Directions for the AR Balance Upload spreadsheet

The AR Balance Upload spreadsheet contains the following worksheets

1. AR Balances —input the AR Invoice Header Information and Invoice Payment information to go
into the AR Invoice Payment Detail table (creates 2 files for this tab).

2. AR Adj Detail - This data will go into the AR Invoice Adjustment Detail table.
3. AR Inv Netted Detail — This data will import into the AR Invoice Netted Detail table.

This spreadsheet contains 3 tabs (worksheets) and is designed to assist in creating 4 text files needed
for the Import Data from ASCII file option on the Exceptional Processing Menu.

Steps to follow
® |f necessary, reset the spreadsheet

Step 1
Al B | & |

Worksheet Controls

Reszet

Check [rata
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e Click Reset on the GL Balance Upload Tab.

Step 2
Reset Worksheet? W

Do you want to reset the worksheet?
You wil lose any data entered. ..

Cancel |

e Click Reset again
e Populate columns B through R on the AR Balances Tab, B through | on the AR Adj Detail tab and
B through H on the AR Inv Netted Detail tab with the appropriate data (definitions of fields and

data type at end of instructions).

e (Click the Check Data button

x>

B C

Worksheet Controls

Reset

Check Data




The data entered will be checked for errors based on field size and data content. If a large number of
rows have been entered, this may take some time. Please be patient.

If errors are discovered in the data, a notification asking to check or ignore the errors

=,

1 possible error detected!

Do wou wish to check potential errors
or wauld you like to ignore them and
proceed with creating your text File?

Check

If Check is chosen, the user will be returned to the spreadsheet to make changes.
Errors will be marked on the spreadsheet in red
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Hover over the cell with the mouse to see a comment with more detailed information on the error
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Correct any errors and click the Check Data button again. Repeat as necessary until all errors
have been corrected.

If no errors are detected or if ignore is chosen, a dialog box displays to save the text file. Click
the button next to the file name[...] and navigate to the location of the directory to save the file

Step 1
Mo Errors Found: AR_Invoice E

Are wou ready bo save vour data bo bext?

Fath and File Mame:

IE Mak et

® Click the scan button [...] for AR Invoice



Step 2

Save AH_Invoice File [ 7]
Save in: I-ev Local Disk {i2;) j @~ Xy
5 My Recent Config =i
Docurnents =) Data
[} Deskiap ) Dell
) Documents and Settings
= My Program Files
“ bacuments g S_l,ls?em
Ty
'J Computer I temp
=1 My Netwark, wap
ol s wiNpows
) Windows Desktop Search
Filz name:  |"ap_Invoice csv" |
Sawe as bvpe: IM Files (*.*) j

Tools |- | Save I Cancel |

P

® Find the location of the directory where the file will be stored. The needed file name will display
in the File Name field.
Step 3
Mo Errors Found: AR_Invoice
fre you ready to save ywour daka ko bexk?
Path and File Mame:
I AR _Invoice. oy
Ok Mak ek
e (Click OK
Step 4

Mo Errors Found: AR_Invoice Payme... [E4

Are you ready to save vour daka bo bext?

Path and File Mame:

] Mot ek

®  (Click the scan button [...] for AR Invoice Payment



Step 5

Save in I“"’ Local Disk () j @ ~ % | X L j hé
L.E? My Recent Config.Msi
Documents o Data
[ Deskiop 1 Dell
) Documents and Settings
D glgcuments g :LZ?;?: Files
My
'J Zompuker I temp
1 My Metwork, 'Wap
L2 P = WINDOWS
)Windows Desktop Search
File name: I"F-\R_Invoice_Payment_Detail.csv" LI
Save as bype: I'ﬁ'" Files (*.#) j
Tools v| Save I Cancel |
v
¢  Find the location of the directory where the file will be stored. The needed file name will display
in the File Name field.
Step 6
Mo Errors Found: AR_Invoice Payme...
Are wou ready bo save ywour daka ko bexk?
Path and File Mame:
AR _Invoice_Payment_Detail, csv
Ok Mok ek
e (Click OK
Step 7

Mo Errors Found: AR_Invoice_Adjust.__. |

Are wou ready bo save your daka ko bexk?

