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2.11.1 Automatic Reconciliation Process

Prerequisite: Bank statement file loaded from bank.

Concept:
The State of Georgia will support automatic and manual Bank Reconciliation methods of

PeopleSoft. Bank Reconciliation is the process by which your cash transactions are reconciled with
the bank’s records for a specific bank account. Each agency must choose either automatic or
manual reconciliation method for each of their bank accounts. Once the agency has received their
bank statement or is familiar with their banking cycle for each month, the agency will initiate the
PeopleSoft bank reconciliation process.

Additional
Information

The following instructions contain sample data. Always use your own data when using
these instructions.
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Procedure

Scenario:

You have received your monthly bank statement and need to reconcile the account. You must
verify that the statement has been loaded into PeopleSoft and you will need to run the process.

Note: Before performing the Automatic Reconciliation process, you must obtain the following
reports or queries. Use the query version if you wish to export the data to Excel.

1. Account Register Report, which lists all PS payment activity processed for a specific bank
account. (Crystal Report FIN4004 or Query FIN3004)

2. Bank Statement, which lists bank transactions loaded into PS. (Crystal Report FIN4000 or
Query FIN3000)
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Action
Step
1. Click the Banking link.
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Action
Step
2. Click the Reconcile Statements link.

[Recancile Statements]
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Action
Step

Click the Manual Reconciliation link.

3. [anual Reconciliation]
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Action

Step
4, The Manual Reconciliation page enables users to manually reconcile transactions
such as System checks, Manual checks, Wire transfers, EFT payments and
Deposits. The Account Register Report can also be obtained from the Manual
Reconciliation page.

Press [Enter] to continue.
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Action
Step

Click in the Bank ID field.

[
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Action
Step

The Bank ID is the bank's routing number. Enter the appropriate information
into the Bank 1D field.

Type 061 (to enter 061000104)

Tip: For this exercise, the complete field value will auto-populate once you
type in the specific text.
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Action
Step

Click in the Account # field.

7. [ ]
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Action
Step

Enter the appropriate information into the Account # field.

8. Type X88 (to enter X8800000534). This is a sample account number used for
training purposes.

Tip: For this exercise, the complete field value will auto-populate once you type in
the specific text.
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Action
Step
9. Click in the From Date field.

[ ]
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Action
Step

10.

Enter the appropriate information into the From Date field.
Type 09/ (to enter 09/01/2009)

Tip: For this exercise, the complete field value will auto-populate once you type
in the specific text.
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Action
Step
11. Click in the Thru Date field.

[ |
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Action
Step
12. Enter the appropriate information into the Thru Date field.

Type 09/ (to enter 09/30/2009)

Tip: For this exercise, the complete field value will auto-populate once you type
in the specific text.
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[> Bank Statements
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— Reconciliation Manager —
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— Process Reconciliation Select Reconciliation Date Status Reference W % Method Source Status  Detail
— Automnatic Reconciliation I —
— Semi-Manual
Reconciliation
Selec il [ Clear 1
— Run Recon Data L oad 1
[+ Analyze Exceptions
[ Reports Reconcile | Account Register Report | Process Monitor )
> Cash Management Return to Reconcile Statements
[» Commitment Control
> General Ledger [=] Notify |
[ Allocations
[ Set Up Financials/Supply
Chain

[> Tree Manager

[- Reporting Tools

[- PeopleTools

[> Fund Source Distribution
— Change My Password

— My Personalizations

— My Systemn Profile

— My Dictionary -|4 | _>|

| [ [ [ [ @ mtermet [®io -

Action
Step

13. The Status must be 'Unreconciled' in order to receive a list of all unreconciled
payments.

Press [Enter] to continue.
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Reconciliation
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[ Commitment Contral

[» General Ledger El““t‘le

[> Allocations

[» Set Up Financials/Supply
Chain

[ Tree Manager

[ Reporting Tools

[ PeopleTools
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| ,—l_l_l_l_l_@ Internet |’:§-‘g100% T 4

Total Transaction Amount: 0.00 UsD

Action
Step
14. Click the Search button.

| Search I
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Step | Action
15.

If the bank account is defined as Automatic Reconciliation and the account is
displayed by the Manual Reconciliation page, you will receive a warning.
Click the OK button.
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[> Custom Accounts Payable
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Step Action

16. Click the right scroll bar to view the bottom portion of this page.
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— Run Recon Data Load [~ |1om52009 [ UNR 0001323360 09/022008 50,000.00 CHK AP Paid Check
[> Analyze Exceptions
I Reports ™ [1oM52009 [ UNR 0001323361 09/0212009 2307920 CHK AP Paid Check
[» Cash Management
b Commnme% Control [ [1oms2009 [  UNR 0001323362 09/0212009 21000 CHK AP Paid Check
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Step Action
17. Click the Account Register Report button to view and print the Account Register.

