on “Launch Journal Wizard”

- Navigator
| Personalize

[ iRecruitment Employes Candidate RIT - GL - JOURNAL ENTRY OMNLY

[ RIT - &F - CTO INQUIRY =

=3 Requests
CIRIT - GL - COS RPT & IND - 67000- =
£7050 . & Profiles

I RIT - GL - JOURNAL ENTRY ONLY

£ RIT Purchasing Requestor Journals

[ RIT Wworkflow User = Entry

& Encurrbrance

= Launch Journal Wi;@rd

RIT Oracle Journal Wizard
v The “Document Parameters” screen will open, replacing your homepage

v Select ‘RIT Actuals Single’ from the “Layout” window.

v" Set the “Content” field to “None”. Click the “Create Document” button.

Document Parameters
* Indicates required field
Yiewer  Excel 2003

* Layout  |Budgets - Multiple j
Budgets - Multiple
* Content  |Budgets - Single
Encumbrances - Multiple
Encumbrances - Single
Foreign Actuals - Multiple
Foreign Actuals - Single
Functional Actuals - Multiple
ingle

F fields in your docurnent,

docurnent, Create an emply do

gout  Preferences

Privacy Staternent

Journal Wizard

Home Logout Preferences

Document Parameters
* Indicates required field
Viewer : Bacel 2010

R EVIRIT Actuals - Single v

The Layout determines the arrangement of fields in your document.
* Content |None |V

Select a Content to importdatz into your document Create an empty documentby selecing None.

| Reset to Defayf | Create Document

Home Logout Preferences

Privacy Statement Copyright (c) 2006, Oracle. All rights reserved.
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v Select “Open” when prompted to either open or save “WebADI.xls”.

Do you want to open or save WebADLxls (357 KE) from mybiz.rit.edu? Open Save |¥|| Cancel X

v' Click “Enable Editing” when a new blank spreadsheet opens with a “Protected View”
warning.

Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in

o AL Protected Yiew,

Enable Editing | X

v" Click “Enable Content” when you receive a macros “Security Warning”.
| SECURITY WARNING Macros have been disabled. | Enable Content

v" A “Download” window will open in Excel letting you know that your document is in the
process of being created.

Mfour document i being created,
Do not chose this window until processing camplates.

Cancel

ia_rn: el |

Copyright 2005, Qracle Comporation. All Aghts resened.

v" Click the “Close” button once the Journal Entry template has finished downloading into Excel.
The message in the “Download” window will confirm that your document has created.

x
Confirmation

Your document has been created.

Copyright 2005, Oracle Corporation. All rights resenved.
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Excel Oracle ADI Journal Entry Template

v A blank Journal Entry template has been downloaded into Excel. Enter journal information in
the white cells. Detailed descriptions of field content requirements are provided at end of this
document. After data is entered, see instructions on uploading the entry to Oracle. All the tools
and functions that are available in Excel can be used to enter data into the template. Reviewing
the template from upper left to bottom right.

Al B C D E F G H 1 J K L N

2 View Context View Header View Line |

Balance Typ Actual el
4 Database AUOHSRITX01.SRITXI
5 Data Access RIT
[ Ledger RIT ConteXt
7 Currency  USD
8 Chart Of Ac RIT CHART OF ACCOUNT
a —
10 Category =List - Text Adjustment =
11 Source =List - Text Spreadsheet
1z Accounting *List - Date
13 Batch Name Text Header
14 Batch Descr Text
15 Journal Nan Text
16 Journal Des Text —
17
18 Upl ENTITY DEPARTMENT OBJECT EXPENSE CATEGORY PROJECT PROGRAM Debit Credit Line Description Messages
19 * List - Text = Mumber *MNumber Text
20
21
22
23
3 Body
25
26
27
28
29
30| [Totals: " 0" i
31 Tip: This is not the end of the Template. Unprotect the sheet and insert as many rows as needed.

o “Context” - this data is system generated. No action necessary.

o “Header” - refer to Appendix I, pg 8, for more information on what to enter

List of VValues

v You must select the ‘Category’, ‘Source’, and ‘Accounting Date’ from the “List of
Values”. The wrong format will cause the template to error when uploading.

v Double click on the cells designated with *List to access the Oracle “List of Values”.

e “Body” - refer to to Appendix I, pg 8, for more information on what to enter

Line Description

v You must enter a description for each line. If left blank, this field will default to
“Journal Import” after it has been uploaded into the general ledger. Accounting will not
post journal entries with this default line description.

Adding Rows to Journal Entry Template:
v" Click on first blank white cell in “Body” of the entry. Using the Excel “Insert” function
(right click and select “Insert”), add the desired number of additional rows.

v" Note: Do not add lines from any of the shaded areas. These are macro-enabled cells
and will cause formula errors throughout your journal entry.
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In addition to double clicking on the cell for List of Values, click in the desired cell, then

click “ADD-INS” on tool bar -> “Oracle” menu on left side in the Add-In toolbar. Select
“List of Values” from the drop down menu.

