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Background

The TeamWorks team has been working on the process to automate the bank reconciliation
process for CTAS. This will assist in transitioning more agencies to CTAS banking. It will also
reduce the time to reconcile the bank statements.

To automate the reconciliation of AR payments, there is a two-step process. In step one,
TeamWorks will automatically post deposits to the GL by debiting cash and crediting unapplied
cash. The posting will use a payment ID taken from the JP Morgan bank statements. In the
second step, the agency will post the deposit via direct journal or AR payments using the correct
chartfields and/or invoice number using the exact same payment ID assigned by JP Morgan.
Then, an automatic entry will kick off thereby crediting cash and debiting unapplied cash. This
automatic entry will not occur unless the correct payment ID is used.

A. Bank Statements

JP Morgan/Chase prior day activity from the operating account is loaded daily into TeamWorks.
Now, CTAS users can see the previous day bank activity in TeamWorks as well as JP Morgan
website.

Log in to TeamWorks
Navigation: Banking/Bank Statements/Enter Bank Statements

o Enter ‘044115443 for the External Bank ID field which is JP Morgan
e Enter ‘510883296’ for the Bank Account # field
e Click on Search

¢ Home A =0
New Window | Help
Enter Bank Statements

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

Find an Existing Value

Search Criteria

External Bank ID|in ¥ 044115443 Q
Bank Account #) beging with v | 510883296 Q
Statement ID| =
As Of Date| = v El

)
Clear | Basic Search @ Save Search Criteria

Search Results

Only the first 300 results can be displayed

View All First ‘& 110007200 B Last
External Bank ID Bank Account # Statement ID As Of Date Load Date and Time
044115443 51088329 ] 03729/2018 D6/14/2018 11:57.03AM
044115443 03/28/2018 D6/14/2013 11:55:50AM
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Bank Balance Entry

Bank ID

Statement ID

Load Date/Time

044115443

19649

06/14/2018 11:57.:03AM

Bank Balances

Bank Balances

Statement Code

010

015

040

043

Funds Availability
Description
Opening Ledger
Clasing Ledger

Cpening Available

Average Available - Previous Month

Bank Transaction Entry

Account #

Statement Date

Creation Date

Personalize | Find | View all | & | B

Click on an item in the results to see the statement for that day

510883296

0312912018 Status Complete Currency USD

0313012018 File ID 1161

First & 1-180f18 & Last

Value Date Balance
03/29/2018 0.00 *
03/29/2018 000
03/29/2018 000
03/29/2018 000

New Window | Help I Personalize Page

Bank Balance Entry

Bank ID 044115443

Statement ID

19649

Load Date/Time 06/14/2018 11:57:02AM

Bank Transactions

Account # 510553296

Statement Date 03/29/2013
Creation Date 03/30/2013

Personalize | Find | view All| & | BB

T Recon Addenda

e Description m
165 Preauthorized ACH Credit | 111000027 160537

165 Preauthorized ACH Creait | 091000017160527

165 Preauthorized ACH Credit | 052000197180543

165 Preauthorized ACH Credit | 053000197180550

165 Preauthorized ACH Credit 052000197160548

175 Check Deposit Package 320201801

452 Item in ACH Disbursement!
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Debit

03/20/2018
03202018

Status Complete Currency USD
File ID 1161

First & 1-100f 10 @ Last

BankDate  yransaction Funds Availability Value Date

barzarz018 260,041.85 &3 0872072018
arzerzots 841260 0372872018
hararzats 1,200.00 0312012018
br2ar2018 400.00 53] 0272072018
03/20/2018 60.00 03/20/2018
03/29/2018 625.00 037292018
032012018 107250 0312012018

‘ AP002041135 Y 4

EFT CREDIT

ORIG CO NAME:
ORIG ID

DESC DATE :
ENTRY DESCR :
ENTRY CLASS :
TRACEND
ENTRY DATE :
IND 1D NO
IND HAME
ORIG BANK -
Addenda:

APO02042030 0BET160537TC

GOVERNOR, OFFICE

2580973190

180329

CORP PYMNT

CTX

111000027160537|

180329

APD0D2042920

0D0ASTATE ACCOUNTING

BANK OF AMERICA, N.A.
(= i oo "ZZ*000866400 ZZ*BOFAECSUSO  *130323°715
2UM00A010100 736040 PA-G 5 RAD00866400* BOFAECSU S0 201803282 153" 1007 3604*X* 00
4010-5T*820¢ 00000001 0-BPR *D*260041 B6*C* ACHCTX "1 0561000052 DA 000 103534260 258

097319001 *044000037 *DA°51 0883296201 B0323-NTEOTH* PODOE3T2 42200 Office of PI
anning ~MNTE*CTH*and Budget PIO0637A 42200 Office of-NTE*OTH* Planining and Bu

260,041 86

04:17 AM

ng udgat
—TRNL APO020478 30°25 00972190 CURPE*USD- REF* TH APON2042930 N1 *RE-UNKNOWN-N1PR*
GOVERNOR, GFACE OF THE-N1*PE*STATE ACCOUNTING GFFICE-ENT*1-AMR-VPO006 1724217

511 40°217511 A0 0-DTM*002°20120330-RMAM PODDE 3T 42530, 4642530, 45 '0-DTMA 002
“20180330-5E 1T 00000001 0-GE000L 1007 604-1EA D001 *01 00T 3604~

State of Georgia

Version Date:

New Window | Help | Personalize Page

Note that the Reference number is the payment ID. It is imperative to use the same
characters including leading zeros. Copy and paste will be a best practice in filing out
direct journals and payment sheets. The payment ID will be used to reverse the
automatic posting of cash by TeamWorks. If the incorrect payment ID is used, the
reversal of the automatic posting will not occur.
The Trace No. on JP Morgan is the payment ID used for ACH or EFT credits deposits:
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The payment ID is the Customer Reference number on JP Morgan for check deposit.
This is the batch number you assign when making a deposit via the check scanning

software:

Tran. Date Report Time
Value Date Description Customer Ref. Bank Ref. Credit Amount {ET)
03/20i2018 REMOTE ONLINE DEP 329201801 4B70635481 625.00 0304 AM
03/20/2018

1 Day Available: 44500

2 Days Available: 130.00

REMARK REMOTE ONLINE DEPOSIT

B. Automatic Reconciliation

Bank Statements are imported daily for the JP Morgan/Chase Operating Account from
TeamWorks Banking:

Log in to TeamWorks
Navigation: Banking/Reconcile Statements/Automatic Reconciliation

e Click on the magnifying glass icon Q for the BankID field and select the Bank ID

e Click on the magnifying glass icon 2 for the Account # field and select the Account #
Enter the From Date and Thru Date for the period
e Click on Search

Automatic Reconciliation 1 l

Search Criteria

Bank ID[044115443 a ount #[510883296 a
*Date | Statement As Of Date [ From 03126120128 |[5] Thrul08/2812012 |5

Bank Statements Personalize | Find VlewAIH E First ‘&' 1-40f4 (&) Last

Select Bank ID Account # IBAN StatementID  As Of Date Trans Reconciled Cycle Status Select

044115443 510883206 19642 03/26/2018 6 6 Complete
044115443 510883206 19644 03/27/2018 2 2 Complete
044115443 510883296 10648 03/28/2018 4 4 Complete
044115443 510883206 19649 03/29/2018 10 10 Complete

Select All o Clear All Process Monitor

Run Recon Refresh Reports | Exceptions v Run Report Report Manager
=] Motify

¢ All bank statements for the period entered will appear.
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Automatic Reconciliation

Search Criteria
Bank ID 044115443

Account # 310883296 aQ

~Date | Statement As Of Date

v From D1/01/2018 Thru 0872872018

Bank Statements.

Select Bank ID Account #
(] 044115443 510883206
(] 044115443 510883206
(] 044115443 510883296
(] 044115443 510883206
044115443 510883206
044115443 510883206
044115443 510883206
| 044115443 510883296
(] 044115443 510883206
(] 044115443 510883206
(] 044115443 510883296
(] 044115443 510883206
(] 044115443 510883206
(] 044115443 510883296
(] 044115443 510883206
= Select All o Clear All
| Run Recon ‘ ‘ Refresh

Repuns\ Exceptions v I‘ Run Report

IBAN Statement ID
19620
19622
19624
19626
19628
19630
19632
19634
19636
19638
19640
19642
19644
19648
19649

Process Monitor

IREpurl Manager

As Of Date

03/09/2018
03/12/2018
03/13/2018
03r14/2018
03715/2018
03/16/2018
03r19/2018
03720/2018
03721/2018
03r22/2018
03r23/2018
03/26/2018
03727/2018
03r28/2018
03/29/2018

Personalize | Find | View 25 | & | E First ‘4' 1-610f61 ‘2 Last

Trans Reconciled Cycle Status Select
7 7 Complete [m} -
1 1 Complete o
6 5 Ready =]
12 12 Complete (m}
25 24 Ready

13 13 Complete

21 21 Complete

9 6 Ready v
6 6 Complete o
7 7 Complete [m}
8 8 Complete [m}
6 6 Complete (]
2 2 Complete [m}
4 4 Complete (m}
10 10 Complete o

If the cycle status shows as Ready, exceptions occurred. To see the exceptions, click on the
select boxes and click on Run Report. Then, click on the Process Monitor hyperlink.

Process List || Server List |

View Process Request For

User IDWJDARNELL Q

sever[ 7]
RunStatus| 7]

Process List

Select Instance S5eq. Process Type

45109256

Go back to Automatic Recenciliation

|[Elsave ||[=] Notify |

Process List | Server List

Process - Distribution .
Name User Run Date/Time Run 5tatus Status Details
Bl Publisher F35X3001 JDARMNELL 08282018 2:14:28PM EDT Success Posted Details

Type | v | [Last "]

Name C, Instance From

Instance To

Distribution Status | ¥| [ Save On Refresh

Personalize | Find | View All | L2 | B First ‘&' 10of1 &) Last

1 [Days v lE Refresh |

Click on Refresh every so often until the Run Status shows Success. Now, click on Go back to
Automatic Reconciliation.

5|Page
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O 044115443 510883296 19649 03/29/
Select All O Clear All Process Monitor l
| RunRecon || Refresh Reports | Exceptions v Run Report

Now, click on the Report Manager hyperlink.

| List || Explorer || Administration || Archives |

View Reports For

Folder| v:  Instance | to || Refresh |
Name | | Created On| |5 | Last v | 1 [Days v |
Repo Personalize | Find | View All | 20| B First © 10f1 » Last
Report Description Folder Name [ Report ID process
FSX3001 - 08728118
! Fox3001par  FSX3001-FSX3001.PDF  General e 14664817 45109256

Now, click on the pdf report.

Report
ReportID 14664817 Process Instance 45109256 IMessage Log
Name XMLP Process Type XML Publisher

Run Status  Success

FSX3001 - FSX3001. pdf
Distribution Details

Distribution Node RepRPS Expiration Date 0871172018

File List

Name File Size (bytes) Datetime Created

FSX df 5,130 08/28/2018 2:15.08.265521FM EDT
Distribute To

Distribution 1D Type *Distribution 1D

User JDARMELL

6|Page Version Date: 09/28/2018
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Click on the pdf report again.

10of1
8/28/2018
14:15:02

ORACLE’ Enterprise Financials Page:
Report Definition: FSX3001 Auto Reconciliation Exceptions Run Date:
Run Time:
Bank Number: Bank Account: 510883296 IBAN ID:
Statement ID: 19634 Statement Date:  3/20/2018
Transaction Amount Transaction Date Transaction Code
Transaction Bank Sub-system Bank Sub-system Bank Sub-system Recon Status Payment Status
Ref Number
320201804 6,395.26 6,395.26 3/20/2018 320/2018 Ambiguoushatch
320201804 6,395.26 638526 32002018 32002018 AmbiguousMatch
320201803 3,175.00 317500 320/2018 32002018 AmbiguousMatch
320201803 3,175.00 317500 320/2018 32002018 AmbiguousMatch
320201802 1.575.00 1.575.00 3/20/2018 32002018 AmbiguoushMatch
320201802 1,575.00 1,575.00 320/2018 32002018 AmbiguousMatch
Total Exception Transactions: [
Total Bank Exception Amount: 22,290.52
Total PS Exception Amount: 22,290.52

End of Report

Use this report to reconcile these transactions either using the semi-manual or manual
reconciliation.

TeamWorks Reports/Queries/Templates Required to
Reconcile the JP Morgan/Chase Bank Accounts

A. Manual Reconciliation Transaction Data

Transactions are automatically reconciled in TeamWorks. Deposits are created using the
downloaded daily bank statements. The deposits are reconciled to the bank deposits.
Remember the system debits cash — 101200 and credits unapplied cash — 103590. In order to
record your revenue or apply payments to accounts receivable, you will still need to prepare
your AR deposits/payments. When these AR payments are posted to TeamWorks, the system
automatically prepares a reversal of the original deposit — debiting unapplied cash — 1035900
and crediting cash — 101200. For the reversal to occur, the payment ID must be the same
as in the original entry!

This process creates three entries in 101200
1. The system posts the deposit — a debit to cash.
2. The agency posts the deposit through the AR module — a debit to cash.
3. The system posts the reversal of the deposit in step 1 — a credit to cash.

7|Page Version Date: 09/28/2018
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The system automatically reconciles the deposit in step 1 to the bank. However, the agency’s

manual posting and reversal needs to be manually reconciled.

Log in to TeamWorks
Navigation: Banking/Reconcile Statements/Manual Reconciliation

¢ Click on the magnifying glass icon Q for the BankID field and select the Bank ID
e Click on the magnifying glass icon <

e Enter the From Date and Thru Date for the period
e Click on Search

Manual Reconcili n ~Search By | From Date / Thru Date v
Search Criteria

Bank ID 044115443 |Q Account # 510383206 > “Status
<mm Date 03/01/18 5 Thru Date [03/31/18] 5 Method | v L search )
Total Transaction Amount 0.000 USD

System Transactions Personalize | Find | View All |Iﬁ|\ @ First ‘& 10of1 &' Last

Select Reconciliation Date Status Reference Transaction Date Transaction Amount Method Source Status

Detail

Select Al o Clear All

Recon Date Override Options

Recondile Run Report Report Manager Process Monitor
[=] Motify

¢ |If the following appears, click on OK.

Message

I This bank account is defined to use Automatic Reconcilistion. (2550,13)

QK

¢ All transaction types for the period entered will appear.

