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1. DOCUMENT CONTROL

1.1 Change Record

Date Author Version Change Reference:

Created initial user guide for uploading

13 June 2017 Basinillo, Kevin 1.0 budget journal
entries through journal wizard

Applied major changes including new

24 April 2023 Mark Jason D. Ellazar 2.0 template format,
screenshots, and guidelines.

1.2 Description

Process ID

Process Name Uploading Budget Journal Entries via Journal Wizard
Information System Financial Management Information System
Functional Domain  General Ledger Module

Responsibility General Ledger Budget Analyst
Purpose Upload budget journal entries by batch in WebADI templates
Data Requirement Ledger Name, budget journal details
Dependencies Internet browser and Microsoft Excel setups
Budget and Budget Organization
Scenario User will upload budget entries by batch in an Excel template
Uploading Budget Journal Entries via Journal Wizard 4
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Google
Signin

Use your Google Account

Email or phone

Forgot email?

Not your computer? Use a Private Window to sign in.
Learn more

Create account

English (United States) ~ Help Privacy Terms
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Step 1. Go to uis.up.edu.ph

Step 2. Log-in your UP Mail
credentials (e.g. username and
password)
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Navigator

4 [ General Ledger Budget Analyst, UPS
4 Bm Journals
& Enter
& Encumbrance
m Launch Journal Wizard I
» Bm Define
» BB Generate
» [m Schedule

» Em AutoAllocation
» BB Budgets
» Bl Inquiry
» BB Reports
» Bm Other
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Step 3. On the Navigator, go to
General Ledger Budget
Analyst, <CU>.

Click Journals.

Then, click Launch Journal
Wizard
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Journal Wizard

Document Parameters

* Indicates required field
Viewer : Excel 2007
* Layout UP Budgets - Single v

. Budgets - Multiple of fields in your document.
Content

Budgets - Single document. Create an empty

Encumbrances - Multiple

Logged In As JRDELACRUZ (1)

Encumbrances - Single Reset to Default  Create Document

Foreign Actuals - Multiple
Foreign Actuals - Single
Functional Actuals - Multiple
Functional Actuals - Single
UP Budgets - Multiple

| UP Budgets - Single |

UP Encumbrances - Multiple

UP Encumbrances - Single

Uploading Budget Journal Entries via Journal Wizard
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Step 4. From the Layout
field, select UP Budgets —
Single.

Then, click Create
Document.
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Opening WebADlxls

You have chosen to open:
5= WebADIxs
which 5= Microsoft Excel 97-2003 Werksheet (331 KB)
from: hitps//untest.up.eduph
What should Firefox do with thes fde?

(O Qpenwith  Microsoft Excel (default)

(@ SaveFie

(] Do this gutomatically for files ke this from now on.

oK

Uploading Budget Journal Entries via Journal Wizard
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Cancel

Step 5. A WebADI download
menu will appear.

Choose the Save File option
and then click OK.
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Download

Processing: Create Document

Your document is being created
Do not close this window until processing completes

Uploading Budget Journal Entries via Journal Wizard
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Cancel

Step 6. Open the file using
Microsoft Excel.

Wait for the download window to
complete and the document to
be created.
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Step 7. Once the document has
= — S g | 2. .
AN I =E==3% 3 =] J}i% % = = been created, click Close.
- A ====3x= B $ % 9 % %8 =
Alignment Number Styles Cells
Download X
B ~ '
Confirmation
e Layout Your document has been created. (|
5 |glose I !
A =] L
=
(Y Ac
Je
D -
® L
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Step 8. The template will open
. and display the budget journal
entry fields.

Balance Type B

Database UISDBPROD.UP.EDU.PH.CPROD

Data Access Set UP System

Chart Of Accounts Accounting Flexfield

Ledger - Text

Category - Text

Source - Text

Organization - Text

Currency - Text

Budget - Text

Upl Period Unit Fund Responsibility Center Budget Segment General Ledgerl General Ledger2 Object Codel Object Code2 Special Code Cash Flow Future Debit Credit Line DFF
List - Text * List - Text * Number * Number List - Text

Totals: 0 0

Tip: This is not the end of the Template. Unprotect the sheet and insert as many rows as needed.