Bookl - Excel T H - O %X
HOME [NSERT PAGELAYOU FORMULAS DATA REVIEW VIEW ADD-INS ACROBAT Gary Mac.. -
Filters 4
List of Values
WMenu Commands -
=] Upload
£ . Monitor ~
Switch Responsibility
About 5 B M-t

Example: Select the field for “Accounting Date” for your Batch:

v Double-click on the Accounting data cell. A “Search and Select” window will open
displaying a list of values to select from. The current date will be in bold. Adjust

dropdo

wns to obtain desired period. Click on the desired date and click “Select”.

v The date will populate in the appropriate field.

Balance Typ Actual <) | August = 2

Database AUQHSRITX01.SRITXI

Data Access RIT Sun Mon Tue Wed Thu Fi Sat

Ledger RIT 031 1 2 3 4 5

Currency USD

Chart Of Ac RIT CHART OF ACCOUNT 6 7 & 85 1w 11 12
. 13 14 151? 18 19

Category *ist - Text Adjustment

Source *|ist - Text Spreadsheat 20 21 2 23 M 0 %

Accounting  Cmaret:] — N T

Batch Name Text

Batch Desc Text -

Journal Nan Text 16-Aug-201 J

Journal Des Text

Select | Cancel ‘

Data Entry Complete in Excel Oracle ADI Journal Entry Template:

v At this point make sure your entry is complete prior to performing the upload function.

Review
[ ]

the following tips to ensure your entry is prepared:

Review the header for proper category, date, batch and journal names
Review each account line to be sure all lines are enabled

Review the line descriptions to make sure they represent the type of entry
Review the Footer of your entry to make sure total “Debits” = total “Credits”

Debit Credit

" Mumber  * Mumber

42.00
42.00

42.00 42.00
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Uploading Excel Oracle ADI Journal Entry Template:

Once all the journal entry lines have been entered into the template, it can be uploaded into the
general ledger.

v

Click “ADD-INS” on Excel tool bar -> “Oracle” menu on left side in the Add-In toolbar.
Select “Upload” from the drop down menu.

0 A “Journals Upload” window opens showing the following parameters, which
automatically default to the correct settings:

e Rows to Upload — Should always be set to “Flagged Rows”.
Automatically Submit Journal Import — Should always be checked.
Create Summary Journals — Should never be checked.

Upload Unbalanced Journals — Should never be checked.
Descriptive Flexfields — Should always be set to “Do Not Import”

Click the “Upload” button. A “Journals Upload” window displays showing the progress of
the upload process.

o A message will display in the “Journals Upload” window stating that the upload process
has completed with errors if any of the data has been entered incorrectly (the account
combinations don’t exist or are disabled in the general ledger). Error information will be
listed and how many rows were not uploaded.

Click the “Close” button and return to the journal entry template in Excel. In the message
section you will see a sad face and an error message next to the invalid combinations. To
correct the errored combinations:
0 Double click on one of the segment values in the invalid combination. The *Enter
Flexfield” window will appear.
0 Remove ‘Expense Category’ and retry selection by clicking on *Combinations’ then

‘Select’.
o If none exists, contact Accounting Operations acctg@rit.edu (ext. 5-2237) for
assistance.

Make corrections to journal entry template and reimport.

Once the upload process completes successfully the “Journals Upload” window will display
a message listing how many rows were successfully uploaded and provide a Journal Import
Request ID number. The Journal Import process will start automatically and can be
monitored using this request id number.

See detailed instructions below to ‘check uploaded entry in general ledger’.

If you closed the ADI template before uploading to Oracle, see Appendix 11, pg. 18, for
instructions on how to upload in future.
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Saving Your Template for Reuse

v

v

From the toolbar select “File” “Save As” and save your template as a macro-enabled

spreadsheet *.xIsm. Put it in a folder on a secured drive so it is protected and can be
reused. Note: Save your template before you upload the entry.

See Appendix Il page 18, on how to upload a saved template which was closed during
Oracle session.

Additional TIPS and Reminders

v

The RIT Chart of Accounts located on the Controller’s Website is another way to check
valid segments and combinations.

If you do different “Categories” of journal entries on a regular basis (e.g. Adjustment,
Chargebacks, Cash Entries, etc.) create a template for each category.

Follow the same process to name your Batch as you do directly in the application. The
unique ID# will attach after the upload. Note: forgetting to change your Batch Number

(151GPMO0816-##), your batch will still successfully upload because each upload ID# is
unique.

