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Index Reconciliation

* We will cover:
— What index reconciliation is & why it is important
— Basic organizational helps
— Reconciling non-payroll expenses
— Reconciling payroll expenses

— Reconciling Income accounts



What IS an Index?

* A (relatively) small unit in which revenue and
expenses are accumulated.

* Each index has associated with it a fund and
organization and program code, which defines
what can be placed in the index.

 When reconciling an index, the expenses and
revenue entries are traced to source

documents and verified as belonging in that
index.



Why Reconcile, Anyway?

e This is the Iast thlng you want to hear from

your boss
éé@q ] el /&g},]

__—

ﬁﬁt@&m
“Autosum aside, these numbers just don't add up.”

* This is also the last thing your boss wants to
hear from their boss!




MyReports

 The appropriate MyReports to use to help you
reconcile will be noted.

— Report Examples will be given using MyReports




Index Reconciliation-What is it?

* Reconciliation means checking the source
documents that show what expenses should
have been charged to an index, against the
expenses that were actually charged to that
index.

* Any deviation from what is expected is then
researched, and any needed corrections are
made to the accounting system.



One Approach

* Index Reconciliation Fundamentals goes into
detail showing one way you can successfully
gather and organize source document
information to use when reconciling

* There are many ways to accomplish this; if you
already have an organized way, keep using it

* We will review one approach



Flow Chart — Document Organization
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What you need to have

* Accounting Reports
* |[nformation on Revenue and Expenses

e Source Documents



Determine what
indices you are
reconciling.

\
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Getting what you need

 Which accounting reports to get and where to
get them

* Where to get information on Revenue and
Expenses relating to your index

* How to get copies of source documents



Reports you need

* Accounting Reports

— My Reports
* FOROLDS — General expenses
* FNRSLBE — Payroll detail by employee
 FNRLDST — Employee payroll distribution



What you need

* Where to get information on Revenue and
Expenses relating to your index:

— Keep copies of all DPIs expected in your index

— Get copies of all invoices automatically posted
* Telecom invoices
* Invoices relating to contracts(water, etc.)
 Utility, other regular invoices

— Find copies of additional posted invoices each
month



What you need

How to get copies of source documents

— You can run telecom invoices; contact your supervisor
or telecom and work through the process

— Some internal (and external) invoices are mailed to
your department monthly. Contact the person who
opens the mail. You only need a copy

— If all else fails, contact A/P. If they paid it, they can
steer you toward the documents that authorized
payment

— PCard information
— JVs



Reconciling Non-Payroll Expense

e Source Documents
— Invoices
* Get copies

— Pcards
 Get PCard Statements

— JVs
e Read document text



How to get PCard documentation

* Find out who the PCard holder is
— FGIBDST, FAIINVE, user ID, Directory, Name/Phone

* Ask for a copy of the information they send
Purchasing each month.

— Call or email



Banner FGIBDST

Eile Edit

Block ltem Record Query Tools Help

I X

Fiscal Year:

Index:

| I
1 [+
258000 -

[0 Query Specific Account

¥ Include Revenue Accounts

Organization: [2588 [T

Fund: 200044 [+
Program: P131 [T
Account: [T

Account Type: [T

Unrestricted Accounting HSC
HUland G
Institutional Support

Activity: GNACTV [T General Activity
Commit Ty pe: Location: (]
Account Type Title Adjusted Budget YTD Activity Commitments Available Balance

|2020 |L7 |Ac|ministrative Professional Gen | 41 S,TZD_DD| 2?9,920.4—3| 136,800.21 | -0.64 =1

|ZDSD |? |Supp0rt Staff Salary Detail Gen | 43,43‘1.DD| 14,5?8.38| 21,545.DD| 7.,206.12

|20.JD |? |Student Salaries Gen | ‘1D,DDD.DD| S,DDS.T5| D.DD| 6,993.25

|20F'D |L7 |T|3mpc>rar3.r Salary Gen | 30,?64-.00| 32,102.23 | 0.00 | -1,338.23

|ZDRD |? |Accrued Payroll and Benefits | D.DD| D.DD| D.DD| 0.00

208A L  |Salary Adjustments | 10.400.00] 200 0.00/ 10,400.00
<@: E |Office Supplies General | 7,580.00| 1,119_39| 0_00| 646061 >

