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Notice

This User Guide, as well as the software described in it, is furnished under
license and may only be used or ¢ opied in accordance with the terms of
such license . Before using this software or reading this user guide, make
sure you have read, understood, and agreed to the End User License
Agreement signed by your management.

SAP Requirements

f
f
f
1

SAP System version 4.7 Enterprise or later.

All GLSU installations are Unicode compliant.

Transport install package from Z Option.

User authorizations for transactions FB0O1, FBV1, FBS1, FBBL1 (as
needed) and others as listed in Section 3 of the Technical
Installation (at end of this manual).

Minimum PC Requirements

1
1

f
f
f

1

Windows Vista, 7, 8, 8.1 or 10 (32 or 64-bit) OS.

Microsoft Excel 2007, 2010, 2013 , or 2016 (32 or 64-bit) [includes
Office 365 (desktop versions only)]

SAP GUI (Currently supported version from SAP) .

Hardware as required by Windows OS version

GLSU supports double -byte character sets (East Asian
Languages).

GLSU supports the use of SSO via SAP SNC (Secure Network
Communication) . If SNC is properly installed on the desktop, no
additional setup steps are required in GLSU.

GLSU supports the use of portal and multi  -portal login via a
custom Java servlet solution . For more information, please
contact Z Option Support.

PC Application must be installed as an Administrator.

Manual Version

1

This is GLSU Manual version 6.0m
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Introduction

Have you ever wished for an easier way to get financial data into your SAP system? Chances are,

your organization uses many homegrown applications and/or spreadsheets to pre -process your
data before entry into SAP. This may require many hours of unproductive data -entry time by your
processing departments or IT organization.

Maybe you are already using a simple batch input loader but wish you had the flexi bility to handle
numerous requirements from different departments in your organization. Maybe you wish that you
could do batch input with fewer errors in a more timely manner.

GLSU by Z Option allows an organization to streamline its f  inancial data entry  functions . GLSU
provides a flexible and intuitive spreadsheet interface for collecting and posting transactions to SAP.
From simple recurring general journal entries , to allocations thousands of lines long, GLSU solves
many common SAP data entry problems.

Post directly to SAP without leaving Excel!

o Boakl - Excel
HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIBW  DEVELOPER  ADD-INS | GLSU
== = = H Retrieve Validation Data
ARD R BE R DYRE @ m
L : L . e Os '—'-i"{ = ol Show Validation Info
Post Expost Yalidate Review  Options Choose  FRefresh  Import  Logout Initialize Reset Show My GLSU GL5U
Validation Fields Drescriptions Links Contacts @ Expont Default Language Version Infa Manual

Processing Taals Utilies Help

& T C@ae QRR Do BE @
SAP Easy Access
53| & | & othermenu | 4 B |2 | v | a|| [B createrole | 7/ Assign users | % Documentation
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What is GLSU?

Far more than a simple batch load program, GLSU uses a combination of configurable spreadsheet
interface with a custom ABAP load program. These two items work together to deliver deep
function ality such as...

1. Configurable work space.  Enter only relevant SAP data items  for your specific application.
Customize the order of fields.  All spreadsheet customization is done through dialog boxes
which let you choose and order fields from a pick list. Adding, changing , or deleting fields
takes seconds.

2. Build data -entry applications. Form input, monthly close packages, complex allocations,
rebates, accruals, etc. , can all be automated using GLSU. Different spreadsheet "templates”
can be created, stored  on the SAP server, and distributed to your workforce quickly.

3. Pre-verification of data BEFORE posting . GLSU can check your input data against SAP master
data to warn of potential errors before posting occurs.

About your User Guide

This guide will hel p you learn how to use GLSU by Z Option . It will also serve as a reference as you
attempt more sophisticated techniques . The first chapter describes the high  -level concepts about
how GLSU works. The second and third chapters explain the detailed functional ity of the GLSU
spreadsheet and the SAP portions of the product respectively.

