Heartland — Importing a Configured Report Into Excel

Go to the “T” drive, and open the Transaction Data Export Credit Card Template. Enable content if

needed. (this is aread only file)
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Fle Edt view Took Help
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From the Data Tab, select “From Text”

e ¥ aEro=E:

Transaction Data Export Credit Card Templatexlsm - Microsoft Excel
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Go to the “Downloads” folder and select the Heartland exported report that you just ran and select

[13 7
Import”.

B 1rmport Text File il
|9\7)v| 4 ¥ Suzette Deans ¥ Downloads - li_@l Search Downloads 2
Organize > Mew folder =~ e
4 Downloads LI Mame | Date modfied ~ | Type | Size | |

& Scansnap Folder
Fy 19 District
FY 19 Tuvenie “h) TestCourt1R-20190404-120009-Transacto...  </4/201% 11:00 AM Microsoft Excel Co... 24 KB
FY 19 Bank Transfers *h] UtahCourtsTestPayments- 20190404-0926. ., 4/4/2019 826 AM Microsoft Excel Co... 29KE
FY19 Stop Payments “h] MUltiple-20190404-092125-TransactonDat...  4/4/201%5:21 AM Microsoft Excel Co... SKB

F¥ 19 Reconcliaion Spreadsheets
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File name: |Multiple-20190418-131033-TransactionDatabxport.csy
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Tools * Import |V| Cancel |
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Step 1 of 3

Choose “Delimited” — “Next”

Text Import Wizard - Step 1 of 3

The Text Wizard has determined that your data is Delimited.
If this is|correct, choose Mext, or choose the data type that best describes your data,

riginal data type

Chooge the file type that best describes yo

- Characters such as corknas or tabs separate each field,

(" Fixed width - Fields are aligned in caluming with spaces between each field,

7 1 OEM United States

Start impart at row: Il 5‘ File arigin:

Preview of file C:\Usersisuzette. deansiDownloadsyultiple-20190418-131033-TransactionDataBxpart.csy,
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Step 2 of 3

Check the “Comma” box — “Next”

Text Import Wizard - Step 2 of 3 ﬂil

his screen lets you set the delimiters ¥our data containg. viou can see how your text is affected in the preview below.

Delimiters
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1
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Step 3 of 3

e The first column is highlighted check the “Date” format Button

Text Import Wizard - Step 3 of 3

Rl

This screen lets you select each colureri and set the Data Format.
alumn data format
(" General
(" Text

r‘ i

'General' converts numeric values to numbers, date walues to dates, and all rermaining
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WD - Advanced... |

(" Da nat impart column (gkip)

~Data preview
cneral GCepneraliceneral General General Ceneral
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e Scroll to column 6 (payment account) highlight and select the “Text” Format button.

Text Import Wizard - Step 3 of 3

2] x|
d “-‘ the Data Format,

This screen lets you select each calumn a

‘General' converts AMmeric values to numbers, date values to dates, and all remaining

valles to text.
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Cancel | < Back | [oest = | £ Einish I

e . Click on “Finish™

Import data to Existing Worksheet, click on “OK” (Note: Make sure that you are importing into Cell Al.)

2| x|

Where do you want to put the data?
% Existing warksheet:

S

(" Mew warkshest

Properties. .. | (04 | Cancel |
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Go to the “Develope

a9 -o-%28F a
n Hame Insert Dratas Riviien
o Thecird Masra il Y
— 2 [ wse nelative References i i
visual Macros Agddng COM Ingert Design
Basic By Macrs Seounty del s = Mode
Code At Ing. Coatrak
AL - ]
A B C
TransactionDate |TransactionlD Amount ID1
3/4/2019 9:45 116112 100 Copy fee
3/4/20199:57 116113 50

3/4/2019 10:40 11p114 275

116115 275

” Tab and select “

Adelng Acrebal

cros”

Transaction Dats Export Credit Card Templavexdsm - Microzaft Exoel

1
2
3
4
5 3/4/2019 10:43
6
7
8
9

3/5/2019 8:42 116168 150
3/5/2019 8:53 116170 25
3/5/2019 11:32 116171 150
3/5/2019 16:47 116174 25

