THE BUDGET UPLOAD FROM EXCEL FEATURE
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You need two separate spreadsheets which contain your budget s, one for revenues and a second for

expenses in up to three columns each: the first column is the account number, the second is the

budget amount and the third is optional such as a description® lfazxs &2dzQff gl yd G2
accounts that have been incorporated into the spreadsheets through Account Maintenance before

attempting the interface. The spreadsheet must be saved in a .csv format. You should also open and

suspend a Revenue Budget Entry batch and/or an Expense Budget Entry batch and make note of the

batch numbers.

A. InClient Server, you must have access to two new menus: Revenue/Expense Budget Upload
and Revenue/Expense Budget Process. These are currently fields 331 and 332 in Access
Maintenance. To get to Access Maintenance, go to Utilities, System, Access as shown below.
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Value column will be blank; enter the number 1 as the Value in each field as shown below and update.
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To get access to the menus, log off and log back on® |l se ttieollowing new menus:
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B. Go into Revenue/Expense Budget Upload; this first step finds your spreadsheet data and checks
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completed window for import of revenue data. It describes the pathway: the data can be

found on the C drive, the name of the file with the .csv extension, and that it contains revenue
data.
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Q Upload Revenue;expense Budget Data

Thiz program will upload a reverue and expense data from a spreadshest

Fill in the file name and adjust the path if neceszary

[uestion
Directory path af the file to read CA

Mame af the file to read REVENLE.CSW
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When you click OK, you will receive a message that indicates that your data has been
successfully vetted.

If you are interfacing your expense budget, follow these same procedures but note that the
Type of Batch will be E for Expense.



C. Use the next menu to move the budget data into a batch. In our example, that means you
should open and suspend a batch in Revenue Budget Entry and have that batch number ready
for our use as shown below:
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Q Revenue,/exdpense Budget Process

Uploads Revenue or Expense budget data from a * cav file. Col A iz account
Cal B iz the amount and Col C is an optional Reference [anything).
Enter File Mame, a budget batch # and the type of batch [R or E]
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the batch!
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