Directions for the Check Revenue Upload Spreadsheet

The Check Revenue Upload Spreadsheet is used to enter each check issued and Revenue Item paid to
the OGsgl system. This spreadsheet is designed to assist in creating the necessary text files needed for
the Import Data from ASCII file option on the Exceptional Processing Menu.

Steps to follow:

e If necessary, reset the spreadsheet:
Step 1
A
Worksheet Functions

Reset

et i R i R TR O

CheckData

e Click Reset
Step 2
Rezet Workzheet? |

Do ol wank to reset the worksheet?
You will lose any data entered. .,

Cancel |

e Click Reset again
e Populate columns B through L on the Check Revenue Tab and B through J on the Check
Revenue Detail tab with the appropriate data (field definitions will be shown at the end of the

directions)

e C(Click the Check Data button:

A,
Worksheet Functions

Reset

CheckData

o e LD D —

The data entered will be checked for errors. 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 that lists the row number and the error
detected will be displayed. If there are a large number of errors, they may not all appear in the
message:

-Errur{sj: %

Fows 24: Well Rame is inwvalid,

Errors will be marked on the spreadsheet in red:

100 745 |
1001 1226 |
100 1398 |
1Mn 273am 1

Hover over the cell with the mouse and a comment with more detailed information on the
error will be shown:

il im]
100 Please provide a wali

1001 |Company Code value
100 |between 1 and 3
100 characters long.
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Correct any errors and click the Check Data button again. Repeat as necessary until all errors
have been corrected.

When no errors are detected, 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 Emrors Found: | ]

Are you ready bo save your data to bect?
Path and File Name:

I

Mot et |




Step 2

Save Check_Revenue File EE3
Save in: Iw Lacal Disk {C:) j @ -3 X g -
5 My Recent Config.si
Documents =Dl
@ Deskiap =) Documents and Settings
|1 Program Files
= My
I Dacuments I System
[temp
R o
Cormputer ap
‘3 My Metwark EW!NDDWS
Places [0 Wwindows Desktop Search
File name: I"Check_Revenue.csv" LI
Sawe as type: In” Files (*.%) j
Tools | = | Save I Cancel |
F

e The required name of the file will automatically appear in the File name field. When the
Save In shows the desired folder, click Save.

Step 3
Mo Errors Found: Check_Revenue

Are wou ready bo save your daka to bext?

Path and File Mame:

I i Check_Revenue.csyv

Ik Mok ek

e Click OK

e Asecond box will appear for the Check Revenue Detail file. Click the button next to the file
name and navigate to the location of the directory to save the file:

Step 4
Mo Emrors Found: | ]

Are you ready bo save your data to bect?
Path and File Name:

I

Mot et |




Step 5

Save Check_Revenue File EHE
Save in: I e Local Disk () j @ -3 X Cy -
‘_‘9 My Recent Config.Msi
Docurents =10l
@ Desktop ) Documents and Settings
) Program Files
= My N
“~ pacuments —‘ System
] termp
e W
Computer —‘ ap
.3 Py Metwork —I‘W!NDDWS
Places )Windows Desklop Search
File name: II"Check_Revenue_Detail.csv" ;I
Save as tvpe: Iln" Files (* %) j
Tools |~ | Save I Cancel |

e

e The required name of the file will automatically appear in the File name field. When the
Save In shows the desired folder, click Save.

Step 6
Mo Errors Found: Check_Revenue D __.

Are wou ready bo save your daka to bext?

Path and File Mame:

I A Check_Revenue_Detail,csy

Ik Mok ek

e Click OK
e Back up the SQL database.
e Loginto OGSql

i Welcome to DGSYS for SQL

Please select a database and log on
g now to begin using DGSY'S. Euit
S . kil |
= Or, don't log on but still allow tasks to
tun in the background.

0GSYS Database: I DatabazeMame j
User ID: |SUPER

Paszword: ||

™ Save Defaults for thiz Screen

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

W Exclusive Log On [l Other Users and Tasks are Locked Out)
™ Dan't Attach to Any Databaze



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

DGSAL - Import from ASCII-File
Spstem  Edit Shorguts | Process Supervisor Wiew Took window Help

%7 | Sf' Compary Selection & Status

Customn Excel Repart

Master Maintenance & Ref. Listing

BRevenue Processing

Revenue Receivable Processing

Accounts Payable Processing

Juoint [nterest Biling Processing

Accounts Receivable Processing

Partnership Processing

General Ledger Processing

Production Processing

Lease Records Processing

Fized Assets Processing

Inventory Processing
Import Data
Loagical Integrity Audit,
Besummarize GL Detail
Multi Data Base Transfer.
Split Program for 1039,

Disbursement Change Histony.

Select Check Revenue and Check Revenue Detail. Verify the path and file name of the
upload file of each file and click Import.

Import from ASCII-File

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

Files to Conwvert | Files Format I

Description

File Hame

Check_AF

WCheck_AP.csv

Check_&P_Detail

WCheck_AP_Detail csv

Check_Lease

WCheck_Lesse csv

Check_Partnership

o

Wheck_Partnerzhip.csy

= Woheck_Revenue_Detail cav
r Campany WCOMpEny 3y

[T |County Woounty cav

[ |Deprecistion_History ‘Deprecistion_History csy
[T |Documert \Document csv

™ |Document Class ‘Document Class .csv

Select Al | Qeselect.&lll Adxanced...l

Review the OGSQL report that is generated for any errors.



Field Definitions

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

Check Revenue Tab

Company Code — Enter the 3 character Company Code. Required
Main Account — Enter up to a 5 digit General Ledger Main Account Code.
Sub Account — Enter up to a 3 digit General Ledger Sub Account Code.

Transaction Type — Enter the transaction type. Choose from CHECK (printed check) or ACH
REV (ACH from Revenue).

Transaction Number — Enter up to a 6 digit Check or ACH Number (as per transaction type).
Owner Code — Enter the Owner Code that the Revenue Check applies to.

Voucher Code — Enter the Voucher Code. When importing, leave blank to have the voucher
number generated or specify a voucher number if desired. If specified, it must be
previously unused (the first time it is imported here), so that voucher will be generated.

Issued Date — Enter the Date the check was issued. Required

Check Amount — Enter the Amount of the check. This field allows 15 digits of which 2 may
be to the right of the decimal.

Voided Date — If a check that is voided is entered, enter the Date the payment was voided.
If a date is entered, the check will be voided. Leave blank if not voided or legacy date.

Check Revenue Detail Tab

Company Code — Enter the 3 character Company Code. Required
Main Account — Enter up to a 5 digit General Ledger Main Account Code.
Sub Account — Enter up to a 3 digit General Ledger Sub Account Code.

Transaction Type — Enter the transaction type. Choose from CHECK (printed check) or ACH
REV (ACH from Revenue).

Transaction Number — Enter up to a 6 digit Check or ACH Number (as per transaction type).

Owner Revenue Detail Code Source — Enter a P (The following code is the permanent
0OGSQL Code) or | (The following code is the temporary import code).

Owner Revenue Detail Code — Enter the ID of owner revenue detail being paid. If Owner
Revenue Detail Code Source = |, this is the temporary number being used to import that
revenue detail (which must be imported at the same time). If Owner Revenue Detail Code
Source = P, this is the permanent Code that OGsg/ has assigned to the revenue detail

Payment Amount num(15.2) Amount paid to this owner by this check

Well Code — Enter the Well code up to 10 characters that applies to this transaction.



