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Step 1:  Save your spreadsheet as a tab-delimited file.  Open the spreadsheet, then 
click FILE, SAVE AS (illustration next page).
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So the file itself will be a .txt file, and I would save it as a one-word file with no 
spaces. I ended up calling it “March24.txt”
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Click OK – this is telling you “ok, we’re only going to save the ONE TAB and not the 
others”, which is what you want.
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Click Yes.



Then close your file, and when you get this box…
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CLICK NO



Step 2.  UPLOAD THE FILE INTO dETAILSONLINE

In detailsOnline, go to the ADMIN module and then click SYSTEM SETUP.
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In detailsOnline, go to the Click IMPORT FILE.
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Click Browse to locate the .txt file you saved.
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After you’ve selected it, click UPLOAD.
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When you come to this screen, click the FIRST drop-down box & and select IGNORE 
COLUMN…  (so right now, it just says <…select….>)
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Now click CONTINUE.
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General Ledger Online Management

Note: If a file uploads with errors, the output column will provide a user
with the errors that require reloading. Once the errors have been
corrected the entire file must then be reloaded not just the correctedcorrected the entire file must then be reloaded, not just the corrected
component.

Select Output to view uploaded file contentp p


