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The WIC spreadsheet template allows you to enter WIC credit and debit information in a convenient format and upload 
it to populate a new WIC form in the Internal Charges application. 

Creating a WIC Spreadsheet for Upload 
1. Download the WIC Template 

a. On the Web Internal Charges (WIC) tab click Create WIC From Spreadsheet. 

 

 

b. Click Download Template. 
 

 
 

c. Download the blank template. 
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2. Enter the transaction credit information into the WIC Header tab. 
a. The WIC Header tab corresponds to the top credit section of the WIC form plus the Memo field which is 

a reference for within the Internal Charges application only. 
 There should only be one row for the credit PTA in the WIC Header tab. 
 The Preparer column is not included in the template and will be added by the system when 

the spreadsheet is uploaded.  
 

 

 

NOTE: The template has a sample row in both the WIC Header and WIC Lines tabs. This is for reference only and 
will fail validation. Please delete this row before uploading your spreadsheet. Click on the column header labels 
to see a definition for each field. 
 

 
 

NOTE: The manual entry WIC form has the PTA in one field. In the spreadsheet upload it must be entered in 
three separate Project, Task, and Award fields. 
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3. Enter the debit information. The WIC Lines tab corresponds to the bottom Charges section of the form.  
a. Enter the charge transactions in the WIC Lines tab. The maximum number of rows allowed in the WIC 

Lines tab is 400. 
b. Do not change the column header labels in Row 1 (Charge Date, Project, Task, Award, etc). You may 

arrange the column order, add additional notes columns, and add a grand total sum below your charges. 
The upload tool will only import columns that are in the WIC form and disregard additional columns. 

c. Save your upload spreadsheet in the Excel .xlsx format.  

 
 

4. Upload the spreadsheet. 
 

a. Select Choose File to navigate to and select your saved WIC spreadsheet. 
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b. Select Validate Data once your file is chosen and the file name appears next to the Browse… button. 

 

 
 
 

a. Validation – the upload tool displays validation results on this screen. 
 Validation Errors: If the upload does not pass validation, error messages for the Header and 

Lines tabs will be displayed. The Excel Line column at the left indicates which WIC Lines tab 
row(s) need correction.  

 Select the Cancel button to return to the spreadsheet upload form and re-upload a corrected 
spreadsheet. 
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b. When upload validation is successful you will see a message that the spreadsheet passed validation and 
there were zero errors. Click the Load Spreadsheet to WIC button to populate a WIC form with your 
spreadsheet data. 
 

 
 
 
 

c. Data Loaded – Once the spreadsheet upload is complete you will see the WIC form and a message that a 
WIC was successfully created from the spreadsheet. The form is automatically saved and you can 
proceed to additional edits, navigate away from the form, or submit the form. 
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