Department Charge Adjustment Uploads

Departments will now be responsible for uploading their own charge adjustments to student accounts in Banner. This guide explains how departments may complete this process using GJAJFLU and TZS0058.
1. Create your list of charge adjustments in an Excel spreadsheet. Make sure to use the following format:

STUDENT ID, TERM CODE, DETAIL CODE, AMOUNT

Do not include any additional text, notes, or headers in your spreadsheet. Make sure the AMOUNT column is in number format.

Example spreadsheet:
[image: Graphical user interface, application, table, Excel

Description automatically generated]


 Term Code Key:
Year10 = Fall of year prior (202310 = Fall 2022)
Year30 = Spring
       Year50 = Summer














	





Save the spreadsheet as .csv and use a short, simple naming formula.
[image: Graphical user interface, text, application

Description automatically generated]	EX: BANDUNIF202330.csv

2. [image: ]Log in to Banner and type GJAJFLU into the search bar. Banner login link: https://sis.txstate.edu/applicationNavigator





3. [image: A picture containing graphical user interface

Description automatically generated]Type in TZS0058 into the Job textbox and click Go.
4. [image: Graphical user interface, application

Description automatically generated][image: Graphical user interface, text, application, email

Description automatically generated]On the next page, click the Insert button at the top. Then, click the Select File button and choose the file you wish to upload.

5. [image: Graphical user interface, text, application, email

Description automatically generated]Once you have selected your file, click Save at the bottom right side of the screen.

6. [image: Graphical user interface, application

Description automatically generated]Click the X on the top left to close out of GJAJFLU. Type in TZS0058 into the Banner search bar and click Go on the next screen.
[image: Graphical user interface, application

Description automatically generated]



7. Type your file name into the Values box on line 01 exactly as you named it, including the .csv ending. Type the letter “U” into line 02.
Before clicking save in the lower right corner, you must click anywhere in the Submission box at the bottom first. The job will not let you save unless you do so. 

8. Once you click save, you will receive an email to your Texas State email address showing you the output of the upload. On the output, any lines with errors will be displayed along with the reason for the error. Lines with no errors will not be shown. See below example:
[image: Text

Description automatically generated]









9. [image: ]If your file was found to have errors, NONE of the charges will be loaded to student accounts and the job will automatically abort the upload. Correct the errors in your source file and repeat the process again from Step 2. You can keep the same file name when you re-upload it, as it will be overwritten. If your upload had no errors, then the email will display all of the lines from your upload file as successfully added to the student accounts.

10. [image: A close up of a computer screen

Description automatically generated with low confidence][image: A screenshot of a computer

Description automatically generated with medium confidence]To double check that your charges were successfully added to the student accounts, type TSAAREV into the Banner search bar and enter some of the student IDs from your uploaded list. 
[image: A screenshot of a computer

Description automatically generated with medium confidence]The top-most line item should be the charge you just added, and will have today’s date listed in   the Effective Date column. This means your charge is now on the student account.
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Get Started: Complete the fields above and click Go. To search by name, press TAB from an ID field, enter your search criteria, and then press ENTER.




image5.png
[15 THsPC » Documents > ChargeAds » GIAFLUTESTS v o[ o sehempuess

New folder
A Name - Date modified Type Size
Persor  EE) Refunds 120820225k 1212/202204PM  Microsoft Excel W, 268
) TS 17472023 841 AM Microsoft Excel C. ke
) TESTa- sy 1/5/2023 3115 PM Microsoft Excel C. K8
3 ) TEST4 250 1/5/2023 334 PM Microsoft Excel C. K8
) TEsTs.csv 1/5/2023 2:51 PM Microsoft Excel C. ke
5 ) TESTe.cov 1/5/2023 11:50 AM Microsoft Excel C. ke
. TSy 432082220M Microsoft Excel C. ke
TESTZA 43203 218PM Text Document K8
) TEsTB sy 43208227PM Microsoft Excel C. ke
) TEsTocsv 41172023 218 M Microsoft Excel C. ke
) TESTI0.csv 41172023 218 M Microsoft Excel C. K8
© B TESTI.csv 4/13/2023917 AM Microsoft Excel C. KB
sbt | E TESTI2alsx 41722 1005AM  Microsoft Excel W. 10ke
st ) TESTIRGow ABITAM Microsot Exce .. ke
. alTETeney 1212/202207PM  Microsoft Excel . K8
File name: | TESTI3.csv | [AnFites )
Open

15




image6.png
Job: TZS0058  Import Department Charges ~UserID: JPF45

~IMPORT FILE TO JOB SUBMISSION

Job* (120058 [

OneUpNo 11161045

e Name [

Prefixfor File Names

SelectFile. Multiple Files Selected

Saveas ieame |

] [ Other Imports with Save as File Name |

[ save n roduct Data Home Directoy

Delete After Days Delete After Date  01/10/2026

Create Userand  JPF45 04/17/2023 10:50:09 AM.
Date

File Path

of 15 M | [1 v PerPage

Record 2 of 15





image7.png
@ saved successiully (1 rows saved)

Job: TZS0058  Import Department Charges ~UserID: JPF45

~IMPORT FILE TO JOB SUBMISSION & setings insert @ Delete  "m Copy . Fiter

Job  TZS0058 Import Department Charges

OneUpNo 11161036

FileName  TEST13.csv SelectFile Hultiple Files Selected

Download File
SaveasFileName  TEST13.csv Other Imports with Save as File Name

[] save in Product Data Home Direclory
Delete AfterDays | 999| Delete AfterDate  01/10/2026.
Create Userand  JPF45 04/1712023 01:30:49 PM

Prefixfor File Names

Date
File Path  /u05/banjobs/gujobs/TESTITESTA3.csv.

M4 (Dot M| Record 2 of 15

Activity Date 0411712023 01:30:49 PHl  Activity User JPF4S ﬂ




image8.png
Welcome

‘ @© Search O Direct Navigation

‘ Tz50058 ®Tq

Import Department Charges Pg ‘

(TZS0058)





image9.png
Process: [TZS0058 o] Parameter Set:

Get Started: Complete the fields above and click Go. To search by name, press TAB from an ID field, enter your search crteria, and then press ENTER.
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Begin Data Error Checking
Any errors in your input file will be indicated below: TESTS.csv

Line#: 1 (Not a current Student)

A05250703,202310,5080,25 3-APR-23

Line#: 2 (Detail code not found) (You are not allowed to ereate this charge)
A05009690,202310,5089,45 3-APR-23

Line#: 6 (Id not found) (Not a current Student)
A0555555,202310,5050,60,3-APR-23

%% Data Exror check complete ****

**x* Data errors existed ****
=xxx Processing Terminated ****
*xxxx rename of input file failed *****11-APR-2023

~ TZS0058 Completed 11-APR-2023
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Begin Data Error Checking
Any errors in your input file will be indicated below: TEST13.csv

**=* Data Error check complete ****
=== Starting Data Load ****

Line#: 1 Added 406 A04978199 Barajas Priscilla SOS0 202310 15 17/APR/2023 2666100
Line#: 2 Added 361 A04925971 Bhatt Padam SOS0 202310 -30 17/APR/2023 2613854
Line#: 3 Added 74 A05150767 Bryson Shariyana SPO7 202310 40 17/APR/2023 2838699 TZS0058 Completed 17-APR-2023




image16.png
10: [A05208358 «=] M Kendahl Rae Hej Credit Limit: e, )

- v

e —

Get Started: Complete the fields above and click Go. To search by name, press TAB from an ID field, enter your search crteria, and then press ENTER.
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