I Account Register Report |
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Action
Step
18. Click the OK button.

o ]
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Action
Step
19. Click the Process Monitor link to view the report.

Process Monito
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Process

User Run Date/Time Run Status
Hame

Step | Action

20. Click the Refresh button until the Run Status is 'Success' and the Distribution Status is
'Posted'.
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[» Tree Manager

[> Reporting Tools

[- PeopleTools
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Go back to Manual Reconciliation

Process List | Server List

Action
Step

21.a | Click the Details link to view or print the Account Register.

21.b | Click the View Log/Trace link

21.c | Clickthe FIN4004- XXXX.PDF link to Open the Account Register

Press [Enter] to continue.
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S

Action
Step

22, In order to view and print the Bank Statement and run the Automatic

Reconciliation process, click the Automatic Reconciliation link.

Eutumatic Hecr]nmliaﬁon]
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+ Reconcile Statements
— Reconciliation Manager Select BankID Account # Statement ID As Of Date Trans Reconciled Cycle Status Exceptions

— Process Reconciliation

— Automatic Reconciliation Select Al

— Semi-Manual O Cieara
Reconciliation : lﬁ
~ Manual Recandiliation MI m Reports: | Exceptions Run Report | process Woniter
— Run Recon Data Load =1 Notity
[ Analyze Exceptions —I
[» Reports

[» Cash Management

I» Commitment Contral

[» General Ledger

[> Allocations

[- Set Up Financials/Supply
Chain

I Tree Manager

[» Reporting Tools

[» PeopleTools

[> Fund Source Distribution
— Change My Password

— Ly Personalizations

— My System Profile

— My Dictionary -

| T T T T [@nteme HL00% - g

Action
Step
23. Automatic reconciliation can only be performed after the bank files have been

loaded into the PeopleSoft system. Only System checks, Manual checks, and
Express checks can be automatically reconciled.

Press [Enter] to continue.
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/= Automatic Reconciliation - Windows Internet Explorer =] x|
5\—\:} - IE, https:Ijsamfntst.stata.ga.usJ‘pspjfscmtst)’EMPLO\"EE,l’ERP,l’c;’PROCESS_BANK_STATEMENT.BNK_RCN_C\"C_STS.GBL7Fnch & |‘T|| X | IHyperinn |p v|
J File Edit View Favorites Tools Help JL\nks »

T dr @Autnmatit Reconciliation J @ @ EQ @ @Tgols © .:_—JrEage @ -7
™

é{@"

[ Services Procurement
[> Sourcing

[+ Accounts Receivable i Mot
[+ Accounts Payable Automatic Reconciliation
[» Custom Accounts Payable
[> Salary Travel Per Diem

[» Asset Management Bank ID: Ib51000104 S Account#: IBEUUUUU534 Q
= Banking

1> Banks and Branches *Date: |statement As OfDate x| From: [10i12r2008 [0 Thru: 10/15/2000 5]  Search

[> Bank Accounts
[ Bank Statements Bank Statements i First [ 10f1 ™
= Reconcile Statements . "

— Reconciliation Manager Select Bank ID Account # Statement|D  As Of Date Trans Reconciled Cycle Status Exceptions

— Process Reconciliation

— Automatic Reconciliation SelectAll [ Clear Al

— Semi-Manual

_ 7ﬁgﬁzgfllpl\ztég:ciliation MI m Reports: | Exceptions vl Run Report | Process Monitor
— Run Recon Data | oad
[> Analyze Exceptions ml
[- Reports
[> Cash Management
[> Commitment Control
[> General Ledger
[+ Allocations
[+ Set Up Financials/Supply
Chain
[> Tree Manager
[» Reporiing Tools
[- PeopleTools
[ Fund Source Distribution
— Change My Password
— My Personalizations
— My System Profile
— My Dictionary

| T[T [T [ e mteme A0 v g

FSCMTST

Add to Favorites Sign out

New Window | Help | Customize Page | &,

4]

Action
Step

24. If navigating from the Manual Reconciliation page, the Bank ID (routing number)
and Account # fields will automatically populate.

