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Working with Grids

Working with Grids Overview
Import To Grid

If you are authorized, you can also import information into certain data entry grids. However,
importing can overwrite essential data in NIS. Only a few users are generally allowed to import
data, because of the damage this process can cause to records in the system.

Export From Grids

You can export data displayed in an NIS grid so you can work with it in such popular applications
as Microsoft Excel or Microsoft Word.

You can specify the range of cells to use when printing or exporting data.

Import To Grids Lesson

Procedure

You can only import data to grids that allow you to select a single cell. Microsoft Excel is the
only application from which you can import.

If you do not work with quantitative programs you can skip this lesson.

Step Action

1. In this lesson we will be importing this sample Excel file.

2. Notice that Row 1 has the titles of the columns, while Rows 2-7 contain the data.

Make sure the cells with the data are formatted as either General or Numbers.
Special characters like the dollar sign will not import into NIS correctly.

3. Notice the name of the specific spreadsheet is Test_Data. This will be important
to know later in the lesson.

4. For this lesson we are going to use the Journal Entries with Debit/Credit
Format screen.
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ORACLE PEEP, LITTLE BO LIDVB10]
Sign Out
EnterpriseOne Menu E0
= 2l Welcome!
Open Applications
*You have no running applications The EnterpriseOne Menu contains several links to the applications.

Open New Window These links will always be at the left of your screens, no matter what application you are using.

You can also hide the menu when you need more space for your work,

» NIS State of Nebraska »

[> Roles

[ Actions

[ Preferences

Done €D Internet 100% v

Step Action

Click the NIS State of Nebraska link.

itate of Mebraska

Click the Accounting - Agencies link.

[sccounting - Agencies|

Click the Manage Journal Entry link.
[Manage Journal Entry|

Click the Enter Manual Journal Entries link.
[Enter Manual Journal Entries|

Click the Journal Entries with Debit/Credit Format link.
Journal Entries with
Debit/Credit Format
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ORACLE

Sign Out
Journal Entries with Debit/Credit Format - Work With Journal Entries )=
Sekct Fpd  Add  Copy [Delete Close Row Regort Iools

v & + B 0 X H
‘ Batch Mumber = Batch Type G Document Type = [IModels ‘

Ho records found. Customize Grid =

Document Document P Ledger Reverse | Refer|
| | Number

Type Explanation Type or Void

] I >

Done € Irternet 100% v

Step Action

10.
Click the Add (Ctrl+Alt+A) button.
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ORACLE PEEP_ LITLE BO [JDVB10]

Sign Out

Journal Entries with Debit/Credit Format - Journal Entry @

OK  Cance] Form Row Tools

B X 0 B &

‘ Batch Number (1556905 I mModel [CJPercent [Reverse ‘
Doc Type/MNo/Fd || Q ‘ GIL Date
Explanation * | Ledger Type AA

Records 1-1 Customize Grid =

<

’: Account Number * Tnl:ci:um
2] |l [

Credit Account Subledger Subledger
Amount Description Type Subledger Description
| >

Remaining Amount

Done

€ Irternet 100% v

Step Action
11. Click in the Explanation field.
12. Enter the desired information into the Explanation field. Enter "Test".
13.
Click the Tools (Ctrl+Alt+T) button.
14.
Click the Import Grid Data menu.
[ Import Grid Data |
15. You will need to define the name of the Excel file. You can type it in the Excel

file field or you can use the Browse button which allows you to navigate to the file
you wish to import. In this lesson we will browse to the file.
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ORACLE’

Journal Entries with Debit/Credit Format - Journal Entry @

Continug Cance]

Import Assistant
After specifying all details, click Apply and then click Continue to import the data.

Step 1 - Define Import File

@ Import From Excel
Excel file Browse...
Worksheet name: |Sheet1

(O Import From Comma Separated Values (CSV)

Step 2 - Define Cell Range

statingcen| | |
[ ]

Ending Cell

Step 3 - Define Import Location in Grid

@Insen(lmpnn new rows at column A, row 0 of the grid)
() Paste

Apply Reset

E F G

< il I >

Done € Internet 100% v

Step Action

16.
Click the Browse... button.

Brows
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. PEEP LITTLE BO [JOVB10
ORACLE p——
Sign Out
Journal Entries with Debit/Credit Format - Journal Entry

Continug Cance]

Import Assistant

After specifying all details, click Apply and then click Continue to import the data

Step 1 - Define Import File —
) Import From Excel ey ‘1”2'

Excel file Look in: [[@ Desktop | cf BE-
Worksheet name: |Sheet1 - e ¢
A t Dacuments

Impert From Comma Separate
Olme ? 4 My Computer

MyRecent @My Metwork Places
Step 2 - Define Cell Range Doeuments 05 nused Desktap shorteuts
col Row @ E015_FR_QRC_L1_T3.c_Document_Types.xls
Starting Cell Lo %mpnr@ata.xls
Line Shorkeut o End-User_Materials
Ending Cell -
g 52 Shorkeut b Training

2
Step 3 - Define Import Location in G 8

@Insen(lmpnn new rows at colurg My Documents

() Paste

Apply | Rest | My Computer

A My Netwark  File name: [ =] W
Places |
P —— Files of type: | Microsaft Excel Files | Cancsl Subledger
Description
= >

Done

€ Internet 100% v

Step

Action

17.