[ :

|3‘I 50 E |Computer Supplies <$5,001 | 320.00] .00 ] D.DD| 320.00

[ns s S [ | | ol in e
3/18/2014 18



Banner FGIBDST

COA  Fiscal Year Index Fund Organization  Account Program Activity Location Period Commit Type

[~] [~ [~] [*] [~ [~] (-] [~ [~

|U7 ’T |258000 |3U 0044 |258I3 |3‘I oo |F"I =yl |GNACTV | ’— :

Increase {+) or

Account  Organizati Activity Date Type Document et Amount Decrease ()
0 |2588 |F'131 |D4-MAR-9_D14 |IF'NI |51sma11 |Sandia Office Supply
< |31 0o |2588 |F'131 |2-| -FEB-2014 |IF'NI |s1 665747 |University of New Mexir
31 2588 P12 D?-FEB—:ZD‘I' |IPNI |s1a57544 |Sandia Office Supply

|31 00 |2588 P131 |07-FEB-2014 iIF'NI i:n 57300 iStap es Inc [YTD 182.42 |T
2100 [2568 P13t 07-FEB-2014 1PN s1686821 Made To Order Stamp ¢ YTD | 82.10 |+_
|31 00 |2588 |F'131 |‘IS-DEC-2IJ‘I 3 |IF'NI |S‘I 630756 |stap|es Inc |YTD | 22.27 |T

3/18/2014 19



Banner FAIINVE

Document :

Vendor:

3/18/2014 20



#H Invoice/Credit Memo Query Form FAINVE 8.

Document : OMultiple

Vendor: 100052221  Sandia Office Supply

Invoice Date: 30-JAN-2014 Transaction: [07-FEB-2014 Cancel:

Check Vendor:

Address Code: IJ Sequence Mumber: ’71 Collects
City:

Street Line 1: |3831 Singer Blvd NE State or

Street Line 2: | MNation:

Street Line 3: |

Discount Code: Payment Due:  |20-FEB-2014

Bank;: |04 |Disbur9&mer‘|t3—Aoouunls Payable Ol Credit
Vendor Invoice: | 011099 Vendor CText E
1099 Tax ID: Direct D
Income Type: |_| [l Direct

\
User ID: @BRANDT )

Activity Date: |0?—FEB—2014 21




THE UNIVERSITY of
NEW MEXICO

Search ks
Hame: And ! Or Search by:
| D iG>

Search Scope: All UMM Faculty/Staff Students

Search for "jwbrandt” returned 1 result. Click on a person's name to view more details.

Hame Title: Organization/College
John Brandt Supv Fiscal Services: Unrestricted Accounting HSC Office

3/18/2014

pdate Your Info | Search Tips

Contact

JoBrandt@salud.unm.edu
505 925-4567
MSC09 5222

22



How to get JV documentation

* Document starts with a “)” if it is originated by
a department person

* Other “JV” documents may be internal
Invoices:
— Payroll start with “FOxxx” or “J”
— Mail Systems start with “MSxxx”
— Telecom line charges start with “ITxxx”
— PPD starts with “PPxxx”



Account: 20J0 - Student Salaries Gen

0211412014
0272812014

Account: 20P0 - Temporary Salary Gen

0211412014
027282014

Account: 20R0 - Accrued Payroll and Benefits

02/01/2014 CLOUNSBU
02/01/2014 CLOUNSBU
02/01/2014 CLOUNSBU

Account: 31KD - Postage Gen

D2r28/2014 FSMLOAD14

Account: 6000 - Telecom Charges Gen

0272802014 FSMLOAD14

Account: 6020 - Long Distance Gen

022802014 FSMLOAD14

3/18/2014

HR Payroll 2014 2R 50

HR Payroll 2014 2R 40
HR Payroll 2014 2R 50

P | Accrual 2R4
Payroll Accrual 2R4
Payroll Accrual 2R4

MAILSYSTEMS — FEB14 189237 251718

Account 31K0

Line Charge Gen  FEB2014

Account 6000

Long Distance Gen FEB2014 ITDODOOT JV

Account 6020

Total:

JFD

Total:

.00 113.03

00 113.03

.00 20250

00 202.50

.00 1.50

i) 1.50
24



Account: 6080 - Cellular Charges Gen

0242872014 FSMLOAD14

Account: T5Z0 - Other Repairs Maintenance Gen

021472014 FSMLOAD14

Account: 80K0 - Banner Tax

0242872014 FSMLOAD14

3/18/2014

Cellular Charges Gen FEB2014

PPy 14041

Account 6080 Total:

B JAD

Banner Tax

BTY14008

Account T5Z0 Total:

B JEM

Account S0K0 Total:

Other Expense Total:

25




Using the report and information
gathered

* Brief example
— FOROLDS

— Source Documents

— Reconcilement report



FOROLDS Operating Ledger Datail
For the Month of Jan 2014

Index: 258000 - Unrestricted Acct HSC Admin

Docwment Bocument
Initharar Transaction Description 0 Typa

Account: 20R0 - Accrued Payroll and Benefits

*

012014 FEMLOAD Reversa Payroll Accrual 2R1 HEY 14032 N JEH i {1,661.76) £l
01012014 FEMLOAD 2 Reverse Payroll Accrual ZR1 HSY 14032 N JEH K (5TE.58) 00
01092014 FEMLOAD 1 4 Reverse Payroll Accrual 2R1 HSY 14032 Jv JEH 00 (450.30) 00
0131204 FSMLOAD 1S Payrall Accrual 2R4 HSY 14035 N JEH 1] 69240 00
0104 FEMLOAD A Payroll Accrual 2Rd HSY14035 N JEH ol 163.88 ]
0132018 FSMLOAD 4 Payrall Accrual 2R4 HSY 14035 N JEH K] B3T.B0 00
Account ZORO Total: .00 (994.58) .00
Salary Expense Total: .00 41,187.07 {24,199.73)
Gther Expense
Account: 31K0 - Fostage Gen
0113012074 FSMLOAD T4 FAILS T EYEMS - JAN 14 1BBTET 251718 MEHOG03E v JFD 00 138,12 Kili]
Account31K0  Total: 00 £ 139,12 00
Accouny 37Y0 - Supply Costs FAA Unallowable
0728/2074 s e S, —SIES00EA N AN G0 A0, 00
Account3TY0  Total: 00 lr39.00 00
Account: 8000 - Telecom Charges Gen
01/312012 FEMLOAD 2 Line Crarge Gen  JAl2042 ITOO000E v JFD ki) 202,50 0d
Account 5000 Total: 00 “T202.50 .00

Arrmume: BN - 0 arne Pieranes Gas

3/18/2014 27



UNM Mailing Systems
Monthly Invoice
Department Report For 1/1/2014 To 1/31/2014

i Department  Unrestricted Accounting HSC Office

| Contact Scan McDougle
- Mail Stop MSCO09 5222

Invoicet 188787 PR#
| Accrun 25850003 1 K0
L= e T R S =
Function Dage Ticker# frem Oty ltem Total
Hon-Promaotional
W24 0201401 02141520 First Class Mail 2 50.94
V24 2200401 03125410 Firsl Class Mail 1 BET
2240103130296 Firsl Class Mad ] 206
UBZ014  320140108134051 Firs! Class Mail sa $27.75
AM0R014 2201401 10124752 First Class Mail 1 5047
AMTRM4 020140117114315 First Class Mail 2 £0.88
3201401 17134052 Firsl Class Mail 42 $18.40
2040117135128 Firsl Class Mail k1 $13538
TAH 40117135130 Firsi Class Mad 2 $3.82
JAN 40117135356 First Class Mail B1 337,36
320140117 135357 Firal Class Mail 2 53.20
Total For Non-Promalienal; $139.42
otal Fo : 3139, 28