8|Page
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Manual Reconciliation

~Search By | From Date / Thru Date v
Search Criteria
Bank ID 044115443 | Q Acc #/510883296 Q, *Status | Unreconciled v
From Date 03/01/2018 |5 Thi te 03/31/2018 [ Method v Search
Total Transaction Amount 51,724.87 USD
System Transactions Personalize | Find | View 100 | £l | E First ‘4’ 1-1000f 135 '*' Last
Select Reconciliation Date Status Reference Transaction Date Transaction Amount Method Source Status Detail
08/28/2018 [ UNR AP002042690 0372972018 -1,048.00 ACH Payables Paid ACH -
08/28/2018 [H UNR AP002042691 03/29/2018 -212,812.62 ACH Payables Paid ACH
08/28/2018 [H UNR AP002042692 037292018 -6,247.51 ACH Payables Paid ACH
08/28/2018 [ UNR AP002042693 0372972018 -1,362.00 ACH Payables Paid ACH
08/28/2018 [H UNR 6000000825 03/29/2018 -195.00 CHK Payables Paid Check
08/28/2018 [H UNR 6000000826 0372972018 -1,200.00 CHK Payables Paid Check
ar 107 Receivables
08/28/2018 [H UNR 319201801 03192018 25152 CHK Payments Complete Receipt
Sar Receivables
08/28/2018 [H UNR 319201801 03/19/2018 3,647 66 CHK Payments Complete Receipt
o 07 Receivables .
08/28/2018 [H UNR 320201801 03/20/2018 542 34 CHK Payments Complete Receipt
y Receivables .
08/28/2018 [H UNR 320201801 03720/2018 4,014.80 CHK Payments Complete Receipt
; ; Receivables .
08/28/2018 [H UNR 320201804 03/20/2018 6,395.26 CHK Payments Complete Receipt
y Receivables .
08/28/2018 [H UNR 321201801 0372272018 55.08 CHK Payments Journalled Receipt
nar2a2018 UNR 053000196459040 03152018 -20.00 EFT Recelvables Joumalled Receipt -

e Click on First to insure you are at the start of the file for the period selected.

e Make sure the data is in order by reference.
Click on the negative and positive amounts where the amounts equal for one reference
number.

o Click on the Download icon k& to export to Excel

NOTE: The browser you use determines whether the Excel file opens directly or you
must indicate you want to open it. The IE, Firefox and Chrome browsers each handle
this a bit differently. The security settings may also prompt you to allow the file to
download or not. Allow it.
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File Home Page Layout Formulas Data Review View ACROBAT @ Tell me what you want to do
— = - . - .
% 3 EdD2 e i LRy )

'ivotTable Rec.ommended Table  Pictures inine Shapes iy aMyAdd-ins . E Recommended " ; |_'T- )l:'v PivatChart 3D Line Column

PivatTables Pictures - Charts : = Map

Tables lllustrations Add-ins Charts I Tours Sparklines
Al e fe | Select

A B T D E F G H | j| K |

1 | Select | Reconciliation Date | Status Reference Transaction Date | Transaction Amount | Method Source Status Detail
2 N 8/28/2018|UNR [D53000190117545 3/27/2018 1,200.00|EFT Receivables Payments |Unident Receipt
3Y 8/28/2018|UNR [D53000152639933 3/20/2018 SO|EFT Receivables Payments [lournalled [Receipt
4 (Y 2/28/2018|UNR [D53000192639933 3/20/2018 -50|EFT Receivables Payments |lournalled |Receipt
3 |N 8/28/2018|UNR [053000192639994 3f20/2018 -1,600.00|EFT Receivables Payments [Journalled [Receipt
3 |N 8/28/2018|UNR [053000192639994 3/27/2018 1,600.00|EFT Receivables Payments |Unident Receipt
7 |N 8/28/2018|UNR [053000192639934 3/20/2018 1,600.00|EFT Receivables Payments |lournalled |Receipt
3|y 8/28/2018|UNR |053000192639995 3/20/2018 250|EFT Receivables Payments [Journalled [Receipt
3 |Y 8/28/2018|UNR [D53000192639935 3/20/2018 -250|EFT Receivables Payments |lournalled |Receipt
0N 8/28/2018|UNR [053000193350569 3/27/2018 1,100.00|EFT Receivables Payments |Unident Receipt

e Make sure your cursor is on the first row.
e Click on Insert then PivotTable.

misembmlme Dhmscmmmambe | Lo e = I lemel | Dlmm i 1

Create PivotTable ? >

Choose the data that you want to analyze
@) sele it

Table/Range: | 'ps [4)'15A51:5)5134 )

D Use an external data soaree,

Choose Connection...

Connection name:
Use this workbook's Data Model
Choose where you want the PivotTable report to be placed

@ MNew Worksheet
D Existing Worksheet

=¥

Location:

Choose whether you want to analyze multiple tables

Add this data to the Data Model

e Click the OK box if the range in correct.

10|Page Version Date: 09/28/2018
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PivotTable Fields v

Choose fields to add to report:

Select T
["] Reconciliation Date

|| Status

Reference

[] Transaction Date

Transaction Amount

[] Method

[7] Source

[ status?

[] Detail

MORE TABLES...

Drag fields between areas below:

T FILTERS 1l COLUMNS

= ROWS % VALUES

Reference - | |Sum of Trans... *

e Set your fields up as in the figure. Set a filter on the Select field to “Y”.
e Set the number format for the Transaction Amount to Accounting and click OK.

Format Cells [2] = |
J K Number

Category:

General =] sample
Number Row Labels
Curren
Wﬂm Decimal places: |2 ]
Time :
Symbol | None -
Pecetage |

Fraction
Scientific
Text
Special
Custom

Value Field Settings [2] = ]

Source Name: Transaction Amount

ecimal points in a column.

Custom Name: | 5um of Transaction Amount |

Summarize Values By | Show Values As

Summarize value field by
Choose the type of calculation that you want to use to summarize l Ok l Cancel
data from the selected field B e ———————
| F——
= ROWS % VALUES

11|Page Version Date: 09/28/2018
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o Verify that the transactions total to zero.

select % X

Row Labels - Sum of Transaction Amount
053000192639993 -
053000192639995 -
053000193350570 -
053000193350573 -
053000193777942 -
053000194451453 -
053000194548899 -
053000194548901 -
053000196179092 -
053000196200738 -
Grand Total -

e Go back to TeamWorks and click on the Recon Date Override Options. Check on
Override Reconciliation Date and Enter the Reconciliation Date in the box. Use the
last day of the month you are reconciling. Then click on Reconcile.

P Aon 230/704 R ; Receivables t
08/28/2018 [5 UNR 053000196388954 03/20/2018 200.00 EFT Paymenis Journalled Receipt
Aana T 230/204 . Receivables t
08/28/2018 [ UNR 053000196388954 03/20/2018 200.00 EFT Payments Journalled Receipt
e . 27 |lpanonod . ’ Receivables +
08/28/2018 [5 UNR 053000196459037 03/20/2018 1,000.00 EFT Paymentz Journalled Receipt
= Select Al Clear All
- Recon Date Override Options
— i¥ioverride Reconciliation Date fnter Reconciliation Date 03/21/2018 Eﬁl
Run Report Report Manager Process Monitor

B. Semi-Manual Reconciliation Transaction Data

As stated earlier in this document, transactions are automatically reconciled in TeamWorks.
Deposits are created using the downloaded daily bank statements. ACHSs, checks, and deposits
are reconciled to the bank transactions. The system creates the deposits from the bank
statements and then reconciles the system deposit to the bank. Sometimes, if you enter your

12|Page Version Date: 09/28/2018
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AR deposit the same day as deposited at the bank, the system will not automatically reconcile
because it has two deposits — your entry and the system entry. Let's look at the deposit
reference 320201804 for $6,395.26.

Log in to TeamWorks
Navigation: Banking/Reconcile Statements/Semi-Manual Reconciliation

Click on the magnifying glass icon Q for the BankID field and select the Bank ID

Click on the magnifying glass icon <

Enter the From Date and Thru Date for the period
Click on Search
Check the box for Reference 320201804 on the bank side and the three boxes on the

l *Search By | From Date / Thru Date

system side.

Search Criteria

Semi Manual Recomlon

BNk 1D 044115443
Date [03/0122018 |[5

Q

Account # 910883295
Thru Date 033112018 |3

From Amount

To Amount

Bank

Personalize | Find | View All | | =)

Transactions (7

Select
m) -

First

Reference Bank Date Tran Amt Type
320201804 03/20/2018 6,395.26 C
320201803 03/20/12018 3,175.00 C
320201802 03/20/2018 1,575.00 C
6000000812 03/15/2018 0.01 357
6000000812 03/13/2018 1,009.36 CHK
345759827883 03/08/2018 400.00 EFT

a

1 1-60i6 ¢
Last

%
I%
By
By
By

v *Rate | Rate Table v

Statement ID %

Q

*Reconciliation Status Unreconciled d

Currency Code USD

Advanced Search

for the Account # field and select the Account #

System Transactions Personalize | Find | View 50 | @l = First ‘4 101-1350f 135 ‘* Last
Select Referencea Tran Date Tran Amt  Type Source

|z
ST, Receivables

rd 320201804 03/20/12018 6,395.26 CHK Payments
PR Receivables

rl 320201804 03/21/2018 -6,395.26 EFT Payments
T Receivables

'l 320201804 03/20/2018 6,395.26 CHK Payments
321201801 0372212018 s50g cHic  Recelvadles

e Payments

6000000809 03/02/2018 -20.00 CHK Payables

[ )
total of 6,395.26.
e Click on the Reconcile button.
Amount 5,395.26
Reconcile Refresh

Amount

Difference

6,305.26
0.00

Now proceed to the bottom of the screen and click the box Refresh. Each side has a

Continue doing this for deposits where you have a bank transaction matched to three system

transactions.

C. Optional: Report: ARXXX0408 — Cash Receipts Journal
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Optional: Obtain the ARXXX0408 Cash Receipts Journal if you need additional information to
reconcile a Cash Receipt item in the Manual Period Transaction data exported above. The
report is automatically generated as part of the month end close process and can be obtained
from document direct.

| AR4070408_Cash Receipts.tet - Notepad =
File Edit Format View Help
| state of Georgia
state Accounting Office Report ID: AR4070408
cash receipts Journal Print pate: 03/01/2014
Accounts Receivable Page:
PS ID: ARS4007X
cash Account:101200 period: 01-FEB-2014 through 28-FEB-2014
Deposit ID:4070207141 Deposit Date: 07-FEB-2014 Bank: 3300 JPMorgan C
Itm ID/IRNL RF Payment ID Fdsrc Project Customer ID Customer Name/Line Description Amount
301-0000208 251404 90001 01 00000195 Cobb County Community Service Board $937.13
301-0000282 140381 90001 01 00000198 pPineland Mental Health Services §1,588.99
301-0000298 64350/64363 90001 01 00000200 Lookout Mountain Community Service Boa §781.43
301-0000333 56079 90001 01 00000204 community Service Board of E central & $705.13
301-0000342 15654 90001 01 00000196 south Georgia Community service Board $855.10
301-0000342 64350/64363 90001 01 00000200 Lookout Mountain Community Service Boa $781.43
Deposit: 4070207141 Total: §5,649.21

D. Optional: Query: 0OAP004N VERIFY CASH DISB NEW

Optional: Run the OAP0O04N Verify Cash Disbursements New if you need additional
information to reconcile a Disbursement in the Manual Period Transaction data exported above.

E. Query: OAPO09 BANK RECON PYMNT REF

Run the 0OAP009_BANK_RECON_PYMNT_REF Payments query which provides details of all
outstanding A/P payments for the period being reconciled. Run it in Excel and for the time
period that will include all outstanding checks. Make sure the Payment Date Thru includes the
first business day of the next month in order to include all the ACHs.

0AP009_BANK_RECON_PYMNT_REF - 0AP009_BANK_RECON_PYMNT_REF

Bank SetlD: 40700 |3
Bank Code 3: 3300 |4
Bank Account: 1000 |y

Payment Date From: 07/01/2016 |[5]
Payment Date Thru: [05/01/2017 [#]

View Results

SetlD Bank Code Bank Account Bank Account # Reference Remit Vndr Name Payment Date Am

You are going to copy the data from the query and paste it into the template Outstanding
Payments on the Data Tab:

1l4|Page Version Date: 09/28/2018
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A2 - Jx | setip
A B c D

1 |0DAP0D9_BANK_RECON_PYMNT_REF | 901

2 [SetiD Bank Code [Bank Account |Bank Account # |Reference
3 40700 3200 "1000 510882296 '0000001695
4 (40700 "3300 "1000 510883296 "0000001696
5 (40700 "3300 "1000 '510883296 "0000001697
6 (40700 "3300 "1000 '510883296 "0000001698
7 [a0700 "3300 "1000 '510883206 "0000001699
g [a0700 "3300 "1000 510883296 "0000001700

| ACH | Checks Paid in current month Checks 0S (&) K1

Then, go to each of the three worksheets labeled ACH, Checks paid in current month, and
Checks OS and under Pivot Table Tools, click on Change Data Source:

*{p PIVOTTAELE TOOLS

PAGE LAYOUT FORMULAS DATA REVIEW VIEW ACROBAT ANALYZE DESIGM

L —~ 2 Group Selection — =

< - =¥ gy 1L (B

13 2B Ungroup a.d Y & [y - fx
Drill Drill == = ] Insert  Insert Filter Clear Select  Maove Fields, Itel
own Up N Group Field Slicer Timeline Connections - - PivotTable B Sets~
Field Group Filter Actions

N
Cancelled

Next, a pop up will show up for you to enter area the Pivot Table needs to evaluate:

I Choose the data that you want to analyze

(@ Select a table or range

Table/Range: |Data!5452:50%903)| e

Use an external data source

Choose Connection...

Connedction name:

Do not use the first row because you need the column headings for the Pivot Table located in

the second row. After you click OK, then refresh the Pivot Table. You must do this for each
Pivot Table.
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On the Checks OS tab, the table provides the checks that are outstanding. So, since the
system automatically reconciles daily, checks that are outstanding at the end of the month might
have cleared by the time you run the query. The filters are set to System Check for Payment
Method, Stmt ID is 0, Cancelled date is equal to dates in May and blank,

and amount is everything but zero:

Payment Method |System Check |- T
Stmt ID 0 . g
Amount (Multiple Items) T
Sum of Amount
Payment Date | = | Cancelled - Reference | = | Total
=I930/2016| = (blank) GO00000527 | 200.00
=111/4/2016| = (blank) 6000000545 10.00
GO00000546 10.00
=112/29/2016 | = (blank) 6000000589 | 100.00
=I3E02017 =158/1/2017 6000000634 | 400.00
=14/11/2017 | = {blank) 6000000647 | 250.00
Grand Total 970.00

On the Checks Paid tab in current month worksheet, the table shows the checks that have
cleared in the current month but outstanding at the end of April.