Uploading Budget Journal Entries via Journal Wizard 11
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\Lj:ﬁj: Eﬁlﬁ:‘; it —— ' ' ' Step 9. Fill-out the template
b i Graphs ceing Upload S€31ch and select - Lecger | header fields beginning with the
. |Search | Ledger.
E8 = Je
Select a filter item in the Search By list and enter reduction criteria in the text field, then press the Go button. To see a list of all items, clear the text
fekdand press the Go puton Values are entered either by
| Seorenty Ledoery] % = ' double clicking the input cell and
DI E F Results ' choosing the desired/correct
Results table contains 1 fms. selection or by typing in the valid
sewecmen Cance value. For a value to be valid, it
) P P must be found among the
3 |a = - -
3| Baknce Type B available options.
5 Data Access Set UP Sy
] ? Chart Of Accounts Accol
8 Ledger - Text
o Saregory e Do the same for the other fields:
]‘; grganizatiun - Text Category Source
urrency - Text - il . 1
7 e Organization, Currency, and
15 | iod i d ibili d
7 upl r‘e;tr_n;m US:I;IE.I:: Responsibility Center Budg 1 Budget
17
18
19
20
21
22
23
Uploading Budget Journal Entries via Journal Wizard 12
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Parameter Description Remarks
Ledger Operating Unit Required field
o Default value depends on the user
account
Category Journal Category Required field
e Must select form a maintained list of
values

e Select Budget Journal

Source Journal Source Required field
e List of values

e Select Budget

Organization Name of the Budget Organization | Required field

e Naming convention:
<CU> <FUND>

e e.g. UPS General Fund

Currency Currency type Required field
e List of values
e Default value is PHP

Budget Name of the Budget Required field

e Naming convention:
<CU> <FUND> <YEAR>

e e.g. UPS GF 2016

Uploading Budget Journal Entries via Journal Wizard 13
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’ The workbook should appear
like this after entering the header
Balance Type B
Database UISDBPROD.UP.EDU.PH.CPROD Values'
Data Access Set UP System
Chart Of Accounts Accounting Flexfield
Ledger -~ Text UP System
Category -~ Text Budget
Source -- Text Budget Journal
Organization -- Text UPS General Fund
Currency :- Text PHP
Budget -~ Text UPS GF 2022
Upl Period Unit Fund Responsibility Center Budget Segment General Ledgerl General Ledger2 Object Codel Object Code2 Special Code Cash Flow Future
List - Text * List - Text
Totals:

Tip: This is not the end of the Template. Unprotect the sheet and insert as many rows as needed.

Uploading Budget Journal Entries via Journal Wizard 14
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Step 10. Proceed to fill-out the

List of Show Upload i i i
e Filters i Oracle Web ADI: Search and Select - Period Name X bUdget Jo_urnal “ne_ fields. Start
, by selecting a Period.
Data And Graphs Editing Upload !seamh and Select - Period Name A
B i f Search Similar to the header fields,
. Select a filter item in the Search By list and enter reduction criteria in the text field, then press the Go button. To see a list of all items, clear the ValueS are entered either by
text field and press the Go button. . . .
double clicking the input cell and
Search by Period Name[v] % G . .
Farch by Paioanel = choosing the desired/correct
2 ; Results L F selection or by typing in the valid
Results table contains 13 items. Value'
2 Select ftem Cancel
3 g:gﬁippe EISD Select Period Name 2
5|  Data Access Set UPSy O ADI2
6 Chart Of Accounts Accol -
a7 ® DEC2
8 Ledger - Text UP System O Nov-22
9 | Category - Text Budget
10| Source - Text Budget Journal O ocr2
11| Organization - Text UPS General Fund 0 sEPR
12|  Currency -Text PHP i
13| Budget -Text UPS GF 2022 0 AUG2
C - - o 0 2 .
15| Upl Period Unit Fund Responsibility Center Budg Credit
16 List - Text = List- Text O Jun22 hurrber
%gl ul O May-2
19 0O APR2
20 -
21 O MAR22
2 O FFR2?
Uploading Budget Journal Entries via Journal Wizard 15
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File Home Oracle