Click the Import_Data.xls list item.
'E._]Import_Data.xIs I

18.

Click the Open button.

19.

You will also need to state the name of the worksheet within the Excel file you
would like to import. Remember in the file we are using the name of the
spreadsheet is named Test_Data.

Page 6




AL Training Guide

i Working with Grids
ORACLE PEEP LITTLE BO 1;?\.'"3;::
Journal Entries with Debit/Credit Format - Journal Entry
Continug Cancel
8

Import Assistant
After specifying all details, click Apply and then click Continue to import the data

Step 1 - Define Import File
@ Import From Excel
Excel file: C:\Documents and Settingsit
Worksheet name: |Sheet1
(©ImportFrom Comma Separated Values (CSV)

Step 2 - Define Cell Range
Col Row

Starting Cell.
Ending Cell

Step 3 - Define Import Location in Grid

@Insen(lmpnn new rows at column A, row 0 of the grid)
() Paste

Apply Reset

A B c ] E F G
Debit Credit Account Subledger Subledger
B Amount Amount Description Type ST Description

Done € Internet 100% v

Step Action

20.

Click in the Worksheet name field.
[Sheett |

21.

Enter the desired information into the Worksheet name field. Enter a valid value
e.g. "Test_Data".

22. Next you will need to define the cell range that you would like to import.
Remember that Row 1 contained the titles of the columns, so we will not want to
import those cells. Instead we will import cells A2 through B7.

23.

Click in the Starting Column field.

24.
Enter the desired information into the Starting Column field. Enter a valid value
e.g. "A".

25.
Click in the Starting Row field.

26.

"2

Enter the desired information into the Starting Row field. Enter a valid value e.g.
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Step Action

27.
Click in the Ending Column field.

1

28.
Enter the desired information into the Ending Column field. Enter a valid value
e.g. "B".

29.
Click in the Ending Row field.

]

30.
Enter the desired information into the Ending Row field. Enter a valid value e.g.
II7II.

31. Now that we have defined the file, spreadsheet, and cell range we can preview the
information we are importing.

32.
Click the Apply button.

Apply
33. Review the information to ensure the data imported is correct.
ORACI_E. PEEP, LITTLE BO [JOVE10)
Journal Entries with Debit/Credit Format - Journal Entry
Continug Cancel

E]

Import Assistant

After specifying all details, click Apply and then click Continue to import the data.

Step 1 - Define Import File
@Impunme Excel

Ezxcel file: C:\Documents and Settings\t  Browse...
Worksheetname: Test_Data

¢ Import From Comma Separated Values (CSV)

Step 2 - Define Cell Range
Col Row

Starting Cell: |A 2
Ending Cell: |B 7

Step 3 - Define Import Location in Grid

(@ Insert{import new rows at column A, row 0 of the grid)
() Paste

Apply Reset

(5010001563300
65010001.563300
65010001 563300
65010001 563300
65010001 563300
65010001.563300

@ mbo
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Step

Action

34.

Click the Continue button.

35.

The data from the Excel file has been imported to the Grid.

. PEEP, LITTLE BO [JDVE810]
Sracie

Journal Entries with Debit/Credit Format - Journal Entry

OK  Cance] Form Row Tools

B X 0O B &k

‘ Batch Number [1556905 I Model CPercent [CIReverse ‘
Doc Type/Mo/Fd [ 10000 GiL Date |0sios/2008
Explanation * [Test lEaienns AR

Records 1-7 Customize Grid @ B @

Debit Credit Account Subledge! Subledger
Account Number * Amount Amount Description Type Subledger Description

\ 65010001.563300 10,00, | DEPR-COMP.HARDWAREI| [

D 65010001.563300 10.00 DEPR-COMP. HARDWAR...

O 65010001.563300 10.00 DEPR-COMP. HARDWAR...

O 55010001.563300 10.00 DEPR-COMP. HARDWAR.

O 65010001.563300 10.00 DEPR-COMP. HARDWAR.

O 65010001.563300 50.00 DEPR-COMP. HARDWAR...

¥

¢ >

Remaining Amount ,7
Done € Internet H100% T
Step Action

36.

Click the OK (Ctrl+Alt+O) button.

37.

Click the Cancel (Ctrl+Alt+L) button.
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. PEEP, LITTLE BO [JDVB10
ORACLE .
Sign Out
Journal Entries with Debit/Credit Format - Work With Journal Entries @
Selec Fnd  Add  Copy Dekle Clpse Row Repori Ioois
v & + B @ X H
‘ een tameer [isse005 | BathTioe . ZCMIEIL T2 F ] [CIuodels ‘

No records found.

Customize Grid ]

Explanation

Done

€ Internet 100% v

Step Action
38.

Click the Close (Ctrl+Alt+L) button.
39.

You have successfully completed this lesson on importing to a grid.
End of Procedure.

Export From Grids Lesson

Procedure

In this lesson you will learn how to export data from a grid.

