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Job Aid:  Spreadsheet Journal Import Buttons

Control Page

	Button
	Name
	Location/Row
	Function

	[image: image1.png]i




	Setup
	Control Page
	The Setup button allows you to establish defaults for every journal created. 
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	Notes
	Control Page
	The Notes button allows you to use a spreadsheet within the template to make notes or preliminary calculations.
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	New Sheet
	Control Page
	The New Sheet button inserts a new journal sheet. 
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	Edit Sheet
	Control Page
	The Edit Sheet button allows you to open a previously created journal sheet. This button is used to review and edit sheets before uploading into the SMART system. 
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	Delete Sheet
	Control Page
	The Delete Sheet button allows you to delete all or specific journal sheets in the workbook.
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	Copy Sheet
	Control Page
	The Copy Sheet button allows you to copy a selected worksheet with a new name for reuse.
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	Import Now 
	Control Page
	The Import Now button is not active. You will not use this button.
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	Write File
	Control Page
	The Write File button allows you to create the text file for one or multiple journal sheets that can be uploaded into the SMART system. 


Inside a Journal Sheet

	Button
	Name
	Location/Row
	Function
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	Import Now
	2
	The Import Now button is not active. You will not use this button.
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	Control Page/Main Menu
	2
	The Control Page/Main Menu button is used to navigate back to the Control page when you are inside a sheet. Do not use the X in the top right hand corner of the template to navigate back to the Control page, this will close the file and you will lose any unsaved work. This is the only button that navigates you back to the Control page.
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	Add Header
	5
	The Add Header button allows you to setup a journal header for the particular journal sheet in which you are currently working. This information uniquely identifies your journal entries.
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	Switch Header
	5
	The Switch Header button allows you to change the displayed header information. This button enables you to switch back and forth between multiple headers within one journal sheet. 
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	Edit Header
	5
	The Edit Header button allows you to edit previously entered journal header information.
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	Copy Header
	5
	The Copy Header button allows you to copy selected header information with a new name for reuse.

	
[image: image15.png]



	Delete Header
	5
	The Delete Header button allows you to delete any journal header information.
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	Change Import Status
	5
	The Change Import Status button is not active. You will not use this button.
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	Copy Checkbox
	8
	The Copy Checkbox allows you to copy information from one journal line to another. When the checkbox is selected for a particular ChartField (and information is provided for this field) the copy tool will automatically copy information down to the next row when the Insert Line button is pushed. 

*The Copy Checkbox is only used for copying purposes. It does not represent a required field for journal lines. 
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	Insert Line
	9
	The Insert Line button allows you to insert a new journal line.
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	Delete Line
	9
	The Delete Line button allows you to delete an existing journal line.
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	Insert Multiple Lines
	9
	The Insert Multiple Lines button allows you to insert the desired number of journal lines at one time.
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	Delete Multiple Lines
	9
	The Delete Multiple Lines button allows you to delete the desired number of journal lines at one time.
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	Check Journal
	9
	The Check Journal button is not active. You will not use this button.
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