[a) [k '-.‘_':_'Q Y

List of
Values

Data And Graphs
D17 M

Insert Page Layout Formulas Help Bl Publisher
— —
| Enter Flexfield
Show Accounting Flexfield
Filters I
Editing Unit UP System
. Fund General Fund
f.l.' Responsibility Center Unspecified
Budget Segment Unspecified
General Ledger! Petty Cash
D| E F | General Ledger2

2
S Balance Type
-4 Database
¢ 5 Data Access Set
L 6 Chart Of Accounts
7
. Ledger
- 9 Category
- 10 Source
o i Organization
- 12 Currency
L- 13 Budget
14
15 Upl Period
16 List - Text
17 o DEC-22
18
19
20
21
22
23
24
25
- 26
=27 Totals:

- Text UP System

- Text Budget

- Text Budget Journal

- Text UPS General Fund
- Text PHP

- Text UPS GF 2022

Unit Fund Responsibilit
= List - Text

Object Code1
Object Code2
Special Code
Cash Flow

Future

Uploading Budget Journal Entries via Journal Wizard
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Step 11. Next, enter the
account combination for
your budget journal line.

You may enter the account
combination directly on the
cells or you may click on a
cell under the Unit column
for the Accounting
Flexfield window to appear
and enter the values.

If you opt use the
Accounting Flexfield, it will
validate the selected
values.

16
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File . Home Oracle Insert  Pagelayout  Formulas  Data  Review  View  Automate  Help  BlPublisher ~ Data Mining
—
A~ N
@ I |_\ HQ I 1 Enter Flexfield X
List of Show ¢ Accounting Flexfield
Values Filters
Data And Graphs Editing @ Information
N ‘Thig combination is valid.
D17 o fe
Unit 01 UP System
Fund 101 General Fund
Responsibility Center Unspecified
Budget Segment - Unspecified
4dA B C D|E F | General Ledgert 10101020 Petty Cash
e General Ledger2 Select value
Object Codet Unspecified
) Object Code2 Unspecified
3 Balance Type Special Code Unspecified
4 | Database Cash Flow Unspecified
5 i Data Access Set Future Unspecified
L - 6 | Chart Of Accounts
[ 7 Cancel  Back  Select
- 8| Ledger - Text UP System
9 | Category - Text Budget
10|  Source - Text Budget Journal
11|  Organization - Text UPS General Fund
+ 12| Currency - Text PHP
| - 13| Budget -Text UPS GF 2022
E 1]
- 15 upl Period Unit Fund Responsibilit
16 Ligt - Text " Ligt - Text
17| R DEC22 1
18
19
20|
21
2?2

Uploading Budget Journal Entries via Journal Wizard
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Line DFF
List - Tent

Once the combination of
values has been
validated, click Select.

17
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D|E G H J K L M N

2
3 Balance Type B
4 Database UISDBDEV.UP.EDU.PH.DEVCDB
5 Data Access Set UP System

:| - b Chart Of Accounts Accounting Flexfield

- 7

- 8 Ledger - Text UP System

9 Category - Text Budget
10 Source - Text Budget Journal
1 Organization - Text UPS General Fund
12 | Currency - Text PHP

| - 13 Budget ~Text UPS GF 2022

ST l

- 15 Upl Period Unit Fund Responsibility Center Budget Segment General Ledgerl General Ledger2 Object Codel Object Code2 Special Code Cash Flow Futurg) Debit Credit I

16 List - Text “List - Text * Nurnber * Murniber 1 5
17 [ DEC-22 01 101 10101020 - 1000
18 R DEC-22 01 101 10102030 - 1000
19
20
21
22
23
24
25
26
21 Totals: 1000 1000
m Tine Thic ic nnt tha and af tha Tamnlata linnentart tha chaat and incart ac manu rawc ac naadad

Step 12. Enter the
Debit or Credit amount.

Notice that it
automatically sums the
DR and CR amounts at
the bottom.

