SITYor
EIAWARE..

UD FINANCIALS JOB AID

Purpose Reconciliation

MAY 7, 2021
UNIVERSITY OF DELAWARE



IVERSITYor
FIAWARE

UD Financials Job Aid
Purpose Reconciliation

May 7, 2021

Contents
U o Yo 1Y I i o] « 17\ o [P USRS 2
2T oo T Lol =T T TP PRROPRTP 2
Assignment of recoONCIlIation UE .......eiiiiiiiii e ree s 2
Navigating to the WOrKDENCH ... ....eii e et e e bre e e e ees 3
Option #1: Access through €mail.........ooouuiiiiiiii e et rre e e e nes 3
Option #2: Navigate through PeopIESOTt.......cuiiiiiee e e e 4
Using Workbench for the first time ..o s 5
Uploading the reconciliation to the Workbench ..o 7
Attaching the reconciliation tEMPIALE ......c.viii i e et e e e et e e e e araeas 9
Submitting the reconciliation fOr APProVal..........oociiii e e 11
ReCONCIIAtioN dENTal.....ccuiiiiee et ettt s be e e sb e e saa e s b e e s bee e sareeenees 12
[DT=T ok g gL LY o o] 0 )V =T P PUPPRPPRE 13
Approving, denying, and adding comments to a reconciliation ..........cccoccveeieciiie e, 14



IVERSITY or

EIAWARE

Purpose of Job Aid

The purpose of this job aid is to assist Reconcilers in uploading completed asset and liability
reconciliations to the PeopleSoft Workbench. It also details how Department Approvers and Final
Approvers review the uploaded reconciliations and approve, add comments, and deny/send back to the
Reconciler for updates.

Before using this job aid, the Reconciler must first reconcile their assigned purpose code(s) or group of
purpose codes. See the Asset & Liability Reconciliations General Instructions for directions on how to
perform a reconciliation. Before uploading the completed reconciliation, be sure to transfer the
necessary data and backup to the Reconciliation Template. Reconciler and Approver assignments can be
found on the Master List of Purpose Reconciliations.

Once the reconciliation is complete, follow the steps below to upload the reconciliation to the
PeopleSoft Workbench. From the Workbench, the Controller’s Office will review the reconciliation and
reach out with any questions. This process will help the University ensure the accuracy of the asset and
liability information reported in the University’s financial systems and in our annual financial
statements.

Reconcilers

Reconcilers perform reconciliations on asset or liability purpose codes which have a balance at period
end or activity within the period ended.

Assignment of reconciliation due

The purpose reconciliation process begins with the Controller’s Office generating an email similar to
those below, alerting the Reconciler that they have one or more reconciliations due soon.

Sample Reconciliation Notification Email (single reconciliations):

—————— Forwarded message —--—-———
From: <assetliabilityrec@udel.edu=
Date: Wed, Feb 28, 2020 at 12:23 PM
Subject: Assigned Reconciliation(s)

To: markf@udel.edu

A Reconciliation has been assignad to you for the purpose(s):
L1EDET PR DEPT BUDGET TABLE SUSPENSE

LLEEDT PR EARM/DEDUCT/TAX TABL SUSP

L1ESPP COMPUTER SUSPEMSE PAYROLL

Flease complete the reconciliation and supply backup documentation by the assigned due date.
Link to Workbench:
https://udfindev.ead.udel.edu:4460/psc/FIDEV/EMPLOYEE/ERP/c/FIN REPORTING.GLREN WE.GBEL?Page

=GLRN WBE&Action=



https://sites.udel.edu/vpfinance/asset-liability-reconciliations/
https://sites.udel.edu/vpfinance/asset-liability-reconciliations/
https://sites.udel.edu/vpfinance/asset-liability-reconciliations/

IVERSITY or

EIAWARE

Sample Reconciliation Notification Email (grouped reconciliations):

—-—-Original Message-—-

From: assetliabilityrec@udel.edu [mailto:assetliabilityrec@udel.edu]
Sent: Tuesday, March 27, 2020 4:18 PM

To: Dillon, Heather <hdillon@udel.edu=

Subject: Assigned Reconciliation(s)

A Reconciliation has been assigned to you for the group(s):
G_MNORTHERM_ENDOW GROUPED-NORTHERN ENDOW

Please complete the reconciliation and supply backup documentation by the assigned due date.