Press [Enter] to continue.
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/2 automatic Reconciliation - Windows Internet Explorer - |ﬂ|5|
6\::: | https: [jsaofntst. state. ga. usfpspfscmtst EMPLOVEE/ERPYc/PROCESS_BhK _STATEMENT,BNK_RCN_CvC_STS.GBL7Foi 7| 24 ||# || X | [Hyperion |2~
J File Edit VWiew Favoribkes Tools  Help JLinks 5
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i:f e @ Automatic Reconciliation

E egrocuremen! ;I

[> Services Procurement
[» Sourcing

[> Accounts Receivable : T
I Accounts Payable Automatic Reconciliation
I» Custom Accounts Payable
[ Salary Travel Per Diem

|» Asset Management Bank ID: |b51000'|04 S Account# |3500000534 Q

[~ Bankin
r Bankga and Branches *Date: [StatementAs OfDate -] From: [10ra2000 5 Thru 101512009 5 ﬂl
[> Bank Accounts
[» Bank Statements
= Reconcile Statements
— Reconciliation Manager
— Process Reconciliation

— Automatic Reconciliation selectay [0 Clear Al
Reconciliation . lﬁ
- Manual Reconciliation MI m Reports: | Exceptions Run Report | Process Monitor

FSCMTST

Add to Favorites Sign out

New Window | Help | Customize Page | /&,

Bank Statements

Select BankID Accoun

Statement ID As Of Date Trans Reconciled Cycle Status Exceptions

— Run Recon Data Load [=] Hotify
[ Analyze Exceptions —I
[ Reports

[ Cash Management

[» Commitment Control

[> General Ledger

[ Allocations

[ Set Up Financials/Supply
Chain

| Tree Manager

[» Reporting Tools

I» PeopleTools

[» Fund Source Distribution

— Change My Password

— My Personalizations

— My Systemn Profile

— My Dictionary -

I T T[T [ mnterme =00% - .

Action
Step
25. Click in the drop down for the *Date field.

Statement As Of Date j
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Automatic Recol ion - Windows Internet Explorer =121 x|
5\3 - |g, https:j,l’sanfntst.state‘ga.usfpsp,ifscmtstJ‘EMPLOYEE,fERP,l’c,l’PROCESS_BANK_STATEMENT.BNK_RCN_C\"C_STS.GBL?Fnch 5 |‘"H X | IHyper\nn |p '|
J File Edit Wew Favorkes Tools Help JLinks >

i:f '1'% @ Automatic Reconciliation

£

[+ Services Procurement
[» Sourcing

[+ Accounts Receivable M P
- Accounts Payable Automatic Reconciliation

[- Custom Accounts Payable

[+ Salary Travel Per Diem

[> Asset Management Bank ID: IDB"UUMM Q. Account#: |880[1[100534 Q

I~ Banking

I Banks and Branches *Date: |statementas OfDate x| From: |1ur1 512009 5 Thru: |10r1 512009 [3 Search |

[ Bank Accounts

[- Bank Statements

< Reconcile Statements
— Reconciliation Manager Select Bank ID Account # Statement ID As Of Date Trans Reconciled Cycle Status Exceptions
— Process Reconciliation

— Automatic Reconciliation SelectAll [ Clear Al

— Semi-Manual

—7§:Eﬂglcllgztéﬂ?1ciliatiun Run Recon Refresh | Repons:lm Run Report | Process Monitor
— Run Recon Data Load i

[ Analyze Exceptions ml

[> Reports

[» Cash Management

[+ Commitment Control

[» General Ledger

[+ Allocations

[ Set Up Financials/Supply

Chain

[> Tree Manager

[ Reporting Tools

[- PeopleTools

[ Fund Source Distribution

— Chanage My Password

— My Personalizations

— My System Profile

— My Dictionary

l R E 100 -

J@v@v@Tgﬂlsvgﬁage-v z

FSCMTST

Add to Favorites Sign out

New Window | Help | Customize Page | B

<]

Action
Step
26. Select the Date Statement Loaded Option

‘l Date Statement Loaded J
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/2 Automatic Reconciliation - Windows Internet Explorer _ ﬁl|1|
6.:_: ~ [&] Https:ffsacntst.state. ga.usfpspiFscmtst/EMPLOYEE/ERR/c/PROCESS_BANK_STATEMENT.BMK_RCH_CvC_5T5.GBL7Fole ¥ || 2 || #2 | X | [Hyperion | 2|
J File | Edit Wiew Favorites Tools  Help JLlnks >

J@'@‘@Tgolsvggaga,v »

1:? & @Autnmatic Reconciliation
L

[> Senices Procurement

[> Sourcing

[> Accounts Receivable

[» Accounts Payahle

[> Custom Accounts Payable

[> Salary Travel Per Diem

[ Asset Management Bank ID:  |061000104 QA Account # |9300000534 Q

I~ Banking

I Banks and Branches Date: | Date Statement Loaded x| From: |10f15f2009 e Thru: |1DI15I2009 B Search