Payment Method | System Check |-
Pay Status Paid T
Act Settle (Multiple Items) |.T

Sum of Amount

Payment Date | = | Reference ~ | Total Checks OS5 as of the date of the query 970.00
= 4/11/2017 | GO00000644 649.00 Checks paid in May, OS as of 4/30/17 4,675.60
=1 4/20/2017 | 6000000653 2,000.00
6000000654 75.00 Total OS5 5,645.60
= 4/26/2017 | 6000000655 170.00 [ ]
6000000656 836.50
= 472772017 |GO0000065T 925.00
6000000658 20.00
Grand Total 4 675 50

The filters are set to Payment Method System Check, Pay Status is Paid, and in Act settle the
dates selected are for May 2017. The Act settle filter stands for the date the item was

16|Page Version Date: 09/28/2018
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reconciled. The result from the table is added to the results from the Checks OS tab to give us
the total outstanding checks for April.

Now, the outstanding ACHs need to be determined. ACHs must be sent to the bank two days
before their payment date resulting in outstanding ACHs at the end of the month:

Payrent hethod | Autormabed Cleasing House T
Pay Status Paid x|
Act Setthe {Multiple Itams) x|
Sum of Amount
Payrmén! Date - | Reference = | Total
= LFRANT DDO000ZIT0 102,167 22
DDOOOOZA11 24, 47016
= &MIZNT 0000002312 301, 95057
DOOOO0ZE13 127.40
| [ooooonzais 50,470.10
DOODO0ZATS £1,700.00
Grand Total 541,885 45

Checks Paid = current manth Chedks OS Da

Note that the Payment Method filter is set to Automated Clearing House and the Pay Status is
set to Paid. The Act settle filter is set to May 1%t and 2"¢, 2017 which the date of the actual
bank statements:

Enter Bank Statements

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

Find an Existing Value

Search Criteria

External Bank ID 044115443 Q
Bank Account #| begins with v |[510833296 a
StatementiD[=  v|
AsOfDate[> v | [04117/2017 ]

Search Clear | gasic Search [ Save Search Criteria

Search Results

View All First ‘4 1-1000f230 2/ Last
External Bank ID Bank Account # Statement ID As Of Date Load Date and Time
510883206 | 19341 D4/18/2017 04/19/2017 7:06:44AM
044115443 510383296 19342 0411912017 04/20/2017 7:06:42AM
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F. Monthly Fiduciary Statement from Office of the State

Treasurer (OST)

iocount: (407Z) SAD - CTAS

Office of the State Treacsurer

Fiduciary Statement
Rotiwity 4/01/17 Through 4,/30/17

TFAN FEV-CODE  TXH-DESCRIPTI

/03717 0103 00006050 CRSH RECEIPTS-

0¥  SOURCE-DOC GRRNT-ID

FID CTAS DEP

/03717 0212 00006050 CTRS DISEURSEMENTEZ CTAS DISE OF

/03717 0112 0Q0O06050 CTRS DEPOSITES
/04717 0L03 00006050 CRSE RECEIPTS-

FID CTAS DEP

/D4717 0212 00006050 CTRS DISEURSEMENTIEZ CTAS DISB

/04717 0112 00006050 CTAS DEPOCITS

op
CTRS DEP 040317

0212 00006050 CTRS DISEURSEMEMTIEZ CTARS DISB FBY

/05717 0212 00006050 CTAS DISEURSEMENMTZ CTAS DISE OF

/05717 0112 00006050 CTAS DEPOCITS
/06,17 0103 00006050 CASE FECEIPTS-
/06,17 0112 00006050 CTAS DEPOCITS
/07717 0103 00006050 CASE PECEIPTS-

O o
2
]
-
]

CTRS DEP 040417
FID CTRS DEP

CTRS DEP 040517
FID CTRS DEP

1,400,
11,

20,

11.
239,

L5992

T21.
110

303.

126.
204.
676,
103.

CEEDITS ERLENCE
EREGTIMING-BRLANCE 6,421, 245 .54
20
155, 136.80
&8
34
305,964.33
89
153.52
4.470.44
51
06
83
10

Obtain CSYV files from treasury for the Fiduciary and Allotment accounts. Use them to
compare the GL transactions to treasury by source (i.e., cash disbursements, payroll, and
deposits). There are Pivot Table templates for these accounts.

TXN-DESCRIPTION ~ | Source-Docume ~ | GRANT-1D

+ BEGINNING BALANCE

=/CASH DISBURSEMENTS = REV COLL
= STATE TAX
= STATETAX

+ CASH RECEIPTS- FID

+ CTAS DEPOSITS

=/CTAS DISBURSEMENTS =/ CTAS DISB

+ENDING BALANCE
Grand Total

18|Page

=l{blank)
=l{blank)
=I{blank)

HOP
=PY

HWIRE

State of Georgia

4/18/2017
4/13/2017
4/28/2017

4/5/2017
4/14/2017
4/17/2017
4/19/2017
4/20/2017
4/26/2017
4/28/2017

-1| Effective-Date -1 Sum of BEG_BAL Sum of Net

6,421,245.54

6,421,249.54

(31,784.00)
(551,830.60)
(569,860.73)

507,609.03

8,284,713.09
(7,672,548.10)
(153.52)
(274,655.29)
(2,150.36)
{400.00)
(10,826.58)
(186.69)
(279,943.14)
(108,142.50)

Version Date:

5,711,090.15
(710,159.39) 5,711,090.15

Sum of END_BAL
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G. Monthly Allotment Statement from Office of the State

Treasurer (OST)

STATE ROCOUMTING COFFICE

: [ 4072)

Office o

f the State Treacurer

Ailotment Statement

Rotivity

4/01/17 Through 4,/30/17

TERN

TEH-DECCEIPTION

3192E5 4/03/17 0201 CRSH RLLOTHMENT DFRW
3192E5 4/04/17 0201 CRSH RLLOTHMENT DFRW
140290 4705717 0301 ALLOTHENT DISTRIBUT
319265 4/06/17 0201 CASH RLLOTMENT DFANW
319265 4/07,/17 0201 CASH RLLOTMENT DFAW
319265 4711717 0201 CASH ALLOTHMENT DFAW
319265 4712717 0201 CASH ALLOTHMENT DFANW
140153 4/13/17 0201 CASH ALLOTHMENT DRAW
319518 4/13/17 0207 GFT - IMCOME TRI
3192E5 4/14/17 0201 CASH ALLOTMENT DRANW
319285 4/14/17 0201 CARSH RLLOTHENT DFRN
319285 4/14/17 0201 CRSH RLLOTHENT DFRN
319285 4/17/17 0201 CARSH RLLOTHENT DFRN
319285 4/19/17 0201 CRSH RLLOTHENT DFRN
319285 4/20/17 0201 CARSH RLLOTHENT DFRN
3192E5 4/25/17 0201 CRSH RLLOTHMENT DFRW
3192E5 4/26/17 0201 CRSH RLLOTHMENT DFRW
319265 4727717 0201 CASH RLLOTMENT DFAW
140153 4/28/17 0201 CASH RLLOTMENT DFANW
319265 4/28/17 0201 CASH RLLOTMENT DFAW
319265 4/28/17 0201 CASH RALLOTHMENT DFAW
319265 4/28/17 0201 CASH RLLOTHMENT DFAW
319518 4/28/17 0207 GFT - IMCOME TRI
TOTEL FOP. FUND: STATE ACCOUNTING OFFICE.. ..

CTAS DERN
CTAS DERN
WEFFRNT
CTAS DEAN
CTAS DEARN
CTAS DEAN
CTAS DEAN
STATE TAX
STATE TAX
PR DEEW
PE. DRENW
CTAS DERN
CTAS DERN
CTAS DERN
CTAS DERN
CTAS DERN
CTAS DERN
CTAS DEAN
STATETAX
CTAS DEARN
FRDEAN
FRDEAN
STATETAX

18959

WH

INCFERCE DBCFERCE

BELEHCE

EEGIHMING-BRLANCE:

82.592.
11.110.

643, 837

204.
103.
STAL.
3.152.

551.,830.

569, 860.

1.765.526.33

1,825 300

. 830.
L A4E.
584
L 427.
3.501.

L 442,
£.500.
3.767.
2. 068.

- 38L.
-353.

B4.016.
569.860.

1]

673,695 .50

TXN-DESCRIPTION

= ALLOTMENT DISTRIBUT  =WARRANT 4/5/2017 - 643,837.00
= BEGINNING BALANCE = ARIS 4/1/2017 (14,455,144 .49) -
= CTAS DRAW (22,806,688.23) -
= GTA | 4{1{201?_| (1,733,099.07) -
= MEMO 4/1/2017  3,356,580.83 -
= SLBTRANSFE 4/1/2017  [6,500,263.77) -
= STATE TAX 4/1/2017  8,855,560.30 -
= STATETAX 4/1/2017 (434,717.34) -
= SURPLUS 4/1/2017 (5,070.73) -
= WARRANT 4/1/2017 34,396,533.00 -
= CASH ALLOTMENT DRAW = CTAS DRAW - (250,005.58)
= PR DRAW - (128,033.06)
= STATE TAX 4/13/2017 - 551,830.60
= STATETAX 4/28/2017 - 569,860.73
= PRDRAW 4/28/2017 - (129,570.39)
= ENDING BALANCE = ARIS 4/30/2017 - -
= CTAS DRAW - -
=GTA 4/30/2017 - -
= MEMO 4/30/2017 - -
= SLBTRANSFE 4/30/2017 - -
= STATE TAX 4/30/2017 - -
= STATETAX 4/30/2017 - -
= SURPLUS 4/30/2017 - -
= WARRANT 4/30/2017 - -
= GFT - INCOME TAX = STATE TAX 4/13/2017 - (551,830.60)
= STATETAX 4/28/2017 - (569,860.73)
Grand Total 673,699.50 136,227.97

19|Page

State of Georgia

~+ | Source-Docums v | Effective-Date | ~ Sum of BEG_BAL Sum of Net

Sum of END_BAL

(14,455,144 .49)
(23,314,297.26)
(1,733,099.07)
3,356,580.83
(6,500,263.77)
8,855,569.30
(434,717.34)
(5,070.73)
35,040,370.00

809,927.47

Version Date:
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H. Download Monthly Operating Account Bank Statement
from J.P. Morgan Chase

The Bank Statement downloaded from JP Morgan/Chase has separate tabs for Summary,

Deposits and Credits, Withdrawals and Debits, and Checks Paid to use for the reconciliation
process.

e Access JP Morgan/Chase and enter all logon credentials
https://access.jpmorgan.com/jpmalogon?portal stamp=1387554822118

JPMorgan

J.P. Morgan ACCESS®
Log On

User ID

Password

Token Code (if required

What is this?

Forgot Password or User ID?

e Select the Statements tab

J.P. Morgan ACCESS”

PAYMENTS ~ | REPORTS -~ BREAFNISAISIIES ~ | CHECKS - | ADMINISTRATION -

e Select the Operating Account Statement for the month being reconciled

J.P. Morgan ACCESS”

HOME PAYMENTS ~ | REPORTS -~ STATEMENTS CHECKS ~ | ADMINISTRATION

Bank Billing

Show: | All Current Statements v o =

Account

- | Staterment Date - | Description

510883296 02/28/2014 = Statement
510883312 02/28/2014 Statement

o Hover over the Account information to see data such as the account name, etc.
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e Select the output type — Excel

J.P. Morgan ACCESS”

HOME PAYMENTS ~| REPORTS -~ STATEMENTS CHECKS 1

Bank Billing

Show: | All Current Statements

+ Statement Date

02/28/2014 A2

! Account

[+ | 510853296

dRitnSEa 0242812014
- Y =t S o -

Download PDF
Export to Excel
Export to CSWV
Export All Check Images

“Output Details = | @

| Statements Inbox

Date and Time - | Account/Arrangement

o The Excel File will be created. Depending on the browser you are using, the file will open

automatically or you may have to select it.
0 The filename will include the last 4 digits of the account number

20140228-1-3296-1Ph) Bank-5tatement-9790501 xlsx - Microsoft Excel

e Save the Excel file on your PC or shared drive.

Open the Excel worksheet

e Goto the Deposits and Credits Tab in the Excel Workbook

Deposits And Credits .~ Withdrawals And Debits * Checks Paid  Daily Balance Service Charge Mes

M4 F M| Summary

Ready | 7 |

¢ Right click on the Deposits And Credits Tab in the Workbook
e Click on Move or Copy selection
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ORIG CO NAF "= ==»== == ==amous
ORIGCO NAl et

ID:941687665 Ex Delete )E
DESCR:DISCC  Rename
TRACE#0530  Moveor Copy.. 3
ID:34575982% — ., coue o
ACCOUNT Ct

ORIG CO NAI I:' Protect Sheet... o
ORIG CO NAI Tab Coler 4
ORIGCONAl  Hide o
ORIG CO NAI

ORIG CO NAI

Select All Sheets

—I Deposits And |

o Select Deposits And Credits and check the box for Create a copy and click OK

OR

D ]

O Move selected sheets

OR To book:

OR| | | 20170531-1-3296-JPM-Bank-Statement-0001 xlsx EI
D ]

Eefore sheet:

summa -
DE
Withdrawals And Debits (2]
TRAN | withdrawals And Debits
10 Checks Paid
Draily Balance
A Service Charge Messages

OR [move to end] 3
OR 1
D ]

ORI O MAME: i IR i IR Bisti

eposits And Credits | Withdrawals And Debits (2) | With

¢ Now, the Cash Concentration Transfer Credits need to be removed.
o Select Deposits And Credits (2) worksheet

Click on the Data tab
e Set up Filters on the spreadsheet
o Click on Filter to apply filters to all the columns on the open worksheet
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Insert Page Layout Formulas Ddta Rewiew

HE A B SRS 1 onnections o
L&I _3 |_E =T =T = :DDE,:&: “ .

