
 

 

Importing your beginning 
balances and monthly 
activity from Logos  

 

Before you begin your import into ConnectNow Accounting:  
Be sure to have the most up to date mapping spreadsheet completed. When you pull the final mapping report 
make sure you are adding the shortcut numbers in the spreadsheet.  The shortcut numbers will be used to 
upload the balances for each month (instead of the full account number).  

 When the mapping spreadsheet was exported from Logos Accounting, the numbers in the cell are 
custom numbers.  You must change all the numbers to general.  You do this by highlighting all the 
numbers, right click on highlighted, click format cells, click general at the very top. 

 The columns for each month must equal zero.  To check this, you need to highlight the entire column 
with balances and check the balance.  The total will show at the bottom right (see picture below).  You 
do not want to do a total in a cell, see warning below.  If the column does not equal zero, it could be 
because of the way Logos Accounting handles the funding sources.  To correct this, please do the 
following: 

o Highlight all of your 3000 account numbers in the 
first column with balances (Ex. July 2013), 
excluding the 3100 account. The total will show 
at the bottom right side (see picture on right). 
Put that total amount into the 3100 account, key in the opposite of the number shown in the 
3100 account. If the amount in the 3100 account is a positive number, key your total as a 
negative number and if the amount in the 3100 is a negative number, key your total as a 
positive number.  

 Ex. The current balance in the 3100 account is 1050. The total of all the 3000 accounts 
excluding the 3100 account is 583. The amount to put into the 3100 account on the 
report is  -583.  

o Make sure the entire column equals zero by highlighting the whole column with balances.  
o Warning: Do not do a subtotal on the spreadsheet or put any extra numbers into the 

spreadsheet. If you put a number in a column and delete it before you upload the file, it will 
cause problems with the journal entry import.   

 

In Excel™ (or Equivalent Program)   
1. Start a new workbook 

 You will copy and paste the information from your mapping spreadsheet into a new worksheet. 
2. Use the following format:  

• Column A= shortcut number  
• Column B= Date (1st or last day of month) 
• Column C= Amount (positive amounts = Debit, 

Negative = Credit) 
o All zero balances need to be deleted before uploading. Sort by highlighting the column of 

balances, click sort & filter on top right, click sort largest to smallest.  All zeros will move to the 
bottom of the columns.  Delete those rows with a zero balance.  

o The total should equal zero, indicating a balanced journal entry.  
o All the numbers should be general numbers.  If not, you need to highlight all the amounts, right 

click on highlighted, click format cells, click general at the very top.  



 

3. Save the file as a CSV (Comma delimited)  

 
 

Note: ConnectNow will only import the first tab (page) of the workbook. Make each tab a 

unique name (ex. July 2013). If you create all the tabs at once (July 2013, August 2013, 

September 2013) please be sure the month you are uploading into ConnectNow is the first tab. 

 

In Connect Now 
 Go to Process page 

 Select Import Journal Entry (If you are a user only, select Import Payroll Entry) 

 Click the Browse button and locate the file you created earlier 
 

 
 

1. Click the Import button. This will bring you to the Create Journal Entry Screen. 
 

 
 

2. You may verify that the date is correct, then click Create Journal Entry. 
3. ConnectNow will now display the completed journal Entry. 

 
 

 
 

 
 
 
 
 
 
 
 

4. When using the payroll import the word “payroll” will show in your comment section, please delete 
“payroll” and add “monthly balances” to the description. 

5. Click Submit.  