This guide assumes you are already familiar with basic Windows, and Microsoft Excel concepts o}
menus, dialogs, mouse operations, such as clicking and dragging . This guide also a ssumes you are
familiar with basic SAP concepts & posting, parking, batch sessions, etc . If you need more
information on these subjects, please refer to the appropriate Microsoft manuals or your SAP
documentation or administrator.

For more information abo ut Z Option and other Z Option products, see our Web site on the internet

%ption

WORK SMART. BE A CHAMPION.

www.zoption.com
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How Does GLSU Work?

GLSU is a spreadsheet uploader tool that runs in a two or three -step process . It has both ABAP and a
Visual Basic Add -in which work together to provide a complete solution . GLSU can post data to your
SAP system in two ways :

1. Direct Posting
2. Batch

Direct Posting allows you to enter SAP data without ever leavi ng the spreadsheet . Excel dialog
boxes tell you if the posting was successful and return the SAP document number and other SAP
messages upon a successful post.

At the highest level, the GLSU batch posting functionality works in a two -step process...

1. Userinputs data into the spreadsheet . This is the posting data which will then be posted to
SAP. These entries can be as long as you require . You are not limited by any SAP limitations
on document posting size and you can post multiple worksheets at a time.

2. Post the export file to SAP . Using the GLSU custom transaction "ZGLSU, the user will then post
the data to SAP using a simple procedure.

Installing GLSU the first time is a simple process and is explained in detail in the next chapter Getting
Started . Installing GLSU involves activating the GLSU add  -in in Excel.

The GLSU spreadsheet functionality is provided by an Excel "Add -in". This add-in is written using
Microsoft Visual Basic for Applications.

Once activated, the Add  -in will provide additional GLSU f unctionality . The functionality is accessed
by new items in the Excel Ribbon . These menu options are explained in detail later in the manual.
[ Addins L

Add-Ins available:
Analysis ToolPak - \L
| Analysis ToolPak - VBA

| RibbonX Visual Designer Cancel .

| Salver Add-in

M|z optionGlsu |

+| Z Option Glsu Ribbon

Eura Currency Tools |

Erowse...

Aytomation... 3 _

Because GLIU is not written
with Excel macros, there is no
risk of having virus problems

|| RN | when installing the GLSU
Z Option GLSU General Ledger Spreadsheet Uploader < 5
V52150114 code via the add-in.

All Z Option add-ins are
digitally signed for your
——— protection.
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GLSU Ribbon Menu Features

Once activated, GLSU has its own tab in Excel with specific featuresina Ribbon menu format .

HOM ¢ T \ REVIE E GLSU

— p— % e p— — J— — - -] Y= Retrieve Validation Data
2 e (P S -~ "% ";x b o
B Ew f,o &2/ J — R’ 9- A e % Show Validation Info

= —

Post Export Validate Review | Options Choose Refresh Import | Logout Initialize Reset Show My GLSU GLSU
Validation Fields Descriptions Links Contacts | @ Export Default Language | version Info Manual
Processing Tools Utilities Help

1. Processing

; POST / PARK

ﬁ This feature will first Validate the sheet(s) [ depending on settings ], and then Post
_ or Park the document(s) in SAP.

EXPORT
ﬁ This feature w ill Validate the GLSU sheet(s) [ depending on settings], and Export
_ the data to a single .ZGL file (for processing manually using SAP transaction
ZGLSU).Also see section Export a Document (2 -Step Posting Process) .

VALIDATE
Validates the GLSU sheet(s) and displ ays a list of errors that need to be repaired
before an Export or a Post/Park can be done. See more on Validati ng here.

REVIEW VALIDATION

This window brings back the list of validation errors showing the issues and the
location of each.

cll «ll

2. Tools

OPTIONS

Allows for SAP system connection setup, sheet selection for processing, and a list
of general options and settings .

b

CHOOSE FIELDS

Allows the user to select which SAP fields are on the current GLSU shee t. Used to
add/remove the fields from the sheet.

]
i

REFRESH DESCRIPTIONS
Refreshes descriptions by connecting  to SAP and updat ing all cells that contain
the "=glsu_description (xx) "formula (where xx equals the cell where master
data element is entered ).

