General Ledger (GL)

Spreadsheet Upload Process

Use the Journal Spreadsheet Upload process to prepare journal entries
offline and import them to SHARE FIN 9.2.

Make sure you take the two actions below to avoid duplicate files:

Delete all the previous versions of JRNLMCRO JrnlLog and
NMS_Journal from your computer

Create a new folder on your desktop and name it Journal Import

Follow the steps below to download the spreadsheet:

Navigate to > Financial Control section
(Under the Department of Finance and Administration website) Here
is the link: https://www.nmdfa.state.nm.us/financial-control/share/

¢ SHARE | New Mexico Departmer X +

& (' 8 nmdfastate.nm.us/financial-control/share/
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General Ledger (GL)

Spreadsheet Upload Process

Scroll down to the Operating Transfer Spreadsheet Files section at
bottom of the webpage

Download the following documents:
*NEW FOR SHARE 9.2** JRNLMCRO
*NEW FOR SHARE 9.2** NMS_Journal
*NEW FOR SHARE 9.2** JrnlLog File

Operating Transfers

OPR Spreadsheet Journal Download Instructions

**NEW PROCESS JOURNAL ENTRIES **

**NEW SPREADSHEET JOURNAL ENTRY TRAINING GUIDE **
How to Fix Missing Buttons on NMS Journal

Reviewing Operating Transfers

Excel Issues from Recent Windows Update to Excel 01/08/15

Operating Transfer Spreadsheet Files

NMS_Journal 3 XLSM
JRNLMCRO XLA
JrnlLog XLS

51 IRNUMCRO_4 (T)xds
= NMS_Journal 5 (1)xds
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General Ledger (GL)

Spreadsheet Upload Process

Right-click > JRNLMCRO_4.xls file

Click > Rename

Note: If you cannot see the file
extension please go to Page 9.

hlﬁii

7 Quick access
|% Documents »

& Downloads -4

[l

e dn

= | Journal_Import

Home Share View

T > Journal_lmport

Name

B JrnlLog_2.xls

Date modified Type

10/23/2017 3.03 PM

Microsoft Excel 97... 1€

!@ JRNLMCRO_4.xls

10/23/2017 3.02 PM

Microsoft Excel 97...

454 kg

Open
New

Print

[ o=

Convert to Adobe PDF
Convert to Adobe PDF and EMail

Combine files in Acrobat...

B

Scan with Windows Defender...
McAfee File and Removable Media Protection

Open with...

Share with

Scan for threats...

WinZip

Restore previous versions

Send to

Cut
Copy

Create shortcut

Delete

@\

Rename

Properties

1_5 (1).xls

10/23/2017 3.03 PM

Microsoft Excel 97...

4,008 KB

SHARE
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Update > File Name and Extension > JRNLMCRO.xla

MName

=i JrniLog_2.xls

Ii JRNLMCROxla

=i NMS_Journal_5 (1).xls

Date modified Type

10/23/2017 3:.03 PM
10/23/2017 3:02 PM
10/23/2017 3:.03 PM

Microsoft Excel 97...
Microsoft Excel 97...

Microsoft Excel 97...

16 KB
454 KB
4,008 KB
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General Ledger (GL)

Spreadsheet Upload Process

A message dialog box appears once you update the file extension.

Click > Yes

Rename

| If you change a file name extension, the file might become unusable.

Are you sure you want to change it?

Yes MNo

Right-click > JrnlLog_2.xls file
Click > Rename

Name Date modified Type Size
| Jmilog_2xls 1 o 97.. 16 KB
pen
JRNLMCR Ad.. 454 KB
New
(=l NMS_Jourr 97... 4,008 KB
Print

@ Convert to Adobe PDF
& Convert to Adobe PDF and EMail

% Combine files in Acrobat...

Scan with Windows Defender...

M McAfee File and Removable Media Protection >
Open with...
Share with >

¥ Scan for threats..

2 WinZip >

Restore previous versions

Send to >

Cut
Copy

Create shortcut
Delete

I Rename |

Properties

SHARE
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General Ledger (GL)

Spreadsheet Upload Process

Update > File Name > JrnlLog.xls

Name Date modified Type Size

& JrniLog.xls 10/23/2017 3:03 PM  Microsoft Excel 97... 16 Kts'!
JRNLMCRO.xla 10/23/2017 3:02 PM  Microsoft Excel Ad... 454 KB
E[{ NMS_Journal 5 (1).xls 10/23/2017 3:03 PM  Microsoft Excel 97... 4,008 KB

Note: Before opening the files with updated names and extensions, close
all the excel sheets on your computer.

Click > JRNLMCRO.xla file

o

Name Date modified Type Size

B Jrnllogxls 10/23/2017 3:03 PM  Microsoft Excel 97... 16 K,
05 JRNLMCRO.xla 10/23/2017 3:02 PM  Microsoft Excel Ad... 454 KB |
&l NMS_Journalxls 10/23/2017 3:.03 PM  Microsoft Excel 97... 4,008 KB

A blank page opens up. Use the Close button X to close the
JRNLMCRO.xla file.