Save your files as macro-enabled templates *. XLMS

To avoid errors, review your account combinations before you upload your entry

The same restriction on object codes apply in ADI as they do directly in the application
(e.g. if you cannot access object code 16200 in the application you will not be able to use
it in ADI) Forward your entry and back-up to postmyje@rit.edu and Accounting
Operations will upload it for you.

Only the Budget and Controller’s Offices can upload budget entries

For assistance contact Accounting acctg@rit.edu , ext. 5-2237
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APPENDIX |

Detailed Descriptions of Data Fields in Excel Oracle
ADI Journal Entry Template

The Header

v The Header section of the template includes the fields listed below. These are the same

fields that are in the Journal Entry form in the Oracle Applications. Those in bold italics are
required.
0 Source - Journal sources identify the origin of journal entries. The default source for

a journal entry created using the Journal Wizard and uploaded from Excel is
“Spreadsheet”. There are other sources available for you to choose from in the List of
Values. This appendix example uses the source “Spreadsheet”.

o Category - Journal categories help differentiate journal entries by purpose or type,

such as accrual, payments or receipts. The default category is “Adjustment”.

0 Accounting Date — The Accounting date is entered in normal date format,

(mm/dd/yyyy). Enter the date within the period you want the journal entry to be
posted. For example, if you want the journal entry posted in August, and today’s date
is August 16, enter an Accounting Date for today. *If you are doing a journal entry
during the first two days of a month that is to be posted for the prior month, make
sure you change the calendar back to the prior month and select the last day of that
month as your Accounting Date. Failure to do so will result in your entry posting in
the new month.

Batch Name — The Batch Name follows the RIT batch naming convention, first 3
numbers of a user’s dept. number, followed by his/her initials, the month, day and the
number of the batch for the day, (i.e.: 151GPM0816-01). After the journal entry is
uploaded into the general ledger, the source, balance type and request id are added to
the batch name, (i.e.: 151GPMO0816-01 Spreadsheet A Spreadsheet A 9262888
17256059). *If you are doing a journal entry during the first two days of a month that
is to be posted for the prior month, make sure you name your batch as of the last day
of the month. For example on September 2" you prepare a journal entry for August,
your batch name is 151GPM0831-01

Batch Description — Information about the batch’s purpose should be entered in this
field. If left blank, this field will default to “Journal Import”, the source, and the
request id number, (i.e.: Journal Import Spreadsheet A 9262888 17256059). Note:
You must enter a description that will allow you and Accounting to easily find the
information after it has posted to the ledger.

Journal Name — More descriptive information can be entered in this field about the

journal entry. If left blank, this field will default to the category and currency, (i.e.:
Adjustment USD).
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o Journal Description — More descriptive information can be entered in this field
about the journal entry. If left blank, this field will default to “Journal Import” and
the request id number, (i.e.: A 9262888 17256059).

The Body

= The body of the Journal Entry template includes the columns listed below. Those in bold
italics are required.

0 Upload Flag — The upload flag is used to mark the journal entry lines that are to be
uploaded into the general ledger. The Journal Wizard will ignore any rows entered
after 3 blank rows, even if they are flagged to be uploaded. Normally the upload flag
will automatically fill in upon entering an account number into the template. You can
manually enter an upload flag by clicking in the upload flag column and typing any
character on your keyboard.

o Entity, Department, Object, Expense Category, Project and Program — These are
the 6 segments that make up RIT’s 24 digit account combination. Each segment has
its own column and has to be entered separately. To use the List of Values to select
the segment values, double click on any of the segments’ cells and the “Enter
Flexfield” window will open.

v" Click on the magnifying lens to the right of a segment’s field in the “Enter Flexfield” window
to access the segment’s List of Values. The “Search and Select” screen will display for the
segment.

2 View Context View Header View Line

Balance Type Actual

1 Database AUOHSRITX01.SRITXI
Data Access S¢RIT

Ledger RIT

rrrrr

hart Of Accot RIT CHART OF ACCOUNT

Ci
C

10| Category *List -Text Adjustment
11| Source *List -Text Spreadsheet

12| AccountingDa [
B e Enter Flexfield ===

14 Batch Descript
R

3
Journal I Descrif Cancel | | Combinations | | Select |

13 upl ENTITY DEI RIT CHART OF ACCOUNTS
19 *List - Text

g? | ENTITY for Q RIT
2 DEPARTMENT Q

;j OBJECT Q

iz EXPENSE CATEGORY . @,

;; PROJECT Q

29 PROGRAM 00000 @ NONE

30 Totals:
Tip: This is not the a Cancel | [ Combinations | [ Select

v To see an entire list of all the values for a segment, enter the wildcard character into the
“Search Criteria” field and click on the “Go” button. The entire list of values will display in
groups of 10.
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Enter Flexfield |

Search and Select - DEPARTMENT

Search Criteria:  [Value AR EDQ cancel
or De

To limit the number of rows returned, enter a search criteria for Yalue iption and press the Go button,

oration. All rights

v' To see the next group of 10 values click on the “Next 10” button in the lower right
hand corner of the window. You can also click on the drop down list of groups of 10
to scan through the list.