= Reapply
From From From From Other Existing Refresh o T
fAccess  Web Text Sources = Connections all~ &2 Edit Links N Advanced

0 Click on the arrow in the Description column

(s ] L9 [
Description Amount Eﬁkccaunt
ORIGCOI| 4| SothAteZ | 264,627.03 00000051
ORIGCOIZ| spnzton 144,138.63 E:bmmufﬂ
ORIG CO | 56,625.77 00000051
Sort by Color * r
ORIG CO| 39,006.04 00000051
ORIG CO | 18,716.72 TD!'.')".'.h’.'.i!l')'['.i!':r1
ORIG CO| 12,524.54 00000051
ORIG CO | Text Filters * Equals... 1
CASH COL |Search J:}| Does Mot Equal... 1
ORIG CO | 1
ORIG CO | - (Select Al - Begins With... A
[ CASH CONCENTRATION TRANSFER] | e With
ORIG CO [+ CASH CONCENTRATIOMN TRAMSFER s e~ 1
ORIG CO| || CASH COMCENTRATION TRANSFER Contains... 1
ORIG CO | || CASH COMCENTRATION TRANSFER . 1
ORIG CO | [#] CASH CONCENTRATION TRANSFER Does Mot Contain...
|| CASH COMCENTRATION TRANSFER Custorn Filter
ORIG CO | = al
|| CASH COMCENTRATION TRANSFER .
ORIG CO| [¥] CASH COMCENTRATION TRANSFER _ 1,970.55 00000051
Mol o e e e m e m e e ma o —— o —— F
ORIG CO | 4 @ b 1,786.17 00000051
ORIG CO | r
ID:941687 ([_ox Cancel

D

o Click on Text Filters, then select Contains, then click on OK

23|Page Version Date: 09/28/2018
State of Georgia



CTAS Bank Reconciliation Handbook | 2018

LR o B L e BN IR WA AR B Bl

9 Custom AutoFilter [&g

0l | Show rows where:
Description

a0 |cor‘|tair‘|s El |Cash Concentration|

[ @ and © Or
q [=] |

ol Yse ¥ to represent any single character
Use * to represent any series of characters

o0 Now, type in Cash Concentration and click OK
o0 Only the rows with Cash Concentration Transfer Credit is shown
o0 Highlight the rows, select the Delete tab, then Delete Sheet Rows

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ACROBAT

HE e i A x ==E o B PP EEE I
Pote ¢ B I U- EH- D-A- === &35 HMegeaCenter - $ - % % 38 F‘ij;fg;";[ F;';;:ji . t;i | Tnset BEEEIFormat | o s~
Clipboard & Font ) Alignment [F] MNumber [F] Styles Ex Delete Cells...

1 |Ledger Date| = | Description -1 Amount ~ | Account Numi =~ | Account Name [l

9 [05/02/17 CASH CONCENTRATION TRANSFER CREDIT FROM ACC 388,660.48 000000510883296 STATE ACCOUNTING OFFICE 5% Delete Sheet Rows

17 [05/10/17 CASH CONCENTRATION TRANSFER CREDIT FROM ACC 91,585.91 [000000510883296 STATE ACCOUNTING OFFICE %' Delete Sheet Columns
1 [05/16/17 CASH CONCENTRATION TRANSFER CREDIT FROM ACC 101,901.84 |000000510883296 STATE ACCOUNTING OFFICE R Delete Sheet

w0 [0s/18/17 CASH CONCENTRATION TRANSFER CREDIT FROM ACC 29,395.79 [000000510883296 STATE ACCOUNTING OFFICE T
10{0s5/23/17 CASH CONCENTRATION TRANSFER CREDIT FROM ACC 38,262.40 [000000510883296 STATE ACCOUNTING OFFICE

13[05/25/17 CASH CONCENTRATION TRANSFER CREDIT FROM ACC 74,146.88 [000000510883296 STATE ACCOUNTING OFFICE

14|05/26/17 CASH CONCENTRATION TRANSFER CREDIT FROM ACC 33,510.52 [000000510883296 STATE ACCOUNTING OFFICE

20[05/31/17 CASH CONCENTRATION TRANSFER CREDIT FROM ACC  3,387,802.26 [D00000510883296 STATE ACCOUNTING OFFICE

EE

A | B | C | D | i

Ledger Date| = | Description -T| Amount * | Account Numk ~ | Account N
i 8| SortAteZ

' Il sotZtoa

Sort by Color »

. Clear Filter From "Description”

0 Click on Clear Filter From “Description”

o Filter the data by the Ledger Date and click OK
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—

|Ledger Date |E| Description
Sort Ato £

Sort £ to A
Sort by Color [

Text Filters k

Search ya

[ [Select All) -
[+ 05/01/17 I
[+ 05/02/17
[+ 05/03/17
[+ 05/04/17
[+ 05/05/17
-[#] 05/08/17
[+ 05/09/17
[+ 05/10/17
-] 05/11/17 -

m

e Set up Subtotals
0 Make certain all the data in the spreadsheet is selected
o Click on Subtotal

- | — - %‘ I::*rl ‘:’rl o ¥= show Detail
== 5 & B= B} ¢ % g

== Hide Detail

extto  Remove [Data Consolidate What-If Group Ungroup Subtotal
Columns Duplicates Validation - Analysis = = <

[Drata Tools Cutline

0 Select “Ledger Date” from the dropdown for At each change in:
o Select “Sum” from the dropdown in Use Function
o0 Uncheck anything already checked in Add subtotal to
0 Select “Amount” in the dropdown in Add subtotal to
0 Click OK
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o The worksheet for Deposits and Credits (2) is now sorted by transaction type and
subtotaled by date within each transaction type.

A B C D E

Ledger Date [~

BRIEIEERIEE S BB SRR =]

143

—
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Now, the two worksheets Withdrawals and Debits and Checks Paid need to be combined.
Go to the Withdrawals and Debits Tab in the Excel Workbook

[ 1}

Deposits And Credits rWithdrawals And Debits - Checks Paid

¢ Right click on the Withdrawals and Debits Tab in the Workbook

e Click on Move or Copy selection

G ID:251053 1 Insert. 13296 STAT

TO ACCOUN ; 2 Delete 13296 STA

G ID:251053 Rename 13296 STA

TO ACCOUN 1 Move or Copy.. 13395 5TA
1 (')‘1 YView Code

G ID:251053 7 Protect Sheet., 13296 STA

TO ACCOUN 4 oo | 13296 STA
4 - .

UG ID:251053 g  Hide 13296 STA
2

_.[ Withdrawals Ar select ,Ia‘|| sheets

o Select Withdrawals and Debits and check the box for Create a copy and select OK

Move or Copy
NAME:STATEQ — 1088

INCENTRATIO Move selected sheets 1088
To book:

|201?0531-1-3296-JPM-Bank-Statement-ﬂﬂUl.xlsx E|

MNAME:STATEC 1088
INCENTRATIO! Before sheet: 1088
summary =
Deposits And Credits
NAME:STATE 1088

Checks Paid

Daily Balance

Service Charge Messages
[move to end)

INCENTRATIO

MNAMESTATE C
INCENTRATION|| 4 Geate s com 1088

MNAME:STATE C l 1088

_—I Withdrawals And Debits ‘ Checks Paid | Daily Balance | Service C
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¢ Now, the Cash Concentration Transfer Debits need to be removed.
e Click on the Data tab
e Set up Filters on the spreadsheet
o Click on Filter to apply filters to all the columns on the open worksheet

20140228-1-329° PM-Bank-5tate

Haome Insert Page Layout Formulas Data Review View loper Al

= * [G) Connections | TS & Clear
LELI j I_J I_U —u II@ ESr Properties & &y Reapply
Sort i . '

From From From From Other Existing Refresh o zl
Access Web  Text  Sources=  Connections | All- == Edit Links

Y/ Advanced

0 Click on the arrow in the Description column

Description |E| Amount ¥ | Account
ORIGCO| 2| SortAtoZ 126,637.38 0000005
r

CASHCOI Z| soi7ton 408,331.29 0000005
CASH COl Sort by Color , 792.35 0000005
ORIGCO | 414, 248.07 EZH)DDDDS
CASH COl 1,556.51 0000005
CASH COl 136,352.00 T:rcmms
ORIG CO | Text Filters L4 Equa|5m
ORIG CO | Search Jel Does Mot Equal...
ORIG CO |
ORIG CO | ~[w] (Select All) - Begins With...

~[# BOOK TRANSFER DEEBIT A/C: STATE| J Endls With
ORIG CO | -[¥] BOOK TRANSFER DEBIT A/C: STATE nds YiEh...
ORIGCO | -[#] CASH CONCENTRATION TRANSFER Contains...
ORIG CO | -[#] CASH CONCENTRATION TRANSFER

~[+| CASH CONCENTRATION TRANSFER Does Not Contain..

ORIG CO |
|| CASH CONCENTRATION TRANSFER Custom Filter
CASH COl THEE
|| CASH CONCENTRATION TRANSFER ,
ORIG CO | -[w] CASH CONCENTRATION TRANSFER il 161,305.60 0000005
sy O — L
CASH COl « [ b 366,606.01 0000005
ORIG CO | 150.00 0000005
CASH COI | ok Cancel 146,253.41 0000005
r
N

o Click on Text Filters, then select Contains, then click on OK
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Show rows where:
Description

|cuntains El |Cash Euntentratiunl
@ And (0 Or

| =] |

Use 7 to represent any single character
Use * to represent any series of characters

o0 Now, type in Cash Concentration and click OK
o Only the rows with Cash Concentration Transfer Debit displays
o Highlight the rows, select the Delete tab, then Delete Sheet Rows

Ledger Date| ~ | Description Amount '~ | Account Numk ~ | Account Name
Sort Ato 7

Sort Zto A
Sort by Color

A | B | c D | E |

. Clear Filter From "Description”
Filter by Color

Text Filters
|Search

-] [Select All)

-] BOOK TRAMSFER DEBIT A/C: STATE
-] BCOOK TRAMSFER DEBIT A/C: STATE
-] CHIPS DEBIT VIA: BANK OF AMERIC
-] ORIG CO NAME:BOFA MERCH SV(
-] ORIG CO NAME:BOFA MERCH SV
-] ORIG CO NAME:BOFA MERCH SV
-] ORIG CO NAME:BOFA MERCH SV
-] ORIG CO NAMEBOFA MERCH SWC _

Ml e mem e e e e e e —— ——

<« [ b
.ot | [ cancel |

0 Click on Clear Filter From “Description”
0 Click on the Checks Paid worksheet tab
0 Go to the Date Paid column, highlight the dates, and copy them
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Date Paid

—
05/08/17

05/02/17

05/22/17

05/02/17

05/08/17

05/04/17

05/04/17

05/11/17

05/16/17

05/23/17

05/26/17

05/22/17

05/22/17

05/25/17

05/23/17

05/23/17

05/24/17

05/23/17

05/23/17

Amount

o Click on the Withdrawals and Debits (2) worksheet, go the end of the Ledger
Date column, highlight Total, and press ENTER or choose Paste
A B
Ledger Date |E| Description |E|
05/01/17 ORIG CO NAME:STATE OF GEORGIA  ORIG ID:251053
05/26/17 BOOK TRANSFER DEBIT A/C: STATE OF GEORGIA EMPL
05/26/17 ORIG CO NAME:STATE OF GEORGIA  ORIG ID:251053
05/30/17 ORIG CO NAME:STATE OF GEORGIA  ORIG ID:251053
05/31/17 CHIPS DEBIT VIA: BANK OF AMERICA N A/0959 A/C: Tk
05/31/17 ORIG CO NAME:IRS ORIG 1D:3387702000 DES!

Total
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Go back to Checks Paid worksheet and copy and paste the Check numbers to the
Description column. Copy and paste the amounts to the Amounts column on the
Withdrawals and Debits (2). It should look like this:

Ledger Date | ~ | Description * | Amount = | Account
735,"{]1{1}' ORIG CO NAME:STATE OF GEORGIA  ORIG I1D:251053 126,637.38 ‘0000005
'be 26/17 BOOK TRANSFER DEBIT A/C: STATE OF GEORGIA EMPL 31,521.80 ‘0000005
7:!:5_.*’ 26/17 ORIG CO NAME:STATE OF GEORGIA  ORIG I1D:251053 752.22 0000005
7:!5_.*’ 30/17 ORIG CO NAME:STATE OF GEORGIA  ORIG ID:251053 146,582.99 '0000005
7:!5{ 31/17 CHIPS DEBIT VIA: BANK OF AMERICA N A/0959 A/C: TF 22,670.02 '0000005
7:!5! 31/17 I_GRIG CO NAME:IRS ORIG 1D:3387702000 DESI 3,149,507.26 '0000005

05/08/17 |<>| |6000000644 649.00 [0000005
05/02/17 5000000653 2,000.00
05/22/17 5000000654 75.00

L

05/02/17 6000000655 170.00
05/08/17 5000000656 836.50
05/04/17 5000000657 925.00
05/04/17 5000000658 20.00
05/11/17 5000000659 149.00
05/16/17 5000000660 341.00
05/23/17 5000000661 170.00
05/26/17 5000000662 836.50
05/22/17 5000000663 925.00
05/22/17 6000000664 505.00
05/25/17 65000000665 2,000.00
05/23/17 65000000666 1,500.00
05/23/17 6000000667 7,380.48
05/24/17 65000000668 341.00
05/23/17 6000000669 260.00

05/23/17 6000000671 330.00 il

o Filter the data by the Ledger Date and click OK
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|Ledger DateE| Description

Sot AtoZ !
Sort Z to A ¥
Sort by Color 3 E
IE
IE
IE
Text Filters v IE
IE
Search 0 I-E
[+ [Select All) - B
05/01/17 b
05/0217 =
05/03/17
05/04/17 —
05/05/17
05/08/17
05/09/17 i
[+ 05/10/17 '
[ 051117 - K

e Set up Subtotals
o0 Make certain all the data in the spreadsheet is selected
o Click on Subtotal

2= B B C# W e i

n L

extto  FRemove Data Consolidate What-If Group Ungroup Subtotal
Columns Duplicates Validation = Analysis = - -

Data Tools Qutline 1

0 Select “Ledger Date” from the dropdown for At each change in:
0 Select “Sum” from the dropdown in Use Function
o0 Uncheck anything in Add subtotal to if checked
0 Select “Amount” in the dropdown in Add subtotal to
o Click OK
Subtotal IR
At each change in:
Ledger Date IZ|
Use function:
Sum IZ|
| Add subtotal to:
[ | Ledger Date -
[ | Description
i
Account Mumber
|| Account Name
[l [¥] Replace current subtotals
[ Page break between groups I
i [¥] surnmary below data
|l ’ Remove All ] [ QK J ’ Cancel ]
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LN L =R R RRE=RRE= R = DT = R =R R = R R =R R R L =R )

o The worksheet for Withdrawals and Debits is now sorted by transaction type and

subtotaled by date within each transaction type.