Path and File Mame:

] Mot Yet

®  (Click the scan button [...] for AR Invoice Adjustment



Step 8

Sawve AR_Invoice File

K E
Save n: quv Local Disk, {2 j Q-0 X Cu E-
L.b Iy Fecent Config. M=
Documents =1 Data
ﬂﬂ' Desktop 1 Dell
) Documents and Settings
= My =1 Program Files
= o
Dacurnents =) System
Ty
-’l Cornpuker I temp
=1 My Metwork, 0 lap
ol ™ | EwWINDOWS
) windows Desklop Search
File name: I"P.R_Invuice_P.djustment_Detail.csv" j
Save as bvpe: IA" Files (*.* j

Tools |- | Save I Cancel |

&

¢  Find the location of the directory where the file will be stored. The needed file name will display
in the File Name field.
Step 9
Mo Errors Found: AR_Invoice_Adjust. .
Are wou ready to save your daka ko bexk?
Path and File Mame:
AR _Invoice_adjustment_Detail. g
Ok Mot ek
e (Click OK
Step 10

Mo Errors Found: AR_Invoice_Metted. . |

Are wou ready bo save wour daka ko bexk?

Path and File Mame:

Mo Mot Yet

® Click the scan button [...] for AR Invoice Netted Detail



Step 11

Save AR_Invoice File [ 7]
Save in! Iw Local Disk {iZ:) j @-03 X i ==
My Recent Config M=
Documents Data
@ Diesktop Del
Documents and Settings
- My Pragram Files
I hocuments .
Syztem
= My
‘j Computer temp
Tl Mletworl Wap
= Iy Metwor]
L P WINDOWS
“Windows Desktop Search
File name: I"AR_Invoice_Netted_DetaiI.csv" LI
Sawve as type! IA” Files (*.*) j

Tools |~ | Save I Canicel |

£

® Find the location of the directory where the file will be stored. The needed file name will display
in the File Name field.

Step 12

Mo Errors Found: AR_Invoice Metted... B4

fre you ready to save your daka ko bexk?

Path and File Mame:
I AR _Invoice_Metted_Detail, csy

(8]:4 Mok ek
e Click OK
e Back up your database.
® Loginto OGSQL.
T Welcome to 0GSYS for Windows 2Jed
Please select a database and log on
now to begin using DGSY'S, 7
- Exil
= Or, don't log on but still allow tasks to "
fun in the background. Help |
0GSYS Database: | Demo System |
User ID: |SUPER
Password: ||

[ Save Defaults for this Screen

[~ Don't Log On, But Still Run T asks in the Background

[~ Exclusive Log On  [&ll Dther Users and Tasks are Locked Out)
|~ Don't Attach to Any Database




e Navigate to Process — Exceptional Processing — Import Data from ASCII File....

Process  Supervisor Yiew Tools Window Help

% Company Selection & Status.

Custom Excel Report 4

Master Maintenance & Ref. Listing 4

Bevenue Processing r

Revenue Receivable Processing 4

Accounts Payable Processing 3
Jaint Interest Biling Processing 3

Accounts Receivable Processing 4

Bartnership Processing
General Ledger Processing

Production Processing

»

»

»

Lease Records Processing 4
Fixed Aszets Processing 4
Inventory Processing r
ional P L4

Logical Integrity Audit.

Resummarize GL Detail...
ulti Data Base Transfer...
Split Program for 1099,

Disburgement Change Histary...

e Select your company code if necessary and click OK.

X

2 Current Company Selection - Needed by the Requested Module JEX @

Select the Cumrent Company. Smart
typing is only in effect with supervisor
< privileges.

Cancel

di

Current Compary Help

Code: | _% Name:

Misc. Company Info Current Processing Month

Camnany Tune Rawar e

® Place a check next to the AR Invoice, AR Invoice Adjustment Detail, AR Invoice Netted Detail and

AR Invoice Payment Detail.
Import from ASCII-File

I@ Select the desired files to import and press the Impart button to start.

- Help |

Files to Copvert | Files Format I

Description File Hame d
[ |AP_Route WP _Route cav B
[V |AR_Invoice VAR _Invoice cav ..
Icd _In AR ment_D
Il AR _Invoice_Detail AR _Invoice_Detail sy
[ |AR_Invoice_Full_Description AR _Invoice_Full_Description.csv
[V |AR_Invoice_Metted_Detail VAR _Invoice_Netted_Detail csy
[V |AR_Invoice_Payment_Detail AR _Invoice_Payment_Detail csv
[ |&sset \Asset ooy
[ |2==et_Book \Bzzet Book.csv
[ |As=zel_Class ‘Azset_Classcev
[ |&sset Comment \hezet Comment.cav j

Select Al | Deselect All| Advanced... Import |

e  (Click the Scan button [...] and brows to the directory where the file is saved.
e (Click OK
e (Click Import



Field Definitions

All fields are optional unless noted as required. On the spreadsheet, required fields are designated with
blue text.