M 2

|
4

IMPORT
Allows for importing of delimited data directly into a GLSU sheet. Mapping _ of
incoming file fields to GLSU fields is supported.  Also see section Importing Data

LIl
[
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GLSU

ISEF

HEE B BE B S YFHE

{

1

3. Utilities

2

¥z Retrieve Validation Data 0 m

% Show Validation Info

Post Export Validate Review | Options Choose Refresh Import | Logout Initialize Reset Show My GLSU GLSU
Validation Fields Descriptions Links Contacts | @ Export Default Language | version Info Manual
Processing Tools Utilities Help
LOGOUT

il

¢
@

S &

¥

4. Help

=

Disconnects the GLSU connection to SAP.

INITIALIZE
Creates a new GLSU sheet. This will bring up the CHOOSE FIELDS dialog so that
the GLSU fields can be selected or the defaults taken.

RESET LINKS
Reads the GLSU sheet to find and fix any broken GLSU formula links such as
"=glsu_description() "and "=glsu_balance() ". If the location of the add  -in
changes, Reset Links will point formulas to the correct location of the add -in.

SHOW MY CONTACTS
Displays the contact information all of you r GLSU Premium Users. Premium users
often can solve accounting questions, or contact Z Option Support.

RETRIEVE VALIDATION DATA
Connect sto SAP to update validation preferences, and if Validation Options are
set to .INI, will then retrieve the datato  the .INI file.

SHOW VALIDATION INFO
Show a list of validation fields and  whether the data setis LOCAL or LIVE.

EXPORT DEFAULT LANGUAGE
Exportsthe internal default English language strings to a file. A translator may
then edit this file to localize the language.

GLSU VERSION INFO
This"About " dialog shows all of the component version information necessary for
GLSU support questions.

GLSU MANUAL
This feature will link you directly to the latest manual for the GLSU version that is
installed.
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Customize Your Spreadsheets

Each column in the GLSU spreadsheet representsa  n SAP data element for posting.  There are
columns for each header and detalil field which could be populated. GLSU allows you to customize
which SAP data elements are  avai lable on your spreadsheet.  Each user or department can use
GLSU in a way that is intuitive for them.

Adding, changing, or deleting fields on the spreadsheet (even PA characteristics) is configurable
and does not require re  -coding of the spreadsheet or the ABAP load program.

Example: Accountants may not care to validate against customers , and the Receivables
department may not care about Vendor master data.
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Customize by Department

Each of your departments may have a set of fields which are unique to t hem but are rarely used by
other groups (vendors for Payables, customers for Receivables, etc. ). GLSU lets you tailor the
spreadsheet for the needs of these individual departments.

These customized spreadsheets can then be stored centrally on your SAP ser ver as Templates.
Central storage of these templates enables...

Consistency . By having your processing personnel download these centrally stored Templates,
you can ensure that your data is being entered in a consistent fashion.

Ease of distribution . Ce ntral storage of the templates also facilitates the enterprise -wide
distribution of these templates . Everyone that has access to SAP can download the templates
(NOTE: GLSU Templates may also be distributed as Excel (. XLS files via other methods such as
email, FTR etc .).

Department 1 Department 2
Account, Customer, Terms, Amount Account, Vendor, Amount
3 Fields 4 Fields
Bookl - Excel

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER ADD-INS GLSU

ﬁ 3 § % E:g _y ﬁ % ; ; = Retrieve Validation Data @ m

W Show Validation Info
Post  Export Validate Review  Options Choose  Refresh  Import Logoutlnltmllze Reset Show My GLSU GLSU

Validation Fields Descriptions Links Contacts @ Export Defaultlanguage  yersion Info Manual
Processing Taools Utilities Help

H o -
H25 - J

A B C D E F G H I
1
3 Header: Document Type Company Code Document Date Posting Date Currency  Doc.Header Text Document Number
4 SA 3000 9/2/2016 9/2/2016 USD Demo
5
7 |Line Iltems: G145 Account - balanced - Text Cost Center Transactn Type Profit Center
g 40 100000 1
9 50 100000
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Validate Data before Posting

GLSU lets each user choose SAP master data fields to pre  -validate before posting . Company Codes,
Posting Keys, Cost Centers, Profit Centers, Customers, Vendors, Field Status Group information , and
many others are all selectable.