18



List of
Values
Data And Graphs
Q17 M
AAB C
=

2
3 Balance Type
4 Database
5 Data Access Set
6 Chart Of Accounts
-] 7
8 Ledger
9 Category
10| Source
1 Organization
12 Currency
13 Budget
-] 14
15 Upl Period
16 List - Text
17| ® DEC22
18 f DEC-22
19
20
21
22
23
24
25
26
27| Totak:

T Thin b cnt bhn and of b Tamedebe Honeabed

Uploading Budget Journal Entries via Journal Wizard
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Show Unlaad b ML
Filters Enter Flexfield X
Editing Enter Journals: Lines
Ji
Appropriation Type Q
Adjustment to Allotments Q
DV number
D| E 3 Context Q Q
1 | S S—
Cancel  Select
- Text UP System
- Text Budget
- Text Budget Journal
- Text UPS General Fund
- Text PHP
- Text UPS GF 2022
Unit Fund Responsibility Cf Line DFF
List - Text

™ List- Text
01 101 -
01 101 -

File Ref: ITDC - FMIS - UM — Uploading Budget Journal Entries via Journal Wizard - 24042023 — ver.2.0

Messages

Step 13. You may now
enter values in the Line
DFF.

for each combination the
end of each line to fill the
appropriation type.

Optional: Adjustment to
allotments, DV Number,
Context — for Budget
identifier

If you do not enter this, the
default appropriation would

be CURRENT

19
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D € F G H I ) K L M N 0 P Step 14. Repeat steps 11 to 13
until you have completed
entering all your budget journal

2 .
3| Balance Type B lines.
4 Database UISDBDEV.UP.EDU.PH.DEVCDB
5 Data Access Set UP System
6 Chart Of Accounts Accounting Flexfield - .

[ 3 Verify if the entered values are
8 Ledger - Text UP System
9| Category TorlBuiet correct and are ready to be
10| Source - Text Budget Journal
" Organization - Text UPS General Fund u ploaded '
12 Currency - Text PHP
13 Budget - Text UPS GF 2022 Y | t | t

| u ou may select or unselec
15 Upl Period Unit Fund Responsibility Center Budget Segment General Ledgerl General Ledger2 Object Codel Object Code2 Spedial Code Cash Flow Future Debit Credit I . y .
16 List- Text *List - Text * Murnber * Wurnber l jOUfn&'S |IneS for Uploadlng by
17| R DEC22 01 101 - - 10101020 - - - - - - 1000 R
18] R DEC» o 101 - i 002030 - i . . . i wo clicking on the cell under Upl. A
19 H
- flagged row will be uploaded.
21
22
23
24
25
26
27 Totaks: 1000 1000

28 Tip: This is not the end of the Template. Unprotect the sheet and insert as many rows as needed.

Uploading Budget Journal Entries via Journal Wizard 20
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List of Show Upload Switch Monitor
Values Filters Responsibility
Data And Graphs Editing Upload And Download Roles Request Setting
132 - S
4A 8 C D E F G H ! J K L M N 0 P Q
Gl
2 |
© 3 | Balance Type B
© 4| Database UISDBDEV.UP.EDU.PH.DEVCDB
© 5 | Data Access Set UP System
[:l © 6 | Chart Of Accounts Accounting Flexfield
- 7
© 8| lLedger - Test UP System
© 9| Category - Text Budget
- 10 Source - Text Budget Journal
+ 11| Organization - Text UPS General Fund
© 12| Currency - Teat PHP
L - 13 Budget - Text UPS GF 2022
Ll 1
+ 15| upl Period Unit Fund Responsibility Center Budget Segment General Ledgerl General Ledger2 Object Codel Object Code2 Spedial Code Cash Flow Future Debit Credit Line DFF
16 | List- Text ~List- Text ~ hlLimber ~ hluimber List - Text
17| R DEC22 01 101 - - 10101020 - - - - - - 1000
18| R DEC22 01 101 - - 10102030 - - - - - - 1000
19 |
20|
21|
2 |
23 |
%
25 |
2 |
27 | Totals: 1000 1000
28 | Tip: Thisis not the end of the Template. Unprotect the sheet and insert as many rows as needed.

File

) s [hy

y, Y |®|® | t©
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Home Insert Page Layout Formulas Data Review View Automate Help Bl Publishe Data Mlnlng

Uploading Budget Journal Entries via Journal Wizard
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click on Oracle > Upload.

