Training Exercise: Workday - Journals


		

	Module:
	Workday - journals

	Exercise 5:	  

	Use an EIB File (Enterprise Interface Builder) to load a journal


	Action
	Field/Value

	
	This scenario will demonstrate using an EIB (Excel Interface in PAS) to load an accounting journal into Workday.

	Search
	· Launch
· Select:  Launch / Schedule Integration Task

	Populate Fields
	· Integration: Search All Integration Systems
· Scroll down and Select:  Placer Post Go-Live Import Accounting Journal
· Organization: All Placer Companies 
· Run Frequency: Run Now

	Click OK
	[bookmark: _GoBack]

	Upload EIB to Workday
	· In the “Value” column, click on the only available box 
· Select “Create Integration Attachment
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· Attach file “EIB – Saample 1.xml” by either Browsing for the file, or by drag-and-drop

	Click OK
	· Click Ok once file has uploaded. This should bring you back to the Schedule an Integration page.

	Verify
	· The empty box under the Value column you previously clicked on should now be populated with the file name, date, and time the file was uploaded

	Click OK
	

	Workday validates file
	· Workday is now in the process of validating the file. Manually click on “Refresh” until the percent complete bar hits 100%.
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	File Validated
	· Once the system validates the file, you will receive a notification that the file has loaded sucessfully (or not).
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	Navigate to inbox
	· A “To Do” message will show in your inbox reminiding you to add an attachment before you submit the journal through the BP.

	Add Attachment
	· From the “For” line on the inbox “To Do” message, navigate to related actions -> Journal -> Add Attachment
· Upload an attachment (Use your EIB excel file as your attachment)
· Click ok

	Navigate & Submit To Do Step
	· Navigate back to the “To Do” message in your inbox. 
· Click Submit
· This will submit the journal through the accounting journal BP. 
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