GL Import Instructions

Introduction

This document describes the steps to transfer month management accounting data from corporate Oracle general ledgers to Comshare FDC.

Instructions

Create Oracle Export Files

1. Run the MS Access process to create Oracle export files. Contact Dave Templar as necessary.

2. Copy the Oracle export files to ?:\WinFDC\Man.

3. Delete all *.rpt files in ?:\WinFDC\Man\FDCUser. This makes it easy to identify new error reports.

Import Oracle Export Files

1. Start BCI Data Entry. On Start menu click Comshare FDC and BCI Data Entry.

2. In Comshare FDC Login select the monthly management database.

3. On the BCI DATA ENTRY menu click Actuals (A) and Import GL Files.

4. Click Browse… in the General Ledger Import dialog.

5. Click All in the Open dialog. All the *.mgl files should be selected.

6. Click OK in the Open dialog.

7. Click OK in the General Ledger Import dialog. This should import all the Oracle export files.

Check for Import Errors

1. On Reports menu click Browse….

2. Print all glerr-xx.rpt reports and correct errors and described below.

Correct Account Mapping Errors

1. Start FDC Settings. On the Start menu click Comshare FDC and FDC Settings.

2. On the Transfers menu click Account Mapping….

3. On the File menu click Open….

4. Select accounts.gl1 and click OK.

5. Add the missing Oracle accounts to the mapping.

6. On the File menu click Save to save your changes.

7. On the File menu click Exit.

Reimport files with errors.

Repeat the steps in Import Oracle Export Files section, Check Import Errors and Correct Account Mapping Errors until all errors have been cleared.

Manually enter additional data

1. Switch to or start BCI Data Entry.

2. On the BCI DATA ENTRY menu click Actuals (A) and Standard Data Entry.
3. Enter any additional information and clear all errors on the Validation sheet.

4. On the SAVE menu click Close Workbook and click Yes and Yes to save your changes.

Create a transmission file

1. On the BCI DATA ENTRY menu click Actuals (A) and Cross Check and Transmit Data. This should create transmission files named AUUUUPP.YY where A = Actual version, UUUU = Short unit id, PP = Period and YY = Year.

2. Repeat Manually enter additional data and Create a transmission file sections for all units.

3. Email the transmission file you have created to Group Accounts. These should be in ?:\WinFDC\Man\FDCUser.
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