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ADI Troubleshooting Guide 
 

Introduction 
 

Purpose 

Use this guide to assist when processing an ADI Journal. 
 

Trigger 

There is a problem on your desktop while using ADI. 

Prerequisites 

• User has an Oracle General Ledger responsibility 
• User has basic knowledge of MS Excel 

 

Helpful Hints 

• If the journal has been posted, it can only be reversed rather than deleted. 
• There is no formal training for ADI; any questions can be directed to the HUIT Support center. 
• Contact the Support Center with any questions 617-496-2001 or dls@harvard.edu. 

 

mailto:dls@harvard.edu
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Issues and Solutions 
 

1. ADI Worksheet will not Open—Possible Cause #1 
 
Adjust your macro security settings in Excel to medium. Excel will prompt you to okay when to enable 
macros for each worksheet you open. 
 
Excel 2003: 
 Open Excel 
 Select the Tools Menu, then Macro, then Security, then Security Level  
 Check the radio button for Medium. 
 Click OK to save the setting. 
 In the spreadsheet which is being created, Excel will then ask if the Macros should be allowed to 
run. 
 Only enable macros from trusted sources. 
 
Excel 2007/2010: 
 Open Excel 
 Click on the MS Office Button, then Excel Options, then Trust Center, then Trust Center 
Settings, then Macro Settings 
 Select the setting for Disable all macros with notification 
 Click OK to save the setting. 
 
2. ADI Worksheet will not Open—Possible Cause #2 

 
ADI is considered a pop up. If pop ups are not allowed on your computer, ADI will not 
open. 

• Hold down the Ctrl key on your keyboard while ADI is opening, which disables 
pop up blockers 

Or 
• Add Harvard as a trusted site (see # 3 below) 

 
3. Internet Explorer Hands when Opening ADI 
 
Adjust your Internet Explorer setting to match the set up for Oracle Applications. The 
settings are located here: Using Internet Explorer 8 and Windows 7 with Administrative 
Applications. 
 
And / Or 
 
Check the version of the Java JRE at JRE Plug in Troubleshooting Guide. 
 
Have your local IT assist, if needed, to get to an approved version of the JRE. 
  

http://vpf-web.harvard.edu/fss/docs/pdfs/Using_IE8_and_Windows_7_with_University-wide_Applications.pdf
http://vpf-web.harvard.edu/fss/docs/pdfs/Using_IE8_and_Windows_7_with_University-wide_Applications.pdf
http://vpf-web.harvard.edu/applications/jre_troubleshooting_guide.pdf
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4. Getting Microsoft Visual Basic Run-time Error ‘1004’ 
 

In Excel, the setting to trust access to VBA projects should be checked 

o Excel 2003: 
 Open Excel 
 Select the Tools Menu, then Macro, then Security, then Trusted Publishers 
 Check the box for Trust access to Visual Basic Project. 
 Click OK to save the setting. 
 
o Excel 2007: 
 Open Excel 
 Select the Microsoft Office Button, then Excel Options, then Trust Center, then Trust 
Center Settings, then Macro Settings 
 Check the box for Trust access to VBA project object model 
 Click OK to save the setting. 
 

5. Cannot Upload a Worksheet—Getting action Required in ADI Worksheet 

 
 
Create a new ADI journal worksheet. This establishes a connection between Excel & Oracle through PIN. 
Copy the data from your old worksheet to the new worksheet and try to upload. 
 
To check your connection at any time, use Oracle List of Values on the Category or Accounting Date 
fields. If the worksheet is connected, a list of values will appear in a pop up window. 
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6. Cannot Upload a Worksheet-Getting Flagged Rows Selected with No Rows Flagged in the Document 
 
If at any time the screen below is shown, the ADI worksheet has a set upload parameter of “Flagged 
Rows” instead of “All Rows”. 
 

 
 
To correct this either add a capital letter O to the column B for each line in which you would like to 
upload, or copy your data to a new worksheet and upload from it. 
 
Note: Upload parameters are saved at the worksheet level. The worksheet level supersedes the global 
settings. The global settings are: All Rows, Validate Before Uploading, Automatically Submit Journal 
Import, and Import Descriptive Flexfields with Validation.  To avoid this problem, always use the ADI 
worksheets generated from November 26, 2012 or later. 
 
7. The DFF Pop Up Window does not have the Additional Fields in it 
 
In your ADI worksheet, check that the Captured Info Context (Column M) has the object code entered in 
it. 
 
Check that the object code does indeed have additional fields associated with it. Refer to Step 8 in the 
work instruction: Populate an ADI Journal Worksheet. 

