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• General Ledger 

o Massive import from Excel 
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1. Document History 

Version Date Modifications 

V1.0 December 1st, 2013  

V2.0 September 26, 2023  

 

2. Processes and Transactions 

•  Massive Import - Generic Documents 

‒ Upload of Generic Documents /CCSHT/IMP_GEN 

 

3. Roles  

• AP Analyst 

• AP Supervisor 

• AR Analyst 

• AR Supervisor 

• GL Analyst  

• GL Supervisor 
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4. Process Execution in SAP  

 

4.1. The first step involves the review and correction of the document which is going to be uploaded in SAP. 

 

The document used to import FI documents into SAP is an Excelsheet, and it must be specifically 
organized to be properly recognized. Due to this requirement, there are several requirements for document: 

• There is a predefined template that must be used for the massive data upload in the following link: 

GL06 Manual Posting.xlsx 
 

• The generic importer document must be uploaded with a different name every time. Otherwise, SAP 

will recognize the document as already used, and it would not be uploaded 

• For GL and AP documents, each column corresponds to one field, and each row to one entry 

• The key column will be the column called “Position”, where a sequential number is given. The 
number “1” implies the first entry for the document; the “2” the second entry; the “3” the third one; 

and so on. There will be minimum 2 positions per entry (one credit, one debit), by reason of the 

movement must be balanced.  

• When the series changes to “1” again, that means that those lines are referred to new journal with 

new entries within the document. 
 

 
 

• Other important lines are referred to origin of document to be uploaded. This transaction is generic, 

thus there will be columns (i.e. fields of SAP) related to customers, vendors and GL accounts. 

Once the document is reviewed and corrected, it must be saved and closed. 

 

 
 

4.2. The only step will be the execution of the transaction to data import from Excel into SAP. To perform 

the transaction, type the transaction code in the transaction box and press enter. 

Transaction code: /CCSHT/IMP_GEN 

 

  

The next screen will ask for the document to be uploaded: 

 

https://nhhotelgroup.sharepoint.com/:x:/r/sites/FINANCEEXCELLENCE/RTR/SSC_RTR/Proyectos/2.%20Develop/Validaci%C3%B3n%20y%20subida%20a%20Web/General%20Ledger/GL06%20Manual%20Posting.xlsx?d=w61ab11f9bdc64b37956fc740c7a71774&csf=1&web=1&e=IBpjN3
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The fields will be explained on the table below. 

Field Brief Explanation 

File name 

File route where the Excel file is located. It can be selected by 

clicking on the button at right of the field which displays an 
explorer. After the document is selected, by clicking on “Open”, 

the file route will be placed on “File name” field. 

Execute in 

Background 

By selecting this option, the system will continue working while 

the transaction is working in the background. 

 

Once the fields are completed, by executing the transaction, a security message warning that SAP is 

capturing data from a different source will be displayed. The user shall “Allow” the process in order to 

continue with the interaction. This message is displayed below: 

 

After that, the next screen shows a preview of all the document lines to be uploaded. Due to the width of 

the display, the screen is divided into three consecutive previews: 
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It is important to comment the column “Position” where the order of the line within the corresponding 
entry is detailed. As it was detailed in the first point, in this example document there are two entries: the 

first one with 2 lines, and the second with 3 lines 

It is also important to highlight the column “Status” (3rd screen), where the status of the line is detailed. 

There are different possibilities for the indicators:  

• When a yellow triangle is showed , the process is pending to be executed 

• If the information shows a green icon , it means that the line will be correctly executed. 

• In case the information shows a red icon , it means that the line contains an error and that line 

cannot be executed. 

By clicking on “Execute” , and in case all the entries are successfully uploaded, the following message 

will be displayed: 

 

After thar, by clicking on “Validate”, the icon on “ID” column will appear as a green icon   

 

 

 In case of any error, either at any line or with the route file, the corresponding message with the Error 

Log will be displayed.  
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In this case we have to go back, check the error in our template and change it. Once it has been done, close the 

template and select again the file in the transaction. 

 

If we have more lines which has been succesfully uploaded in SAP and we do the changes in the wrong line 

without change the name of the file, SAP only will update the wrong lines changed. 

However, if we change the name of the file we have to delete in our template this green lines before upload again 

the file in order to not duplicate the postings. 
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