Enter Flexfield =]
Search and Select - DEPARTHFMENT
Search Criteria; I Go I Cancel
To limit the number of rows returned, enter 5 search criteria for Yalue or Description and press the Go buthon,
Select Item | Select =) Previous Im Mext 10 =
Select walue Description
(& ooooo LIMNDESIGHATED
[ onggg BEGIMNMHIMNG BaLaMNCE DEFT
[ 01000 GEMERAL INSTITUTE
[ o100z GEMNERAL INSTITUTE- BEMEFITS
L& 01005 MNEWY COLLEGE CELEBRATION
i 0100& Fas 106 POST RETIREMENT CQOBLIGATION
i 01007 SEARCH - WP STUDENT AFFAIRS
o 01002 SEARCH - WP MNTID
(& 01009 GEMN [MST - STUDEMT ORG. SLPPORT
[ 01010 GEMN IMST - OWERHEAD O GRAMNTS & COMTREACTS
Select Item | Select =) Previous Im i‘_;
C 200 (=] ]

v"If you know the first couple characters of the segment value, you can see a reduced list of
values by using the wildcard character. For example; you know the Mechanical Engineering
department number you want to enter starts with “632”. Enter “632%” in the “Search
Criteria” field and click on the “Go” button. A reduced list of values starting with
department number “63200” will display for you to choose from.

Enter Flexfield |

Search and Select - DEPARTMENT

Search Criteria; I\-’alue j |632%| EDQ Cancel
or De

To limit the number of rows returned, enter a search criteria for Yalue iption and press the Go button.

Select Item | Select <) Previous Il—lD of 1486 vl Mext 10 &

Select Yalue Description
 noooo UMDESIGHNATED
00999 BEGIMMIMNG BALANCE DEFT
01000 GEMER.AL INSTITUTE
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v" Once you find the value you want to enter click on the select circle to the left of the value
you want to enter into the field and click on the “Select” button.

Enter Flexfield

X

Search and Select - DEPARTMENT

Search Criteria: |'v'a|ue j | ﬁul Cancel

To limit the number of rows returned, enter a search criteria for Yalue or Description and press the Go buthon,

Select

DO 0000

-

Yalue
3200
63208
53216
63220
53221
63251
53252
63253
53254
63255

Item ﬁelec% <) Previovs Il—lD of 27 vl Mext 10 =
Discription

KGCOE-MECHAMICAL EMGIMNEERING

KGCOE-MECH ENG-PHD CAPITAL

KGCOE ME FEA RECOVERY - HEMSEL - ME

DUBAT MECHANICAL EMGINEERIMG (EMTITY 39)
DUBAT MECHANICAL EMNGINEERIMG (EMTITY 01 ZB&)
KEMPSEI, M - KGCOE- MECHAMICAL ENGINEERING
OGUT, & - KGCOE - MECHANICAL EMGIMNEERING
GHOSH, & - KGCOE-MECHANICAL EMGINEERING
MYE, & - KGCOE-MECHAMICAL ENGIMEERIMG
PORIMES, B - KGCOE-MECH EMGIMEERIMNG

Select Item | Select <) Previous Il—lD of 27 "I Mext 10 (3

Copyright 2005, Oracle Corporation. All rights resenved.

v The segment field will fill in on “Enter Flexfields” window. If you know some of the
segment values, such as Project, but not all, you can enter those you do know and then click
on the “Combinations” button. For example; enter “90310” in the “OBJECT” field, and
“00000” in the “PROJECT™ field. Click on the “Combinations” button to see which
accounts currently exist.

Enter Flexfield x|

Cancel | Combinations | Select |

RIT CHART OF ACCOUNTS

ENTITY

DEFPARTMEMNT |E|32DD

OBIECT

EXPEMNSE CATEGORY

FROIECT
FROGRAM

e

RIT

KGCOE-WECHAMNICAL EMNGINEERIMNG

IQDSID

I—
IDDDDD
IDDDDD

PLL AL A

MNOMNE

Cancel Combination: Select

Copyright 2005, Oracle Corporation. All rights resenved

v An “Accounting Flexfield” window will display a list of 24 digit account combinations to
choose from. Select the account you want to enter, click on the “Select” button, and the
values are entered into the fields on the “Enter Flexfield” window.
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Enter Flexfield x|

Accounting Flexfield
Choose an item from the list below and press the Select button

Combinations Cancel
Select ENTITY DEPARENT DBIECT EXPENSE CATEGORY PROJECT PROGRAM Account Type
P01 53200 o030 10 ooooo Qo000 Expense

Copyright 2005, Oracle Corparation. All rights resened.

v Click on the “Select” button and an information window will tell you if the account
number is valid.

