User Manual

Excel Journal Import

Version: Microsoft Dynamics 365 Business Central 17

CRONUS USA, Inc.

The largest sales invoice
posted in the Iast 90 days
was for §

$49,422

Chase Software Solutions Ltd.
40 Gracechurch Street, London, EC3VOBT
T: + 27 86 112 4273 www.chasesoftware.biz



Excel Journal Import — User Manual

Boost your productivity and start importing journals from Microsoft Excel today!

FEATURES

This app offers the following features:

1. Create journal lines in Microsoft Excel and import them directly into Business Central.
No need to create a specific Excel layout or template.
Supports all fields in the General Journal Line table, even new or custom fields as well as Global Dimensions
and Shortcut Dimensions.

4. This app can be used to speed up data migration by importing opening balances or detailed transactions
from Excel.

HOW DO | USE THIS APP?

This app does not require any configuration, it's easy to install and simple to use.

To access the import feature, open any of your journal pages (complete list of supported journal pages in Appendix A), click on
the Process menu and hit the Import from Excel action, as shown below:

Batch Name foerauir B

Manage Process  Payroll Page  PosyPrint Line  Account Actions  Related  Fewer options

[l Reconcile @ Import from Excel  [@ Get Standard Journals. Apply Entries.

I e

> 12172022 600108 Bank Accou.

L

Number of Lines Balance Total Balance

localhost8080/BC170/2runinframe=1#
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HOW DO | CREATE A JOURNAL IN EXCEL?

This is super easy; you can create a Microsoft Excel journal using any of the following options:
1. Start from scratch

Copy lines from an existing journal
Copy ledger entries from Business Central

1. START FROM SCRATCH

Create a brand-new Microsoft Excel Worksheet, use the first row in the Worksheet as the column headings and all subsequent
rows can be used to capture journal lines.

Make sure the descriptions used in your column headings match the column headings in your journal page.

You can list the columns in any order, and you are free to apply formatting and styling to the Excel document, even
adding freeze panes and formulae is totally fine.

Below is an example of a journal | captured in Microsoft Excel — ready to be imported into Dynamics 365 Business Central:

AutoSave (@ 0f) &~ v 3 My Excel Journalxlsx - Excel

File ~ Home Inset Draw  Pagelayowt  Formulas  Data  Review  View  Developer  Help  Power Pivot £ search & Share & Comments

2 v £ | G/LAccount ¥;

A | 8 c D | 3 | £ G H 1 | ) | K L | M| N o L po[-
PostingDate  Document No. Account Type Account No. Account Name Description Currency Code Amount Amount (LCY)  Bal. Account Type Comment Department Code Project Code Z‘;f‘:’""""“" Area Code Businessgrougt
1
I 2 1/28/2022 VGDOW\ G/L Account ;ZZD Vln(reases during the Year Packing Machine 2022 1097 HDQ”VG/l Account | PROD M
3 1/28/2022 G001 G/L Account .82|0 Office Supplies Boxes for Packing Machine 2022 22462 24.62 G/L Account PROD
4 172872022 00001 6/L Account a210 Office Supplies Glue for Packing Machine 2022 a7 27.75 G/L Account PROD
5 |02 00001 Bank Account WWB-OPERATING  World Wide Bank Materialsfor Packing Machine 2022 16334 -163.34 G/L Account
6
7
s
9
10|
1
12|
13|
14
15|
16|
17|
18
19
20
21
22|
Sheet! ® < ’
Saolllock B3 CgDisplayettings | B m - ' + o

2. COPY LINES FROM AN EXISTING JOURNAL

This is the easiest way to get going in Excel.

Create one or more lines in your journal where you intend to import the Excel journal to, select the lines in the journal page,
then click Ctrl + C to copy the journal lines from Business Central, as shown below:
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Dynamics 365 Business Central

<€ General journals | W

RCPT-PAY &

! Process  Payroll  Page  Pos/Print  Line  Account Actions  Related  Fe
1 Delete (I,‘(\ X (]

Consulting Fees - Dom, 3 ges - Dom

Invoice G00087 G/L 7490 Cost of Resources Used Cost of Re ed -25.00
Credit Memo G00087 G/X Account 5830 Payroll Taxes Payable Payroll Taxes P2) 7500 7500 | G/L Account
3 rows copied.
»
Number of Lines Balance Total Balance
3 2500 2500

Now create a new Excel document and paste the lines into Excel, shown below.

Notice the column headings were also copied to the Microsoft Excel document. From this point, you can delete the existing

lines from Excel and create your own journal lines but be sure to keep the top row in place (the column headings).

AutoSave (@01 D = My Bxcel Journal.xlsx - Excel

File ~ Home Inset Draw  Pagelayott  Formulas  Data  Review  View  Developer  Help  Power Pivot £ search 1% Share & Comments

Al v £ | Posting Date v

A B c | o | e | e | e | w | w |4 |k | v | M| N|] o | er | a

2
[

Document Account  Account Descriptio Currency EU3-Party Posting  Posting  Posting Amount Account Account Posting  Postin Deferral Departmen Project  Customerg Bus{
G

roup  Group  Code Correction Comment tCode  Code roup Code Area Code oup]

Posting Date _ [Document Type No. Account Type No. Name  n Code  Tade  Type  Group  Group  Amount (LCY)  Type  No. Type

1/27/2022 Invoice G00087 G/L Account 6710 Consultin¢Consulting Fees - DcNo Sale DOMESTI' SERVICES 100 100 No ADM
2

1/27/2022 Invoice G00087  G/L Account 7490 Cost of Re Cost of Resources U:No -25 5920 No New Com PROD ~ MERCEDE INSTITUTI 30
3

1/27/2022 Credit Memo G00087 G/L Account 5830 Payroll Ta: Payroll Taxes PayablNo -75 -75 A i No New Comment 2 INSTITUTI 30 HO
\ccount

Sheet! ® « ’
Ready Scolllock [3 [ Display Settings | BB m - ] + 100%

COPY LEDGER ENRIES FROM BUSINESS CENTRAL

Another super-easy way to create a Microsoft Excel document and start preparing your journal is to copy ledger entries from
Business Central and using the ledger entries as a template in Microsoft Excel.

From any of the ledger entry pages in Business Central, select the lines you wish to copy, then click Ctrl + C to copy the entries
from Business Central, as shown below:
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Dynamics 365 Business Central

g Fees - Dom. | Work Date: 1/27/2022 /Saved

General Ledger Entries P Search EREditlist Process Entry [ Openin Excel More options Y =EO

-100.00 | G/L Account 2822
10000 |G/L Account 2821

2 rows copied

Now create a new Excel document and paste the lines into Excel.

APPENDIX A

During installation of the app, a new action is added to the following Journal Pages:

1. Cash Receipt Journal
Fixed Asset G/L Journal
General Journal

IC General Journal

Job G/L Journal

Payment Journal
Purchase Journal
Recurring General Journal

O o N oW

Sales Journal
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