Directions For the Owner Upload spreadsheet

Through the Import Data from ASCII-File module, OGSQL gives users the ability to import
Owner data from a text file. The Owner Upload macro is designed to assist with the
preparation of the necessary text file.

Steps to follow:
* If necessary, reset the spreadsheet:

Step 1
o
Worksheet Functions

Reset

Check Data
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Step 2
Reset Worksheet? E|

Do you want ko reset the warksheet?
‘tou will lose any data entered. ..

Reset Cancel |

* Populate columns B through AP with the appropriate data:

Owner Code
Owner Name
Address 1
Address 2
City

State

ZIP Code
Phone #

Fax #

Email

DBA Name
Federal ID #
Contact
Comment
Key Sort
Country Code



**K1 Entity Type — This can be | (individual), C (corporation), F (fiduciary), P (partnership), E
(exempt), or N (nominee).

**Hold Revenue Checks

Minimum Revenue Check

Minimum Currency Code

Default Revenue Suspense Category
**Print 1099

**Statement Type

**Revenue Check Stub Reference - This can be D (detail) or S (statement).
**Federal Withholding

*CDEX Recipient

**Exempt State Tax

Default AR Currency Code

Default AR Exchange Rate Code

Default AR Payment Exchange Rate Code
**Hold Billing

JIB Target Company Code

**Netting Code

**Create Revenue From AR Credits

**Net Distribution Statement

**Payout History

**Print Production Report

Sungard Trust Account

Sungard Percentage Reserve

*AR Cross Clear

**JIBLink Recipient

** Requires All Capital Letters

* Click the Check Data button:

o
Waorksheet Functions

Reseat

Check Data
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The data you have 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, you will see a notification that lists the row number and
the error detected:



Error(s):
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Row 221 Owner Mame is invalid.

Errors will be marked on the spreadsheet in red:
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If you hover over the cell with your mouse, you will 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.

When no errors are detected, you will see a dialog box that allows you to save the text

file. Click the button next to the file name and navigate to the directory where you would like to

save the file:

Step 1

Are you ready ko save wour daka ko bext?

Path and File Mame:
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Save Owner File
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Step 3

4 Are you ready bo save wour data ko bext?

Path and File Mame:

I A Owner cay
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Back up your data folder.



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

System  Edit  Shortcuts | Process  Supervisor  Miew  Tools  Window  Help

||é__7| ‘ | C_E Campany Selection & Skatus, ..
Custam Excel Report 4
Master Maintenance & Ref. Lisking 4
Eevenue Processing 4
Revenue Receivable Processing 4
Accounts Payable Processing 4
Joint Inkerest Billing Processing 4
Accounts Receivable Processing 4
General Ledger Processing 4
Production Processing 4
Lease Records Processing 4
Fixed Assets Processing 4
Inventory Processing 4
i L4 Impart Data From ASCII File.

Logical Integrity Audit. ..

Resummarize Gl Detail, ..

Multi Data Base Transfer. ..

Split Program For 1099, .,

Bank Reconciliation Mass Clear. .,
Kentucky Tax Export..,

Disbursement Change History..,

* Select Owner, verify the path and file name of the upload file, and click on Import.
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* Review the OGSQL report that is generated for any errors.



