
Importing Journal Entries 

Building and Formatting a Spreadsheet 
              

Column A:  Account Code 
 
Column B:  Debit Amount 
 
Column C:  Credit Amount 
 
Column D:  Date 
 
Column E:  Description 1 
 
Column F:  Description 2 
 
Column G:  Reference 1 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
• There must be an entry in columns A, D, E, F, and G, and either column B or C. 
 
• Account code must be in one cell.  Most Skyward Reports will export into Excel in the proper format. 

 
• If account code elements are in different cells, you must concatenate the cells.  This is found under Insert>function in Excel. 
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Format column B and C 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

• Format for amounts, must be Number with 2 decimal places and no 1000 separator. 
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Format Column D 
 

         
   
   
   
   
       
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   

  
 
 

• The date column must be in MM/DD/YY format. 
 

• A description must be entered in column E, F, & G. 
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• Save spreadsheet as a CSV file 
 

• The file can remain open while importing to Skyward. 
 

• If changes are made in spreadsheet, it may be necessary to reformat the date column.  Sometimes, it will change the format. 
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• Format must be setup in Skyward before importing. 
• Use these print screens to help setup format correctly. 
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• Click Browse and select the file that is to be uploaded. 
• Click on verify.  This will review the information and identify any errors.  See error report example. 
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• The Record # is the line number on the spreadsheet. 
 
• Typical errors include:  wrong account number, date format, or amount needed. 

 
• If changes are made in spreadsheet, it must be saved again before importing. 

 
• TIP:  If you are getting an error on a line item in the spreadsheet and there is no data on that line then delete the entire line. 
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