21



Doc Ref: ITDC - FMIS - UM — Uploading Budget Journal Entries via Journal Wizard - 24042023 — ver.2.0

Journals Upload X

Upload Parameters

() AllRows
Rows to Upload —
(@) Flagged Rows
E Validate Before Upload
W] Automatically Submit Journal Import
Journal Impaort will be automatically submitted on successful completion of the upload

[] Create Summary Journals

Journal Impaort will summarize all transactions that share the same account, period and Cumency

| Upload Unbalanced Journals
To import unbalanced Jjournals, you must define a suspense account for actual _3L"‘3|E and a reserve for encumbrance account for encumbrance
journals

(O Do Not Import
Import With Validation
() Import Without Validation

Descriptive Flexfields

Specify how Joumnal Import will handle descriptive flexfields.
Parameter Description
Rows to All Rows — Upload ALL journals
Upload Flagged Rows — Uploads only those with the FLAG sign (see UPL
column)

Make sure that Validate Before Upload and Upload Unbalanced
Journals options are ticked.

Descriptive Make sure that Import with Validation is ticked.

Flexfields

Uploading Budget Journal Entries via Journal Wizard
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Step 16. The Journals Upload
window will appear.

Refer to the table of parameters
below in choosing your upload
parameters.

Once you have selected the
appropriate parameters, click
Upload.

22
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Step 17. A confirmation
message will appear once the
upload has finished successfully.

Journals Upload X

-i; Confirmation

The upload process has completed with the following status:(Note that this upload involved two steps: upload of rows to intermediate staging tables, followed by Take note of the Request ID and

upload to the final application tables. Upload validation errors can occur in either step) click Close

+ 2 row(s) successfully uploaded to the staging tables.

+ Journal Import Request IDR68a269

Please select Close to retumn to the spreadsheet.

Close

Uploading Budget Journal Entries via Journal Wizard 23
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Step 18. To view the uploaded
Navigator budget, navigate to General
Ledger Budget Analyst, <CU>
or General Ledger Budget
Manager, <CU> > Journals >

Enter.
4 (3 General Ledger Budget Analyst, UPS

4 W Journals

(<8 Encumbrance

= Launch Journal Wizard

» Em Define

» Bm Generate

» Bm Schedule

» BW AutoAllocation
b £m Budgets
» Bl Inquiry
» B8 Reports
» Em Other

Uploading Budget Journal Entries via Journal Wizard 24
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Batch Status

Review Journal

Source

Category

O Find Journals

Period

Batch

%E685269%

Journal

Ledger

Source

Category
Status

Posting

Funds

Clear |

New Batch

Batch Name

Journal Name

Period
Currency

Contral Total
Batch

Journal

MNew Journal

Currency

More |

‘ | Find )

Journal Debit

Review Batch

Uploading Budget Journal Entries via Journal Wizard
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Post

Reverse Batch

Reguery

Step 19. On the Batch field,
type in the Request ID in

Journal &1 between two wildcard characters

(%).

Ex: %8688269%

Then, click Find.

25
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Step 20. On the Enter Journals
2 window, select the journal batch
Batch Status | Source Category Period | Batch Name Journal Name Currency Journal Debit Joumal ¢ line and click Review Journal.
B Budget Journal Budget DEC-22  |Budget Journal B 868E Budget PHP 54070  |PHP 1,000.00 100
4l
( Review Journal Review Batch ! Post Reverse Batch Reguery
Uploading Budget Journal Entries via Journal Wizard 26
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© Journals (UP System) - Budget Journal B 8688269 Expected Result: The joumal
ML B udget PHP 54070 Conversion Reverse batch you have entered can
Description |Journal Import BG88269: Currency |PHP Date | now be viewed.
Ledger |UP System Category |Budget Date [01-DEC-2022 Period | . _
Period |DEC-22 Efiective Date 01-DEC-2022 Type [User Method [SwitchDrcr . Ou May still adjust the entries
; , , before posting.
Balance Type Budget Budget |UPS GF 2022 Rate 1 Status |Not Reversed
Clearing Company Tax vNot Required | Roveree To post journal entries, please
Control Total [} 1] refer to the user manual for
Other Information Posting a Journal Entry.
Line  Account , Debit (PHP) Credit (PHP) Description []
1 01.101.--.10101020.- - - -.-.- 1,000.00 WJournal Import Created
2 |01.101.--10102030.- - - - - | 1,000.00 Journal Import Created
\
|
\
|
\
|
1,000.00| 1,000.00
< \ »
Acct Desc UP System.General Fund.Unspecified. Unspecified. Petty Cash.Select value. Unspecified. Unspecified. Unspecified. Unspecified. Unspecil

Post AutoCopy Batch Approve Line Drilldown T Accounts...
[ o] N PRy _ORRN PN [ ‘ Mecccia Pondl LU DUOSY o DRSSO I O g | VOSIURSENRE o PR S | ) RESORGSREY o
Uploading Budget Journal Entries via Journal Wizard 27
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&% Internet Properties ? X

:Privacy Content Connections Programs Advanced

Select a zone to view or change security settings.