[ Bank Accounts

[> Bank Statements ]

v ﬁ?ggg::;lls;zgem::;z qer Select BankID Account # Statement ID As Of Date Trans Reconciled Cycle Status Exceptions
— Process Recon

— Automatic Reconciliation SelectAll [0 Clear All

— Semi-Manual

e iaton [RunRecon| | Refiesh | Reports: [Exceptions z] _RunRepor | process tionior
— Run Recon Data Load "
[> Analyze Exceptions ml
[ Reports
[> Cash Management
[ Commitment Contral
[> General Ledger
[+ Allocations
[> Set Up Financials/Supply
Chain
[> Tree Manager
[> Reporting Tools
[> PeopleTools
[ Fund Source Distribution
— Change My Password

FSCMTST

Add to Favorites Sign out

New Window | Helo | Customize Page | B,

Automatic Reconciliation

Bank Statements

- My Personalizations

_ iy System Profil |

|- My Dictionary -

| l_ﬁl_l_l_l_@ Internet 0% - g
Action

Step
27. The current date defaults in to the From and Thru fields.

Click in the From field.

10/14/2009 E
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/2 automatic Reconciliation - Windows Internet Explorer _ |ﬁl |5|
6: v |&] hitps:safntst. state.ga,usfpspiFscrtst/EMPLOYEEERP/c/PROCESS_BANK_STATEMENT BIK_RCN_Cvc_sTs.GBL7Fale x| £ | 42| X | [Hyperion (2=
J File Edit ‘iew Favorites Tools  Help JLinks 3>

12? ﬁ'ﬁ @P-utomatic Reconciliation

| %~ e oo+ page - ) - 7

FSCMTST

Add to Favorites Sign out

eFrocuremen A| : ; [E]
1
> Services Procurement Mew Window | Help | Customize Page | .5
[+ Sourcing

[> Accounts Receivable
[+ Accounts Payable
[+ Custom Accounts Payable

[ Salary Travel Per Diem
I Asset Management Bank ID: |05’1UUU’104 Q. Account# |8800000534 Q,
= Banking

I Banks and Branches *Date: [ statement As OfDate 7] fom: | £ Thru: [10r5/z008 [ _Search |

[ Bank Accounts

[» Bank St_atements Bank Statements ( 5| First (2] 1 of 1
= Reconcile Statements

Automatic Reconciliation

— Reconciliation Manager Select BankID Account # Statement ID As Of Date Trans Reconciled Cycle Status Exceptions
— Process Reconciliation
— Automatic Reconciliation Salact All Dl Clear Al

— Semi-Manual

Reconciliation . " .
— Wanual Reconciliation Run Rec0n| Refresh | Reports: | Exceptions vl MI Process Monitor
— Run Recon Data Load :
[» Analyze Exceptions ml
[ Reports
[» Cash Management
[» Commitment Contral
[ General Ledger
[+ Allocations
[ Set Up Financials/Supply
Chain
[ Tree Manager
[» Reporting Tools
[» PeopleTools
[ Fund Source Distribution
— Change My Password
— My Personalizations
— My System Profile
— My Dictionary

i [T T | [ [ |&meemet BI00% - g

1]

Action
Step

28. Enter the appropriate information into the From: field.
Type 09/ (to enter 09/01/09)

Tip: For this exercise, the complete field value will auto-populate once you type in the
specific text.
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{2 Automatic Reconciliation - Windows Internet Explorer - =] x|
5‘_{'—: - |g, hitps: {sanfnist state. ga. us/pspyfscmtst[EMPLOYEE JERP fc/PROCESS_BANK_STATEMENT.BK_RCN_CYC_STS.GBL7POR ™ || A4 |‘1||X||Hyperinn | 2=
J File Edit Wiew Favoribes Tooks Help Junks bed

T:f ﬁ'ﬁ @Autnmat\c Reconciliation

[ Services Procurement

[> Seurcing

[» Accounts Receivable

[» Accounts Payable

[> Customn Accounts Payable

[ Salary Travel Per Diem
[> Asset Management Bank ID: IU‘T‘UUUW‘1 QU Account# |3300000534 Q

I~ Banking

[ Banks and Branches *Date: IDate Statement Loaded v[ From: |ogr0112009 El Thru: |10I15f2009 ] Search

[ Bank Accounts
I Bank Staternents Bank Statements
= Reconcile Statements
- Reconciliation Manager Select BankID
— Process Reconcilistion

— Automatic Reconciliation Selectal [ ClearAl

— S8emi-Manual

Reconciliation . I—Ll _
— Manual Reconciliation MI ﬂl Reports: | Excepions Run Report | Process Wonitor