Link to Workbench:

https://udfindev.ead.udel.edu:4470/psc/FITST/EMPLOYEE/ERP/c/FIN REPORTING.GLRN WEB.GBL?Page
=GLRN WB&Action=

Navigating to the Workbench
Reconcilers can navigate to the Workbench to perform the reconciliation in two ways:

e Option #1 by first logging into PeopleSoft in their default web browser and then clicking on the
link in the email; or
e Option #2 by logging into PeopleSoft and following the steps to navigate to the Workbench.

Option #1: Access through email
e First, log into PeopleSoft (FiPRD). Important: this must be done in your system’s default web
browser.

e Then, go back to your email and click the link provided in the email (see example above). This
will take you directly to the Workbench:

Workbench

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Search Criteria

Search by:  Inquiry Name begins with

Search Advanced Search

Find an Existing Value | Add a New Value

e Verify your browser permits pop-ups to avoid an error message
e Proceed to Uploading the reconciliation in Workbench
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Option #2: Navigate through PeopleSoft
e lLoginto PeopleSoft and click:
1. The navigation bar
2. Navigator

3. General Ledger 1
¥ Financials Home /ﬁ\ Q\ -
My Favorites UDEL Home UDataGlance NavBar: Navigator a.
-
oF ASG Adapter >
WARE. UDataGlance
senenipiices UD Processes >
Supplier Contracts >
Report Manager Query Manager DD
Customers >
:! . = Q E Services Procurement >
Navigator
= Billing >
Query Viewer AWEQS Accounts Receivable >
7 Accounts Payable 5
My Pref
y Preferences Asset Management >
General Ledger @
Classic Home

e From here, click Perform Reconciliation:
» Financials Home

My Favorites UDataGlance

NavBar: Navigator #

S 4=  General Ledger *
* UDataGlance .
Recent Places Journals ’

Perform Reconciliation <:

Renart Mananar Quary Mananar

e Click Workbench:

» Financials Home

UDEL Home UDataGlance

UDataGlance

Query Manager

NavBar: Navigator #

= Perform Reconciliation ?

Recent Places Configurations

Reconciliation Rule

Web Forms Report Manager

e Reconciliation Set

E Assignments
Navigator
Workbench <:

v

-5




Using Workbench for the first time
e The first time you use Workbench, you will need to click Add a New Value from the Workbench.

Workbench

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value | Add a New Value <:

Search Criteria

Search by Inquiry Name begins with

Search | Advanced Search

Find an Existing Value | Add a New Value

e You can name the inquiry whatever you’d like. This example is called RECS.
° Click Add

Werkbench

Eind an Existing Value Add a New Value

Inquiry Name RECS

Find an Existing Value | Add a New Value

e This will take you to the Reconciliation Workbench:

Reconciliation Workbench

Inquiry Name RECS
Search Criteria
Status and Dates
Status ‘Newﬂ\ssigned ~ As of Date From 01/01/2020 [{] To (021212021 |
[ Past Due Due Date From E1l To [&H
Rule and Options Assignments
Reconciliation Set Q Search All Columns for absmith Q
Reconciliation Rule Q Administrator Q
F
requency Reconciler (e}
[l adnoc Recon Oacross BU
Department Approver Q.
Ledger Group Q Ledger Q
Comment Final Approver (e}
Required for Sarbanes-Oxley QU
Business Unit @, Assignment Level ~
Personalize | Find | (2
Purpose Purpose Hode
a a
Search Save Search
Miselect Al Dpesetect Al Acion[ ][ e Save Changes
Reconciliations Personalize | Find | £ B First ‘4 10f1 '* Last
Chartfields Work Reconciliation Assignments
Select Due Date Reconciliation Status Reason Business Unit  As of Date Purpose Book Code Start Date Complete Date
g
[&F Return to Search | |[] Notify [Eh Add U
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e From here you define your search, by date range, status, reconciler, approver, etc.
e Once you have defined your search click the Save Search button
o You do not need to repeat this step in the future
e Click Search to find your current reconciliations.
e The next time you return to the workbench, rather than repeating the “Using Workbench for the
First Time” steps, simply click the Search button and it will either take you directly to the
Workbench, or the name RECS will appear as a choice:

