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Upload Budget Journals

Rather than entering budget journals online, a flat-file spreadsheet can be used to upload budget
journals into SWIFT. Flat-file template spreadsheets can be downloaded from the SWIFT Forms page on
MMB’s website (http://www.mn.gov/mmb/accounting/swift/forms/). There is a different template for
expense and revenue budgets:

e Expense Budget Journals (SWIFT Exp Bud KK Jrnl Template)
e Revenue Budget Journals (SWIFT Rev Bud KK Jrnl Template)

This time-saving process can be used anytime but it is particularly helpful when loading budget journals
prior to the beginning of the fiscal year.

Steps to complete:
e Step 1: Complete the Header of the Budget Journal Template
e Step 2: Complete the Lines of the Budget Journal Template
e Step 3: Generate the Flat File

e Step 4: Run the Import Budget Journals Process

e Step 5: Finish Processing the Budget Journal

Step 1: Complete the Header of the Budget Journal Template

After obtaining the Excel journal template from MMB’s web site, complete the header information by
following the instructions on the Instructions tab of the spreadsheet. An expense budget template is
used in this example.

WARNING: Macros must be enabled to generate the flat file. (In Excel, navigate to File, Options, Trust
Center, Trust Center Settings. You may also see a Security Warning when you enter Excel that indicates
that Macros have been disabled. You can click on the Enable Content button to enable the macros.)

1. Complete the Header information as described below.
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SWIF 3 Commitment Control (KK) Expense Budget Journal Template

Generate File
0-Original 1-
MMDDYYYY Adjustment Agency Code 30char
KK_EXP_BUD [ 0 I ci0|[fraining Import ]
Signed 28.2 No Commas 30char
1000 G1031100 G100001 41160 1000.00
1000 G1031100 G100001 41180 2000.00
1000 G1031100 G100001 41300 500.00
1000 G1031100 G100001 41155 500.00
1000 G1031100 G100001 43000 1000.00

Field Name

Field Description

*File Output

Select a destination on your computer. The flat file will be saved
to this folder. You will need to know this when later selecting the
file for import.

*Business Unit

Accept the default “MN001”. You will always use “MNO001” for
Commitment Control Journals.

*Journal Date

This represents the Fiscal Year/Accounting Period where the
transaction is recorded. For new year budgets, it should be
07/01/Budget Period. For adjustments, it is generally the current
date.

*Ledger Group

Accept the default. The Ledger Group field is defaulted based on
the template being use.

*Bud Entry Type

Enter “0” for Original Entry; enter “1” for an Adjustment.

*Source

Enter your three-digit Agency value. This is used for approval
routing and online searches.

Header Description

Optionally, enter a header description. The spreadsheet field is
limited to 30 characters. If a longer description is needed, it can
be updated on the Budget Journal Header page after the
import.
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Step 2: Complete the Lines of the Budget Journal Template

The template is limited to 5,000 rows. Create additional files if more lines are needed.

1. Complete the Lines information as described below.

Field Name Field Description

*Budget Period Enter the Budget Period. The Budget Period represents the
Budget Year. Continuing budgets may be open for many years.

*ChartFields Enter the ChartField values that define the budget line.

*Amount Enter the amount. Enter a positive value when adding or

increasing a budget; enter a negative value when reducing a
budget. Do not enter commas.

Line Description Optionally, enter a line description. If no value is entered, this
field will default to the account description. This field length is 30
characters.
A B C D E F G -
SWIF 3 Commitment Control (KK) Expense Budget Journal Template
Generate File
Header
0-Original 1-
MNODL MMDDYYYY Adjustment Agency Code 20char
MNDO1 KK_EXP_BUD [ 0 I e10|[fraining Import ]
L
P |Lines
E
i Signed 28.2 No Commas 30 char
Bf2019 1000 G1031100 G10ooo01 41160 1000.00
b 2019 1000 G1031100 G100001 41180 2000.00
Fl2019 1000 G1031100 G100001 41300 500.00
Bj2019 1000 G1031100 G10ooo01 41155 500.00
pl2019 1000 51031100 5100001 43000 1000.00

Step 3: Generate the Flat File
Next, you will generate the flat file. Macros must be enabled to activate the Generate button used in the

following step.

1. Click on the Generate File button to create the flat file.

2. A message displays indicating that the file was generated successfully and listing the file name
and location. Make note of the file name and location.

3. Click the OK button.
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Micrasoft Excel [

File generated successfully
Total rows written: 6

MNASWIFT\Workspace - ER\Training Inventony\Guides, Qutlines & Catalogs\BC2
Budget Journal Administration'\Upgradekk_EXP_BUD_10042018 1127 _AM.txt

Note: If the file was not generated successfully, review the Excel file and ensure that all the
required fields were entered and the fields have valid values; for example, check that the Fin
DeptID’s were entered at the correct level.

Step 4: Run the Import Budget Journals Process

Begin by navigating to the Import Budget Journals page.

1. Navigate to the Import Budget Journals page by using one of the options below.

Navigation Options Navigation Path

Navigation Collection | Accounting, Commitment Control, KK Process, Import Budget Journals.

WorkCenter Accounting, Commitment Control, GL/KK WorkCenter, left-menu, Links
section, KK Links, Import Budget Journals.

2. Search for an existing Run Control ID or create a new Run Control ID. The Import
Commitment Control Budget Journals page displays.