— Run Recon Data Load
[> Analyze Exceptions Noti
[> Reports M
[» Cash Management
[ Commitment Control
[> General Ledger
[» Allocations
[- Set Up Financials/Supply
Chain
[ Tree Manager
[- Reporting Tools
[- PeopleTools
[» Fund Source Distribution
— Change My Password
— My Personalizations
— My System Profile
— My Dictionary |4 | |

’—,_’_’_’_,_ﬁ Internet | R100% -

J@vgﬁv@Tgulsngagevv »

FSCMTST

Add to Favorites Sign out

Mew Window | Help | Customize Page |

Automatic Reconciliation

Account # Statement ID As Of Date Trans

Return to Reconcile Statements

Step Action

29, Click in the Thru field.

10/15/2009 EJ
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/2 automatic Reconciliation - Windows Internet Explorer _ |ﬁl |5|
6: v |&] hitps:safntst. state.ga,usfpspiFscrtst/EMPLOYEEERP/c/PROCESS_BANK_STATEMENT BIK_RCN_Cvc_sTs.GBL7Fale x| £ | 42| X | [Hyperion (2=
J File Edit ‘iew Favorites Tools  Help JLinks 3>

12? ﬁ'ﬁ @P-utomatic Reconciliation

| %~ e oo+ page - ) - 7

FSCMTST

Add to Favorites Sign out

eFrocuremen A| : ; [E]
1
> Services Procurement Mew Window | Help | Customize Page | .5
[+ Sourcing

[> Accounts Receivable
[+ Accounts Payable
[+ Custom Accounts Payable

[ Salary Travel Per Diem
I Asset Management Bank ID: IUE"UUU"[14 A Account#: |3300000534 Q

= Banking
[ Banks and Branches *Date: | statement As OfDate x| From: [oarni2009 Thru: [ Bl Search |
[ Bank Accounts
I Bank Statements Bank Statements
= Reconcile Statements

Automatic Reconciliation

C ) First 2 4 of 1
Select Bank ID Account # Statement ID As Of Date Trans Reconciled Cycle Status Exceptions

— Reconciliation Manager
— Process Reconciliation
— Automatic Reconciliation Salact All Dl Clear Al

— Semi-Manual

Reconciliation . I—_l .
— Manual Reconciliation RunRecon| Refresh | Reports:[Exceptions v] _RunReport | process wonitor

— Run Recon Data Load :
[» Analyze Exceptions ml
[ Reports
[» Cash Management
[» Commitment Contral
[ General Ledger
[+ Allocations
[ Set Up Financials/Supply
Chain
[ Tree Manager
[» Reporting Tools
[» PeopleTools
[ Fund Source Distribution
— Change My Password
— My Personalizations
— My System Profile

J= My Dictionary =
| CEr T @ e R -
Step Action
30. Enter the appropriate information into the Thru field.

Type 09/ (to enter 09/30/2009)

Tip: For this exercise, the complete field value will auto-populate once you type
in the specific text.
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/2 automatic Reconciliation - Windows Internet Explorer 1= =]
6@ - |g https:/jsanfnist.state. ga. uspspifscmtst/EMPLOYEE JERP c [PROCESS_BANK_STATEMENT,BIK_RCN_CYC_ST5,GBL?Fole 7 || 24 [ [ )] IHyparinn 2=
J File Edit “iew Favortes Tools Help JLinks >

T:? & @ Aukomatic Reconciliation

Jﬁv@v@@olsvlz_;}ﬁagevv i

FSCMTST

Add to Favorites

Sign out

J; egmcuremen! ;I

[> Senvices Procurement

[ Sourcing

[> Accounts Receivable

[ Accounts Payable

[> Custom Accounts Payable
[> Salary Travel Per Diem

[ Asset Management Bank ID:  [081000104 Q Account # 5800000534 Q

- Banking

b Banks and Branches ~Date: Statement As Of Date | From: 09/01/2009 [ Thru: 09/3012009 5 ﬂl
> Bank Accounts
> Bank Statermnents Bank Statements

= Reconcile Statements =
N etonshation Manager Select BankID Account # StatementlD  AsOfDate Irans  Reconciled  Cycle Status Exceptions

— Process Reconcilialion

— Automnatic Reconiliation SelectAll T Clear Al
Beconailiation Run R Refresh : TRE
— Manual Reconciliation MI &I Reports: | Exceptions | un Repor | Process Monitor

New Window | Help | Customize Page | /&)