< Reporting Home

Workbench

Enter any information you have and click Search. Leave fields blank for a list of al values.

Find an Existing Value || Add aNew Value

Search Criteria

Search by: - Inuiry Name begins vitn |

Search | Advanced Search

Search Results

Viewal Fist @ 1202 @ Last
Inquiry Name

RECS

TEST

Find an Existing Value | Add a New Value

T AQY : ¢l

New Window | Help

e Proceed to Uploading the reconciliation in Workbench




IVERSITY or

EIAWARE

Uploading the reconciliation to the Workbench
From the Workbench, update the search parameters to locate your reconciliation(s):
Reconciliation Workbench

Inquiry Name RECS
Search Criteria

Status and Dates

|I>| NewlAssigned - As of Date Erom [01/0112020 |i5) To 021122021 |5 <Z|
[Jpast Due Due Date From [ To [3

Rule and Options Assignments

Reconciliation Set (&} Search All Columns for absmith <1| aQ
Reconciliation Rule Q Administrator a
Frequenc
q ¥ Reconciler Q,
[ adhoc Recon O across BU
Department Approver QL
Ledger Group Q Ledger Q
Comment Final Approver aQ,
Required for Sarbanes-Oxley QL
Business Unit C,  Assignment Level w
Personalize | Find | (2
Purpose Purpose Node
Q Q
|I> Search Save Search
¥ select Al CDeselect All Acton[ ]| 6o STEChmoes
Reconciliations Personalize | Fing | 2| 4 First ‘4 10f1 & Last
Chartfields Work Reconciliation Assignments
Select Due Date Reconciliation Status Reason Business Unit  As of Date Purpose Book Code Start Date Complete Date
1O
[&h Retun to Search  |[=] Notify [Ek Add pdate/Displa

1. Select the status: if this is a newly assigned reconciliation, select New/Assigned. To find a
previous reconciliation or one in progress, select the correct option from the drop-down menu.

2. Select the date range: In the As of Date boxes, select a wide enough date range to cover the
time period for the reconciliation. For example, if on April 15 you are assigned a monthly
reconciliation for March, select the date range of 03/01/2021 to 03/31/2021.

3. Assignments: To see assignments for yourself or another person, enter their UD ID in the Search
All Columns for box.

4. Click Search and the following screen appears. This is the list of reconciliations that meet your
criteria. These are the reconciliations that you need to complete.
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< Employse Seif Service

= bty i Adi || F] Updamiisgiay

Click the tab for Work Reconciliation under the Reconciliations caption and the following screen
appears:

< Employee Self Service

New Window | Help | Personalize Page

Reconciliation Workbench

Inquiry Name RECS

Search Criteria
Search Save Search
@select AlTpes) Action ][ Go ave Ghanges
Reconciliations Findwd 5 34401344 O Last
Chartrelds || Work Reconciliation || Assignments

Select Recon Set Recon Rule Instructions Expected Amount  Calcuiated Amount Base Amount Period End Date Colcuste  Comments  Atiachments

