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Importing Codes for the Ledger 
 

 
 

Follow these instructions to upload codes from an Excel Spreadsheet. The file must be in 
the proper version of Excel (97 or 2003) with an extension of .xls 
 
 

Importing Codes from Excel 
 

Finance > General Ledger > Ledger Manager 
 
To upload codes: 

• Locate the Ledger and click the   
• Select the Net Assets tab 
• Click  Import Account Codes 
• Select the Import Method of Excel Spreadsheet: 

o File – use the  to locate the file on your machine 
o Code Column – select the column containing the codes 
o Description Column – select which column contains names or leave set 

to Automatically Name Codes 
o Sheet Number – select which sheet of the file contains the data (this is the 

physical number and does not reflect the sheet’s name) 
o Contains Header Row? – select whether or not the file contains header 

row data 
o Contains Control Codes? – select whether or not the file contains control 

codes (see the end for more info on Control Codes) 

• Click  
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Upload Screen: 

 
 
Spreadsheet: 
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More on Control Codes 
 
 

Finance > General Ledger > Chart of Accounts > Code Tables > Fund 
 
 
Control Codes something something something.  

• If you are uploading codes with an existing Fund, these will already be in the 
system (select NO – file does not contain control codes).  

• When you are uploading codes for a previously unused Fund, you can include 
them in the Excel file (select YES – file contains control codes) and these will be 
used; or, you can have the system default these for you (select NO – file does not 
contain control codes). 

 

 