AR Balance Upload Tab

There can be only one Type per row on the worksheet. So, AR information (entered into Columns B
through J) must be inputted with no PY information inputted on the same row. Of course, no AR
information should be inputted for rows where columns K through R are filled out. Make sure there is an
AR Invoice header already provided for any payments against invoices.

e Type- Enter AR in this field to indicate that this is an Accounts Receivable transaction

e Company Code — Enter a 3 digit Company Code

® |nvoice Code — Enter the Invoice number up to 8 characters

e Owner Code — Enter the Owner Code up to 12 characters

¢ Well Code — Enter the well code up to 12 characters if applicable

e Voucher Code — Enter the Voucher number up to 7 characters. When importing set to IMPORT
unless a valid number is supplied (in which case an AR voucher will be created).

* Invoice Type — Enter the Invoice Type. Choose from JIB (JIB expense billing invoice), ADVANCE
(an advance billing for expenses), CLOSEOUT (an advance closeout), INTEREST (interest added),
GAS (gas receipt invoice entered by user), MISC (misc invoice entered by user) or REVENUE
(generated after cross-clear with revenue).

® |nvoice Date — Enter the Date of invoice in the mm/dd/yyyy format.

® |nvoice Amount — This is the invoice amount before any payment. This field allows 15 digits of
which 2 can be to the right of the decimal).

e After CasePoint — Enter a Y or N to indicate if this transaction is after casepoint.
® AR Inv Description — Enter up to a 30 character description of the invoice content.

e Type —Enter PY in this field.

When Using AR Balances for Payments (Right side of AR Balance Upload Tab)

e Company Code — Enter a 3 digit Company Code

® |nvoice Code — Enter the Invoice number up to 8 characters

e Serial — Enter up to a 5 character unique identifier for this payment

e Payee Check Number — Enter the Payee's check number up to 12 characters

e Payment Date — Enter the date the payment was applied to the AR Invoice in the mm/dd/yyyy
format



Voucher Code — Enter the Voucher number up to 7 characters. When importing set to IMPORT
unless a valid number is supplied (in which case an AR voucher will be created).

Payment Amount — Enter the amount paid. Use a positive number to increase amount due on
invoice, or a negative number to reduce it. This field allows 15 digits of which 2 can be to the
right of the decimal).

Pmt Description — Enter up to a 225 character description of the payment.

AR Adj Detail Tab

Company Code — Enter a 3 digit Company Code
Invoice Code — Enter the Invoice number up to 8 characters
Serial — Enter up to a 5 character unique identifier for this adjustment.

Adjustment Type — Enter the adjustment type. Choose from MANUAL, CROSS CLEAR, or APPLY
ADVANCE.

Adjustment Date — Enter the date the adjustment was applied to AR Invoice in the mm/dd/yyyy
format

Voucher Code — Enter the Voucher number under which the adjustment was made up to 7
characters. When importing set to IMPORT unless a valid number is supplied (in which case a PY
voucher will be created).

Adjustment Amount — Enter the amount adjusted. Use a positive number to increase amount
due on invoice, or a negative number to reduce it. This field allows 15 digits of which 2 can be
to the right of the decimal).

Description — Enter up to a 30 character description of the adjustment.

AR Adj Detail Tab

Company Code — Enter a 3 digit Company Code

Invoice Code — Enter the Invoice number up to 8 characters

Serial — Enter up to a 5 character unique identifier for this netting action.
Well Code — Enter the Well code or leave blank if not applicable.

Netting Date — Enter the Date the netting occurred in the mm/dd/yyyy format

Voucher Code — Enter the Voucher number under which the netting occurred up to 7 characters.
When importing set to IMPORT unless a valid number is supplied (in which case an AR voucher
will be created)

Netted Amount — Enter the netted amount. Use a positive number to increase amount due on
invoice, or a negative number to reduce it. This field allows 15 digits of which 2 can be to the
right of the decimal).