10 3/5/2019 16:54 116176 25
11 2/5/2019 16:55 116178 25
12 3/5/201917:38 116180 25
13 3/5/201917:53 116182 25
14 3/5/2019 18:06 116184 25
15 3/5/2019 18:07 116186 -25

16 3/6/2019 8:12 116209 500
17 3/6/2019 8:15 116210 BE0
18 3/6/2019 8:18 116211 10
13 3/6/2019 8:20 116212 150
20 3/6/2019 8:24 116213 69
21 3/6/2019 8:26 116214 50
22 3/6/2019 8:29 116215 75
23 3/6/2019 8:32 116216 25
24 3/6/2019 8:24 116217 300
25 3/6/2019 8:38 116218 125
26 3/6/2019 8:41 116218 50
W4 b W TramsDataExpart <55

Reagy |

Click on CreditCardReport — Run

IMacro name:

o mpart
E Dxparriian Packs
Lt
o E F G H [} ] K
D2 PayorLastName PaymentAccount TransactionType ReversalCode CashierName
Smith 1018 Payment ITaccess
901899 Smith Smith 0011 Payrment jfarnes
151100853 defendant Defendant 0016 Payment jfarnes
151100854 Defendant Defendant 0018 Payment jfarnes
191100005 Duck 0016 Payment jfarnes
181100253 Attorney Mullins 0014 Payment jfarnes
489744 Smith 5454 Payment jfarnes
83 195900002 Test Epay 5454 Payment UTCourtsAPITest
83 195500002 Test Epay 5454 Payment UTCourtsAPITest
&3 195300002 Test Epay 5454 Payment UTCourtsAPITest
83 195300002 Test Epay 5454 Payment UTCourtsAPITest
83 195300002 Test Epay 5454 Payment UTCourtsAPITest
83 195900002 Test Epay 5454 Payment UTCourtsAPITest
83 195900002 Test Epay 5454 Payment Reversal Void UTCourtsAPITest
1809043959 Adarm Gray Gray 0016 Payrnent Suzetted
180808131 leff A Smith Smith 1111 Payment Suzetted
1259059068 Kim Blue Blue 0008 Payment Suzetted
170504540 Chinn Linn Linn 0008 Payment Suzetted
180906177 Bugs Mckay Mckay 1111 Payment Suzetted
94901718 Emma B Watts Watts 1111 Payment Suzetted
131900393 Baylie Jones Jones 0008 Payrment Suzetted
141300842 Victor E Black  Black 0014 Payment Suzetted
154901685 Tina Ashford  Ashford 0011 Payment Suzetted
570400135 Dennis Jenson  Jenson 6527 Payment Suzetted
81600091 Sarah Robinson Robinson 1018 Payment Suzetted

BE|[C) B0 190% (=

Step Into
Edit
Create

Delete

PLERE:

Options. .

Macros in:  [All Open Workbooks

Description

Cancel
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The page will display as a summary view. As you can see by the example below, the report is showing
the balance total for each day. This is all that needs to be submitted with the reconciliations.

An additional column has been added to help you reconcile. You can use the column to check off the
entries once they have been matched to the bank statement or you can list the journal number. This is not
a requirement, just a helpful tool you can use if desired.

Transaction Data Expart Credit Card Templateadsm - Micmsaft Excel
5@
o
Docume:
P
F G H 1] K -
Reconciled
1 Journal & Tr i Tr ionlD A D1 102 PayorLastN. Pay A Tr ionType ReversalCode CashierName
+ | B 3/4/2019 0:00 Total $700.00
+ |17 3/5/2019 0:00 Total $450.00
+ |52 3/6/2019 0:00 Total $4,414.00
+ |82 3/7/2019 0:00 Total $2,371.83
+ (110 3/8/2019 0:00 Total $668.00
+ 127 3/11/2019 0:00 Total S448.00
+ [153 3/12/2019 0:00 Total $4,216.00
+ [179 3/13/2019 0:00 Total $1,298.75
+ 195 3,/14/2019 0:00 Total $1,292.50
+ (211 3/15/2019 0:00 Total $307.50
+ [229 3/18/2019 0:00 Total $12,128.10
+ (276 3,/19/2019 0:00 Total $8,589.67
+ (302 3,/20/2019 0:00 Total $1,986.00
+ (317 3/21/2019 0:00 Total ($20.00)
+ 332 3,/22/2019 0:00 Total $344.00
+ |373 3,/25/2019 0:00 Total $3,390.50
+ (403 3/26/2019 0:00 Total $1,331.50
+ |478 3/27/2019 0:00 Total $2,991.05
+ (514 3,/28/2019 0:00 Total $995.02
+ (533 3/29/2019 0:00 Total $694.00
- 534 Grand Total $48,596.42
535