Automatic Reconciliation

— Run Recon Data Load =] Notify
[» Analyze Exceptions —I
[» Reports

[» Cash Management

[> Commitment Control

[» General Ledger

[> Allocations

[» Set Up FinancialsiSupply
Chain

[ Tree Manager

[- Reporting Tools

[- PeopleTools

[> Fund Source Distribution

— Change My Password

— My Personalizations

— My Systemn Profile

— My Dictionary

1]

[T T |6 mtemet Ao -

Step Action
31. Click the Search button.

| Search I
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Reconciliation - Windows Internet Explorer = =11
6\—\;} - |g, https:,l’,l’saofntst‘state.ga.us,l’psp,l’Fscmtst,l’EMPLO\"EE,I’ERP,l’c,I’PROCESS_BANK_STATEMENT.BNK_RCN_C\"C_STS.GBL?POFj Q |‘f|| A | IHyperion |p '|

| Eie Edt wiew Favorites

Todls  Help Links **

T:f *‘1"4‘1\2 gnutomatic Reconciliation

J
J@'@'@T@'S'g&agev .z

[» Services Procurement
[» Sourcing

[+ Accounts Receivable
[> Accounts Payable

[ Custom Accounts Payable
[> Salary Travel Per Diem
[ Asset Management

= Banking

[ Banks and Branches
[» Bank Accounts

[+ Bank Statements

~ Reconcile Statements

— Reconciliation Manager
— Process Reconciliation

— Semi-Manual
Reconciliation
— Manual Reconciliation
— Run Recon Data L oad
[+ Analyze Exceptions
[- Repors
[ Cash Management
[+ Commitment Control
[ General Ledger
[+ Allocations
[> Set Up Financials/Supply
Chain
[ Tree Manager
[» Reporting Tools
[- PeopleTools
[» Fund Source Distribution
— Change My Password
— My Personalizations
— My Systemn Profile
— My Dictionary

Eegrocuremenl :I

FSCMTST

Add to Favorites Sign out
New Window | Help | Custornize Page | /B,

Automatic Reconciliation

IUB1UUU1D4 Q

Bank ID: Account # |3300000534 Q
“Date:  |Date StatementLoaded ¥]  prom;  [09/01:2008 5] Thru:  [09/3022009 [ | Search |

Bank Statements

Statement

Select Bank ID Account # Load Date and Time Trans Reconciled Cycle Status Exceptions
[T 061000104 8800000534 63613 09/30/2009 12:00:00AM 1337 0 Ready
SelectAll [ Clear Al

Run Rec0n| Refresh Reporls:lExceptmns vl Run Report | Process Monitor
[=] Notify |

Return to Reconcile Staterments

MKl |

2l

[ [ [ | mtemet [#wow - 4

Step | Action

32.

The Stmt ID, Load Date and Time are populated from the bank file.

Press [Enter] to continue.




tate Accounting Uffice

ot , Business Process Document
TCOTPUT Module 2 — Accounts Payable
Fiscal Leadership for Georgia 2.11.1 Automatic Reconciliation Process

/2 Automatic Reconciliation - Windows Internet Explorer - |ﬁl|1|
wy - |g, https:J‘,l’saantst‘state.ga.us,ipspJ‘Fscmtst,I’EMPLOYEE,KERP;’C,I’PROCESS_BANK_STATEMENT‘BNK_RCN_CYC_STS.GBL?POFj % “f‘ | X | IHyperion |p '|
J File Edit Wiew Favorites Tools  Help JLinks >

52? R'ﬁ @ Automatic Reconciliation

[ Services Procurement
[> Sourcing

[» Accounts Receivable : T
Y Automatic Reconciliation
[ Custom Accounts Payable
[» Salary Travel Per Diem

[> Asset Management Bank ID:  |061000104 A Account# 3800000534 Q

~ Bankin

3 Elank!; and Branches *Date: |Date Statement Loaded | From: M@ Thru: M@ Search |

[» Bank Accounts

[» Bank Staternents

— Reconcile Staterments
— Reconciliation Manager Select Bank ID Account # ‘SDtme—ment Load Date and Time Trans
— Process Reconciliation

[~ 061000104 8800000534 63613 09/30/2009 12:00:00AM 1337 0 Ready
— Semi-Manual

Reconciliation selectall [T Clear Al
— Manual Reconciliation

— Run Recon Data Load Run Reconl Refresh | Reports: IExceptions ~| RunReport | Process Monitor

= Return to Reconcile Statements
[> Analyze Exceptions

[- Reports 5
[> Cash Management ml
[> Commitment Control
[: General Ledger
[+ Allocations
[» Set Up Financials/Supply
Chain
[> Tree Manager
[- Reporting Tools
[» PeopleTools
[ Fund Source Distribution
— Change My Password
— My Personalizations
— My System Profile
— My Dictionary -| 4 | n|

’—l_l_l_l_l_ﬁlntemet |@UUUQ"’° T4

J@v@v@@nlsv@ﬁagevv =

FSCMTST

Add to Favorites Sign out

Mew Window | Help | Customize Page |

Bank Statements

Reconciled Cycle Status Exceptions

Action
Step
33. The Trans number is the number of checks contained in the bank file.