Enter Flexfield x|

Cancel | Combinations | Select |

RIT CHART OF ACCOUNTS

EMTITY |

QA RIT
CEP &R TRENT 55200 QL KGCOE-MECHANICAL ENGINEERIMNG
OBJECT |90310 S, RIT MISC INTERDEPT CHGRE
EXPEMNSE CATEGORY |T S INSTRUCTION
PROJECT Jooooo Q. NOME
PROGRANM Jooooo QA NOME

Cancel Combinations Select

Copyright 2005, Oracle Corparation. All rights reserved.

Enter Flexfield x|

[
Cancel I Back | Select |

RIT CHART OF ACCOUNTS

(i) Information

This combination is valid,

EMTIT™Y o1 RIT

DEPARTMEMT 63200 KGCOE-MECHANICAL ENGINEERIMG
COBIECT 20310 RIT MISC INTERDERT CHGRE
EXPEMSE CATEGORY 10 IMNSTRUCTION

FROJECT 00000 MNOME

PROGRE A Qo000 MNOMNE

Cancel Back | ﬁelecg\'ﬁ

Copyright 2005, Oracle Carparation. All rights resened.

v" Click on the “Select” button again and the account number will fill in on the journal
entry template in the Excel spreadsheet. At the same time the upload flag will fill in
automatically. Press the tab key repeatedly to move your cursor to the “Debit” field.

Note: When you enter accounts using the Accounting Flexfield screen, the account
combination is validated at the time you click on the “Select” button. This doesn’t
happen if you manually type or paste the account numbers into the journal entry
template. In that case the accounts will be validated during the upload process.
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Debit, Credit — There can only be an amount in one of these columns per row. If there are
amounts in the debit and the credit column on the same row, an error will display after you
attempt to upload it into the general ledger.

View Context View Header View Line |
Balance Type Actual
Database AUOHSRITX01.5RITXI
Data Access S¢RIT

Ledger RIT

Currency usp

Chart Of Accol RIT CHART OF ACCOUNT

Category = List - Text Adjustment

Source = List - Text Spreadsheet

Accounting Da *List - Date 8/16/2017

Batch Name Text 151GPM0816-01

Batch Descript Text Move supplies expense to correct department

Journal Name Text Move supplies expense to correct department

Journal Descrif Text Move supplies expense to correct department

upl ENTITY DEPARTMENT OBJECT EXPENSE CATEGORY PROJECT PROGRAM Debit Credit Line Description
*List - Text *MNumber *Mumber Text

=5 01 63200 90310 10 00000 00000 42 Move expense from dept # 15100

Note: To widen the width of the “Line Description” column to the correct width, select the column,
from the toolbar select “Home”, click on the “Format” menu, click on “AutoFit Column Width”

Uploading Your Entry into the General Ledger

v/ Once all the journal entry lines have been entered into the template, it can be uploaded into
the general ledger.

v If you closed the ADI template before uploading to Oracle, see Appendix II, pg. 18, for
instructions on how to upload in future. Otherwise see instructions below.

o0 Click on the “Oracle” menu in the Excel Menu toolbar at the top of the page. Click
on “Upload” from the drop down menu.

Filters !
|

§ | Oracle | Window  Help

: List of Yalues ||'
| Upload I%J
F IMonitor [

| About u

o A “Journals Upload” window opens showing the following parameters, which
automatically default to the correct settings:
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Final
x
L
| Close | | Upload |

Upload Parameters

ST
& Flagged Rows
¥ sutomatically Subrmit Journal Impart

Journal Import will be automatically submitted on successhul completion of the upload

[T Create Summary Journals
Journal Import will surmmarize all bransactions that share the same account, period and

Rows to Upload

CUrFency

M Upload Unbalanced Journals

To import unbalanced journals, you must define a suspense account for actual journals and a
reserve for encumbrance account For encumbrance journals,

' Do Mat Import
' Irnpart With alidation
' Irnport Without Yalidation

Specify how Journal Import will handle descriptive Aexfields

Descriptive Flexfields

| Close | | Upload

Copyright 2005, Oracle Corporation. All rights resemved.

o0 Click on the “Upload” button. A “Journals Upload” window displays showing the
progress of the upload process.

Journals Upload x|
Processing: Upload

Uploading the document
Your document is being uploaded o the server. Press Cancel 1o stop this process.

+  Data on desktop sent
The upload process has started.

Irrport program started

Cancel

Copyright 2005, Oracle Corporation. All rights resenced.

