CREATING A TRANSFER
(VIA SPREADSHEET
UPLOAD)

Quick REFERENCE GUIDE ICT-2

Purpose

The purpose of this Quick Reference Guide (QRG) is to provide a step-by-step explanation of how to
Create a Transfer via Spreadsheet Upload in the North Carolina Financial System (NCFS).

Introduction and Overview

This QRG covers the process of creating a transfer using the ADFDI spreadsheet template. The NCFS
spreadsheet allows users to enter a single transfer or multiple transfers at a time.

e e |

Q!

I User Tip:

The following are prerequisites to creating a transfer (via spreadsheet

I
[
upload): [
| 1. Install the ADFDI Desktop Excel Integrator. :

L——————————————————
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Creating a Transfer (via Spreadsheet Upload)
To create a transfer using the ADFDI spreadsheet, please follow the steps below:

1. Login to the NCFS portal with your credentials to access the system.

2. Onthe Home page, click the Intercompany Accounting tab and select the Transactions

app.
General Accounting | Intercompany Accounting | Tools
QUICK ACTIONS APPS

Manage Intercompany Outbound
actions

_r"ﬁ n ‘;

+

Manage Intercompany Inbound
Transactions

Reconciliation

3. Click the Tasks [ |Z| ] icon and select Create Transactions in Spreadsheet from the Tasks
pane to download the ADFDI spreadsheet.

OVEFVIeW » Manage Intercompany Outbound Transactions

Intercompany Inbound Transactions

4 Intercompany Transactions + Create Transaction
« Import Transactions
«+ Transfer to General Ledger

 Transfer to Receivables

Requiring Attention New Import Errors

E Transfer to Payables
View w 3 Detach v I « Create Transactions in Spreadsheet I

« Manage Approvals

&

Transaction

Status Transaction Amount Accounted Amount Transaction Type Provider Recei'

4. Click the Open button to open the downloaded Excel file.

.~ You are using DEV11 environment Downloads B a - P

What do you want to do with IntercompanySing
: o
Open Save as v

nd Transactions

Overview

See more
w—wrarageTmercompany-meound Transactions

4 Intercompany Transactions + Create Transaction

o Import Transactions
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5. Open the Excel file and click the Enable Editing button.

File Home Insert Draw Page Layout Formulas Data Review View Help Acrobat

@ PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. Enable Editing %

D8 fe ~
A B C D E F G H | -

' -

2 ORACLE

=,

4

6. On the Connect pop-up, click the Yes button to successfully connect to the server.

0 Confidential \ No Additional Protection # Public Information ~
Connect
A B C D [ G H
3 I? CLE You are about to connect to the following application URL:
4 https://emzn-dev7.fa.us8.oraclecloud.com/fscmUl/adfdiRemot
5 eServlet
6 b >
7 0 you want to connect
8| i
9
10 Yes No
11
12
13
i

7. On the NCFS portal Login pop-up, enter the User ID and Password credentials and click the
Sign In button.

Notes:
e After Go-live, SSO will be used.
e Credentials must be manually entered. They will no longer default.

B Search (Alt+Q)

5 Share

I Comments

File m Insert Page Layout Formulas Data Review View Help Acrobat
N O
Sensitivity t s Find &
- : Select
Clipboard 3 Font Alignm Login Styles Cel Editing ~
06 - fi “ =
0 Confidential \ Ne Additional Protection # Public or B f x
A B | G H -
g C)I:?AC I_e User ID
5
6| (I
7 Password
8 ] l
I O e 1| e
10
1 orgot Passw
12
2 Sign In
15 Select Language - [
16
17
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8. Navigate to the Multiple Batches sheet from the sheet tabs.

; B C D = F G H .J;
2 ORACLE create Intercompany Batches
4 | *Required
g Worksheet Status
7 Batch Details
8 | Changed Status *Batch Number *Provider *Currency *Transaction Type  *Batch Date *Accountin
190 | | 1 ﬁgg
1" usD
12| | | usD
13 usb
14 | usD
15 usb
16 | usD
17 usb
18 usb
19 usD
20 | usD -
Intercompany Single Batch + q 3
9. Fillin the information under the Batch Details section. Enter the Batch Number and the
Provider on the respective fields.
Note:
e Batch Number value entered here will be overridden with a different sequential
number.
e Double-click for choice lists of values in the *Provider, *Transaction Type, *Account,
*Receiver, and Context Value fields.
Batch Details
*Batch Number *Provide *Currency *Transaction Type  *Batch Date *Accounting Date Batch Description
0200 ADMINISTRATIVE OFFIQ USD |
UsD
| UsD
10. Enter the Transaction Type, Batch Date, and Accounting Date on the respective fields.
Batch Details
*Batch Number *Provider *Currency ansaction z *Batch Date *Accounting Date Batch Description
123457 0200 ADMINISTRATIVE OFFIC|USD |
usb
|UsD
11. Scroll to the right. Under the Provider Accounting Line Details section, enter the Account
Number on the Account field.
Note: Double click the field below Account to search and select the required account or
paste from your supporting data sheet.
Provider Accounting Line Details
Provider Distribution
Conversion Rate Type ipti *Transaction Number *Receiver
Corporate
Corporate
Corporate
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12. On the Debit field, enter the Debit Amount.