[a)

L=

. |Ledger Date |- Description

05/01/17 Total
05/02/17 Total
05/03/17 Total
05/04/17 Total
05/05/17 Total
05/08/17 Total
05/08/17 Total
05/10/17 Total
05/11/17 Total
05/12/17 Total
05/15/17 Total
05/16/17 Total
05/17/17 Total
05/18/17 Total
05/19/17 Total
05/22/17 Total
05/23/17 Total
05/24/17 Total
05/25/17 Total
05/26/17 Total
05/30/17 Total
05/31/17 Total
Grand Total

E| Amount

126,637.38
416,418.07
112.61
3,437.74
161,305.60
1,635.50
17,898.54
266,072.63
31,734.79
21.35
2,990,029.79
225,337.84
380.52
66,664.41
455,019.63
1,529.97
54,200,20
341.00
74,146.88
33,510.52
146,582.99
3,172,577.28
8,246,195.24

E| Acc

Report XXX-P1173 — Confirmation of Transmission of

Direct Deposit

Obtain the XXX-P1173 report (Confirmation of Transmission of Direct Deposit) which provides
the Booked (TeamWorks) Direct Deposits to reconcile to the JP Morgan Bank Statement. You
will need this report for each pay period in the month. (XXX = Business Unit #). The report is

generated automatically during the payroll confirm process and can be obtained from

Luminist.

J.

Report PYXXX0015 — Payroll Outstanding Checks

Obtain the PYXXX0015 Payroll Outstanding Checks report which provides details of all
outstanding Payroll checks for reconciling the Payroll Account Balance. The report is generated
automatically around the 17t of the month (for the previous month) and can be obtained from
Luminist.

33|Page

State of Georgia

Version Date:

09/28/2018



CTAS Bank Reconciliation Handbook | 2018

) gomain.doas.state.ga.us: PYA070015 (03/19/2014 12:45-14 PM)

ank Transit Ho.:

0000002

044115443  Account No.: S10BE3312 CHECK

Check# Amcunt
1,314.95

Checké Amount Checks Amcunt Checké

K. Query: 0GLO76 4092X TBL EXTRACT

Run the above query to excel using the following parameters using your agency’s data:

0GLO076_4092X_TBL_EXTRACT - GG Extract Report Query

Unit:

Starting Account:
Ending Account:
Fiscal Year:
From Period:

To Period:

Budget Year or ALL: |4 |

View Results

40700 |Q
101200
196119

2017

Bef _Bef Ref Ref Ref Ref

Copy the worksheet and paste it into the GLO76 template. There is a Pivot Table for each
source — AP, AR, and combined LD/MAN. Compare the GL to the Fiduciary Statement from
Treasury for each source. For labor, sometimes an off-cycle payroll creates outstanding checks
at the end of the month and they do not show up on report PYXXX0015.

On the LDMAN tab, the following accounts are selected:

101200
196050
196051
196119

Copy and paste the disbursements related to Payroll from the Fiduciary pivot table to the LD

MAN tab:
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TXN-DESCRIPTION ~ | Source-Documi ¥ | GRANT-ID -1 Effective-Date -1/ Sum of BEG_BAL Sum of Net Sum of END_BAL
+ BEGINNING BALANCE 7,679,295.50 -
=ICASH DISBURSEMENTS = REV COLL = (blank) 3/8/2017 - (32,470.00)

= STATE TAX = {blank) 3/15/2017 - (542,414.52)

3/31/2017 - (565,898.95)
# CASH RECEIPTS- FID - 514,256.38
=ICTAS DEPOSITS # CTAS DEP - 8,412,059.14

=ICTAS DISBURSEMENTS = CTAS DISB % DBACH - (75.00)

Fop - (8,410,266.19)

=IpY 3/1/2017 - (1,173.11)

| _| 3/3/2017 - (806.89)

3/15/2017 - (272,136.43)

3/16/2017 - (1,506.42)

3/17/2017 - (882.62)

3/20/2017 - (1,602.07)

3/28/2017 - (985.75)

3/31/2017 - (281,212.56)

FWIRE - (72,930.97)

6,421,249.54
6,421,249.54

“ ENDING BALANCE - -
Grand Total 7,679,295.50  (1,258,045.96)

Account (Multiple ltems) ||

Sum of Amount

Source ~T|Refld 1 v |Refid 3 |~ |Total
=LD =1LD07186652 03-10-2017 | (277,113.29) Fiduciary Statement
=ILD071959234 03-28-2017 | (281,952.77) GRANT-ID  Effective-Date Sum of BEG_BAL Sum of Net GL Labor
SILD07204478  03-31-2017  (2,330.96) OFf cycle PY 37172017 - (1,173.11) I (1,173.11)|Feb 05
LD Total (560,997.02) 3/3/2017 - (806.89) i (806.89)|Feb OS
EIMAN =12017-09-33 03-24-2017 | 643,837 00 3/15/2017 - (272,136.43) 27711329 4,976 .86
=140703LC50A 03-15-2017 - 3/16/2017 - (1,508.42) | (1,506.42)
=140703LC51A | 03-15-2017 - 3117/2017 - (882 62) | (882 62)
MAN Total 643,837.00 3/20/2017 - (1,602.07) B (1,602.07)
Grand Total 82,839.98 3/28/2017 - (985.75) | (985.75)
33172017 2,330.96 2,330.96 |Off cycle
3/31/2017 - (281,212 .56) 281,552.77 340 21 [Mar OS
check numbel amount
‘0000150 186.69
0000151 153.52

Off cycle 2330.96

The amount of $2,330.96 is off-cycle payroll and is considered as outstanding checks for the
bank reconciliation. In March, the total OS checks for payroll was $2,671.17.

On the AP tab, the following accounts are selected:

101200
196119

Copy and paste the disbursements related to Operating Disbursements from the Fiduciary Pivot
Table to the AP tab:
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I

e

Account (Muttiple ltems) |7
Source AP z
Sum of Amount
Refld 3 |~ |Payment Date |~ |Refld 1 |+ |Name|~|Total [~]
#0000002183 (365.00)
40000002184 (7.736.70)
#0000002185 (355.58)
#0000002186 (127.40)
#0000002187 (280.866.32)
#0000002188 (9,275.00)
#0000002189 (4,175.00)
#0000002190 (75.00)
#0000002204 (1,096.00)
+0000002205 (43,590.78)
#0000002206 (691.79)
#0000002207 (2.873.01)
#0000002208 (652.10)
#0000002209 (44.00)
#0000002210 (120.20)
+0000002211 (7.542.15)
#0000002212 (4,147.00)
#0000002213 (4,157.50)
#0000002225 (4,757.50)
|| ®RC022017 (32,470.00)
| Grand Total (10,234,039.54)

Fiduciary Statement
Sum of
|z| GRANT-ID BEG_BAL Sum of Net

DBACH - (75.00)
oP - (8,410,266 19)
WIRE (72,920.97)
STATE TAX (1.108,313.47)
Rev Collection (32,470.00)
Subtotal Fiduciary (9,624,055 63)
Feb OS5 Checks 5,258.02
Feb OS ACHS 327,911.88
Mar OS5 Checks (411,353 .64)
Mar 05 ACHS (460,827 96)
Feb Revenue collection recorded In March (70,988.00)
Ermor in recording Feb Ethics Credit Cards 16.78
Subtotal Treasury (10.234,039.54)

Difference

Notice that you are trying to remove any February transactions out of Treasury’s numbers to
look at March transactions only. Errors and omissions show up easily when comparing this

way.

On the AR tab, only 101200 for Account and Source AR and ARD are selected for the Pivot
Table. The CTAS DEP is copied from the Fiduciary Account.

TXN-DESCRIPTION

* BEGINNING BA

LANCE

|+ | source-Docum( * GRANT-ID

=/CASH DISBURSEMENTS *REV COLL
+STATETAX

+/CASH RECEIPTS- FID

=/CTAS DEPOSITS

3bB|Page

=ICTAS DEP

CTAS DEP Total

=IRTN51117

Effective-Date | -1/ Sum of BEG_BAL |Sum of Net _|Sum of

=142817 5/1/2017
=50117 5/2/2017
=50214 5/3/2017
250317 5/4/2017
=50417 5/5/2017
=50517 5/8/2017
=50817 5/9/2017
550917 5/10/2017
=51017 5/11/2017
=51117 5/12/2017
=51217 5/15/2017
251517 5/16/2017
251617 5/17/2017
=51717 5/18/2017
=51817 5/18/2017
251917 5/22/2017
=52217 5/23/2017
=52317 5/24/2017
=52417 5/25/2017
253017 5/31/2017

5/12/2017

State of Georgia

5,711,090.15 -
- (18,449.00)
- (1,119,352.56)
- 834,423.03
- 699,632.14
- 535,761.02
- 29,314.10
- 136,464.61
- 687,891.51
- 528,511.61
- 147,888.91
- 439,238.39
- 174,486.72
- 106,163.09
- 428,876.56
- 4,002,981.63
- 125,604.81
- 1,877.63
- 38,827.01
- 702,544.68
- 85,531.85
- 15,937.80
- 1,869.46
- 3,545,518.48
- 1,500.00
12,436,422.07
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Note the RTN51117. This is an ACH payment that was returned not an actual deposit. Itis an
adjustment to Treasury.

Sum of Amount hd hd ~ |Account ~ | Source hd hd ha hd
[=101200 Grand Total

Descr ~1|Refld 1 ~ | Name - |AR ARD Fiduciary Statement

#021000020080941 - - Source-Document-Id Sum of Net

#021000022740849

+021000023577700 - - CTAS DEP 12,436,422 07

+021000023764091

+021000023764104 - - AP ACH return (1,500.00)

=1021000023909409 =/407011231312 1,786.17 1,786.17

+021000029021196 17.,700.73 17,700.73

+021000029021208 28,561.38 28,561.38

#053000191988270 125.00 12500 Peoplesoft recorded reversal twice (117,661.04)
Wire to Veterans for

+053000192740833 30.00 30.00 overpayment on Comman Pay (44,508 96)

# 053000192740834 275.00 275.00 Ethics returned check recorded in May (125.00)

# SA00523171 15,937 80 15,937 80

# SA00524171 1,869 46 1,869 46

# SA00530171 54,954 94 54,954 94

Grand Total 4,826,643 54 7445983 53 | 12,272 627.07
Treasury Total 12,272,627 07
Difference

Note: had to adjust Treasury side to agree with our GL amounts.

L. Download Monthly Payroll Account Bank Statement
from J.P. Morgan Chase

NOTE: This is the same process as used for the JP Morgan/Chase Operating Account, except
you will choose the Payroll Account and not the Operating account. If you need to see detailed
screenshots, please go to paragraph G and select the Payroll Account.

e Access JP Morgan/Chase and enter logon credentials

https://access.jpmorgan.com/jpmalogon?portal stamp=1387554822118

Select the Statements tab

Select the Payroll Account Statement for the month being reconciled

Select the output type - Excel

The Excel File will be created. Depending on the browser you are using, the file will open

automatically or you may have to select it.

0 The file name will automatically include the last 4 digits of the account # and the
dates of the statement

C 20140228-1-3312-1PM-Bank-5taternent-9838323 xlsx

e Print a work copy
e Save the file
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M. Report GLXXX044M — Trial Balance By Business Unit

Obtain the GLXXX044M Trial Balance by Business Unit which provides the month end cash
balances and is necessary to complete the CTAS Bank Reconciliation. You will need the
balances for accounts 101200 and 196119. The report is automatically generated as part of the
month end close process and can be obtained from Luminist.

N.

| GLAOTX44M_Trial_Balance_Business_Unit_020514.txt - Notepad o5 e S

File Edit Format View Help

| state of Georgia -

Bus uUnit: 40700 State Accounting Office Report ID: GL407X44M

Ledger: ACTUALS Trial Balance by Business unit Print pate: 02/05/2014

Fiscal yr 2014 From Period 008 To 008 From 2014-02-01 To 2014-02-28 Page =

General Ledger Report PS5 Id: GL54042X

ACCT  Descr BY Beginning Balance Transactions Transactions Ending Balance encumbrance ending Balance

src YYYYMM Jrnl w/0 Encumbrance Debit Credit w/0 Encumbrance Balance w/ Encumbrance

101005 CASH IN BANK - TR 30,355,096.17- 0.00 0.00 30,355,096.17- 0.00 30,355,096.17-
201432,687,379.41 0.00 0.00 32,687,379.41 0.00 32,687,379.41

TOTAL: 101005 2,332,283.24 0.00 0.00 2,332,283.24 0.00 2,332,283.24

101200 CASH OP J P MORGAN 1

AP PY 0.00 0.00 4,735.01 4,735.01- 0.00 4,735.01-

AP 2014 0.00 0.00 429,985.10 429,985.10- 0.00 429,985.10-

TOTAL: 101200 0.00 0.00 434,720.11 434,720.11- 0.00 434,720.11-

1 00,

CTAS Bank Reconciliation Template

For consistency, it is recommended that all CTAS agencies use the same bank reconciliation
template. SAO has developed a bank reconciliation template called “CTAS Bank Reconciliation
Template” for your convenience. You may download this template from the SAO website
located here http://sao.georgia.gov/consolidated-treasury-account-structure.

A | B c D E F
1 |CTAS Monthly Bank Reconciliation
2 |Agency Name:
3 Month of:
4
5 G/LAccount Number: 101200 $0.00
6 |G/LAccount Number: 196119 $0.00
7 $0.00
8
9
10 Balance Per Bank (Fiduciary Account Statement): 50.00
11
12 Deposits In Transit:
13 Description $0.00
14 Description $0.00
15 Description $0.00
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Bank Reconciliation Process-Operating Account

A. Manual Reconciliation

Navigation: Banking/Reconcile Statements/Manual Reconciliation

Transactions are automatically reconciled in TeamWorks. Deposits are created using the
downloaded daily bank statements. The deposits are reconciled to the bank deposits.
Remember the system debits cash — 101200 and credits unapplied cash — 103590. To record
your revenue or applied payments to accounts receivable you will still need to prepare your AR
deposits/payments. When these AR payments are posted to TeamWorks, the system
automatically prepares a reversal of the original deposit — debiting unapplied cash — 1035900
and crediting cash — 101200. For the reversal to occur, the payment ID must be the same

as in the original entry!
This process creates three entries in 101200
1. The system posts the deposit — a debit to cash.