If any of the data has been entered incorrectly, (the account combinations don’t exist
or are disabled in the general ledger), a message will display in the “Journals Upload”
window stating that the upload process has completed with errors. It should list out
how many rows were invalid, if any of the information in the header section is

invalid, and that no rows were uploaded.
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Journals Upload x|

@ Error
Close

The upload process has completed with errors. Press Close to return to the document and fix the
errors.

Final

+ Mo rows uploaded
o 1 rows were invalid

Close
1

Copyright 2005, Oracle Carporation. All rights rezerved.

ViewContet | ViewHeader | View Line
Balance Type Actual
Database AUQHSRITX01.5RITAI
Data Access S¢RIT
Ledger RIT
Currency uso
Chart Of Accot RIT CHART OF ACCOUNT

Category *List - Text Adjustment

Source *List - Text Spreadsheet

Accounting Da  =List-Date 8/16/2017

Batch Name Text 191GPM0816-01

Batch Descript Text Move supplias expense to correct department

Journal Name Text Move supplies expense to correct department

Journal Descrif Text Move supplies expense to correct department

Upl  ENTITY DEPARTMENT OBJECT EXPENSE CATEGORY PROJECT PROGRAM Debit Credit  Line Description Messages
*List -Text *MNumber *Number Text

3 01 63200 90310 10 00000 00000 42 Move expense from dept # 15100

e i 01 15100 90310 20 00000 0oono 42 Move expense to dept# 63200 -Please choose an existing combination.

o0 Click the “Close” button and return to the journal entry template in Excel. In the
message section you will see a sad face and an error message next to the invalid
combinations. Go to the Chart of Accounts on the Controller’s Office Website and
search for your combination under a different FEC value. If none exists, contact

Accounting Operations acctg@rit.edu (ext. 5-2237) for assistance.

0 Once the upload process completes successfully the “Journals Upload” window will
display a message listing out how many rows were successfully uploaded and provide
a Journal Import Request ID number. The Journal Import process will start
automatically and can be monitored using this request id number.

Journals Upload

D Confirmation
Close

The upload process has completed successfully. Press Close to return to the document.
« Group ID was populated with system generated value 9273866.

« 2 row(s) successfully uploaded.
« Journal Import Request ID 17287341

Copyright 2005, Oracle Corporation. All rights srved.

0 Click on the “Close” button to close the “Journals Upload” window.
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Messages — This section is filled in by the Journal Wizard after an upload attempt has been made. If
an account combination is invalid or the journal entry is out of balance a sad face and an error
message will display. If the upload process was successful, a happy face will display next to each
account combination.

Sad Face with Error Message

Categol = List - Text Adjustment
Source *List-Text Spreadsheet

Accoun! *List - Date 8/16/2017
Batch N Text 151GPM0816-01
Batch D Text Move supplies expense to correct department
Journal Text Move supplies expense to correct department
Journal Text Move supplies expense to correct department
Upl ENT DEPARTMI OBIECT EXPENSE CATEGORY PROJECT PROGRAM Debit Credit Line Description Messages
* List - Text *Number * Mumber Text
B0l 63200 90310 35 00oao 00000 42 move expense from dept# 15100 -Please choose an existing combination.
B 01 15100 90310 35 aoaono 0ooono 42 move expense to dept# 63200
Totals: "ot a2

Tip: This is not the end of the Template. Unprotect the sheet and insert as many rows as needed.

Happy Face — Success!

Categol *List- Text Adjustment
Source *List-Text Spreadsheet

Accouni *=List - Date 8/16/2017

Batch N Text 151GPM0816-01

Batch D Text Move supplies expense to correct department

Journal Text Move supplies expense to correct department

Journal Text Move supplies expense to correct department

Upl ENT DEPARTMEOBIECT EXPENSE CATEGORY PROJECT PROGRAM Debit Credit Line Description Messages
= List - Text *Number * Number Text
01 63200 90310 10 anooon aoooo 42 move expense from dept# 15100
01 15100 90310 35 aoooa aoooa 42 move expense to dept# 63200

Totals: To4a2" a2

Tip: This is not the end of the Template. Unprotect the sheet and insert as many rows as needed.
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Checking your Uploaded Entry in the General Ledger

v

AN NN

Click “Journals” ->“Enter” from your journal entry responsibility (e.g. RIT-GL
JOUNRAL ENTRY ONLY).

The “Find Journals” window opens

In the “Batch” field enter only a portion of your batch name and the “%” wildcard
In the “Period” field enter the proper accounting period

Click on “Find”

|Find Journals

= 151GPMO816%

Journal

Ledger

Source = AUGAT
Category Currency

Status Control Total

Posting Batch
Funds Journal
s

v Your entry will appear in the “Enter Journals” window. Note your batch name will include

the Upload ID# for that batch. You will need to use the “%” wildcard every time you upload
an entry in ADI. You will not need to memorize the upload ID #

© Enter Journals (RIT)

Spreadsheel | Adjustment |AUG-17 | 151GPM0816-01 Spreadshest A 92|Move supplies expens |USD 4200
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APPENDIX 11

[ ] [ ]
I 2 I I Rochester Institute of Technology

SSO & MFA WEBADI login to reuse ADI templates

The SSO & MFS WebADI login allows the user to reuse existing ADI templates in Excel within a 4-hour
timeout session. When the session times out the user can log in again and continue to use the same template.