Provider Accounting Line Details | \
Provider Distribution

Conversion Rate Type  *Account[..] Debij Credit Description *Transaction Number *Receiver
Corporate 0200-200920-52811000-0200

Corporate

(Corporate

13. Enter the Transaction Number field (typically the same value as the Batch Number) field.

| Provider Accounting Line Details |
Provider Distribution
Conversion Rate Type  *Account]..] Debit Credit Description *EEEEEEE EEEEE *Receiver Accou
Corporate 0200-200920-52811000-02006! 500.00 1 I
Corporate
Corporate

14. Scroll to the right. Under the Receiver Accounting Line Details section, enter the Receiver
number.

Note: For internal transfers, the provider can enter the receiver’s Account.

Receiver Accounting Line Details

Receiver Distribution
*Transaction Number *Receiver Account][..] Debit Credit Description
1J0800 DEPARTMENT OF PUBLI

15. Scroll to the right. Under the Batch Descriptive Flexfield section, double click the field
below Context Value to enter the DFF value.

Batch Descriptive Flexfield Transaction Descriptive Flexfield | Provider Distributio

Context Value Attribute Context Value Attribute |Context Value
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16. The Batch Descriptive Flexfield pop-up appears. From the Additional Information Context
drop-down choice list, select IC_Transfer. The IC_Transfer field appears. Select the

required option from the /IC_Transfer drop-down choice list.

In this example, we choose TF-1-OPERATING. Then, click the OK button.

JIC_Transfer | TF-1-OPERATING v

Cancel *

Batch Descriptive Flexfield Batch Descriptive Flexfield % d Provider Distributio|
Context Value Attribute [* Adctional information Contaxt Context Value
R ——

17. On the Create Intercompany Batches tab, click the Save icon.

File Home Insert Draw Page Layout Formulas Data Review View Help Create Intercompany Batches Acrobat I Comments 15 Shar
: © @ [ | I
Al o oy [E
Login Logout Clear Edit About Save [ Status
All Data Options Viewer
Workbook Worksheet
W 2 I IC_Transfer
O Confidential \ No Additional Protection /# Public Confidential - High Risk Confidential = Personal Information ~
: C D E F G H |
2 ORACLE Create Intercompany Batches
4 * Required
5 Worksheet Status
6
T Batch Details
8 Changed Status *Batch Number *Provider *Currency *Transaction Type *Batch Date
z) [A 123457 0200 ADMINISTRATIVE OFFICEUSD IC Transfer Out 4/10/2023

18. The Save Options pop-up appears. Select the Import Transactions radio button and click

the Submit button.

B 4] D E F

G H
ORACLE  Ccreate Intercompany Batches | ‘
ave Options X
* Required
Worksheet Status Save Options Import Transactions and Submit for Approval
A @Import Transactions . Batd
|Changed ‘Status ' *Batch Number Submit | cancel Type
A 123457
—
UsD
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19. The Confirmation pop-up appears. Click the OK button.

Notes:
e Make a note of the Process ID. It can be used as QBE filtering criteria within the

Intercompany Transactions dashboard.
e Ensure to close Excel and/or save the file as template for future use.

Confirmation X

ORACLE" create Intercompany Batches

* Required Your process 2204430 has been submitted.

Worksheet Status
Group 1D::82193
Batch Details
Changed Status *Batch Number *Provider OK ransaction Type *Batch Date
Row inserted
successfully 123457 0200 ADMINISTRATIVE OFFICEUSD IC Transfer Out 4/10/2023
usD

20. Navigate back to the Intercompany Transactions dashboard. Click the New tab to view
newly created batches. If multiple transactions appear, use the QBE filtering feature to

view the one(s) desired.

Overview

4 Intercompany Transactions
Requiring Attention | New Q| Import Errors

View w s 73 E Detach ﬂ

& iyyy O@

" . Accounting Batch -
Batch Amount Accounted Amount Transaction Type Name Provider Period Batch Date Batch Status Number Description
I -500.00 USD 0.00 USD IC Transfer Out 0200 ADMINISTRATI.. Apr-23 4M10/23 New 123457 I

Create a transfer through a spreadsheet using the steps above to upload single or multiple transfers.
Additional Resources

Virtual Instructor-Led Training (VILT)

e IC100c: Transfer Entry - Creation and Receiving
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