2. The agency posts the deposit through the AR module — a debit to cash.
3. The system posts the reversal of the deposit in step on — a credit to cash.
The system automatically reconciles the deposit in step 1 to the bank. However, the agency's

manual posting and reversal needs to be manually reconciled.

Log in to TeamWorks

Navigation: Banking/Reconcile Statements/Manual Reconciliation

e Click on the magnifying glass icon <L for the BankID field and select the Bank ID
¢ Click on the magnifying glass icon < for the Account # field and select the Account #

e Enter the From Date and Thru Date for the period

e Click on Search
Manual Reconciliation
rch By | From Date / Thru Date
Search Criteria
Bank ID 044115443 |Q Account # 510883296 Q *Status | Unreconciled
From Date 08/01/2018  |[&] Thru Date 08/27/2018 Method
Total Transaction Amount 0.000 USD
System Transactions

v
v Search

Personalize | Find | View Al |2 | B Fist

Select Reconciliation Date  Status Reference Transaction Date Transaction Amount Method Source Status Detai

Cal
Select All Clear All

Recon Date Override Options

Reconcile Run Report
Report Manager Process Monitor

b Last

New window | Help | Personalize Page
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¢ If the following appears, click on OK.

Message

I This bank account is defined to use Automatic Reconciliation. (9550,13)

OK

¢ All transaction types for the period entered will appear.

New Window | Help I Personalize Page

Manual Reconciliation
“Search By |From Date/ThruDate v |
Search Criteria
Bank ID 044115243 | @ Account #(510883296 Q =status|Unreconciled v |
From Date 04/01/2017 |[3) Thru Date [07/31/2018 |5 Method| | search
Total Transaction Amount -664,641.81 USD
System Transactions Personalize | Find | View 100 | & | [ First (' 1-10007 175 '}/ Last
Select Reconciliation Date: Status Reference s U= D Transaction Amount Method Source Status Detail

o parz7zoiz |5 UNR 6000000682 061122017 -50.00 CHK Payables Paid Check =
o parz7zois |E UNR APODIT71383 071282017 -20,625.74 ACH Payables Stop ACH
Receivables
o a7 |E UNR MISSING 0810272017 -20.00 CHK Pauments Joumalled Receipt
[u] erzrizois W UNR 6000000719 081172017 -375.00 CHK Payables Paid Check
Receivables ) :
o arzazoi?  |E UNR MISSING 08/23/2017 200.00 CHK Forments Unident Receipt
o parzri2018 5 UNR 053000194628757 1000512017 -125.00 EFT g:f;i;ﬁi’;es Joumalled Receipt
(] oa/z7/2012 5 UNR 061112840731142 122112017 112.97 EFT Recelvables Complete Receipt

Payments

e Click on First to insure you are at the start of the file for the period selected.
Make sure the data is in order by reference.
¢ Click on the negative and positive amounts where the amounts equal.

« Click on the Download icon ki

.to export to Excel

NOTE: The browser you use determines whether the Excel file opens directly or you
have to indicate you want to open it. The IE, Firefox and Chrome browsers each handle
this differently. The security settings may also prompt you to allow the file to download or
not. Allow it.
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HOME PAGE LAYOUT FORMULAS DATA REVIEW VIEW ACROBAT
= F - : = - S-%- e [ :@
E? D O ﬁ &l Store Bing Maps I ? M- e hv I Ir_,_‘_ m

PivotTable Re;;;rl:air:::d Table  Pictures p?crl!?:; o 3 My Apps - H People Graph Reco&;ﬂ::ded ', . Pi\rot‘l:’_hart Map Line Colum
Tables THustrations Add-ins Charts o Tours Sparkli
Al - Jr | select
A B C D E F G H I ] K
1 |Select |Recondiliation Date | Status Reference Transaction Date | Transaction Amount | Method Source Status Detail
2 |N 6/14/2017(UNR 0034512967 5/30/2017 111.86|WIR Payables Paid Wire
ElL 6/14/2017(UNR  |021000020080941 5/25/2017 1,869.46|EFT Receivables Payments |Complete [Receipt
4 Y 6/14/2017(UNR |021000020080941 5/25/2017 -1,869.46|EFT Receivables Payments (Journalled [Receipt
5 (Y 6/14/2017(UNR |021000025268965 5/22/2017 14,933 60(EFT Receivables Payments |Complete |Receipt
6 |Y 6/14/2017|UNR |021000025268965 5/22/2017 -14,933 60 (EFT Receivables Payments |lournalled [Receipt

¢ Make sure your cursor is on the first row.
Click on Insert then PivotTable.

|

Choose the data that you want to analyze

@ Select a table or range
Table/Range: | ‘ps (57)/1SAS1:5152) £

(71 Use an external data source

Choose Connecdtion... |

Connection name:
Choose where you want the PivotTable report to be placed
@ New Worksheet
() Existing Worksheet
Location: |El
Choose whether you want to analyze multiple tables

|:| Add this data to the Data Model

| Ok I Cancel

e Click on OK box if the range is correct.
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PivotTable Fields v X

Choose fields to add to report:

Select T
[] Recenciliation Date

[ Status

Reference

["] Transaction Date

Transaction Amount

[] Method

[] Source

[] status2

[ Detail

MORE TABLES...

Drag fields between areas below:

T FILTERS Il COLUMMS
= ROWS E VALUES
Reference - | | Sum of Trans... ~

e Set your fields up as in the figure. Set a filter on the Select field to “Y”.
e Set the number format for the Transaction Amount to Accounting and click OK.
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-

Format Cells | P = |

] S Mumber

Category:

General + |  Sample
Number
Curren

Row Labels

Date Decimal places: |2 lZI

Time .
Symbol: | None
Percentage | |Z|

Fraction
Scientific
Text
Special
Custom

e

Value Field Settings | ? D

Source Mame: Transaction Amount
ecimal points in a column.

Custom Mame: |Sum of Transaction Amount |

Summarize Values By | Show Values As

Summarize value field by

Choose the type of calculation that you want to use to summarize ILJ ﬂ]

data from the selected field = 7
| EESS———— |
Count
Average E
Max
Min
Product -
= ROWS T VALUES
Number Format oK Cancel ] | Reference | | Sumn of Trans...
A

e Set the number format for the Transaction Amount to Accounting and click OK.

o Verify that the transactions total to zero.
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25 |091000019002401 -
26 |091000019008416 -
27 091000019628730 -
28 111000025268980 -
20 1111000029008338 -
30 1111000029008347 -
31 |111000029628726 -

32 (519201701 (0.00)
33 (519201706 -

34 Grand Total (0.00)
35

¢ Go back to TeamWorks and click on the Recon Date Override Options. Check on
Override Reconciliation Date and Enter the Reconciliation Date in the box. Use the
last day of the month you are reconciling.

d 082712018 [ UNR 053000193350673 03/26/2018 2560.00 CHK Joumalled Receipt

v 08272012 | UNR 053000194543399 0312612013 -20.00 EFT Recelanes Joumalled Recelpt
yme

v D8/2772018 B UNR 053000194548899 037262018 20,00 EFT Ea’fﬂsﬁgss Joumalled Receipt
7
Select All Clear All

Recon Date Override Options

¥/ Override Reconciliation Date Enter Reconciliation Datgj05/31/201

Reconcile Run Report )
Report Manager Process Monitor

i =] Notify

B. Semi-Manual Reconciliation Transaction Data

As stated earlier in the document, transactions are automatically reconciled in TeamWorks.
Deposits are created using the downloaded daily bank statements. ACHSs, checks, and deposits
are reconciled to the bank transactions. The system creates the deposits from the bank
statements and then reconciles the system deposit to the bank. Sometimes, if you enter your
AR deposit the same day as deposited at the bank, the system will not automatically reconcile
because it has two deposits — your entry and the system entry. Let's look at the deposit
reference 516201702 for $1,075.00.

Log in to TeamWorks
Navigation: Banking/Reconcile Statements/Semi-Manual Reconciliation

e Click on the magnifying glass icon Q for the BankID field and select the Bank ID
¢ Click on the magnifying glass icon “ for the Account # field and select the Account #

44|Page Version Date:  09/28/2018
State of Georgia



CTAS Bank Reconciliation Handbook | 2018

Enter the From Date and Thru Date for the period

e Click on Search

e Check the box for Reference 516201702 on the bank side and the three boxes on the
system sifje.

Semi Manual onciliation =Search By | From Date / Thru Date v | *Rate Rate Table v

Search Criteria

‘ i Bank ID 044115443 Q Account # (510883296 Q > Statement ID 22 o
From Date 05/152017 |[5{ Thru Date [05/31/2017_|[5{ *Reconciliation Statug v
From Amount To Amount Currency Code USD FEE

Advanced Search

Er?irr'lléactions 7 Personalize | Find | View 50| 21| &= Gt =) 4L ‘t 'Isr\::sntse:ltions Personalize | Find | View 50 | (2| First &' 1-120f12 ‘&' Last
H as
Select Referencea Bank Date Tran Amt Type Select Refere-nr.eA Tran Date Tran Amt Type Source
19/ =h s Receivables
- v 516201702 051912017 1,075.00 C = v 516201702 0512212017 07500 BFT SRR
516201704 05/19/2017 110.00 C o i
’ B v 516201702 0519/2017 1,075.00 CHK Eg;;':ﬁ?s‘ea
519201703 05/19/2017 1,750.00 C =3
. Receivables
519201705 05119/2017 1,400.00 C B - 516201702 0311812017 107500 CHE o2 mente
o Receivables
516201704 051912017 110.00 CHK  p2etERl

¢ Now proceed to the bottom of the screen and click the box Refresh. Each side has a
total of 1,075.00.
¢ Click on the Reconcile button.

1 704 a0 Receivables
51920170 05/19/2017 767476 CHK Payments
A107011703 N&R27N17 -1 7RO AN FFT Receivables
Amount: 1,075.00 Amount: 1,075.00
Reconcile Refresh Difference: 0.00

Continue doing this for deposits where you have a bank transaction matched to three system
transactions.

C. Manual Reconciliation — Debits and Credits

The process to reconcile the TeamWorks Deposits, Wires and ARIS Transactions (Booked) to
the JP Morgan/Chase Bank Statements (Bank) is a manual process.
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You will need the OST Allotment Statement Excel File, OST Fiduciary Statement Excel File,
JP Morgan Chase Operating Account Bank Statement (Downloaded Excel File), and the
0GLO076_4092X_TBL_EXTRACT Query(Excel Worksheet).

Deposit/Credit Transaction Types Appearing on Bank Statement:
e Cash Concentration Transfer Credits = Withdrawals are greater than deposits and the
shortfall was funded by OST
Chips Credit Via: = Deposits from BOA transferred by OST to JP Morgan/Chase
e Orig Company Name = ACH Payments received from other Agencies or Outside
Vendors
¢ Remote Online Deposit = Checks deposited by Agency via Remote Desktop Scanner

Debit/Withdrawal Transaction Types Appearing on Bank Statement
e Cash Concentration Transfer Debit to Bank Account XxxXxxxxX = deposits are greater
than withdrawals and the excess is transferred to OST
e Orig Co Name: xxx = ACH payments to other entities

Checks Paid on Bank Statement

e Checks paid by the Bank appear in the Checks Paid section of the JP Morgan Chase
Operating Account Bank Statement Excel Worksheet

Validate Transactions between the Allotment Statement and the Fiduciary Statement)

NOTE: As stated in CTAS training, SAO recommends that you monitor both your Allotment and
Fiduciary Account statements on a regular basis. If you wait to review these statements until
the end of the month, your reconciliation process will be time consuming.

Step 1: Tic and tie all Allotment Statement Cash Allotment Draw (CTAS DRAW) Decreases to
Fiduciary Statement Cash Receipts - FID (CTAS DEP) Debits
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E - = 05312017 Allotment Statement - Excel PIVOTTABLE TOOLS
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ACROBAT ANALYZE DESIGN

A5 - Jx | BEGINNING BALANCE
A B C D E F G
1
2
3 | TXN-DESCRIPTION - | Source-Docum¢ ~ | Effective-Date | ~ | Sum of BEG_BAL Sum of Net Sum of END_BAL
4 = ALLOTMENT DISTRIBUT “'WARRANT 5/9/2017 - 643,837.00 -
5 | #BEGINNING BALANCE | 209,997.47 - -
OTMENT DRAW = CTAS DRAW - (565,488.57) -
@ # PR DRAW - (268,934.46) -
8 S TATE Tk EHEens SR TZTTO0 -
9 5/31/2017 - 574,731.56 -
10 | ¥ ENDING BALANCE - - 619,341.44
11 | =GFT- INCOME TAX =ISTATE TAX 5/15/2017 - (544,621.00) -
12 5/31/2017 - (574,731.56) -
13 Grand Total 809,927.47 (190,586.03) 619,341.44
14

H ©- = 05312017 Fiduciary Statement - Excel PIVOTTABLE TOOLS

FILE HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  ACROBAT  ANALVZE  DESIGN
F7 - Jx | sesass.s7

A B C D E F G

1
2
3 |TXN-DESCRIPTION ~ | Source-Docume¢ ~ | GRANT-ID +1| Effective-Date -1/ Sum of BEG_BAL Sum of Net Sum of END_BAL
4 | #BEGINNING BALANCE 5,711,090.15 - -
5 | = CASH DISBURSEMENTS #REV COLL - (18,449.00) -
(3] +H STATE AN [1.119 -
1]= EIPTS-FID  CTAS DEP -
8 # PR DEPOSIT - 268,934.46
9 | #CTAS DEPOSITS - TZA36,422.07
L0 | # CTAS DISBURSEMENTS - (8,826,343.69) -
L1 | * ENDING BALANCE - - 9,017,790.00
L2 | Grand Total 5,711,090.15  3,306,699.85 9,017,790.00

Step 2: Tic and tie all Allotment Statement Increases due to Cash Allotment Draw (STATE TAX)
to the Fiduciary Statement Cash Disbursements (STATE TAX) Credits.
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H ©- = 05312017 Allotrnent Statement - Excel PIVOTTABLE
HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  ACROBAT ANALYZE

AS - fr | BEGINNING BALANCE
A B C D E F
L
2
3 | TXN-DESCRIPTION - | Source-Documd ~ | Effective-Date | Sum of BEG_BAL Sum of Net Sum of END_BAL
I EALLOTMENT DISTRIBUT ='WARRANT 5/9/2017 - 643,837.00 -
3 | ¥BEGINNING BALANCE I 809,927.47 - -
3 | ='CASH ALLOTMENT DRAW * CTAS DRAW - (565,488.57) -
7 * PR DRAW - (268,934.46) -
3 SISTATE TAX 5/15/2017 - 544,621.00 -
3 5/31/2017 - 574,731.56 -
0 | #ENDING BALANCE = - 619,3241.44
1| =GFT- INCOME TAX =ISTATE TAX 5/15/2017 - (544,621.00) -
2 5/31/2017 - (574,731.56) -
3 |Grand Total 809,927.47 (190,586.03) 619,341.44

H - = 05312017 Fiduciary Statement - Excel PIVOTTABLE TOOLS
FILE HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  ACROBAT  ANALYZE  DESIGN
Ag - Jv | casHRecEPTs-FID
A B C D E F G

1

2

3 |TXN-DESCRIPTION | Source-Docum¢ * | GRANT-ID -1 Effective-Date | -/ Sum of BEG_BAL Sum of Net Sum of END_BAL
4 | % BEGINNING BALANCE 5,711,090.15 - -

5 | =CASH DISBURSEMENTS -

6 SISTATE TAX = (blank) 5/15/2017 (544,621.00) -

7 5/31/2017 - (574,731.56 -

8 |# CASH RECEIPTS- FID 3,423.03 -

9 | #CTAS DEPOSITS - 12,436,422.07 -
10 | ¥/ CTAS DISBURSEMENTS - (8,826,343.69) -
11 | ¥ ENDING BALANCE - - 9,017,790.00
12 |Grand Total 5,711,090.15  3,306,699.85 9,017,790.00

-
i)

Step 3: Verify ARIS payments made by your agency from the ARIS Report to the Cash
Disbursements (STATE TAX) Credits on the Allotment Statement.

