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Excel Upload Option Overview 

 

The Excel Upload Option is an alternative to the regular e-Journal application.  It is 
recommended for journal entry preparers that need to copy large data sets from an Excel 
workbook into a journal entry template.  The journal entry template can be saved and reused as 
needed and eliminates the need to rekey journal entries that are recurring.   The Excel Upload 
Option is not recommended for journal entry preparers who prepare journal entries consisting 
of a few lines.   

 

To take advantage of the Excel Upload Option, you should already have obtained access to 
prepare regular e-Journal entries. Next, you will need to gain access to the Excel Upload Option 
by reading this guide and submitting the form, “Excel Upload Option Access Request Form” 
located in the Excel Upload Option Home Page. 

 

Locating the Excel Template Download Link  
First download the Excel template to your computer.   

The Excel Template can be downloaded  from two different places. 

• e-Journal Home Page (in two locations)   
• Excel Upload Option Home Page 

 
 
 
 

 

 

 

 

 

 

 

https://fbs.admin.utah.edu/e-journal-excel-option-security-access-request/
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Download the Excel Template from your e-Journal Home Page  

 

Click on the “Downloads” tab or on the “Excel Template” link in the header row. 

 

 

  If you choose to click on the “Downloads” tab then the you will need to click on the link below. 

 

  

If you choose to click on the “Excel Template” link in the header row then it will download   
automatically. 
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Download the Excel Template from the Excel Upload Option Home Page 

 

Navigate to the e-Journal Home Page from the main page of the Financial and Business Services 
Webpage (https://fbs.admin.utah.edu/). 

 

Click on the “eJournal Entry” tile. 

 

 

 

Your screen will display the e-Journal Entry Home Page. 

 

 

 

Click on the “Excel Upload Option” tile 

https://fbs.admin.utah.edu/
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Your screen will display the Excel Upload Option Home Page. 

 

 

 

 

 

Click on the “Excel Template” tile 
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How to Populate the Excel Template 

 

Below is an example of the Excel template. 

Please be aware that the Header Section consist of the fields above the numbered rows.  The 
Journal Lines Section consists of the column descriptions and numbered rows.   

 

 

 

1. Save the file in any place on your computer with a name that you will be able to find 
through the upload tool.  

2.  As you create a journal entry for uploading, save with a new name so you can reuse and 
rename the template to avoid having to download the template again. 

3. Fill out all the boxes in the Header Section, all are required, except “Approvers”.  

4. Fill out the Journal Lines Section.  Debits must equal Credits.  Please note the following: 

a. If copying and pasting from another spreadsheet, you must select “paste values” 
under the Paste menu.  Formulas will not be uploaded. 

b. The “Line Description” field is required. 

c. If a Chartfield is not required for a field in the Journal Line, leave it blank.  The 
new fields for Business Unit 06 (Product, Group and Place) do not need to be 
populate if doing a journal entry for BU 01 or 02. 

5. Save your file so you will not lose your data.   

6. Now follow the below instructions to use the “e-Journal Upload Tool” to upload the file.   
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Locating the Excel Upload Option Tool Webpage 

 

The “e-Journal Upload Tool” can be accessed from two different places: 

• CIS Home Page  
• Excel Upload Option Home Page 

 

Accessing the “e-Journal Upload Tool” from the CIS Home Page 

 

Navigate to the CIS Home Page and scroll down to Finance/Accounting section and look for the 
below tile.   

 

 

 

Click on the “e-Journal Upload Tool” tile below  
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Accessing the “e-Journal Upload Tool” from the Excel Upload Option Home Page 

 

Navigate to the e-Journal Home Page from the main page of the Financial and Business Services 
Webpage (https://fbs.admin.utah.edu/). 

Click on the “eJournal Entry” tile. 

 

Your screen will display the e-Journal Home Page 

 

 

Click on the “Excel Upload Option” tile 

https://fbs.admin.utah.edu/
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Your screen will display the Excel Upload Option Home Page. 

 

 

 

 

Click on the “Excel Upload Tool” tile 
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Uploading an Excel Template using the Excel Upload Tool 
 

After clicking on the upload tool tile, the browse function in the upload tool will appear. 

 

 

 

1. Using the “Browse” button, find and select the saved Excel template to upload. 

2. A file upload box will appear (see example below).  

 

 

 

3. Select the desired file and click the “Open” button. 
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4. The journal and all of its lines will be displayed in the upload tool. The blue status box   
will display “Uploaded”. 
 

 

 

 

You may need to scroll to the right to see all the columns and down to see all the rows of the 
journal entry. 

 

5. A validation is performed on upload. If it discovers errors, the errors will be displayed. 

 

 

 

If you have an error, you need to make changes to the file you uploaded and upload the file      
again.                                              
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6. Once the file is in an “Uploaded” status, and you are ready to proceed, click the 
“Validate” button.  
 
 

 
 

The “Uploaded” status will change to “Validated” in the blue status box. 
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7.  Once the file is in a “Validated” status, and you are ready to send the journal entry to 
the e-Journal application, click the “Upload to e-Journal Application” button.  
 

 
 
 

8.  The blue status box below will change from a “Validate” status to “Uploaded to e-
Journal Application” status. 
 
 

 

 
9. A Journal ID will be created and displayed.  
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10. You will need to go to your e-Journal Home Page to submit the journal entry.  Use the 

journal ID number that was displayed in step #9 to look up the journal entry.  You can 
also see it under the Preparing section of your e-Journal Home Page. 
 

 

 
11. Please note the journal is in the Preparing state, which will allow you to add back-up 

documentation or to make other changes to the journal if needed before submitting the 
journal entry. 

 

12.  When ready to submit the journal entry, click the “Submit” button. 
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13. Please note after submission, the journal entry state will change to either Dept 
Approvals, CA Approvals, or Complete (if no approvers are required).   

 

 