1 MONTHLY ATTOO-1743_OPER Instructions 538691406 USD 538691406 USD 021282018 Calculate Comments  Attachments

2 MONTHLY A1CACD-ACHDISBURSE Instructions usD USD 02282018 Calculate Comments  Attachments

3 MONTHLY A1CACH-ACHWEBPYMTS Instructions: usD USD 021282018 Calculate Comments Attachments

4 MONTHLY A1CDSE-UNIV_DISBURSE Instructions -130,385.89 USD -130,385.80 USD 022812018 Calculate Comments  Attachments

5 MONTHLY AICFED-FEDERALFUNDS Instructions usp UsD 02282018 Calculate Comments  Attachments

6 MONTHLY A1CGPC-GENPETTYCASH Instructions. 53,415.00 USD 53,415.00 USD 0212812018 Calculate Comments Attachments

7 MONTHLY AICIHT-JPM_1743_DISB Instructions 16,294.41 USD 1629441 USD 021282018 Calculate Comments  Attachments

8 MONTHLY A1CIAP-JPM_CONT_DISB Instructions 1,630,098 54 USD -1,630,098.54 USD 021282018 Calculate Comments  Attachments

9 MONTHLY A1CJDA-JPMDEPACCT Instructions. 022812018 Calculate Comments Attachments

10 MONTHLY AICIPM-JPM_AP_FND Instructions 7201,83401 USD 720193401 USD 021282018 Calculate Comments  Attachments

B MONTHLY A1CITO-JPMTREASOPS Instructions 02282018 Calculate Comments  Attachments

12 MONTHLY A1CMCM-CITIZEN_CC Instructions. 80,677.68 USD 80,677.68 USD 0212812018 Calculate Comments Attachments

3 MONTHLY ATCME1-GEN_OP_CITIZE Instructions 130.724.33 USD 13072433 USD 0212812018 Calculate Comments  Attachments

" MONTHLY ATCNSLNSL_MM_ACCT_2 Instructions 258,055.72 USD 25805572 USD 021282018 Calculate Comments  Attachments

15 MONTHLY A1CPEK-PERK_MM_ACCT2 Instructions. 374897521 USD 374897521 USD 0212812018 Calculate Comments Attachments .
& Retum fo Search_| I Natiy B Add_] [ UpdateiDispia

1. Instructions contains a link to the Controller’s Office web page, which has links to the
instructions for reconciliations and other helpful documents

2. The Calculated Amount is the number that should match your reconciliation. Contact the
Controller’s office (assetliabilityrec@udel.edu) if this balance is blank or is not accurate.

3. Do not click the Calculate button

4. Add comments or helpful information such as the password to supporting documentation via
the Comments button for that reconciliation

5. See the directions below for attaching files to each reconciliation


https://sites.udel.edu/vpfinance/asset-liability-reconciliations/
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Attaching the reconciliation template
The reconciliation template and all supporting documentation must be attached to the reconciliation for
it to be complete. For questions on required attachments, please refer to the General Instructions.

e To attach a supporting file to the reconciliation, click the Attachments button (#5 in the previous
screenshot). The following screen will appear:

Work Reconciliation

Help
Recon Rule A11XXX-1743_OPER Unit UCDO1 AsofDate 02/28/2018  Recon Set MONTHLY Seq 1
Attachments Personalize | Find | @l e First ‘4’ 10f1 %/ Last
Attachment Filename Description Add User Date/Time Stamp

; §<:] =

Save

e Click the Paperclip under Add and you will be asked to choose your file from a directory
e Click Choose File

< Workbench Workbench ® Q - @

New Window | Help | Personalize Page

Work Reconciliation
ReconRule L1ACOM-COMP_AB_VACA Unit UOD01 Asof Date 03/31/2020 Recon Set QUARTERLY_GA Seq 1

Aftachments Personalize | Find | (0| B§  First (4 1of1 & Last

Attachment Filename. Description Add  User DatelTime Stamp.

& =
# File Attachment

| sae | Help
Choose File | No file chosen

Upload | | Cancel

e Choose the reconciliation template file you completed for this purpose reconciliation. Click the
Open button and then the Upload button. The file is now added to the reconciliation.