Step

Action

1.

To demonstrate how to export from a grid we will use the Address Book Inquiry
screen. The principles in this lesson, however, apply throughout NIS.
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ORACLE PEEP, LITTLE BO LiDVE10]
Sign Out
EnterpriseOne Menu E0
= 2l Welcome!
Open Applications
*You have no running applications The EnterpriseOne Menu contains several links to the applications.

Open New Window These links will always be at the left of your screens, no matter what application you are using.

You can also hide the menu when you need more space for your work,

» NIS State of Nebraska »

[> Roles

[ Actions

[ Preferences

Done €D Internet 100% v

Step Action

Click the NIS State of Nebraska link.

MIS State of Mebraska

Click the Address Book link.

Click the Address Book Inquiry link.
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Sign Out
Address Book Inquiry - Work With Addresses @
Seect  Find Cpse Row Regort Iocls
v &
Alpha Name [ [IDisplay Phone
Search Type =

Ho records found.

€ Irternet 100% v

Step Action
5.
Click the Find (Ctrl+Alt+l) button.
The grid populates with information, and this information is what we will export.
Click the Tools (Ctrl+Alt+T) button.
8.
Click the Export Grid Data menu.
| Export Grid Data_|
9. In the Export Options window you can choose which type of document you would
like to export to.
In this lesson we will be exporting to a new Excel Workbook.
10. The Define Cell Range window allows you to dictate what information from the

grid you want to export (either all the information or a specific range). In this
lesson we are going to select a specific range.
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Address Book Inquiry - Work With Addresses

Continug Cance]

Export Assistant

Export Options

(&) Export To Excel

(& Exportto a new Workbook

() Exportto an existing Workbook
OExpnnTu Word
() Export To Comma Separated Values (C8V)

Define Cell Range

Export (Al Selected O Range

Click Continue to export all rows and all columns.

Done

€ Internet 100% v

Step

Action

11.

Click the Range option.

Page 13




Training Guide Q
Working with Grids AtV e

ORACLE PEEP_ LITLE B [JDVB10]

Address Book Inquiry - Work With Addresses

Continug Cance]

Export Assistant

Export Options
(&) Export To Excel
(& Exportto a new Workbook
( Exportto an existing Workbook
OExpnnTu Word
() Export To Comma Separated Values (C8V)

Define Cell Range

Export (DAl Selected &) Range
Col Row

Starting Cell Reset Selection

Ending Cell

Select the starting row or cell on the grid.

Records 1-10

A B c D 3 F
e e = =

1 1 FD TEST COMPANY (DO NOT DELETE) TEST GOMPANY (DO NOT DELETE}

2z 2 FD TEST COMPANY (DO NOT DELETE) TEST GOMPANY (DO NOT DELETE}

3 3 FD TEST COMPANY (DO NOT DELETE) TEST COMPANY (DO NOT DELETE)

4 4 FD TEST COMPANY (DO NOT DELETE) TEST COMPANY (DO NOT DELETE)

5 30 AG LEGISLATIVE COUNCIL LEGISLATIVE COUNCIL PC|

5 50 AG SUPREME COURT SUPREME COURT P.C

7 70 AG GOVERNOR GOVERNOR P.(

B 80 AG LIEUTENANT GOVERNOR LIEUTENANT GOVERNOR =

9 90 AG SECRETARY OF STATE SECRETARY OF STATE P(¥

< >

Done €D Internet 100% v

Step Action

12. Click the Al cell.

13. Click the F9 cell.
[SECRETARY OF STATE |

14. The cells populate in the Starting Cell and Ending Cell ranges.
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ORACLE

Address Book Inquiry - Work With Addresses

Continug Cance]

Export Assistant

Export Options

(&) Export To Excel

(& Exportto a new Workbook

( Exportto an existing Workbook
OExpnnTu Word
() Export To Comma Separated Values (CSV)

Define Cell Range

Export (DAl Selected &) Range

Col Row
Starting Cell: A 1 Reset Selection
Ending Cell: 9

Click Continue to export the data or click Reset Selection to start over.

Records 1-10

TEST COMPANY (DO NOT DELETE)

TEST COMPANY (DO NOT DELETE)

2 FD TEST COMPANY (DO NOT DELETE) TEST COMPANY (DO NOT DELETE)
3 FD TEST COMPANY (DO NOT DELETE) TEST COMPANY (DO NOT DELETE)
4 FD TEST COMPANY (DO NOT DELETE) TEST COMPANY (DO NOT DELETE)
30 AG LEGISLATIVE COUNCIL LEGISLATIVE COUNCIL PC
50 AG SUPREME COURT SUPREME COURT P
70 AG GOVERNOR GOVERNOR P
80 AG LIEUTENANT GOVERNOR LIEUTENANT GOVERNOR =1
90 AG SECRETARY OF STATE P.(¥
>
Done € Internet 100% v
Step Action

15.

Click the Continue (Ctrl+Alt+E) button.

16.

An Excel document opens with the exported data which you can sort and filter.
You can also save this file to your computer.

17.

End of Procedure.

You have successfully completed this lesson.
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