Choose File — Print (You are not required to save/keep the file as it can be generated again if needed)

However, if you choose to save the file, you need to do a “Save as” and change the file type to an Excel
Workbook .xIsx. Please do not save the report to the “T” drive. Refer to page 8 for instruction for saving
the file.

If you are having issues with your reconciliation and need to view the detail listing of transactions follow
the steps on the next page.
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Viewing Credit Card Detail

To expand or collapse the data in the spreadsheet you can click on the Data Grouping Outline. This is
found on the left side of the worksheet. Clicking on the 1 will show you only the grand total, 2 is the
summary view, 3/s the detailed view.

Click on “3”

Wriahl Mo ASdlnd G ErpEry  Cardagn i SOUTE [u 0T
Bt Ay Macra Segenty Bl v fAznge @ Aun Dialog Fart
Code Adg-int Contrgis st ooy
123 A B C D E F
a
Reconciled
1 Journal # Transaction TransactionlD Amount D1 D2
+ | B 3/4/2019 0:00 Total $700.00
+ (17 3/5/2019 0:00 Total $450.00
+ |52 3/6/2019 0:00 Total $4,414.00
+ | &2 3/7/2019 0:00 Total $2,371.83
+ 110 3/8/2019 0:00 Total S668.00
+ 127 3/11/2019 0:00 Total $448.00
+| |153 3/12/2019 0:00 Total 54,216.00
+| 1179 2/12/2019 0:00 Total 51.298.75
Detail View
o o e 8 e et Crusit G : o@ B
“ “Home  be  Pagelpowt  Formwls  Dats  Remw  Vew  Oealoser | Addd  Acobi c@od D
,.-'. o ) s M A 1 B o Prtpertes e o gt y
D 8 Lse melative Refertaces B N g B xpansion Packs L
Vigwsl Madros s COM et Design Source Cocurnent
(™ Iy Mera Sicurty Adibnn mode 3 Bon Gislog i Banel
Code AddHins Controls XML Moty
1535 - & -
123 A B C D E F G H | J K =
Reconiled E
1 lournal # Tr cti Tr ctionlD A t ID1 ID2 PayorLastName Pay A t T ctionType ReversalCode CashierName
2 3/4/2019 0:00 116112 100.00 Copy fee Smith 1018 Payment ITaccess
3 3/4/2019 0:00 116113 50.00 901899 Smith Smith 0011 Payment jfarnes
4 3/4/2019 0:00 116114 275.00 151100853 defendant Defendant 0016 Payment jfarnes
S 3,/4/2019 0:00 116115 275.00 151100854 Defendant Defendant 0016 Payment jfarnes
-l [ B 3/4/2019 0:00 Total $700.00
7 3/5/2019 0:00 116168 150.00 191100005 Duck 0016 Payment jfarnes
8 3/5/201% 0:00 116170 25.00 181100253 Attorney Mullins 0014 Payment jfarnes
9 3/5/2019 0:00 116171 150.00 489744 Smith 5454 Payment jfarnes
10 3/5/2019 0:00 116174 25.00 83 195900002 Test Epay 5454 Payment UTCourtsAPITest
11 3/5/201% 0:00 116176 25.00 83 195900002 Test Epay 5454 Payment UTCourtsAPITest
|12 3/5/2019 0:00 116178 25.00 83 195900002 Test Epay 5454 Payment UTCourtsAPITest
13 3/5/2019 0:00 116180 25.00 83 195900002 Test Epay 5454 Payment UTCourtsAPITest
14 3/5/2019 0:00 116182 25.00 83 195900002 Test Epay 5454 Payment UTCourtsAPITest
+ |15 3/5/2019 0:00 116184 25.00 83 195900002 Test Epay 5454 Payment UTCourtsAPITest
- |16 3/5/2019 0:00 116186 (25.00) 83 195900002 Test Epay 5454 Payment Reversal Void UTCourtsAPITest
= |17 3/5/2019 0:00 Total $450.00
- |18 3/6/2019 0:00 116209 500.00 180904959 Adam Grey Grey 0016 Payment Suzetted
(19 3/6/2019 0:00 116210 B20.00 180908131 Jeff A Smith Smith 1111 Payment Suzetted
- | 20 3/6/2019 0:00 116211 10.00 1299099068 Kim Blue Blue 0008 Payment Suzetted
|21 3/6/201% 0:00 116212 150.00 170904540 Chinn Linn Linn 0008 Payment Suzetted
- | 22 3/6/2019 0:00 116213 £9.00 180906177 Bugs Mckay Mckay 1111 Payment Suzetted
- | 23 3/8/2019 0:00 116214 50.00 84901718 Emma B Watts  Watts 1111 Payment Suzetted
c 24 3/6/2019 0:00 116215 75.00 131900393 Baylie Jones Jones 0008 Payment Suzetted
- | 25 3/6,/2019 0:00 116216 25.00 141900642 Victor E Black  Black 0014 Payment Suzetted -
A4 b M| Trnenataesport 63 1 | L)
Ready T L= P RRE TS L +.
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Saving the File (not required)