3 L Excel 7 ®m - Ffx
HOME | INSERT ~PAGELAYOUT FORMULAS DATA REVIEW VIEW  DeloitteTools  ACROBAT  STARWizard

B I
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General Ledger (GL)
Spreadsheet Upload Process

Click > NMS_JOURNAL .xls file

Name Date modified Type Size
& JrnlLog.xls 10/23/2017 3:03 PM Microsoft Excel 97... 16 KB
JRNLMCRO.xla 10/23/2017 3:02 PM  Microsoft Excel Ad... 454 K'@
MNMS_Journal.xls 10/23/2017 3:03 PM  Microsoft Excel 97... 4008 KB l
Click > Setup
= - NMS_Journalxls [Compatibility Mode] - Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Deloitte Tools ACROBAT STARWizard
- "’:‘Cm Arial =10 NN WY P Wrap Text General - D Lines Normal Bad
= Copy - i . M
Paste ¢ comatpainer B I U Lt D-A- === &3 ElMegeacenter - §-% 0 4 M éﬂr:qda'?n“n”;'_ F?_;'EI"’:_"“ Eoad LR =
Clipboard o Font o Alignment [ Number [ Styles
R13 - I

glgg,lj Spreadsheet Journal Import

[ General 7®7 [ Journal Sheets — | [ ImportJournals — |
—
ul <8
Setup I New Import Now
[
Notes Edit Write File
b
Delete
By
Copy
=
Print
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General Ledger (GL)

Spreadsheet Upload Process

Validate > Address is https://fin.share.state.nm.us/xmllink/fprd/

Verify > Business Unit
Is set to 39401

Verify > Ledger Group
is set to ACTUALS

Enter > Your User ID
Click > OK

Click > New

Enter > Journal Sheet
Name

Click > OK

7/21/2021

Define Options and Defaults

I Business Unit: 39401 |

'ate: |

|acTuALS

—

I User ID: ]

[ Enable Multibook
[v AutoGen Lines

Message Options
(" Log Error Message only
® | og Successful and Error Message

Cancel

I [¥ Display Messages Online

®

g Ledger Group:

Source: Document Sequencing Configure

[~ Enable Document

Default Document Type:

Online Import Control

Address: I

—

After successful import
" Change import status to Do Not Import

(® Keep import status as Import

o 1 [}

General Options

Language: F_

User ID:

[ skip if Journal already exists
[ skip if Journal has error
| Check decimal Position during ONLINE journal

% Spreadsheet Journal Import

& i} -
Selup New I Tmport Now

] r -«
Noes Edit Write File

-
Delete

Print

Bas

New Journal Sheet Name:

I i




General Ledger (GL)

Spreadsheet Upload Process

Populate > Spreadsheet Journal Import file

E H | @
k3l Spreadsheet Journal Import
3 PEUIGEINGCEGES Sys ID Unit Joumnal ID Date D
4 1056 39401 INTERTEST  9/13/2017
5 | +|o|e]w]|- ﬂ
[} Journal Lines
7 SysID JounallD  Line#  Unit Ledger Fund Dept ID Account Sub Acct Rpt Cat Proj Unit  Project Activity
8 = = i~ i i i = “ v W
9 | + | = ﬂ = |ﬂ Select fields to copy from a previous line by marking the che-_z=ves under each field.
e e
T
12 |1056 |INTERTEST |I 39401 ACTUALS 200000
13 1056 INTERTEST 2 36100 ACTUALS 11890 1000000000 101700
14 1056 INTERTEST 3 34100 ACTUALS 00100 1010000000 101

Click > Import when you finish

Remember to add the journal Header first. Use the | ~=  and - | buttons to
add or delete multiple lines at a time.

Enter > Your SHARE ID and t Joural

Password @ @

Click > OK ‘Userl[): :Your SHARE ID | ok |
Password: Cancel |

Once the upload is successful, log into SHARE FIN 9.2, find your journal
entries by navigating to the Create/Update Journal Entries page, search for
your entries, and submit for approval.
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General Ledger (GL)

Spreadsheet Upload Process Troubleshooting

If you are not able to see the downloaded files’ extensions (.xIs or .xla at
the end of the file’s name), please follow the instructions below.

In the Toolbar or Under File Explorer

Click > Organize > Folder and search options

In the Folder Options window that opens click on the View tab. If the
checkbox next to the line “Hide extensions for known file types* is checked
make sure to uncheck it, click on the Apply button and then the OK button.

Folder Options @

|Geneml| View || Search|

Folder views

You can apply the view (such as Details or lcong) that
you are using for this folder to all folders of this type.

Apply to Folders Reset Folders

Advanced settings:

") File= and Folders

[] Always show icons, never thumbnails

Abways show menus

Display file icon on thumbnails

Display file size information in folder tips

Display the full path in the title bar (Classic theme onby)
Hidden files and folders
() Dont show hidden files, folders, or dives
@ Show hidden files, folders, and drives

Hide empty drives in the Computer folder
[ Hide extensions for known file types
Hide protected operating system files (Recommended) =

[ Restore Defaults ]

[ »

m

oK || Cancel || 2opy
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