Work Reconciliation
Help

Recon Rule A11XXX-1743_OFER Unit UoD01  As of Date 02/28/2018  Recon Set MONTHLY Seq 1

Attachments Personalize | Find | (2| =] First ‘4" 10f1 ‘2 Last

Attachment Filename Description View  User DatefTime Stamp

Accrued_Vacation_6-30-17 xIs Accrued Vacation <:] j
= {==

Save

e Enter the Description here. IMPORTANT: there MUST be a description in this field, otherwise the
Reviewers will not be able to view the attachment (due to a bug with the system). Please include
a description for every attachment.
e If you have multiple files to attach, click the Plus button to add another line for the next
attachment and repeat the process.
9
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< Employee Self Service
New Window | Help | Personal

Reconciliation Workbench

Inquiry Name RECS
) Search Criteria
| seacn || SavesSearcn

Fiseect alCIpssetect A Action +][Fes [ save Changes
Reconciliations Personaiize | Find (0] B First (47 1001 & Last
Chartrelds || Work Reconciliation || Assignments

Select Recon set Recon Rule. Instructions Expected Amount Calculated Amount Base Amount Period End Date Calculate  Comments Attachments

1

Work Reconciliation
G Retum to Search | ¥ P Help

Recon Rule L1ACOM-COMP_AB_VACA Unit UODO1 As of Date 021282018 Recon Set QUARTERLY Seq 1

Attachments personaize | Find | 20| B First & 1011 ) Last

View  User DatefTime Stamp

Attschment Fiename Description
1 R04-Calculation_of_Compensated_Absences_Liabilty_for_FY17 xisx [Accrued Vacation o 2018 10:16:10AM =
+

e To view the attachments, click on the magnifying glass and the attachment will appear at the
bottom of the page

e You can click on the attachment and view the file to confirm the support is appropriate

e C(Click the Save button to complete

e Once the attachments and comments have been added and the support equals the balance in
the Calculated Amount column, you may submit the reconciliation for approval

10



Submitting the reconciliation for approval

To submit the reconciliation for approval, check the Select box for the reconciliation to be submitted. Go
to the Action box and from the drop-down menu select submit for approval. Click the Go button.

< Employee Self Service

Reconciliation Workbench

Inquiry Name RECS
Search Criteria

®iselect AIDpeselect Al
Reconciliations
Chartfields || Work Reconciliation

Select Recon Set

G Retum to Search | 1] Notiy

If you have reason to believe your reconciliation should be canceled or deleted, please contact the

Search Save Search

Action v

ignments

Recon Rule
ATXXX-1743_OPER
ATCACD-ACHDISBURSE
ACACH-ACHWEEPYMTS
ATCDSB-UNIV_DISBURSE
ATCFED-FEDERALFUNDS
AICGPC-GENPETTYCASH
ACIT-JPM_1743_DISE
ATCIAP-JPM_CONT_DISB
ATCIDAPMDEPACCT
ATCIPMLIPM_AP_FND
ATCITO-PMTREASOPS
ATCMCNLOITIZEN_CC
ATCME1-GEN_OP_CITIZE
ATCNSLNSL_MM_ACCT_2

ATICPEK-PERK_MM_ACCT2

Save Changes

Instructions.
Instructions
Instructions
Instructions
Instructions
Instructions
Instructions
Instructions
Instructions
Instructions
Instructions
Instructions
Instructions
Instructions
Instructions

Instructions.

Expected Amount Calculated Amount

5,386,014.06 USD

usp

usp

-139,385.89 USD

usp

53,415.00 USD

16,204.41 USD

1,639,998.54 USD

7,201,934.01 USD

80,677.68 USD

139.724.33 USD

256,055.72 USD

3,748,075.21 USD

Controller’s Office (assetliabilityrec@udel.edu).