This featureensures t hat your tenstrgis drsect Bedote posting to SAP . This will reduce error -
correction time and increase productivity.

Errors Found During Validation

Type Cel  Error
|E ©8  Account 111010 not found in Company Code 3000
E AB G/L account 111010 is not defined in chart of accounts CAUS
D8:0%9 Document out of balance : db 100.00
C10  Account 121005 not found in Company Code 3000
AlD  GfL account 121005 i not defined in chart of accounts Caus

B10  Atleast 2 posting ines are required - Check to see if a Dropped Header field (often with blue column headings) has unexpectedly changed




Page 16

Definition of Users

There are three types of GLSU users: Premium users, Sandard users, and all other employeeso  r
business partners of the customer . These three types of users have different capabilities with GLSU.

Licensed GLSU Users

Everyone
Function Premium Standard v
Else

Posting Functionality

Install GLSU Add -in V Yes V Yes V Yes

Use the GLSU spreadsheet V Yes V Yes V Yes

Perform Live Validations V Yes V Yes X No

Post the spreadsheet to SAP  (requires SAP authorization) V Yes V Yes X No
Template / Spreadsheet Control Functionality

Customize GLSU spreadsheets V Yes V Yes V Yes

Download spr ead;heet templates from SAP to PC V Yes V Yes V Yes

(SAP access required )

Manage GLSU templates stored on SAP V Yes X No X No
Help / Support

Z Option telephone / ticket system support V Yes X No X No
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What 6s New i n GLSU?

Z Option is committe d to aggressive ongoing development of GLSU and its other software
packages.

New features in GLSU version 6.0é

1.

© N o g & w N

10.
11.

12.

13.
14.

New

Park Documents to Non -Leading Ledgers .

Support for 64 -bit MS Office installations.

Download templates _ from GLSU directly as an initialization option.

Copy existing posted documents __ as an initialization option.

Select individual sheets for export, validation, an d post/park actions.
The Ribbon menu  will now read "Post" or "Park", depending which transaction is selected.
The local validation data is automatically updated on the first login.

Import data  from delimited files directly into a GLSU template . This includes the ability to
create offsetting entries automatically if the data is available on the incoming record S.

Custom pick list support is a vailable for custom fields. ABAP function module coding is
required . Working e xamples are provided.

Automatically add a description field to a template for an existing field.

Document attachment size  can now be controlled by a Premium user . The worksheet size is
viewable in GLSUalong with a breakdown of individual sheet sizes.

Allow Premium user to globally control access to tran sactions and the "Choose Fields " menu
option for all users.

Pick lists now support "pinning " favorite values so that they stay ontop for ease of access.

Cross-company document numbers are now returne d in the BVORG field (Cross-CC No.)
and are linked to the cross -company document.
features in GLSU version 5.0¢

Load Document _enhancement & Facilitates quick creation of a GLSU template with data
from existing SAP financial documents

Show blocking indicators in pick lists for Cost center, Profit center, and Internal orders

Add pick values for Reversal reason, fields with fixed values, and select fields with SAP check
tables .

Pre-validation of accounts whicha  re "Post automatically only "and "Reconciliation accounts
and exclude from  pick lists.

Option to view SAP Message Long Text information in pre -validation .

GLSU functions available in  an Excel Ribbon menu .

Premium -user controlled Default User Settings .
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New features in GLSU version 4.2¢
1. Support for Windows 8 , Excel 2013.
2. Support for Multi -Portal SSO (Single Sign-On).

