How to Import Lines to KFS

Step 1: Log into Kuali on the Administrative Applications and Resources (AAR) webpage.

Step 2: On the Kuali home page, choose the document type you are completing. For this example, we clicked
into “Distribution of Income and Expense.”
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Step 3: To access the data import template click on “Import Templates” next to the Accounting Lines section
title:
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https://aar.is.colostate.edu/
https://aar.is.colostate.edu/

Step 4: Once you click on “Import Templates” click on “Links to Default Data Import Templates” then click on
the template needed. For example, “Standard_Import.xls”.

1’“ (Overview > Data Import Templates
Data Import Templates Links to Default Data Import Templates
K338 Franials i mpert termplates alew you Lo impert aey mmber of aocvunting e and pertsiog o s, and et types o ot Fromm  comma it (.o e The section containg 3 tabl L B BT S R DT R A ST A B R RS TR AT
hat et by of dmats o i teng 1 1 et e s ok I g et e e ot g, Pl B b prces e D202 import templates by document type
it o it bt e s o s, o s s dd ks Decument Type Link o Template Usage Htes
Mare: Advance Deposit (AD) oy @
Lk 1 05258 D53 00 T Cash Receipt (CR)
s Qvren Credit Card Receipts
Creating a oo Pl {ccR)
il Dishursement Voucher
o)
Distribution of Incomse
and Expense (DI)
Intemal Billing (18)
Intra-Account
Adjustment (LAt}
grcumiprane fines.
only {FE)
Procurement Card
(pco0)

F.ag:'s amplate dirs

| Predetarminediding [mpert bok_fempiate sh
7 9 aymestSpruadchastipiond cov Transfer of Funds (TF)
fear End Distribution

of Income and Expense
(veor)

Service Billing [SE)

¥ear End Transfer of
Funds (YETF)

Once the spreadsheet has been dowloaded, enter needed information into the template. Prior to importing,

remove the first three rows and save in CSV format. Below is a copy of the first 3 rows of the Standard Import
template:

If your institution has set the ACCOUNTS_CAN_CROSS_CHARTS_IND parameter to NO, delete the Chart column before using this template.
Delete the first three rows of text before saving your document to import in csv format. * Indicates Required field
Chart* Account* Sub-Acct Object* Sub-Obj Project Org Ref ID  Line Descr. Amount*

Step 5: Click “Import Lines”, then click “Choose File”, find the CSV file and then click “Add”.
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Step 6: After “Add” is clicked the data is imported into the document as shown below.
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Step 7: If you have templates to import in the From and To section follow steps 1-6 for the next section.

Step 8: Complete a final review of the document to ensure all required fields are completed and support is
attached in PDF, then Save and Submit.
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