Note: Each agency is responsible for running their ARIS report in the ARIS system. If no one in
your agency has the “Agency Admin” permission level in ARIS to be able to run the report,
contact OST (Office of the State Treasurer).
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W o0 =) Oy M s Lo P

=

BHS- :

State Tax Payments

A B C D E F G H
00326145 M5/24M17 15:44:37 T 61 40700 0524117

00325707 51017 12:58:01 | 78 10700 7 DEMEMT 544 621.00
00326292 Msr2517 15:09:17 T 78 0700 Z 0&i3MT 574,731.56
00325554 M5/05M17 14:28:15 T 79 40700 "05/09/117 4.000.00
00325553 ME/05/17 14:28:15 7 79 40700 0510917 14,449 00

1,119,352 56

J

K L
o000 DB
0000 CR
0000 CR
0000 DB
0000 DB

null

M

null S-STATETAX 00006001 0511717
null S-STATETAX 00006001 05/30/17
null 2017RC0417 00003407 05/09/17
null 2017RC0417 D0003403 05/09/17

N 0 P
'00006000 "D5/24/17 ignore
ignore
ignaore
null
null

FILE HOME  INSERT  PAGELAYOUT  FORMULAS — DATA  REVIEW  VIEW  ACROBAT

G17 - I

A B C E F G

1

2

3 |TXN-DESCRIPTION ~ | Source-Documd ~ | Effective-Date |~ |Sum of BEG_BAL Sum of Net Sum of END_BAL
4 | = ALLOTMENT DISTRIBUT = 'WARRANT 5/9/2017 - 643,837.00 -

5 | #BEGINNING BALANCE 809,927.47 - -
& | = CASH ALLOTMENT DRAW # CTAS DRAW - (565,488.57) -
7 * PR DRAW - (268,934.46) -
8 = STATE TAX 5/15/2017 - 544,621.00 -
a 5/31/2017 - 574,731.56 -
10 | * ENDING BALANCE - - 619,341.44
11 | DGFL= =ISTATE TAX 5/15/2017 - (544,621.00) =
12 w 5/31/2017 - (574,731.56) >
13 |Grand Total 809,927.47 (190,586.03) 619,341.49
14

L
N

Validate Transactions between the Fiduciary Statement) and the JP Morgan/Chase Bank
Statement (Excel Worksheet)

Step 1: Tic and Tie the CTAS Disbursements (CTAS DISB) on the Fiduciary Statement to the
Withdrawals/Debits (2) on the JPM Bank Statement (Excel Spreadsheet)
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i — = e — - — = o
H - & = 05312017 Fiduciary Statement - Excel PIVOTTABLE TOOLS
HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  ACROBAT  ANALYZE  DESIGN
F12 - Jr | -se177.61
A B c D E F G
1
2
3 |TXN-DESCRIPTION |~ |Source-Docum{ ~ | GRANT-ID Effective-Date |-1| Sum of BEG_BAL Sumof Net  Sum of END_BAL
4 | #BEGINNING BALANCE 5,711,090.15 - -
5 | =CASH DISBURSEMENTS #REV COLL - (18,449.00) -
6 =ISTATE TAX =(blank) 5/15/2017 - (544,621.00) -
7 5/31/2017 - (574,731.56) -
5 | ®CASH RECEIPTS- FID - 834,423.03 -
9 | = CTAS DEPOSITS #CTAS DEP - 12,436,422.07 -
10| = CTAS DISBURSEMENTS = CTAS DISB #0op - -
11 #py - (580,148.45) -
12] = WIRE - -
13 | ® ENDING BALANCE - - 9,017,790.00
14 |Grand Total 5,711,090.15  3,306,690.85  9,017,790.00
15
16
17
18 (8,246,195.24)
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H - & = 20170531-1-3296-)PM-Bank-Statement-0001 - Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ACROBAT

|h1 v| : |>( v ﬁ” Ledger Date

Ledger Date

.
3 0 2 0 I ) ) S Y Y

4 .. | Deposits And Credits | Withdrawals And Debits (2) Withdrawals And Debits Checks Pai ... (¥

Step 2: Tic and tie CTAS Deposits (CTAS DEP) on the Fiduciary Statement (Debits) to the
Deposits in the JP Morgan Bank Statement (Excel Worksheet-Deposits and Credits Tab)
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A B | C | D E F G
1 |Ledger Date E Description > Amount - | Account Numﬂz Account Name E
3 |o05/01/17 Total 535,761.02 0
4|05/02/17 Total 29,314.10 0
11 |05/03/17 Total 136,464.61 0
'3 |05/04/17 Total 687,891.51 0
6 |05/05/17 Total 528,511.61 0
i0 |05/08/17 Total 147,888.91 0
i2 |05/09/17 Total 439,238.39 0
i1 |05/10/17 Total 174,486.72 (i
i9 |05/11/17 Total 107,663.09 0
4 |05/12/17 Total 428,876.56 0
12 |05/15/17 Total 4,002,981.69 0
16 |05/16/17 Total 125,604.81 0
19 |05/17/17 Total 1,877.63 o
14|05/18/17 Total 38,827.01 0
17|05/19/17 Total 702,544.68 0
21|05/22/17 Total 85,531.85 0
23|05/23/17 Total 15,937.80 0
25|05/24/17 Total 1,869.46 0
10|05/30/17 Total 3,545,518.48 0
13|05/31/17 Total 74,995.81 0
14|Grand Total 11,811,785.74 0

—I Deposits And Credits (2) Deposits And Credits

withdrawals And Debits (2) | Withdrawal ... (¥

AVERAGE: 617,72579 COUNT:19 SUM: 11,7

K|

A B c D E , F , G , H ,
# BEGINNING BALANCE 5,711,090.15 - -
=ICASH DISBURSEMENTS ' REV COLL - (18,449.00) -
= STATE TAX = (blank) 5/15/2017 - (544,621.00) -
5/31/2017 - (574,731.56) -
# CASH RECEIPTS- FID - 834,423.03 -
= CTAS DEPOSITS = CTAS DEP 42817 5/1/2017 - 699,632.14
250117 5/2/2017 - -
250214 5/3/2017 -
250317 5/4/2017 -
250417 5/5/2017 -
250517 5/8/2017 -
250817 5/9/2017 -
=50917 5/10/2017 -
251017 5/11/2017 -
251117 5/12/2017 -
251217 5/15/2017 -
251517 5/16/2017 -
251617 5/17/2017 -
251717 5/18/2017 -
251817 5/19/2017 -
251917 5/22/2017 -
252217 5/23/2017 -
252317 5/24/2017 -
252417 5/25/2017 -
253017 5/31/2017 -
=RTN51117 5/12/2017 -
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Note how you need to compare the dates. On the Bank statement, the last day of the month
contains your deposits in transit. On the Fiduciary statement, the last day of the previous month
were the deposits in transit for April.

Validate Transactions between TeamWorks and the Fiduciary Statement (Excel

Worksheet)

Step 3: Tic and tie the transactions from the general ledger to the Fiduciary Statement using the
0GLO076 4092X TBL Extract Query and the Excel Fiduciary Statement.

Run the above query to excel using the following parameters using your agency’s data:

0GLO076_4092X_TBL_EXTRACT - GG Extract Report Query

Unit: 40700 |Q
Starting Account: 101200
Ending Account: 106119
Fiscal Year: 2017
From Period:

To Period:

Budget Year or ALL: |4 |

View Results

Ref Ref Ref Ref Ref Ref

Copy the worksheet and paste it into the GLO76 template on the data worksheet. There is a
Pivot Table for each source — AP, AR, and combined LD/MAN. Compare the GL query results
to the Fiduciary Statement for each source. For labor, sometimes an off-cycle payroll creates
outstanding checks at the end of the month that do not show up on report PYXXX0015.

On the LDMAN tab, the following accounts are selected:

101200
196050
196051
196119

Copy and paste the disbursements related to Payroll from the Fiduciary pivot table to the LD
MAN tab:
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TXN-DESCRIPTION
+ BEGINNING BALANCE

~ | Source-Documi ¥ | GRANT-ID -1 Effective-Date -1/ Sum of BEG_BAL Sum of Net

7,679,295.50

Sum of END_BAL

(32,470.00)

= CASH DISBURSEMENTS = REV COLL = ({blank) 3/8/2017
= STATE TAX = (blank) 3/15/2017 (542,414.52)
3/31/2017 (565,898.95)
+ CASH RECEIPTS- FID 514,256.38
= CTAS DEPOSITS + CTAS DEP 8,412,059.14
= CTAS DISBURSEMENTS = CTAS DISB + DBACH (75.00)
=Op (2.410,266.19)
=pY 3/1/2017 (1,173.11)
1 3/3/2017 (B806.89)
3/15/2017 (272,136.43)
3/16/2017 (1,506.42)
3/17/2017 (882.62)
3/20/2017 (1,602.07)
3/28/2017 (985.75)
3/31/2017 (281,212.5
#WIRE (72,530.97)

6,421,249.54
6,421,249.54

+ ENDING BALANCE

Grand Total 7,679,295.50  (1,258,045.96)

Account (Multiple ltems) ||
Sum of Amount
Source -T|Refld 1 v |Refid 3 |~ |Total
=LD =1LD07186652 03-10-2017 | (277,113.29) Fiduciary Statement
=ILD071959234 03-28-2017 | (281,952.77) SEANMTIO_ Effectie.Ciat LEER Bal bS5 Labor
SILD07204478  03-31-2017  (2,330.96) OFf cycle by 37172017 (1,173.11) I (1,173.11)|Feb 05
LD Total (560,997.02) 3/3/2017 (806.89) i (806.89)|Feb OS
EIMAN =12017-09-33 03-24-2017 | 643,837 00 3/15/2017 (272,136.43) § 277,113.29 4,976 .86
=140703LC50A 03-15-2017 3/16/2017 (1,508.42) | (1,506.42)
=140703LC51A | 03-15-2017 - 3117/2017 (882 62) | (882 62)
MAN Total 643,837.00 3/20/2017 (1,602.07) B (1,602.07)
Grand Total 82,839.98 3/28/2017 (985.75) | (985.75)
33172017 2,330.96 2,330.96 |Off cycle
KT ‘Hm‘\ 281,552.77 340 21 [Mar OS
check number amount
‘0000150 186.69
0000151 153.52
Off cycle 2330.96

Compare the amounts for the LD Source to the Fiduciary transactions. The amount of
$2,330.96 is from an off-cycle payroll and is considered as outstanding checks for the bank
reconciliation. In March, the total OS checks for payroll were $2,671.17.

On the AP tab, the following accounts are selected:

101200
196119

Copy and paste the disbursements related to Operating Disbursements from the Fiduciary Pivot
Table to the AP tab:
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H ©- 2 s (05312017 Fiduciary Statement - Excel PTVOTTABLE TOOLS
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ACROBAT ANALYZE DESI

‘11 - S || wire
A B c D E F
TXN-DESCRIPTION |~ | Source-Docum¢ ~ | GRANT-ID Effective-Date -1 Sum of BEG_BAL Sum of Net
# BEGINNING BALANCE 5,711,090.15 -
= CASH DISBURSEMENTS # REV COLL - {18,449.00)
+ STATE TAX - (1,119,352.56)
# CASH RECEIPTS- FID - 834,423.03
# CTAS DEPOSITS - 12,436,422.07
=/CTAS DISBURSEMENTS  =/CTAS DISB 0P - (8,160,017.63)
) #=py - (580,148.45)
1 #WIRE - (86,177.61)
! | # ENDING BALANCE - -
} ‘Grand Total 5,711,090.15  3,306,609.85
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== I S

17
18
19
20
21

23
24
25
26
a7
28
29
20
=1
32
33

a5
36
37
38
39
66
67
68

Account (Multiple: Items) | T

Source AP T

Sum of Amoun

Name = |Refld 1 = |Payment Date | ~ |Total A

+ADAM M GOODMAN, CHAPTER 13 TRUSTEE 400.00

#INTERNAL REVENUE SERVICE-WITHHOLDINGY (6,131,216.18) oP - (8,160,017.63)
+ TEACHER'S RETIREMENT SYSTEM (2,728.62) WIRE - (86,177.61)
+ ORACLE AMERICA INC (482,478.83) STATETAX (1,119,352.56)
HAIRPLUS INTERNATIONAL INC (25.62) Rev Collection (18,449.00)
+GA BUILDING AUTHORITY (2,500.00) Subtotal Treasury (9,383,996.80)
+ADP (303,531.37)

HRICOH USAINC (3,982.52) Apr OS5 Checks 5,645.50
+GA DEFINED CONTRIBUTION PLAN (260.73) Apr OS5 ACHS 540,885.45
HCAPTRICITY (2,000.00) May OS Checks (16,809.05)
HSYSTEM AUTOMATION CORPORATION (15,000.00) May OS5 ACHS (400,185.42)
HCANON USA INC (380.52)

+GA DEFT OF ADMINISTRATIVE SVCS (204,185.25) Subtotal (9,254,460.32)
+ KANSAS STATE BANK (2,756.15)

HNANCY J WHALEY - CHAPTER 13 TRUSTEE (1,850.00)

+ BANK OF AMERICA NA (11,214.37) Rev Collection not recorded 18,449.00
HFOCUS OF GEORGIA INC (3.,288.00) 05/31/17 Wire not recorded until June 22 670.02
HCONCUR TECHNLOGIES INC (719.37) ACH returned 1,500.00
+ PLATFORM28 LLC (641.37) ACH returned In April recorded in May 341.00
+ RACKSPACE US INC (7.380.48) Bank of America CC fee 0.75
HLEXISNEXIS COURTLINK INC (341.00)

HMOORE PARTNERS INC (363.90)

+ BAZILE,MARIA (517.60)

+THE HERTZ CORPORATION (206.13) Total Treasury Adjusted (9,211,499.55)
H EAP CONSULTANTS LLC (127.40) Difference -
HLANGSTON,CARTRELLA (395.96)

HWILLIAMS, JENNIFER BEASLEY (856.38)

Grand Total (9,211,499.55)

Notice that you are trying to remove any April transactions out of Treasury’s numbers to look at
May transactions only. Errors and omissions show up easily when comparing this way.