New featuresinGLSU ver si on 4. 1¢é

1. Pre-validation enhancement  for Cost Accounting and Financial Account line items within
GGBO (gister configuration transactions  d OKC7 and OB28 , respectively), configured coding
block checks usually includi  ng PAI exit for customer fields in coding block, asset checks, SD
order checks, funds management checks, CO relevant fields, Fl relevant fields, MM relevant
fields, and joint venture checks

2. Document number d rilkback (from Excel to interactive SAP screen)

New features in GLSU version 4.0¢
1. Attach source spreadsheet documents to the BDS (Business Document Service) in SAP .

2. Show cross-company (intercompany) and split document numbers
3. Double -byte (East Asian Language) Unicode _ support .
4. Windows installer (mainly to aid in Citrix and other non -end -user involved deploymen  ts)
5. GLSU SAP sideinstallation check function .
New features in GLSU version 3.16¢
1. Custom Validations (with Excel drill-back) .
2. Dropped -Header ( Multiple Documents on a single sheet) .
3. SSO Support (Single Sign-On with SAP Logon Tickets) .
4. Configurable Default and Hidden Field List
5. Payment Terms Pre -Validation/Description/Pic  k Values (Live and Off -line).
6. Personnel Number Pre -Validation/Description/Pick Values (Live and Off -line).
7. Assets Pre-Validation/Description/Pick Values (Live and Off -line).
8. Displays SAP SID/Client on worksheet .
9. CO-PA Pick Values (SAP 4.7 and later with a live connection)

10. Search on Choose Fields .

11. Pick Date Values .

12. Enhanced Pre -Validation Error List Handling.
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SOX Compliance

GLSU meets basic data access requirements for SOX (Sarbanes  -Oxley Act) standards .

GLSU has always restricted access for posting documents by leveraging standard SAP authority
objects . The additional checks which are now in place ensure that data, at a company code level,

cannot be viewed in the off  -line validation file, off -line and live pick list, or off -line and live
description functionality unless the user has specific authority to view the data.
For specific details on what authority objects are checked, please see Section 3 of the "Technical

Installation " section.
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Getting Started

GLSUco nsists of SAPand PC components;

both parts have to be installed for the GLSU add  -in to work. : & w
\V PCfiles \/ SAPtransport
A complete GLSU installation on a PC has Your company's SAP BASIS team will install
two (2) Excel Add -In files for GLSU 'Active ' this component into your SAP system  (s).
(within Excel) :
1. "Z Option GLSU.xla" The transport only needs to be done once
2. "Z Option GLSU Ribbon.xlam" per SAP system, but

You should be able to see both parts in
Excel when you go to Excel A FileA
Options A Add -Ins.

Diagnostic steps for GLSU within SAP are
explained in steps in the section  GLSU SAR
Side Installation Check (Technical/Project

Team Utility) .

Please NOTEthat GLSU must be installed and the li cense unlocked on each SAP system to be
used with GLSU [i.e. DEV, TST, PRD, etc.].

The license must be unlocked in SAP on  each clientin each system.

This getting started section is broken into three se

1. Technical Installation: Thisisdonebyyour company&6s BASI S team, and
process . Technical installation instructions are detailed in the last section of this manual.

2. Unlock the GLSU Licenses: This step is the second in the installation process . It takes place
after GLSU has been installed on your development platform . License Unlock procedures are
done by your c¢ompany 0ThisiPthespoiit where ybs wilkcénfigure GLSU with
the Premium and Standard  Users This must be done for each SAP client in which you want to
use GLSU.

3. Posting y our first spreadsheet : After GLSU has been technically installed and unlocked, you
will want to post your first simple spreadsheet . This section will explain the steps required to do
this by introducing you to the basicsof GLSU &6 s f u n c t Theofall@wing seggion will explain
GLSUds capabilities in much greater detail

Step 1: Technical Installation
Proceed to the last section of this manual . This section contains the sequential steps necessary to
install the GLSU transport onto your development system.

Instructions for using the GLSU Ticket System are also explained in the Technical Installation section at
the end of the manual.

Once the GLSU transport has been installed, the logical file path has been configured, and
nec essary authorization profiles have been edited, then it is time to move to the next section:
Getting Started for Premium Usersé
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Getting Started for Premium Users

Premium users at your site will be responsible for maintaining the specific users who will be using
GLSU.