1. Close all Excel spreadsheets.
2. Go to https://mybiz.rit.edu

¥

m ﬂjhimﬁ"r".‘ ztestritedu/OA HTML/RS sp unction i =1023494Bresp id=<1aretp appl id=-lésecy O ~ R Q) 3loqm
b * Hcoment v Eselet

o5 @1 Home @i [ Weke. ) Mere- [ Home.. & hoc. @mys. wlRr- Bov- @ e B von [ns. T ayo.

RIT

NOTICE: By logging inta tis application you acknowledge that you have read and comply with RIT's Code of Condudt for Computer and Wetwark Use and RIT's Information Securty

Qutage Information
None Scheduled

Application Information
In an effort to enhance system security the Oracle eBusiness Applcations will be implementing Second Fador Authentication{ 2FA) in the coming menths, 2FA will help protect your
authentication system via phone, text, or smartphane app,

1 yiou roed asetanco plsa contadt i TS Service Dedk  xSHELP(XSAD57) of F & A Costomer Support at x545,

Click here for Oracke Busihess Applications || Cick here for Self-Service and Approvals | Cickhere for WebADI |

Privacy Stalement

3. Click on the “Click here for WebADI” button.

: Cick here lor WebADI
4. Login using your RIT Computer Account user-id and password, (email account)

R' I . T Rochester Institute of Technology Iweenes [scainr 4]
RIT Login
Login 10 530 miytiast i odu
RIT Username |
Password Pasiword

Login

ama? | Forpol Password?
Nood assstance? Pleaso contact the ITS Servce Desk al

475 HELP [4357] oF sodvicotrikiiinl odu

SSO & MFA WEBADI login Instructions to reuse ADI templates.docx Friday, October 13, 2017
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5. Ifyou haven’t yet, enroll in the DUO Application on your phone.

6. Choose an authentication method.

R-I-T sochenter tnsicute af Tochnetogy

RIT Login
Login to sso.mybiztest rit edu
Choose an authentication method
I T Bl Duwe Push recommenoer Send Me a Push
Passcode .S
Forgol Usarname? | Forgot Password?

Need assistance? Please con!

ITS Service Desk at

585475 HELP [4357] or servicedeskeent sdu

7. Depending on which authentication mode you selected, perform the following action:
a. Duo Push: Accept the “Push” on your phone
b. Call Me: Answer the phone call and follow instructions to login.
c. Passcode: Click on the green key on your phone and enter number into the field
next to “Log in” in the RIT Login screen.

RIT Login

Login to sso.mybiztest.rit.edu

Choose an authentication method

I T E Duo Push rRECOMMENDED Send Me a Push

What is this? £ @ Call Me Call Me
Add a new device

My Settings & Devices
| | Log In

Need help?

Enter a passcode from Duo Mobile or a text. x

Choose an authentication method

What is this? O Q' call Me Call Me
Add a new device

@ Duo Push rECOMMENDED Send Me a Push

My Settings & Devices
Need help? 1059641 Log In

SSO & MFA WEBADI login Instructions to reuse ADI templates.docx Friday, October 13, 2017
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8. A Viewer screen will open. Leave “Excel 2007 in the “Viewer” field and click the
“Next” button.

liewer
@ @ O O O
Integrator Viewer Layoul Content Review
Integrator RIT_ADIL_AUTHENICA TION

Seledt the application on your desktop that will be used to view the document. If Reporting is checked, the document
you create will not allow upload.

Viewer |Excel 2007

M Reporting

[Gncel | | mext |

9. Leave “None” in the “Content” field and click the “Next” button.

v v‘ v v v
Inetor Veter Layout Content Revei
[fegretr RITADT_AUTHENICATION Viewer Bxcel 2013 Reporting Yes: Lzt Logh Status

Seect Content o fmport s i your cocument.Crete i empty cocament by seleting e,

Gancel | Back | Dt ‘

10. Click the “Create Document” button.

Review
) ) 9 J
e Viewar Lajout Content Review
The folowing parameters wil e usedto creee your document. he Viever vl autometicalyJaunch when you press the Create Document button. Press the Back butionto make changes. Pressthe Save bufhon t save tese selections b a Creafe Dncument
St

Iterator RLT_ADL AUTHENICATION
Viener Bcel W13
Renuting Yes

[zout Logh Status

(ontent NONE

| Soe | GedeDoamet

SSO & MFA WEBADI login Instructions to reuse ADI templates.docx Friday, October 13, 2017
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11. An Information screen will open and a popup screen will open. You will be prompted to

open or save the document. Click the “Open” button.