Base Amount

5,386,014.06 USD

-139,385.89 USD

usp

53,415.00 USD

16,204.41 USD

1,639,998.54 USD

7,201,934.01 USD

80,677.68 USD

139.724.33 USD

258,055.72 USD

3,748,975.21 USD

11

Period End Date

02282018

02282018

02282018

02282018

02282018

02282018

02282018

02282018

02282018

02282018

02282018

02282018

02282018

02282018

02282018

Personaze | Find | 2] B

Calculate

Calculate

Calculate

Calculate

Calculate

Calculate

Calculate

Calculate

Calculate

Calculate

Calculate

Calculate

Calculate

Calculate

Calculate

Calculate

Comments

Comments

Comments

Comments

Comments

Comments

Comments

Comments

Comments

Comments

Comments

Comments

Comments

Comments

Comments

Comments

Fist 4 134401344 (2 Last

Attachments
Attachments
Attachments
Attachments
Attachments
Attachments
Attachments
Attachments
Attachments
Attachments
Attachments
Attachments
Attachments
Attachments
Attachments
Attachments

[ Add
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Reconciliation denial

If your reconciliation is denied for any reason, you will receive an email stating that the reconciliation
has been denied:

rec@udel.edu Kirby, Joseph
Reconciliation Approval is Denied for Recon Rule LZHSG3-RENTAL_HOUS

Your reconciliation has been denied.

Reconciliation Rule: L2HSG3-RENTAL_HOUS

As Of Date: 2017-12-31

Link: https://udfindev.ead.udel edu:4490/psp/Fi
1&SEQUENCE NBR 9-1&

EMPLOYEE/ERP/c/EOAWMA MAIN FLEOAWNMA MAIN FLGBL?Page=EOAWMA TXNHDTL FLEACtion=U&GLRN SET=PILOT2&GLRN RULE=L2HSG3-RENTAL HOUSRBUSINESS UNIT=UODO1&AS OF DATE=2017-12-

Log into PeopleSoft in your default browser, then click the link from the email to be directed to the
Approval Screen:

RENTAL HOUSING DEPOSITS

FYTD Current Totals w/iBal Fwd -55,781.22 USD

() Denied on 04/25/201

Workbench
Summary
Reconciliation Set PILOT2 Reconciliation Rule L2HSG3-RENTAL_HOUS
Business Unit UOD01 As of Date 12/31/17
Base Amount -55781.22 USD Period End Date 12/31/17
Expected Amount 0.00 USD Due Date 01/25/18
¥ ChartFields
Purpose L2HSG3
w Attachments
View Attachments (2) >
Approver Comments

:>Approva\ Chain >

View the Approver’s comments for the denied reconciliation by clicking Approval Chain:

< Approvals History GL Reconciliation

G_NT_BONDS
FYTD Current Totals wiBal Fwd 73,113 42965 USD Approval Chain x
© Denied on 04116/2020 J Recon Approver From Record t
Workbench Recon Set MONTHLY GA, Recon Rule
» G_NT_BONDS, Unit UODO01, As Of Date 2020~
Summary b 0729, Sequence 1 Denied
Reconciliation Set MONTHLY_GA ~ Comments INDS

Busil Unit UODO1
Hsiness ta Ligamerl, Alan at 1416720 - 11:53 AW e e b
arey, | think you have the wrong statement attached to support this balance.
Base Amount 73,113.429.65 USD Plheaske attach the correct one and resubmit
Expected Amount 0.00 USD anks

 ChartField Nodes

Assignment Value 1 G_NT_BONDS

~ Attachments
View Attachments (1) > ]
Approval Chain > ]

e After reviewing, close the window and return to the Workbench by clicking on the link in the
upper left above the summary caption

e Make the necessary corrections and resubmit for approval

12
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Depa rtment Approvers

When the reconciliation is submitted to the Approver, an email will be sent with a link to the GL
Reconciliation page. Log into PeopleSoft (FiPRD) in your default browser and click the link from the
email. Or, navigate to the GL Reconciliation page by clicking the Approvals tile in PeopleSoft (which will
have to be added to your screen the first time you use it).