Press [Enter] to continue.
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/2 Automatic Recon ion - Windows Internet Explorer - |5|l|
5.:_; + |&] https:jisachntst state. pa.usipspifscmtst/EMPLOYEE/ERP/C/PROCESS_BANK _STATEMENT BNK_RCN_CvC_sTs.aaLiPoR= || £ || 42| X | |Hyperion | 2|~
J File Edit View Favorites Tools  Help JLinks *

{:f '1'% @Autnmatic Reconciliation

J@v@v@Tgﬂls-lﬁvﬁagevv >

&

[> Services Procurement

[> Sourcing

[» Accounts Receivable

[ Accounts Payable

[» Custom Accounts Payable

[> Salary Travel Per Diem

[ Asset Management

I~ Banking

[» Banks and Branches

[+ Bank Accounts

[ Bank Statements

= Reconcile Statements
— Reconciliation Manager
— Process Reconciliation

- Semi-Manual
Reconciliation
— Manual Reconciliation
— Run Recon Data Load
[> Analyze Exceptions
[- Reports
[» Cash Management
[ Commitment Control
[ General Ledger
[+ Allocations
[> Set Up Financials/Supply
Chain
[ Tree Manager
[ Reporting Tools
[ PeopleTools
[+ Fund Source Distribution
— Change My Password
— My Personalizations
— My System Profile

E eErocuremenI

— Automatic Reconciliation

FSCMTST

Add to Favorites Sign out

=]

New Window | Help | Custornize Page | /&,

Automatic Reconciliation

|051000104 Q

Bank ID: Account#: |8800000534 Q

~Date: [Date StatementLoaded =]  from:  [0or01/2009 [ Thew  [o9530r008 F | Search |

Bank Statements tomize | Eind

Select Bank ID Account # f[;"e—'“e“‘ Load Date and Time Trans  Reconciled Cycle Status Exceptions
[ 061000104 8800000534 63613 00/20/2009 1200:00AM 1,337 O Ready

SelectAll [0 Clear Al

RunReconl Refresh | Reports:lExceptions vl Run REDOI‘T| Process Monitor
[=] Motify

Return to Reconcile Statements

2l

[ 0% - 4

— My Dictionary | 4| |
l_l_l_l_l_’_@ Internet
Action
Step
34. When the statement is retrieved the Reconciled field will be 0.

Press [Enter] to continue.
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— Automatic Recon: ion - Windows Internet Explorer =
@;} - I@, https:J‘,l’saofntst.state.ga.us,l’psp,l’Fscmtst,l’EMPLO\"EE,iERP,I’c,l’PROCESS_BANK_STATEMENT.BNK_RCN_CVC_STS.GBL?POFj & 2| X IHyperion R
J File Edit View Favorites Tools Help JLinks 2y

12? e (& futamatic Recaoncliation

[> Senices Procurement
[ Sourcing

[» Accounts Receivable N it
I Accounts Payable Automatic Reconciliation
[ Custormn Accounts Payable
[» Salary Travel Per Diem

[> Asset Management Bank ID: IUBWUUW“- Q. Account#: |8800000534 Q

== Bankin
I Eankgs and Branches *Date: | Date Statement Loaded x| From: |ngm1rgnng El Thru: 09/30/2009 [ Search |
[ Bank Accounts
[ Bank Staternents
< Reconcile Statements

Statement

— Reconciliation Manager Select Bank ID Account # o Load Date and Time Trans Reconciled Cycle Status Exceptions
— Process Reconciliation =

— Automatic Reconciliaion [ 061000104 8800000534 63613 09/30/2009 12:00:004M 1337 0 Ready
— Semi-Manual
Reconciliation SelectAll [ Clear Al

— Manual Reconciliation

— Run Recon Data Load MI Refresh | Reporls:lExceptions ~| RunReport | Process Monitor

[» Analyze Exceptions

[ Reports "

[» Cash Management ml

[» Commitment Control

[» General Ledger

[> Allocations

[ Set Up Financials/Supply
Chain

[ Tree Manager

[» Reporting Tools

[ PeopleTools

[ Fund Source Distribution

— Change My Password

— My Personalizations

— My Systemn Profile

J@‘@'@Tgﬂs‘gﬁamvmv »

FSCMTST

Add to Favorites Sign out

New Window | Help | Customize Page | B,

Bank Statements

Return to Reconcile Statements

— My Dictionary | 4| | |
| [T | |& meemet [*oow - 4
Action
Step
35. The status of the file will default to Ready when the file is received. It will change to Complete

when the total number of Trans equals the total Reconciled.