3/18/2014



Lt

of Albuquerque
T e
e ot com 0 2 RS AR
| 01/01/2014]  $39.00

PAY BY DATE: NiA I"‘A':‘ $ *DO NOT PAY*
Autodraft will be deducted

ADDRESSEE: REMIT PAYMENT TO:
HSC CONTROLERS OFFICE CULLIGAN BOTTLED WATER OF ALBG
SIS oy R .
ALBUQUERQLUE, NM 87131-0001 ' o °

e e P b e et 0t

OPEN ITEM STATEM
RETURN THIS TOP FORTION wrerI.EnFEv'grr CLSTOMER: HEE O SLpd,
DATE REFERENCE DESCRIPTICN INVCICE AMOUNT AMGUNT OUE Baance
GL/01/2014 131093 | Invoice 39.00 319,00 35,00
—
Uil 1sidy 2
Please visit us at our web sita: m.eulliqanan,l:on
bt — S
tobay Balance Due $39.00¢
Haxt Daliveries: - B
29

3/18/2014



s+ - e R e

CODE: 258000 H3ITI0-HSC GENERAL AC-Ganeral Activ

comd

. ) Account Usage e [ T
n [-]NM Information Technologies gy o136em i HES e
Biliing Name: GRAHAM, THELMA coatd,

- -HSC GENERAL AC-General Activ
ACCOUNT: 3U0044-258B-P131-GNACTV INDEX CODE:258000 213220 mm :ﬂ 2:2 x
BILLING DATE: . 03-Feb-2014 ¢ AHAM,
Billing Nama: SHOEBOTHAM, TERRY
B A AT e 0]
100 500 500
1.0 2250 25
—nm@m
Billing Name: Tan, Huilui
arx RATE  CHARGE
100 5.00 500
100 2250 2280
T
Total (5) Billing Name: MONJURE, ALANA
an RATE  CHARGE
VMBM Moty Besic Visicemal 100 500 500
LCBM Moritily Line Charge 100 28 e
Yot 2} )
Sarvice: UNM Phone Lina 5052725460 Billing Namw: Hurlay, Stach
Recurring Charges (MR}
1TEM SODE DESCRPTION BILLHOTE ary BATE  CHARGE
VRS Monihly Basic Voicamali 100 500 P
LCBM Wanihly Lina Charge . m oy o
Toal (%) — %
Sarvice: UN# Phone Line 5052726266 Billing Namv: UNRESTRICTED ACCTG. HSC
9 * $22.50 = $202.50 Recurring Charges (MRC)
LEN GopE DESCRIPTION BILLNOTE ary RATE  CHARGE
VMBM Moty Baskc Voicomai GUTIERAEZ. LUPE 100 500 o0
Loam Morthiy Ling Chiaige GUTIERREL LUPE 100 2280 1%
Teizd (2] -
Service: LUNM Phona Line 5052720791 Billing Namo: Frankel, Jeramy
ary BATE  GHARGE
1400 800 500
100 2250 2280
— o®
Bliiing Narre: BRANDT, JOHN

Recurrling Charges (MHL)

ITEM CODE
3/18/2014 iw B s S




Reconcilement Sheet

* Any ltems that do not match (source
document should match Banner amount) are
entered in the reconcilement report for
research.

e If the amount, index, or account is in error, the
accounting system is corrected.

* The item on the reconcilement sheet has a
notation added, giving the correction
document humber/other information.



Initiator

Account

Amount

Reconciliation for Index 258000 for 2/2014

Description

Explanation of Problem/Resolution

JWBEM T

3100

2.2

505367]

poed P-Cod Joc - veceived 5

_:}/q/ /¢

weonebd = Jr‘l} 14

3141t

TBRN

332-0

41282

Zo4930

YL nm‘{qri "“D U"'c'“‘\ 1VM

Moved L;‘, 4_73055 +o 25}?010

»)4 )14

L SITR

3320

1H21%

T0o04942

IPL fowm 1215 <kl

D ob'tiojt N oNex ;

| CDWUMJ%'-, 'HPQ-"\
doved "o

\Q ‘(t_'él, Ubh\iﬂ‘(d
\n \r.f OX\ c\d\v\cd'af"