B Universinpot Delawane 1 [} Wb Forme In Basker x| o

eniTe. Wy PrimarySchosi [Ny @ LunchWorks [) Scheoiogy 1) Cogror @ (80Pmterest [ 502 Test

~ Employee Self Service

You will see the Pending Approvals screen. Select a reconciliation and review the attachments and
comments which support the Calculated Amount. The Approver can choose to approve or deny the
submission and add comments to explain why the submission was not approved.

GL Reconcliation 1 GL Reconciistion COMPENSATED ABSENCES-VACATION / L1IACOM - QUARTERLY | LIACOM-COMP_AB_VACA Routed
1938086400 UISD UODO1 1 022818 Ligamen, Alan 03132018
« (= dfindevead udeledi L « O @
e akavirka % THST W Seoity [ UlwisGarcermst . B Amarc Meiener (& (@ wrwersty [ Govu Te e Pemary Schou | e LonchWorls [} Schociogy [) Cogros @) (180 Prierest [ #3827

To view attachments, first click View Attachments and the following screen appears:

View Attachments ¥

Recon Set PILOT2
Recon Rule LZHSGI-RENTAL_HOUS
Business Unit LUOD01

As of Date 0273172018

+ Comment

Sequence Attached File Description Entered by
1 @j? Won_Residential Rental_Property UMW 112304 xisx Kirbwy Jr, Joseph Robert

13
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e Click the name of the attached file and the file appears in the lower left side of the screen:

GL Reconciliation T e
RENTAL HOUSING DEPOSITS
FYTD Curent Totals wBal Fud 4731889 USD
@ Approved on 041252018
Workbench
ey View Attachments x
Reconcilation Set PILOT2 econ Set. PILOT2
Business Uit UODOT Recon Rule L2HSG3RENTAL_HOUS
Base Amount -47,318.89 USI Business Unit UODO1
Expecied Amount 000 USD As of Date 03312018
v ChartFields
Purpose L2HSG3 - Comment
 Attachments
Sequence  Attached File Description  Entered by
View Atachments (1) E$ 1 @ Non Residental Rental Property UNVTIZ3040% Kiby . Joseph Robert
Approver Comments
4
Approval Chain >

e C(Click the file and review the support for the Calculated Amount.
e Exit the View Attachments window to return to the GL Reconciliation screen.

Approving, denying, and adding comments to a reconciliation

If the file accurately supports the balance in the General Ledger and there are no other questions or
concerns with the reconciliation, click the Green Approve button on the GL Reconciliation screen. Type
any comments in the Approver Comments box before or after clicking the Approve button. Once the
Approver submits the approved reconciliation, the reconciliation moves to the Controller’s Office for
final approval.

If the file does not accurately support the balance in the General Ledger or there are any questions or
concerns, deny the reconciliation to send it back to the Reconciler for updates. Type any comments in
the Approver Comments box explaining the reason the reconciliation is being denied and then click the
Deny button to send it back to the Reconciler for correction and resubmission.

Note: if there appear to be missing attachments, it may be due to a known issue where all attachments
must be given a description by the Reconciler. If attachments are missing, deny the reconciliation and
request that the Reconciler re-attach the attachments along with a description for each and resubmit.

< Pending Approvals GL Reconciliation aQw e
ADVANCEFEDSTULOAN
FYTD Current Totals wiBal Fwd 1317056592 USD EERRIRN Oy | Pushback
Summary
Reconc et QUARTERLY_GA Reconciliation Rule L1AFED-FED_STU_LOAN
Bu: it UODO1 AsofDate 123118

Base Amount -13,17056592 USD Period End Date 12/31/18
Expected Amount 000 USD Due Date 01725119

Reconciliation Comments

Line  Comment Entered by Entered
2 Attached s what | complete at year end using the trial balance report. What other information would you fike provided. | normally do not contact Student financials for ths entry. Bond, Deneka 123118
i testing Bond, Deneka 123118

~ ChartFields

Purpose L1AFED

~ Attachments

View Attachments (2) >

Approver Comments

Approval Chain >

14
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