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Import Options

Quickly create general journals by importing entries using a spreadsheet or template.
Importing journal entries can be especially useful for bringing in transactions from third-party

payroll providers and depreciation.

Both import options live in our General Journals feature which you can access by navigating to
Journal Entries > General Journal.

Import from Spreadsheet
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To import a spreadsheet, select the Import Spreadsheet button located above the main

General Journal listing.
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When it comes to spreadsheets, you have two options: download and use Compeat’'s sample

spreadsheet or build your own.

Use Compeat’'s Sample Spreadsheet

Compeat provides a sample spreadsheet that you can download and use for the import
process. We have formatted this spreadsheet to match the default cell location assignments

for imported transactions.

O Compeat 2.0 Sample Spreadsheet

Accounting 2.0 uses an updated version of the sample spreadsheet. For this reason, sample

spreadsheets from legacy Advantage will not work on 2.0, and vice versa.



Import Spreadsheet | Choose File

Select a spreadsheet, and the map cells to expected values.

=i Download sample Excel spreadsheet

@

Cancel

Simply enter your information as modeled in the spreadsheet and upload the file to import

your transactions.

Create Your Own Spreadsheet

You can absolutely use a spreadsheet of your own creation to import journal entries. There are,

however, a few requirements:

» Your spreadsheet must have an Excel (.xls, .xIxs) or CSV (.csv) file type.

» Entries must appear on the first sheet of the workbook. Compeat does not import beyond
the first sheet.

» When importing, you must tell Compeat where to find necessary information in your sheet.

Learn more about this process in our cell mapping section.

Select Your Spreadsheet

Importing spreadsheets allows you to import one or more files at a time.



Import Spreadsheet | Choose File

Select a spreadsheet, and the map cells to expected values.

Download sample Excel spreadsheet

Cpd

Choose File

ImportJournalEntriesSample.xlsx

» Choose File: Choose which file(s) you wish to import from your device.
Files pending import display by name at the bottom of the import field. Select Next to import

your file(s).

Set Cell Mapping

Cell mapping tells Compeat where to find each piece of data in your spreadsheet.

Import Spreadsheet | Set Cell Mapping

Select a spreadsheet, and the map cells to expected values.

Use default values from sample spreadsheet

Header Information Detail Line Information
Cell for entity receiving journal entry odmpie First row for journal entry items
Cell for apply date Column for entity numbers

Cell for batch description J £ Column for GL account numbers
Cell for auto-reversing date/Ostionz B >d = Column for item descriptions

Column for debits

Column for credits

» Using the sample spreadsheet? Populate the matching default cell locations by selecting

Use Default Values from Sample Spreadsheet.



» Using your own spreadsheet? Enter cell locations that correspond with where the data is
located within your file. Note that some cell mappings require a specific cell location (B3,

D3, F3, etc.), whereas others require the row or column location.

O Importing more than one spreadsheet?

Cell mapping must be identical for all spreadsheets included in your import. If the cell mapping

differs, then you must import each spreadsheet separately and enter their unique cell mapping.

Once done, select Import Spreadsheet. Compeat alerts you to any errors with your
spreadsheet. Your newly imported journal appears in the main General Journal listing. To

review the associated entries, select the batch details.

Import from Template

In addition to importing from a spreadsheet, you can also import journal entries using a
template. For example, importing payroll journal entries from your payroll provider. You must

first configure templates in Compeat before you can import files.

To import journal entries from a template, select the import icon on the left side of the page.

This launches the Import Template window.

Import Options



Before you import files, select which template you are using from the Template drop-

down. Import Template allows you to import one or more files at a time.

» Choose File: Select this option choose which file(s) you wish to import.

Files pending import display by name at the bottom of the import field. Select Import to

import your file(s).
Your newly imported journal appears in the main General Journal listing. To review the

associated entries, select the journal details.
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