3/18/2014
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3/18/2014

Index Reconciliation Summary

Index Number: 25 50O
Month Reconciled: 7"/ 20| '+

Person Completing Reconcilement: ’r, 5"\09!9 O-H’me

I have reviewed this reconcilement and believe it to be correct: LW P ﬂ@/
Dept Administrator

Reconciling Items:

Account Amount

Notes ,

2)00 o] - oc. —ecewd

505367 ~Med Y-(are Al
teconeled sl

3300 127872 [ 0 ua30 D71 Fosked Sp W ove wdexs |

oved \o}; JO0732050 -n 25020

2Q2 T92.09 | o49¥Z- OP Som \215 <1

Vol posiek Newe (omp\dted Then

olav(\!ﬁ & et or o e te-submi 6{

MT nri%i m:;_’\‘of;" LSMITH

33



Payroll Reconcilement

e Payroll reconciliation is the same concept
* Reports differ
e Correction methods differ for errors



Payroll Reconcilement

* Report FNRSLBE will give you payroll detail be
employee for your index

* Report FNRLDST will give you the distribution
percentage by index for your employees

* Human Resources has APEX reports that will
allow you to modify the reports to give you a
variety of data



Report Examples - FNRSLBE

& nhttps://myreports.unm.edu/?BIP_REQUEST_TYPE=BIP_RUN&BIP_folder=IBF5%253A%252FWFC%2... | I

MyReports
myreports.unm.edu

MyReports

myreports.unm.edu

Wl FNRPCRD - PCard Transaction Bepart

RS port RofoiBy: N\ Index:

mm: FORBALF - Budget Availability for Unrestricted Funds/Indices ndex |>« ‘ Find Values
@ FORDCEL - UAPT7000 Defict Compliance and Balance Reports \

i FORFAPL - F8A Generated By PI Index No Grouping é\ect an element to search by. |

EEF FOROLDS - Operating Ledger Detail and Summary Org BY Index

il FORSALP - Salary Projections Dashboard For Executives COrg By Employee

Wil FORUBSS - Unrestricted Balances and Saving Summary for UAP 71 Emp|gyee Name

L' FRGGRYO - Closeout Workflow for Funds Ending on Contracts an Summary by Index

@l FRRGLDS - Grant Ledger Detail Summary Fringe Rate b‘}f Org

Wl FRRCGES - Contract and Grant Ledger Executive Summary Banner Id




Report Examples - FNRSLBE

The University of New Mexico
FNRSLBE - Salary Labor Benefits and Encumbrance Detail by Index Report
For the Month(s) of: FEB FY2014
Selected Indexes: "258000°
Included Months: FEB

Fringe Fringe Fringe Prof Fringe

Ins. UEComp WC-Comp Liability Other
(2160) {2180) {21A0) {24C0) (21.J0)

02/26/2014 ! .00

.00 .00 (1,275.20)
Subtotal:
.00 .00 00 00 .00 .00 00 00 00 (2,550.40)

Total: 258000 - 2060
2,769.60 .00 00 00 .00 00 00 00 00 {5,320.00)

238000 - 20J0 - Fund:3U0044 - Orgn: 2588 - Prog:P131 - Actv: GNALCTV

0 2R4 02/14/2014 318.25 .00 00 .00 00 .00 00 00 00 .00
0 2R5 02/28/2014 342.00 .00 .00 .00 .00 .00 00 .00 .00 .00
Subtotal:

.00 .00 .00 .00 .00 .00 .00 .00 .00
otal: 258000 - 20J0
660, .00 .00 .00 .00 .00 .00 .00 .00 .00
NP FIT I - Oran:258B - Prog:P131 - Actv:GNACTV