After the GLSU software has been properly installed on your SAP system, use transaction ZGLSU to
start the GLSU program . Premium user functions are accessed by clicking on the "Premium User
Functions " button.

Fremium User Menu

‘ Maintain Templates |
|
|

‘ Create Offline Validation File |

‘ Upload Addin

‘ Maintain Premium Users

‘ Maintain Standard Users

‘ Maintain License

‘ Maintain Technical Options

v K

To get started, the Premium  User(s) need to do the following tasks in order presented . These steps
are explained in detail on the next few pagesé

1. Maintain the GLSU license . This step tells your copy of GLSU how many seats have been
purchased by your company. This must be done for e ach client in which you want to use
GLSU.

2. Maintain the Premium Users . You will need to name at least one Premium user before
anyone can post using GLSU. This must be done for each client in which you want to use
GLSU.

3. Maintain the Standard Users . You can e ither have GLSU auto -register the standard users or
you can name them manually . This must be done for each client in which you want to use
GLSU.
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Step 1: Maintaining the GLSU License (Premium Only)

The first step in getting GLSU running is to setup/mainta  in the GLSU license. Execute transaction
ZGLSU in SAPOnce in the GLSU transaction, type  "PREM in the SAP command box and press  Enter.
Clicking on the "Maintain License " button from the Premium User Function screen displays the dialog
box shown in the im age below . (NOTE:Depending on if any license data already exists [i.e. system
copies], you may not need to enter the "PREM function, the license dialog may display

automatically .)

Premium User Menu

| Maintain Templates |

| Upload Addin |

| Maintain Premium Users |

Maintain License
| Maintain Standard Users | Registration Code : +E4VVGEURCS
| Maintain License ..Ni Licensed U=zed
- . Premium Users 10 4
| Maintain Technical Options | rs 20 1
| Create Offline Validation File | License U$
W K v K

The "Maintain License " screen shows the number of Premium and Standard u sers which have been
licensed and how many have been used at your company . To change these numbers of licensed
users (either the first time you use GLSU , or if you add seats later) you will need a “License Unlock
Code ". The "License Unlock Code "is supplied by Z Option.

1. Open anlinternet Web Browser and go to the Z Option website at http://www.zoption.com
Click the link for Support & Licensing .

2. If you have not already done so, each Premium user should request a ticket  system login ID
by navigating the web page menu to Support A Support & Licensing A " Don't have an ID
yet? Request a Ticket System ID ". Click the link to the form.  Fill out all of the information.

3. Once your ticket system ID has been confirmed (you will re ceive an email) you may log in to
the ticket system on the same support page by clicking "Log onto Ticket System ". Select
your company from the drop  -down list and enter your user ID and password you created in
step 2 (NOTE:User IDs and passwords ARE case sensitive).

4. After you are logged in, select  "Generate License Unlock Codes " A "Generate GLSU unlock
codes "A "Get GLSU License unlock codes ".

5. Enter the Registration Code from the SAP Maintain License screen and press "Generate GLSU
License."


http://www.zoption.com/
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6. Paste the Lic ense Unlock Code from the website into the License Unlock Code Field in SAP
and press enter . Your user count is updated and the license is unlocked.

|& License Updated.

Step 2: Maintaining Premium Users (Premium Only)

Premium users must be individually named on your system . To set up the Premium users for your site:
Restart the ZGLSU transaction ( / nZGLSUin the SAP command box) . Once in the ZGLSU transaction,

type "PREMin the SAP command box and press  Enter. From the Premium User Function screen click
on the "Maintain Pr emium Users" button . The following dialog box will display:

109/10/2014(01/19/2015
105/30/2014/01/21/2015
| |smOFFITS  |0s/30/2014[01/20/2015
Add a
New
User

1. Clickthe "New"icon at the bottom of the  "Main page.
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2. To add a Premium User, you will need a Premium User Unlock Code. You will need to type in
the new Pr emi um User 6 s ShADBsernamefreld. D i nt o t

Login to the Z Option Ticket System at  www.zoption.com _ (See previous section)

4. After you are logged in, select "Generate License Unlock Codes " A "Generate GLSU unlock
codes " A "Generate GLSU Premiu m User Unlock Codes "

5. Enter the SAP User ID of the new Premium user you are registering into the website and click
"Generate GLSU Premium ".

