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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 | would save it as a one-word file with no
spaces. | ended up calling it “March24.txt”




The selected file tvpe does not suppart workboaoks Ehat contain multiple sheets,

& + To save only the active sheet, click Ok,
+ To save all sheets, save them individually using a different file name for each, or choose a file bype that supparts

mulkiple sheets,
ok I Zancel

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.




kest.bxt may contain Features that are not compatible with Text {Tab delimited). Do wou want to keep the workbook,
in this Format?

+ To keep this format, which leaves out any incompatible Features, click Yes,
+ To preserve the features, click Mo, Then save a copy in the latest Excel Format,
« To see what might be losk, click Help.

Yes Mo Help

Click Yes.




Then close your file, and when you get this box...

& Lo wou want o save the changes wou made bo 'test, bxt'?

Yes Mo

Cancel |

CLICK NO
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Step 2. UPLOAD THE FILE INTO dETAILSONLINE
In detailsOnline, go to the ADMIN module and then click SYSTEM SETUP.
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ADMIN
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-
-
-

Role _ —
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User Hame
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Start Date (mmiddAnan)
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-
’F';E-E-I-: OETRICT OF Q&K PARK Corporation #
Administrator [ Power ) Hierarchy Point
Park Diztrict of Oak Park User ID

9333333

Email Address*
Email Naotification®
Language Preference®

o701615

PARK DISTRICT ©

0115395208 HPAF

Iebsclientservi-:e

I Alvways ;
I English - I

IGMT-DS:DD Eastern Standard Time - EST

05M 52006

End Date {mmidd A
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In detailsOnline, go to the Click IMPORT FILE. »
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HOME STATEMENTS TRAHNSACTION REPORTS HIERARCHY  ADMIN SUPPLIER
ADMIN = SYSTEM SETUP
INFORMATIOH: This feature allows you to configurefcustomize detailz Online to meet your needs. Thiz gection and its sub festy
which impact your user experience.
S S REFEREMCE INFORMATION
¥ N i Corporation PARK DISTRICT OF OAK PARK Corporation # o
Admin Home Currency LS DOLLAR
Manage GL
System GENERAL LEDGER DEFAULT PRIORITY
< Import File IHSTRUCTIONS: The General Ledger Default Priority section defines rules for how the General Ledaer (GL) default values are s
#1 and MCC GL Code iz priovity #2 and bath have a GL1T Field populsted when the transaction is being loaded, the Supplisr GL W
franzaction. HOTE: Modification to thiz zetting only hasz impactz on tranzactions loaded after the change was made.
HIERARCHY FINANCIAL
Cancel Changes Intermediste Distribution NA ] MCC GL Distribution [
Save Changes Accournt GL Distribution e -] Supplier Site Distribution |-r
Future |-r_
AUDIT INFORMATION
Last Updated By Park Diztrict of Cak Park
| Lagt Updated On Q2ms2007 1618 _ILI
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Click Browse to locate the .txt file you saved. »
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ADMIN = SYSTEM SETUP = IMPORT FILE
IHFORMATIOHN: The Impart File page provides the ability to upload information to details Online. Comgplete the Upload Information
link, located on the left hand navigation menu. HOTE: To view the results of previous Impaotts, click on the disk icon located inthe
S S REFERENCE INFORMATION
i et i Corporation PARK DISTRICT OF OAK PARK Corporation #
System Setup Currency U.S DOLLAR
UPLOAD INFORMATION
Upload File Job Type Chart of Account LI
File Format Tak Delimited "I
File | ® Upioad |
JOB HISTORY
IHSTRUCTIONS: The Job History section provides the list of previous requested jobs for your organization. To gather infarmation
corresponding list icon located inthe Cutput column to dovwnlosd the logfoutput.
List of History { 14 shown of 4 )
Joh ID Datefime Job Type File Size (KB) St
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After you've selected it, click UPLOAD. »
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HOME STATEMENTS TRAHNSACTION REPORTS HIERARCHY  ADMIN SUPPLIER
ADMIN = SYSTEM SETUP = IMPORT FILE
IHFORMATIOHN: The Impart File page provides the ability to upload information to details Online. Comgplete the Upload Information
link, located on the left hand navigation menu. HOTE: To view the results of previous Impaotts, click on the disk icon located inthe
S S REFERENCE INFORMATION
i et i Corporation PARK DISTRICT OF OAK PARK Corporation #
System Setup Currency U.S DOLLAR
UPLOAD INFORMATION
Upload File Job Type Chart of Account LI
File Format Tak Delimited "I
File IC:lD-:u:urnents and Settinospbn - Browse... Uplozd I
JOB HISTORY
IHSTRUCTIONS: The Job History section provides the list of previous requested jobs for your organization. To gather infarmation
corresponding list icon located inthe Cutput column to dovwnlosd the logfoutput.
List of History { 14 shown of 4 )
Joh ID Datefime Job Type File Size (KB) St
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| File Edit  Yiew Favorites  Tools HE|E ﬁ
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When you come to this screen, click the FIRST drop-down box & and select IGNORE ?
COLUMN... (soright now, it just says <...select....>)

BMO # "Financial Group

HOME  STATEMENTS TRANSACTION REPORTS  HIERARCHY ADMIN  SUPPLIER O E_
ADMIN > SYSTEM SETUP = IMPORT FILE = MAPPING
Cancel Upload ‘I:'.EFEREI“ICE INFORMATION ) .
ob 1D = File Format Tah Delimited
Continue Job Type Chart of Accounts
INCOMING FILE MAPPING
Import File ColumniTag System Field
Ignare Column = |~:---Se|e|:1---:~ -]
Element | = hd
Elemert Type ID = IEIemerrt Type ID* LI -
Elemert “alue = IEIemerrt Walue* LI
Budget = [ Budget |
Language Code = ILanguage Code* LI
Element Short Description = IEIemerrt Short Description® LI
Element Long Description = IEIemerrt Long Description LI _ILI
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Now click CONTINUE.
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ADMIN > SYSTEM SETUP = IMPORT FILE = MAPPING

REFERENCE INFORMATION
Cancel Upload Job ID 5 File Format Tab Dedimited

Continuige —_— Job Type Chart of Accounts
—
— L] — — — - -
INCOMING FILE MAPPIRG= =— _—
Import File Column/Tag = —
—-— — —

System Field

Ignore Column =

Elzment IC = Eletment I0*
Elemert Type ID = IEIemerrt Type ID* LI
Element “alue = IEIemerrt Walle* LI
Budget = [ Budget |
Language Code = ILanguage Code* LI
Element Short Description = IEIemerrt Short Description® LI
Element Long Description = IEIemerrt Long Description LI
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General Ledger Online Management

BMO # 'Financial Gr oup

System Setup

Upload File
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ADMIN = SYSTEM SETUP = IMPORT FILE

REFERENCE INFORMATION
Corporation ACKWE US TRADING COMPARNY Corporation # 1320023
CULLSNSY o Dol L AR

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 corrected
component.

JOB HISTORY

List of History (14 shown of 4) Select Output to view uploaded file content

Job ID Datetime Job Type File Size (KB) Status Cutpant Type

I 11 O7F 2202006 - 15:34:13 Chart of Accounts 15.0 ] = Import
10 O7F 2202006 - 153312 Chart of Accounts 16.0 o = Impart

9 O7F 2202006 - 153237 Chart of Accounts 16.0 [ ] = Impart

8 072202006 - 153202 Chart of Accounts 150 ] = Impart
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