Click on “File” — “Save As”

1\1_7-“ Al - - | S A E \ - Transaction Data Exported Credit Card Templatexdsm [Read-Only] - Microsoft Excel
ﬂ Home Insert Page Layout Formulas Data Review Wiew Developer Add-Ins Acrobat
e save

TATransaction Data Exported Credit Card Templatexsm

Information about Transaction Data Exported Credit Car...
C—

~. save as Adobe PDF

& Open

Read-Only Workbook
[ Close H This warkboak has bheen opened in read-only mode. Changes cannat be macle to the

Choose the location (your computer or local network drive.) Name the file, change the “save as type” to
Excel Workbook and select “Save”

in

G\_:’lv|j ~ Computer ¥ suzette.deans (Wwitcdeslc2\finance) {1:) « - |@|| Search suzette.deans .. M_ﬂj
Organize ¥ New folder = v 0
| FY2019Reverues LI Mame “ | Cate modified | Type | Size | |
| FY19 Return and Hold Checks
- I 3rd floor recepton 4/23/2019 3:51PM File folder
<& Recent Places
L Audic 12/14/2018 10:56 ...  File folder
(=i - Libraries | Finance 4/24f2013 11:47 AV File folder
2 Documents | How To 12/11/2017 12:28 .. File folder
o Music | deni 4/25/2018 7:40 AM Fle foider
=, Pictres
BE | Job Description 4f17/2018 8:11 AM File folder
‘ ideos
| Label Templates 11/14/20189:17 2M  File folder
& Computer | LightenUp 9f21/2018 8:06 AM File folder
& Local Disk (C:) | My Documents (Suzette) 1/168/2012 8:06 AM File folder
- Removable Disk (F:) | One Mote 7f21/2016 1116 PM Fle folder
| password 4f23/2019 3:50 PM File folder
FinanceRecords (YcourtshareD1haoc finance) (N:
il i aoch )1 | ReconForms 10.2.17 1042042017 309 FM  File folder
< finance (\courtshared Thaoc) (P:)
= finance revenue (Mcourtshare0 Daoc\finance) (R I Sean Snap 1/14/2018 11:25 ... File folder
& finance trust ficourtshared vaocfinance) (T:) I Tours 10/14/2016 3:50PM  File folder
L Traning 12/21/2018 7:34 AM  File folder
€ Hetwork. 4] contacts for new forms.xdsx 3/27/2019 9146 AM Microsoft Excel Wo.., 14 KB
-

H File name: I March 2019 Transaction Data Exported Credit Card Report.xlsx j
% Save as type: |Exce\ workbook (% xdsx) ﬂ
Authors: Suzette Deans Tags: Add atag Tite: Add a tile
[ Save Thumbnail
~ Hice Folders Tools ~ Save Cancel
4

Click on “Yes”

Microsoft Excel x|

The following features cannot be saved in macro-free workbooks:

0 + 4B project
|
W

To save a file with these features, click Mo, and then choose & macro-enshled file type in the File Type list,

To continue saving as a macro-free workbook, click Yes.

Mo Help |