6. In SAP, paste the Premium user unlock code into the field for the unlock code and enter the

SAP user ID you are unloc king. Click the "Check "icon . The user is added as a GLSU Premium
user.

7. Repeatsteps4 06 as necessary for all Premium Users.

You will need to repeat this
procedures for each of the

Premium Users on your SAP

system.

You will need fo key in g
unique "Prermium User Unlock
Code" for each one.


http://www.zoption.com/
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Step 3: Maintaining Standard Users (Premium Only)

You can register your Standard users in GLSU in 2 different ways.

1. Automat ic registration . GLSU will know how many licensed users are available at your site It
will keep track of the different users who have LIVE VALIDATED or UPLOADED entries using
GLSU.When the license limit is reached, no new user hames will be allowed to up load entries

until one of the two procedures below is performed to free up more seats.

2. Manual registration . If you want specific people to upload entries using GLSU, you should
manually add their login names to the GLSU registered user slist

There are tw 0 ways to get more Standard Users access to upload GLSU entries.

1. Purchase more Standard seats from Z Option . Anew "unlock code " will be issued which will
allow more unique users to upload entries.

2. Remove existing Users internally registered as Standard us  ers so that new users can be
registered automatically by GLSU , or registered manually by a Premium User.

Remember that there is a difference between Standard Users and Un -Registered Users. Standard
Users are allowed by GLSU to upload entries . Un-Registered Users can use all the GLSU functionality
EXCEPT posting This will allow employees at your company to download the GLSU add -in and
download the master data.

To maintain the Standard Users in SAPé
1. Click the "Premium User Functions " button in the GLSU "ZGLSJ" transaction.

2. Click the "Maintain Standard Users "button . The f ol |l owing screen wil

Maintain STANDARD User:

1 Users on System
20  Allowed by license
[ | Auto-Reqgister Enabled?

Usernarme Created On  |Last Used | |
TESTUSER 08/30/2014 04/27/2014

|
L[]

o [0 O %

di
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3. To have GLSU automatically register users, enable the "Auto -register users" checkbox.

4. To manually add new users, click the  "New "icon at the bottom of the scre  en.

(5]

5. Enter the user name and click the "Check "icon.

Add STANDARD User

Username .

v K

6. To manually delete users, click the  "Delete "icon.
7. Once your changes are complete, click the "Check " icon to save your changes.
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Step 4: Uploading new Add - ins (Premium Only)

GLSU works with two sets of programming code . The ABAP code (transaction ZGLSU on SAP) controls
the functionality of posting and user maintenance . The Visual Basic for Applications code controls

the functionality of the spreadsheet . This Visual Basic code is stored in an Exc el add -in. Typically, the
ABAP and the Visual Basic Add -in are upgraded together . However, there may be times when Z
Option releases a new Visual Basic Add -in separately from the ABAP . New spreadsheet functionality
could then be acquired without re -transpo rting a new version of the GLSU ABAP code

Z Option will provide the application (in the form of a SetupGLSU.exe file) to your Premium User(s)
Once the VB code has been received, it will need to be uploaded to your SAP server . NOTE:You
MUST perform this upload step for each SAP system/client combination if you wish to deploy the PC
components from SAP . The functionality to upload a new VB Add -in is under the "Premium User
Functions " screen . Click the "Upload Add -in" button then browse to the location o f the
"SetupGLSU.exe" file on your computer . Select "Open " and then confirm the upload.

Your Premium User(s) should then test the new VB code . Once satisfied, they should notify the GLSU
users to download the new Add  -in.