0 2R4 02/14/2014 400.40 .00 00 .00 .00 .00 00 .00 .00 .00
0 2R5 02/28/2014 400.40 .00 .00 .00 .00 .00 00 .00 .00 .00

subtoal: [
800.80 00 00 .00 .00 .00 00 00 00 .00

3/18/2014 37



Account: 20J0 - Student Salaries Gen

02142014 HRAPPWORX
02/28/2014 HRAPPWORX

Account: 20P0 - Temporary Salary Gen

02/14/2014 HRAPPWORX
02/28/2014 HRAPPWORX

Account: 20R0 - Accrued Payroll and Benefits

02/01/2014 CLOUNSBU
02/01/2014 CLOUNSBU
02/01/2014 CLOUNSBU

Account: 31KD - Postage Gen

D2r28/2014 FSMLOAD14

Account: 6000 - Telecom Charges Gen

0272802014 FSMLOAD14

Account: 6020 - Long Distance Gen

022802014 FSMLOAD14

3/18/2014

HR Payroll 2014 2R 4 0
HR Payroll 2014 2R.50

HR Payroll 2014 2R 40
HR Payroll 2014 2R 50

Payroll Accrual 2R4
Payroll Accrual 2R4
Payroll Accrual 2R4

MAILSYSTEMS — FEB14 189237 251718

Line Charge Gen  FEB2014

Leng Distance Gen FEB2014

FO178223 SN
FO178906 JV
—820count 200

FO178223 JY
FO178906 JV

Account 20P0
JO431652 JY
JO431652 JV
JO431652 JY
M5000039 JV

Account 31K0
ITDODOOT JV

Account 6000
ITDODOOT Jv

Account 6020

HGMNL
HGML

Total:

HGNL
HGNL

Total:

JEH

JEH

JFD

Total:

Total:

JFD

Total:

88

31825
34200

88

167560
167560

888

3,351.20

(692.40)
(163.88)
(837.80)

113.03

113.03

20250

202.50

1.50

1.50

38



Report Examples - FNLDST

Ly F

M yR ep 0 I‘tS @ https//myreports.unm.edu/?BIP_REQUEST_TYPE=BIP_RUN&BIP_folder=IBFS%253A%252FWFC%2... | =

myreports.unm.edu FNRLDST - Labor Distributions R'E[H]l't

w L Finance

b L& My Content Report By: Emplovee Name.
> bared Conten . 4 .
e

Wl FERBAYL - Budget Availability Detail and Summary

Ml FGRGLDS - General Ledger Detail and Summary

Wl FGRSABL - Summary of Account Balances in General Ledger
Wl FNRECRT - Effort Certification Status Report

il FNRIFOP - Hierarchies and Index Lookup

L

Ll FNRMETA - Main and Branch Transfers Allocation I
Wl FNRPCRD - PCard Transaction Report

Wl FMRSLEE - Salary Labor Benefits and Encumbrance Report

Labor Distrisetiors—10rg
Labor Distributions - Index
Labor Distributions - Fund

Labor Distributions - Grant

Il FORBAUF - Budget Availability for Unrestricted Funds/Indices | 101120183 |
Il FORDCEL - UAP7000 Defict Compliance and Balance Reports
DS S SETE TR Select type of display output. Use PDF for printing.

Ml FOROLDS - Operating Ledger Detail and Summary
il FORSAI P - Salary Proiectinns Nashhoard For Fyen tives

PDF o PDE ;&r] HTML X] Excel 2000



Report Examples -

FNRLDST THE UNIVERSITY OF HNEW MEXICO
Active Labor Distribution by Employee
100013381 - Fondino, Robert G.

Position: S04263 -

DistY

601000 U044

3U0044

2020 )
2020 00

HSC Facility Planning Cffice
Sr Exec Officer - Finance & Admin

50.00

8784 graa 50.00

258000

3/18/2014

FNLDST

03/25/2014

Labor Dist Labor Dist
FTEY Start Date End Date
100.00 0710172013 1243112099 07012013 121312099
100.00 0710172013 1243172099 070172013 121312099
40



Human Resources Reports - APEX

 EOD 355 class must be taken to gain access to
these reports

* With access, the reports are accessed through
MyReports on the Employee Life tab under
“Reports”, HR Reports



Human Resources Reports - APEX

Welcome Terry E Shoebotham

My Account

Content Layout You are currently logged in.