A fl il b downbicd o your dskop,
When v, s open e ad ol s, o o pes, s v s sl e e oo

12. Excel will open a workbook on your screen. Enable Editing.

EEoceNR@io =B iagnd FAEAAYEEARGRY
HOME ~ INSERT  PAGELAYOUT ~ FORMULAS DATA  REVIEW VIEW  DEVELOPER  XLConnect  GLComnect  ACROBAT
0 PROTECTED VIEW Be careful—lesfrom the Intermet can contain vinuse. Unles you need to et it safer to stay n Protected View. \ Enable Editing i
m fi
A B C 0 ¥ F 6 H | J K L M N 0 P
S |
13. Enable Content.
E HOME = INSERT  PAGE LAYOUT  FORMULAS  DATA  REVIEW  VIEW
=
& Cut Arial |10 A A T == - EPWrap Tex
P t Eh@ 'CDI'J}" N
aste - | LEd - - -l == = & 3=
. ¥ Format Painter Iy Q-f- === == PMerge s
Clipboard P Font P Alignment
I SECURITY WARNING Macros have been disabled. Enable Content
K12 v Jx
A B C D E F G H
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14. Click “Close”

CEFREE - o o N R

Your document has been created.

Copyright 2005, Oracle Corporation. All rights reserved

15. A blue template will open in Excel.

G HOME INSERT PAGELAYOUT FORMULAS DATA REVEW VIEW DEVELOPER ADDNS MlComnect GLCownect  ACROBAT Lesiie Fitzpatrick = |
& X ot T LS oSum - =
g 5 Tahoma  *|9 /A z | 0 ﬁ It
Wy : i = [YFill- N
Paste BIU A = = Rron b angor = | €= onditional Format as Insert Delete Format ¢ § Find&  Protact
. fomatPainter | e e . . . &0 o1 Slect Workbaok™
Cipboard g Fort Alignment Mumber Styles Cels Editng New Group
STATIC_RE... ~ f; You are Logged in. Please Switch your Repsonsibilitity after opening your Workbook.

A B C D E F G H I ] K L M N 0 P Q R § T u v W X

View Header
| S50_STATUS You are Logged n. Please Swich your Repsonsbiity after opening your Workbook.

Login Status

2
3
4
5
b
8

16. Open an existing ADI Template.
a. The user must always open the ADI template AFTER he/she has logged into a
secured authentication workbook.
b. Once ADI template has been opened user MUST choose an Oracle responsibility.

FILE HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW VIEW  DEVELOPER  ADD-INS  XLConnect  GLConnect  ACROBAT
W _— [mmn] =]
db Cut Tahoma  -|9 A A === ®- SwapTed General B [ | nomal Bad €m
B copy - o || £

e % o| &ye === B & .o «0 o Conditional Formatas Good Neutral —| Insert [Of

¢ Format ainter | B T M T/ 2- L7 == == EMerged Center $-% %3 Formatting = Table ~ N
Clipboard u Font & Alignment o Number & Styles

26 - I

A B C D E F G H 1 J K L N

b View Context View Header View Line
Balance TypeActual

o Database  AUOHSRITX20.TRITXI
Data Access [RIT

b Ledger RIT

V Currency  USD

3 Chart Of AcorRIT CHART OF ACCOUNT!

P

0 Category “ List - Text Adjustment

1 Source = List - Text Spreadsheet

2 Accounting D * List - Date 9/20/2017

3 Batch Name Tes test adi je template

gl Batch Descri| Text test adi je template

5 Journal Name Text test adi je template

6 Journal Desc Text test adi je template

7

8 Upl ENTITY DEPARTMENT OBJECT EXPENSE CATEGORY PROJECT PROGRAM Debit Credit Line Description Messages

9 = List=Text = Number = Number Text

0 01 15100 73000 35 00000 00000 500 test adi je template

1 01 15100 73000 35 00000 00000 500 test adije template

2

3

il

5

6] [

i

t

El

0 Totak: 500 500
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17. Select a responsibility by clicking on the “ADD-INS” tab and selecting
“Switch Responsibility” from the Oracle drop down list.

HOME  INSERT ~ PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW  DEVELOPER = ADD-INS

Oracle~
Filters '
Monitor
M Suitch Responsibility

About fl You are Logged in. Please Switch your Repsonsibilitity after opening your W

18. Update, upload, and save the ADI template as you normally would in Excel using

the Oracle Add-In.
19. Do not close the Excel authentication session until you have finished uploading all

of ADI templates. Once closed a new session will have to be opened by logging in
again.
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