 
8. Message from Upload Attempt States “Invalid descriptive flexfield” 
 
In your ADI worksheet under the “Captured Info DFF” column, check that the amount of period 
separators matches the number of DFFs +1 for that object code. 
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In the example below, there are 6 period separators: 
 

 
 
But in checking the DFF requirements, there are only 4 DFFs and adding +1 equals that there should be 5 
period separators. 
 

 
 
Reduce the period separators from 6 to 5 by removing the period at the end will solve this problem: 
 

Changing from ..6410.12345678.joe student.. 
To ..6410.12345678.joe student. 
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9. Entered amounts for Journal 1 are not balanced 
 
The ADI worksheet has multiple errors, but the journal is balanced. Why does it give messages saying the 
“Entered amounts for Journal 1 are not balanced”? 
 

 
 
The system removed the error lines and totals up the remaining debits and credits. If it is out of balance 
without the error lines, all lines will get an error stating the amounts are not balanced. 
 
Correct the error lines which do not only have the amounts are not balanced, and then try uploading 
again. If the journal is truly out of balance, the system will let you know. 
 
10. Cannot Locate the Journal in the General Ledger and/or Harvard Data Warehouse (HDW) 
 

• Check that your journal completed with a status of Normal. Refer to work instruction: Verify an 
ADI Journal Worksheet. 

• Check when you uploaded your journal. Was it after 6:30pm on a weekday or was it on a 
weekend? The posting program only runs on business days at 6:30pm, which means no holidays 
or weekends (unless specially arranged in June). Check your journal the next business day after 
the posting program runs and processing to the HDW occurs. 

 
11. I want to Make a Change to the ADI journal I just Uploaded 
 
Log into General Ledger, then select Journals, then Enter. Place the Request ID number in the Batch 
Name field surrounded by percent signs, add the Source = Spreadsheet, click Find. When the journal is 
found, click Review Journal. Make the change to your journal. 
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12. Where is the Created By Segment Value Located? 
 
Go to the DFF on the journal header, which is located in the lower right hand corner under the journal 
control total field. The field is a small box with brackets around it and a period in it. When you click in it 
a window opens up to add some contact information. Add your contact information into the text fields. 
Save your changes. 
 

 
 
13. What is the order of the DFFs? 
 
Originating Journal 
Name Originating 
Journal Date Object 
Code 
Harvard ID  
Employee/Student 
Name Fringe By-pass 
Code 
 
(Each separated by a single period with no additional spacing) 
 
14. How can I put the DFFs together easier in Excel? 
 
To concatenate data into the Captured Info DFF field, use formula “&” or “CONCATENATE”: 
 
Use Excel formula “&” to combine text, example for Global DFF 1 + 2=Cell, & “.” & Cell 
 
An example of how to use the formula with “&”: 
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Cell Q20 has Original Journal Name “HLS^RSP^Adjustments” and cell R20 has Original Journal Date “02-
SEP-2005” text in it. 
 
To combine the text, type in cell S20, =Q20&“.”&R20 the result (Copy S20, paste special, Value) is 
 
HLS^RS^Adjustments.02-SEP-2005 
 
Use Excel formula “CONCATENATE “to combine text, example for DFF 4 + 5= CONCATENATE(“..” , 
“object code” , “.” , Cell , “.” , Cell , “.”) Another example of how to use the formula with 
“CONCATENATE”: 
 
Cell E20 has object code 6050, T20 has HUID “80402837” and cell U20 has Employee 
Name “Emily Olson”. 
 
To combine the text, type in cell V20, = CONCATENATE(“..” , “E20” , “.” , T20 , “.” , U20 , “.”) 
the result (Copy S20, paste special, Value) is 
 
..6050.80402837.Emily Olson. 
 
15. How can I format dates easier in Excel? 
 
To copy dates from another Excel spreadsheet for Originating Journal Date (Global DFF 2): Use Excel 
formula to convert from date format to text format=Upper(text(Cell,”DD-MMM-YYYY”)) then convert 
the formula to the value 
 
An example of how to use the formula: 
Cell N20 has date format 5-Aug-05 when changed to text format, the cell contains 38569. To fix, type in 
cell P20, =UPPER(TEXT(N20,"dd-mmm-yyyy")) 
the result (Copy P20, paste special, Value) is 
 
05-AUG-2005 
 
16. What If I have Additional Questions? 
 
Contact the HUIT Support Center with any questions at 617-496-2001 or dls@harvard.edu. 

mailto:dls@harvard.edu

	ADI Troubleshooting Guide
	Introduction
	Issues and Solutions