Upload Excel Add-In

Look in: ) GLsU & .n

D= Hame |Date madified |'I".rpe
"‘“,,I'i‘ = setupGLSU exe 1/20/200510:11 AM Application

Recent Places

Deskiop

=l

Libraries

Ay
L

Computer

“
LDl I <[]

Metwiork

File name: etup B Cpen

Files of type: Excel Add-In Installer El

You are now finished with all of  the Premium -User-only steps. Please proceed to the next section,
"Getting Started for Standard Users ", to continue the setup process.
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Getting Started for Standard Users

The first step to get GLSU on your PC is to download the GLSU Add  -in from the GLSU A BAP program .
GLSU spreadsheet functionality is provided by an Excel add -in. This add-in contains the
programming which makes GLSU work on your PC.
To get started, you wil!/ need toé
1. Setyour GLSU validation choices
2. Download/install the GLSU add  -in

3. Createy our first spreadsheets

This section will walk you through the initial steps to post your first GLSU spreadsheets . The following
section "Other Spreadsheet Features " will detail the remaining GLSU functionality.

Standard Users Step 1: Set your GLSU Validation Choices

The GLSU ABAP program will allow you to configure the GLSU validations to your requirements.

For most installations, the "LIVE' validation settings will make the most sense . This setting causes GLSU
to use live data to validate your workbook . GLSU comes pre -configured with this setting . However,
should you wish to view or change these settings please see section "Setting Your GLSU Validations

Options ".

For those items that are not marked as  "LIVE'and are pulled to the front -end for validations, there is
a choice that can be made between manually updating this file (using the "Retrieve Validation
Data " menu item and automatic. The Automatic setting is ON by default. This feature will refresh

the valid ation data automatically on the first login. This is controlled by a setting on the "General "
tab of the "Options " dialog.

GLSU Options S

Workbook ~General | Attachments |

Language : | English ﬂ
Font : | Avrial j

[v F4 = Pick GLSU Values ?

[+ Auto-update validation file each session
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Standard Users Step 2: Download / Install the GLSU add - in

If your desktop admin group has already installed the GLSU add -in, or if you are installing from a
network location you can ignore this page of instructions and simply run the SetupGLSU.exe installer.
To download and installthe GLSUadd -in on each PCé.

1. Ensure that the GLSU ABAP program has been transported and properly in stalled on your SAP
system.

Start SAP. You must have an SAP logon to download the GLSU Add -in.
Execute the GLSU transaction ZGLSU.
Make sure you have set your validation options as described in the previous chapter.

From the GLSU transaction, choose the  "Download Add -in" button.

S T o

A standard Windows dialog box will appear and ask where the installer should be
downloaded . You can change this if desired but Z Option recommends that you do not
Click "Save".

7. Click "Yes"to confirm the download of the installer.
8. Click "Next".

9. On the destination folder install step, Z Option highly recommends installing to the default
installation path . Click "Next" and then "Finish'.

10. Click "ok"through the add -in installer steps until the installation is complete.

Start Microsoft Excel and note the new  "GLSU' menu in the ribbon.

| Download GLSU Add-In

\

- -
3 GLSU - InstallShield Wizard |
Destination Folder ‘: |
e 1

Click Next to install to this folder, or dick Change to install to a different folder. .

Install GLSU to:

— C:\Program Files (x86)\Z Option\GLSUY, | Change

< Back | Next > l | Cancel
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Standard Users Step 3: Create your first GLSU spreadsheet

Once the GLSU Add -in has been downloaded to your PC and activated, you may now begin using
GLSU To proceed, you may either Initialize a new sp readsheet or download an existing template
from the SAP server . This section explains how to set up a spreadsheet from scratch . The next section
explains how to download a template which has been c
Premium users.
Tol ni tialize a new spreadsheet, perform the following
1. Download and activate the GLSU Add -in. See the previous section for detailed instructions.
2. Choose "GLSU' from the Excel Ribbon (if not already selected)

3. Choose "Initialize".

4. Inthe Initialize Worksheet dialog box, choose "OK".

5. Onthe next dialog box, select  "Initialize". NOTE: There are instructions for the "Initialize from a
SAP Document " option late rin this manual.














































































































































































































































