Press [Enter] to continue.




tate Accounting Uffice
of , Business Process Document
TeotgL Module 2 — Accounts Payable
Fiscal Leadership for Georgia 2.11.1 Automatic Reconciliation Process

> Automatic Reconciliation - Windows Internet Explorer —1=1 x|
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Return to Reconcile Statements

Action
Step
36. Click the Select box to run the automatic reconciliation process and to run reports.
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Return to Reconcile Statements

41

Action
Step
37. Click the Reports drop down list.

I Exceptions = ||
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[» Tree Manager
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— My System Profile
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Step Action

38. To run Crystal reports, select Register to view and print the Bank Statement
prior to running the Bank Recon process.
Click the Register list item.

[Register
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1
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Return to Reconcile Statements

Action
Step

Click the Run Report button.

3
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Return to Reconcile Statements

Action
Step

40. Click the OK button.

I
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[ Services Procurement

[» Sourcing

[ Accounts Receivable

[> Accounts Payable

[> Custom Accounts Payable

I Salary Travel Per Diem
[> Asset Management Bank ID: |051UUU1U4 S Account#: IEBUUUUU534 =%

- Bankin
[ Elank?s and Branches *Date: |Date statement Loaded ¥ | From: IUQJ'U'”QUUQ Bl Thru: IUQBUJ’?UUQ [ ﬂl
[ Bank Accounts
[ Bank Statements
« Reconcile Statements
— Reconciliation Manager Select Bank ID Account # ISDtate—mem Load Date and Time Trans Reconciled Cycle Status Exceptions
— Process Reconciliation =
¥ 061000104 8800000534 63613 09/30/2009 12:00:00AM 1337 0 Ready
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%n SelectAll [ Clear Al

— Manual Reconciliation
— Run Recon Data Load MI Refresh | Reports: |Register =] [RunReport | process Monitor
[» Analyze Exceptions

[ Reports 5

[» Cash Management ml

[» Commitment Control

[» General Ledger

[+ Allocations
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Chain

[> Tree Manager

[> Reporting Tools

[> PeopleTools

[> Fund Source Distribution

— Chanage My Password

— My Personalizations

— My System Profile

New Window | Help | Customize Page | &b
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Action
Step
41. Use the Process Monitor link to view and print reports.

Press [Enter] to continue.
Click the Select option.

42.

Click Run Recon button to initiate the automatic reconciliation process.

|Run Reconl

44, Notice the Status has changed from 'Ready’ to 'Selected' when the process is initiated.

43.

Click the Process Monitor link.

45, Click the Refresh button until the Run Status is 'Success' and the Distribution Status is
'Posted'.

46. Click the Go back to Automatic Reconciliation link.
ED back to Automatic Recnnciliatinn|
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47. Notice that the Reconciled field has been updated.

Click the Exceptions links to review the online exceptions.
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[> Cash Management
[ Commitment Control
[ General Ledger
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Step Action

This page displays the “Exceptions” detected by the automatic reconciliation process. There are several
48. different types of exceptions: “Amounts not Equal” are transactions that cleared the bank at a different
amount than that posted in PeopleSoft. “Not Found in System” indicates that the payment reference that was
found in the bank file did not match a payment reference recorded in PeopleSoft. This could indicate a
manual payment not posted or that the bank did not read the payment reference number as it was recorded in
PeopleSoft. “Trans Date > Value Date” shows transactions that cleared the bank prior to the payment
reference date that was recorded.

Press [Enter] to continue.
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Reconciliation
— Manual Reconciliation

— Run Recon Data L oad
[> Analyze Exceptions 0001323451 Amounts Mot Equal 5,878.480 09/08/2009 CHK Check
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[ Tree Manager
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Step Action

49. Any transactions that do not perfectly match can be corrected or forced to reconcile on this page or on
the Manual Reconciliation page. These transactions should be researched prior to forcing the recon
status. Payment reference types of Wire, EFT, and, Deposits must be manually reconciled.
Transactions should be marked as “reconciled” if all of the payment information matches the bank
statement.

Press [Enter] to continue.

50. Use the Run Report button to generate the Exceptions, Errors, and Account Register Crystal reports.
Once this option is selected the report may be retrieved by clicking the Process Monitor link.

Press [Enter] to continue.

51. You have successfully completed the Automatic Reconciliation Process topic.
End of Procedure.