Home Campus Life Library UNM E-Mail gS0liGEEE NG Finance HSC

I

LoboMail UNM Learn

Human Resources

General Information

* HR Website

EPAF Resource Page

ePAN

OneSource

Salary Structure Table

Standard Timesheet for Staff (PDF)
Standard Timesheet for Staff

Standard Timesheet for Staff (Excel)
Standard Timesheet for Staff - Instructions

Career Development

« Career Development Main Page
« Education and Training

« Career Ladders

SR

LoboWeb For Employees

Mo current announcements.

The University of New Mexico

ey
% LoboWeb
What is LoboWeb?

LoboWeb is the place for employees to view/update personal information, benefits and
deductions, pay information, tax forms and more.

Enter LoboWeb

Due to scheduled backups, LoboWeb is unavailable Saturday 7:00
Am - G030 Am

UNM Business Applications

Transaction and Real-time Query Systen

Internet Native Banner
LoboWeb

LoboAchieve

LoboMart

UNMIobs

Workflow

Reporting

s E-Print
nterpris
HR Reports

ics Reporting (EMR)

| be retired in 5 days, mere inf

« MyReports



Correcting Payroll Errors

Salary can be moved with a PHAREDS Banner
screen completion

This correction can also be done in LoboWeb
self service

Only the employee’s organization can make
the correction

An EPAF can prevent future errors



Income Reconciliation

Look for general reasonableness
07ZZ-Reimbursement Holding
08Z0- Miscellaneous General

Look for amounts in unbudgeted and
previously unused accounts



Income

* Ask questions about unusual entries

* Ask questions about expected entries that are
missing



Example: Correcting Income Accounts

* The following example shows how revenue

can be posted to the wrong account, and must
then be moved.

e S125 was posted via Money List to account
0820 — F&A Cost Recovery General. There is
no budget or prior activity in this account



Correcting Income Accounts

COA Fiscal Year Index
NG
OE S

Organizafon  Account

-

Program Activity Location Period Commit Type
-] & -]
|P222 |GNACTV | (___ | |

0820

Increase (+) or

=
-

| | | 1 |
| | | | | | |

Account  Organization Program Activity Date Type Document Field Amount Decrease (-)
fosz0 523016 P22 08 JAN-2014 ics 0427107 Correcting ML26 F0176  |YTD | 2500 |
- [

<752l 523016 |F'222 |20—DEC—2013 |CLR |FD‘1 76064 |ML25 YTD | 125.00 7=

* S125 was posted to 0820-F&A Cost Recovery
General, via Money List deposit
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Correcting Income Accounts

COA  Fiscal Year Index Organizafon  Account Program Activity Location Commit Type
[T b [T b b - b -
’LT 14 |523593 |3u0032 |523D‘I 6 0820 |P222 |G NACTV | |
Increase (+) or
Account  Organization Program Activitby Date Type Document Field Amount Decrease (-)
<@: 523016 P222 08-JAN-2014 Jca J0427107 Correcting ML26 FO176 |YTD [125.00 =
|E*E‘2D |5230‘15 p222 20-DEC-2012 CLR FO176064 ML26 |YTD 125.00 ’T

e S125 was removed from this account
(Reconcilement Correction) via J0427107

-

—



In Summary

Expense in each index should be reconciled

monthly

Errors should be corrected

Income should be looked'

at for reasonableness
Obvious income errors
should be corrected

IF THE ToTAL's

THING wWRoNG 2

ACCOLNTS

WRONG | 15 THE WHOLE
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The Handout

e The Reconciliation LEARN handout is in four
sections

— Section 1 covers the basics, and basic organization

— Section 2 covers Intermediate items, such as Banner
screens and MyReports to use in greater detail

— Section 3 covers advanced topics such as payroll
reconciliation and revenue reconciliation

— Section 4 is an Appendix. It includes frequently used
Banner screens, Document Rule Class Code
descriptions, current batch header reference list,
reconciliation reports, and other helpful information



3/18/2014 52



