General Ledger — Create Journal Add-On for Excel

For employees creating a spreadsheet journal entry.

Purpose: Employees must install (one-time) the “Create Journal” Add-on for Excel in
order to submit a spreadsheet journal.

How to Access: Log into the Stratus application. Select Tools from the menu options.

Helpful Hints: Be sure to keep in mind that...
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NOTE: Depending on which web browser you use, you may be prompted to Save the File opened to the
Download folder. (
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5. Close installer, as indicated.
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6. Open Excel and, when prompted, click on Install.
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NOTE: If Installer pop-up does not appear when you open Excel, you may need to close any Excel files you
currently have open and re-open Excel.

7. Once the installation is complete in Excel, close Excel.