@ ¢ v O

Internet  Localintranet Trusted sites  Restricted
sites

Internet

0 This zone is for Internet websites,
except those listed in trusted and
restricted zones.

Sites

Security level for this zone

Custom

Custom settings.
- To change the settings, dick Custom level.
- To use the recommended settings, dick Default level.

Enable Protected Mode (requires restarting Internet Explorer)

Custom level... Default level

Reset all zones to default level

Uploading Budget Journal Entries via Journal Wizard
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APPENDIX

CHANGING INTERNET
SCRIPTING SETTINGS

Step 1.

Note:

This is a one-time setup only.
Open Internet Options by
running or searching it from the

Start Menu.

Click the Security tab. Then,
click Custom level.

28
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| & Internet Properties ?
&% Security Settings - Internet Zone X = =
General ;| i Privacy Content Connections Programs Advanced
Settings
= | Scripting ~ Select a zone to view or change security settings.
= | Active scripting i y 4
(O Disable 4 v 4
Enable Internet  Localintranet Trusted sites  Restricted
O Prompt sites
=y Allov[\;'PrEIgrammahc clipboard access Internet =
isable Sites
&m q This zone is for Internet websites, :
except those listed in trusted and
(O Prompt restricted zones.
= | Allow status bar updates via script
O Disable Security level for this zone
[#] enable
= | Allow websites to prompt for information using scripted windc
(O Disable Custom
m Enable Custom settings.
A v v - To change the settings, dick Custom level.
% AT S > - To use the recommended settings, dick Default level.

*Takes effect after you restart your computer

Reset custom settings

Resetto: | Medium-high (default) v Reset...

|

Uploading Budget Journal Entries via Journal Wizard
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Enable Protected Mode (requires restarting Internet Explorer)
Custom level... Default level

Reset all zones to default level

Step 2.

Look for the Scripting section.

Enable EVERYTHING under the
Scripting section from Active
scripting to Scripting of Java
applets.

Click OK.
Save changes by clicking OK

from the Internet Properties
window again.
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Excel Options V Ea ? X 2 CHANGING EXCEL
i MACRO SETTINGS

Gl O Help keep your documents safe and your computer secure and healthy. g
Formulas
Data Security & more
2| Proofing Visit Office.com to learn more about protecting your privacy and security. =
Save Microsoft Trust Center Step 1
J| Language
1 Microsoft Excel Trust Center L. .
3 | Easeof Access NOte Th|S IS a one-time Setup
’ The Trust Center contains security and privacy settings. These settings help keep your 7
Advanced computer secure. We recommend that you do not change these settings. ’ Trust Center Settings... Only
Customize Ribbon
Quick Access Toolbar ¥ In Microsoft Excel, navigate to
Add-ins File > Options > Trust Center >
Il Trust Center II Trust Center Sett|ngs
1
OK l { Cancel
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E
E

Trust Center ? X Step 2
3 f
Trusted Publishers z l . .
; Macra Settings : Under Macro Settings, tick
rusted Locations
Disable all macreos without notification i Enable a” macCros.
Trusted Documents
Disable all macros with notification _f:
Trusted Add-in Catalogs Disable all macros except digitally signed macros The TI’USt access to the VBA
Add-ins F Enable all macros (not recommended; potentially dangerous code can run) l

project object model option
Developer Macro Settings must also be tlcked

I v| Trust access to the VBA project object model I

ActiveX Settings

Macro Settings ]

Protected View

Then, click OK.

Message Bar

rr

External Content
= | File Block Settings
2 | Privacy Options

Form-based Sign-in

2 OK l ! Cancel
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