Updates Required for the Spreadsheet Journal Import Process 
Post Upgrade 9-22-2023

Recent Updates to the Peoplesoft System may include update to the Spreadsheet Journal Import process (based on your version of Excel spreadsheet). A new Spreadsheet Journal Import template file BSA_JRNL1.xls and Add-In file JRNLMCRO.xla should be used. The files are in the same location as this instruction document, otherwise open a ticket with Member care for further instructions.   
Place the Spreadsheet Journal template file (BSA_JRNL1.xls) and the add-in Macro file(JRNLMCRO.xla) in the same directory.  
Please Note: These files should not be placed in a One-Drive folder or a PC folder that is synced to One-Drive.  If placed, you may encounter errors and receive the message like Bad file name or number.  
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After copying files obtained from another computer you may need to update the file’s Unblock property. If the file unblock is not set it won’t be possible to run the macros contained in the spreadsheet.  Check the file properties of the BSAJRNL1.xls and JRNLMCRO.xla files after copying them to your computer. Right click on each file name and review the properties as shown in the next screenshot.
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If you have an existing Spreadsheet Journal Import template you would like to continue to use because it has been customized or already contains journal sheets you use regularly, you may try to do so.  The new JRNLMCRO.xla file is still required.  If you encounter errors, please use the new template BSAJRNL1.xls.  



When using the new template, it’s necessary to update some default values within the Setup such as Business Unit, Source and User ID, see the screenshots below:
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Specify default values for the circled fields.
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You should now be able to use the spreadsheet to upload journals.



Errors

If you encounter errors when attempting to use the Import Journals Option, take note of the background color of the screen prompting you to enter your User ID and Password.  The color should be a light blue/purple as shown below.  If it’s grey, then the updated Add-In file is not being utilized by Excel as it should be.  This may be a result of having multiple copies of the old Add-In file located on your machine or if the Add-In file had been previously installed as a default Excel Add-In.  In that case, Please Contact Member care or open a Jira ticket for assistance. 

Sample screenshots of the Import Journals prompt when the new XLA file is correctly used. 
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If this security message appears then check the
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