Import Commitment Control Budget Journals

Run Control ID NEWG10 Report Manager Process Monitor Run

Process Request Parameters
*Character Set |150_8850-1 Q
Journal 1D Mask

Add Delete View Attached File

| Save | Return to Search Previous in List Nextin List Notify Add Update/Display

3. Ifafileis listed in the Attached File field from a previous import, click on the Delete button to
delete the file prior to selecting the new file to import.

4. Click on the Add button. The File Attachment page displays.

5. Click on the Browse button and navigate to the folder location where the flat file was created.
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72 choose File to Upload

e BC2 Budget Journal Administration » Upgrade » Import
Organize ~ MNew folder = ~ [ .@.
B Desktop i MName : Date modified Type Size
4 Downloads =
% Recent Pl | | KK_EXP_BUD_10042018_1127_AM.txt 10/4/2018 11:27 AM  Text Document 2 KB|
- ECEI'.I aeee B SWIFT-expads 10/4/2018 11:34 AM  Microsoft Excel 97... 1,584 KB
@ Creative Cloud A
. Libraries
3 Docurments
J’ Music
=/ Pictures
E Videos
1% Computer -
File name: KK_EXP_BUD_10042018_1127_AM.bet - [AII Files (*.*) v]
[ Open Iv] [ Cancel I

6. Click on the Open button.
7. Atthe File Attachment page, click on the Upload button.

File Attachment *

Help

NASWIFTWorkspace - ER\Training Inventory\Guides, | Browse._. |

Upload Cancel

8. Atthe Import Commitment Control Budget Journals page, click on the Run button.

Import Commitment Control Budget Journals

Run Control ID NEWG10 Report Manager Process Maonitor Run

Process Request Parameters

*Character Set |ISO_8859-1 Q

Joumal ID Mask

Add Delete View Attached File KK_EXP_BUD_10042018_1127_AM.txt

| Save Retumn to Search Previous in List Next in List Notify Add Update/Display
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9. Atthe Process Scheduler Request page, accept the default process listed and click on the OK

button.

10. Click on the Process Monitor link to ensure that the process was successful (Run Status =
“Success”, and the Distribution Status = “Posted”).

- T T o=
‘ Process List ‘ Server List
View Process Request For
User|D 01159534 Q| Type Last 10 Minutes Refresh
Server Name Q. Instance From Instance To
Run Distribution Status Save On Refresh
Status
Process List
= Q 1-1 of 1[+] View All
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status E{;{Eg““un Details
u 25813540 Application Engine M_KK_JRNL_IM 01159534 10/04/2018 11:36:57AM CDT |Success Posted | |Dela\ s |

11. Click on the Details link for the Import process you ran. The Process Detail page displays.
12. Click on the View Log/Trace link.
13. Click on the M_KK_JRNL_|M_****x**x*kx%x% | OG file. The log file displays in a new window.

View Log/Trace X
Help
Report
Report ID 23524208 Process Instance 25313549
Name M_KK_JRNL_IM Process Type Application Engine

Run Status  Success

Flat File Budget Jml Import

Distribution Details

Distribution Node fmsap Expiration Date | 10/11/2018
File List
Name File Size (bytes) Datetime Created
AE_M_KK_JRNL_IM_25513549.stdout 549 1010412018 11:37:59.376024AM COT
| CCae e ([N sESETUNGS I 409 10/D4/2018 11:37:59.376024AM CDT

14. The log will indicate whether the process was successful and list the Journal ID created. It will
also list any errors the process encountered. Make note of the Journal ID for the next step in
the process.

File Edit View Favorites Tools Help

Commitment Control Journal Impeort (KK JRNL IMP)

Z018-10-04 11.37.44_000000

Processing file KE EXP BUD 10042012 1127 IM.txt ...

Processing Business unit: MNOOl Ledger Group: EK_EXF BUD

Process completed successfully with 1 journals imported.

Imported these journals: System ID (Unit, Journal ID, Date] Beference, Description MNOO1, |0004255335j) 2018-10-04
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Step 5: Finish Processing the Budget Journal

After successfully importing the budget journal flat file, you’ll need to navigate to the Enter Budget
Journals page and finish processing the journal.

1. Navigate to the Enter Budget Journals page by using one of the options below.

Navigation Options Navigation Path

Navigation Collection | Accounting, Commitment Control, KK Process.
The Enter Budget Journal page displays by default.

WorkCenter Accounting, Commitment Control, GL/KK WorkCenter, left-menu, KK
Links section, Enter Budget Journals.

2. Click on the Find an Existing Value tab and enter the Budget Journal ID noted earlier or use
other applicable search criteria.

3. Click on the Search button.

Enter Budget Journals

Enter any information you have and click Search. Leave fields blank for a list of all valudg
Find an Existing Value Add a New Value
+ Search Criteria

Business Unit | =[v] MNOD1 Q

Journal ID heg\nswwthﬂ 0004259335

Journal Date | = ™ =
UnPost Sequence | = ﬂ
Budget Header Status | = ﬂ ﬂ

Description | begins with[™]
UserID | begins with[™| 0115 Q

Source | begins with[v|

Ocase Sensitive

Clear Basic Search &7 Save Search Criteria

4. Select the budget journal in the Search Results and finish processing the journal as you would
normally. If you need assistance, refer to the “Enter Expense Budget Journals” or “Enter
Revenue Budget Journals” guides for assistance.
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