On the AR tab, only 101200 for Account and Source AR and ARD are selected for the Pivot
Table. The CTAS DEP is copied from the Fiduciary Account.
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TXN-DESCRIPTION

~ | Source-Docum¢ ~ GRANT-ID

+/BEGINNING BALANCE

-1 Effective-Date |-T| Sum of BEG_BAL |Sum of Net .Sum of b

5,711,090.15

=/CASH DISBURSEMENTS  # REV COLL - (18,449.00)
#STATE TAX - (1,119,352.56)

= CASH RECEIPTS- FID - 834,423.03
=ICTAS DEPOSITS =ICTAS DEP =142817 5/1/2017 - 699,632.14
=50117 5/2/2017 - 535,761.02

=150214 5/3/2017 - 29,314.10

=150317 5/4/2017 - 136,464.61

250417 5/5/2017 - 687,891.51

=150517 5/8/2017 - 528,511.61

250817 5/9/2017 - 147,388.91

250917 5/10/2017 - 439,238.39

251017 5/11/2017 - 174,486.72

251117 5/12/2017 - 106,163.09

251217 5/15/2017 - 428,876.56

251517 5/16/2017 - 4,002,981.69

251617 5/17/2017 - 125,604.81

=51717 5/18/2017 - 1,877.63

251817 5/15/2017 - 38,827.01

251917 5/22/2017 - 702,544.68

252217 5/23/2017 - 85,531.85

252317 5/24/2017 - 15,937.80

252417 5/25/2017 - 1,869.46

253017 5/31/2017 - 3,545,518.48

— SIRTN51117 5/12/2017 - 1,500.00 —

CTAS DEP Total 12,436,422.07

Note the RTN51117. This is an ACH payment that was returned not an actual deposit. Itis an
adjustment to Treasury.

Drop Report Filter Fields Here
Sum of Amount A - Account ~ | Source - hd
[=101200 Grand Total

Descr Li|Refld 1 [~|Name AR ARD

#021000020080941 - -
#021000022740849 - -
#021000023577700 - -
#021000023764001 - -
#021000023764104 - -
=1021000023009400 =1407011231312 1,786.17 1,786.17
#021000020021196 17,700.73 17,700.72
#021000029021208 28,561.38 28,561.38
#053000191988270 125.00 125.00
#053000192740833 30.00 30.00
#053000192740834 275.00 275.00
# SA00523171 15,937.80 15,937.80
# SAQ0524171 1,869.46 1,869.46
# SAQ0530171 54,954.94 54,954.94
Grand Total 4,826,643.54 7,445,983.53 12,272,627.07

Fiduciary Statement
Source-Document-Id

CTAS DEP

AP ACH return

Peoplesoft recorded reversal twice

Wire to Veterans for

overpayment on Commeon Pay
Ethics returned check recorded in May

Treasury Total
Difference

Sum of Net

12,436,422.07

(1,500.00),

(117.661.04)

(44,508.96)
(125.00)

12,272,627.07

Note: had to adjust Treasury side to agree with our GL amounts.

Bank Reconciliation Process-Payroll Account
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You will need the JP Morgan/ Chase Payroll Account Bank Statement and XXX-P1173
Confirmation of Transmission of Direct Deposit for each pay period to reconcile the

amounts. No reconciliation of the amounts occurs in TeamWorks.

A. Reconciling Credits

e Manually verify that the Deposits on the JP Morgan/Chase Payroll Account (Worksheet)
Statement reconcile with the deposits shown on the XXX-P1173 Confirmation of

Transmission of Direct Deposits.

EI‘AIE ACCOUNTING OFFICE
SIATE OF
FERSONNEL ACCOUNTING AND
CONFIRMATION OF TERANSMISSION
JEMORGAN CHASE BANE, H.

GECRGIA
FEI#51-0539518

REFOET HO.:
FEINT DATE:
CONTROIL. 5YSTEM

OF DIRECT DEFROSIT

0407-F1173
02-11-2014

PAYROLL CHECK TRANSMISSION NUMBER DIRECT DEPCSIT

DATE DATE DATE TIME OF ITEMS  AMOUNT

EE;;;—@ﬂIE"EE:14—2014 02-11-2014 06:45:11 DEBIT 0

( CREDIT 164

ETATE ACCOUNTING OFFICE REFORT NO.: 0407-P1173
STATE OF GEORGIA FRINT DATE: 02-25-2014

FPERSOMNEL ACCOUNTIING AND CONTEOL SYSTEM
CONFIRMATION OF TERANSMISSION
JEFMORGAN CHASE BANEKE, H.

FEI#51-0539518

OF DIEECT DEPOSIT

1 |Ledger Date  |Description

FAYROLL CHECEK TEANSMISSION NUMEBER DIRECT DEFOSIT
DATE DL DAaTE TIME L I SO ITNT
< 2-28-2014 02-28-2014 02-25-2014 13:10:26 DERIT 0
\ CREDIT 161
Al - fe | Ledger Date
Iy B © D E F

Amount Account Wumber Account Name
407588,05 000000510883312 STATE ACCOUNTING OFFICE

2 02/14/14 C&5H COMCENTRATION TRAMNSFER CREDIT FROM &CC
9 CaASH COMCENTRATION TRAMNSFER CREDIT FROM &ACC
21 CasH COMCENTRATION TRANSFER CREDIT FROM ACC

220 0883312 STATE ACCOUMTIMNG OFFICE
213552 740 3312 STATE ACCOUMNTIMG OFFICE

5 Total
[
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e Any reconciling items are handled on the CTAS Bank Reconciliation document and must
be resolved before the close of the next JPM Bank Statement

B. Reconciling Debits

e OQutstanding checks from the PYXXX0015 are recorded on the CTAS Bank
Reconciliation Template and should be monitored to ensure that they are clearing the
bank account timely.

gomain.doas.state.ga.us: PYA070015E (03/19/2014 02:50:45 PM) e & ]

STATE OF GEORGIAR
Error Listing
CHECK RECONCILIATION PROCESS - FEB

TEANSIT_NUM  ACCOUNT_NUM Checks Amount Bank Emount Check Dt File Error Message

061209756 2079900543780 0000004 1,437.88 1,437.88 05-16-08 TMCF Check has already been cashed.

gomain.doas.state.ga.us: PY4070015 (03/19/2014 12:49:14 PM) =RIRERC>x

| | -

STATE OF GEORGIAR

Issued Checks (Computer) - FEB
Bank Transit No.: 044115443 Account Neo.: 510883312 CHECK RECONCILIATICON REFORT

Check# Imount Check# Amount Check# Imount Check# Amount Check# Imount Check#
0000002 1,314.395

CTAS Bank Reconciliation Template

SAO has developed a recommended CTAS Bank Account Reconciliation Template for
reconciling the GL Account Balances (101200 and 196119) in TeamWorks with the Bank
Balance (Fiduciary Statement). The template is available on the SAO website located here
http://sao.georgia.gov/consolidated-treasury-account-structure.

Bank Reconciliation Template Header Information

The CTAS Bank Reconciliation document will allow you to reconcile Book (TeamWorks) to Bank
(Fiduciary Statement) all in one document.

Enter the Agency Name and the Month being reconciled.
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Enter in the account balances for G/L Account numbers 101200 and 196119 per TeamWorks
for the end of the period being reconciled.

CTAS Monthly Bank Reconciliation

State Accounting Office

Meonth of: May 2017

G/L Account Number: 101200 513,800,559.81
G/L Account Mumber: 121001 5907,183.37
G/L Account Number: 196119 (55,567,173.21)

$9,140,569.97

Note: SAO does the bank reconciliation differently. We reconcile the Allotment Account and
Fiduciary account together.

Fiduciary Statement Information
Enter the Ending Balance reported on the Fiduciary Statement

Balance Per Bank (Fiduciary Account Statement): 59,017,790.00
Balance Per Bank [Allotment Account Statement): $619,341.44
59,637,131.44

Note: SAO does the bank reconciliation differently. We reconcile the Allotment Account and
Fiduciary account together.

Enter any deposits in transit:

Deposits In Transit: 574,995.81
'05/31/17 ORIG CO NAME:LAW, DEPT OF ORIG 1D:15860020: 63,265.47 000000510883296 STATE ACCOUNTIM
TEl5,|-"'31|,f"1'a" ORIG CO NAME:GA Soil & Water ORIG ID:25819270 11,730.34 MIGEEBZBE STATE ACCOUNTI
[05/31/17 Total 74,995.81 |
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The deposits in transit will equal the amounts deposited in JP Morgan on the last day of the
month.

Enter any ACH transactions created by not processed by Bank from the
AP009_BANK_RECON_PYMNT_REF Query:

Outstanding ACH {$400,185.42)

H ©- & 05 2017 AP009 BANK RECON - Excel

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW Wl
A1l - Jx | s/1/2017

A B c D E
1
2
3 |Payment Method Automated Clearing House |-T
4 |Pay Status Paid -T
5 |Act Settle (blank) ES
6
7 |5um of Amount
8 |Payment Date |~ | Reference + |Total
9 = 12472017 | CO00002095 -
10 HE312017 120,472 .16
11 #6201 T. 279 71327
12 |Grand Total 400,185.42
13
ACH Checks Paid in current manth Checks 08 Data *)

Enter the account number for the JP Morgan/Chase Operating account and the total of any
outstanding checks from the 0AP009_BANK_RECON_PYMNT_REF Query.
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H - & = 05 2017 APO09 BANK RECON - Excel
FILE HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  ACROBAT

H10 v Je

A B c D E F 3 H I
2

3 |Payment Method |System Check |.T|

4 |Pay Status Paid Ei

5 |Act Settle 6/30/2017 Ei

6

7 | Sum of Amount

& |Payment Date |Z| Reference E Total Checks OS as of the date of the query 16,809.05
9 |Grand Total Checks paid in June, OS as of 5/31/17 -
10

11 Total 0S5 16,809.05

Enter the account number for the JP Morgan/Chase Payroll account and the total of any
outstanding checks from the PYXXX0015 Report or the 0GL076 4092X if there is an offcycle
payroll.

H % ¢ = 05 2017 GLOTS - Excel 7T =
HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ACROBAT
|
M20 -] I
A B c D E F G H | J K L M
3
4 Sum of Amount
5 Source [T|RefId 1 [~|Refid 3 [~ |Total
6 =LD =LDO7221955 05-10-2017 | (284,492 55)
7 SLDO7231840  |05-25-2017 | (293,246.53)
8 LD Total (577,739.08)|Off cycle pY 5172017 - (792.35) i (792.35) April 0S
9 | EMAN 22017-11-34  |05-10-2017 (103.23) 5/2/2017 - (1,586.51) i (1,556.51) April OS
10 22017-1140  |05-24-2017 - 512/2017 - (3,086.25) i (3,086.25) April OS
1 22017-11-41 05-26-2017 | 643,837.00 5152017 - | (279,410.42) 28449255 5,082.13
12 240705LC50A  |05-15-2017 - 51672017 - (2,168.81) i (2,168.81)
13 =40705LC61A  |05-15-2017 - §/17/2017 - (1,364.93) i (1,254.93)
14 | MAN Total 643,733.77 51872017 - (1,668.39) i (1,668.29)
15 |Grand Total 65,004.69 512172017 - (200,220.79) 203,246.53 3,025.74 May OS
.| acivity | AR103500 | AR | AP | LDMAN | data | ARquery | & i

Outstanding Checks:
Operating Account Number 510883256 [
510883312

Payroll Account Mumber

Enter any additional reconciling items
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‘Dth er:

The template will calculate the adjusted bank balance

Adjusted Balance Per Bank: 59,292,107.04 I

The General Ledger Account Information

The template will display the total of General Ledger Balance totals entered at the top of the
worksheet

Balance Per General Ledger (GLX{XX044M]): 59,140,569.97 I

Enter any deposits recorded by the bank but not recorded in TeamWorks..

Unbooked Deposits: 5192,656.85

——

Enter any payments recorded by the bank but not recorded in TeamWorks.

May Revenue Collection not recorded (518,449.00)

5/31/17 Wire recorded in June (522,670.02) I

Enter any other reconciling items.
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Credit Card Fees for Campaign finance booked incorrectly for Jan 201 {$0.01)
Recorded 535.50, Amount Paid $35.51=50.01, March 2017
Credit Card Fee Reimbursement entered through AP and AR

The worksheet will calculate the adjusted General Ledger balance.

Adjusted Balance Per General Ledger: 59,292,107.04 I

General Ledger to Bank

The worksheet will then calculate any differences between the General Ledger and Bank totals.

|Dil’femnne - General Ledger To Bank: 50.00 |

All reconciling items should be monitored to ensure they are cleared timely. In most cases, all
reconciling items should be resolved prior to the next reconciliation period.
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