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1. Vouchers are entered & sav ed w

2.Vouchers are budget checked. (2a) If budget checking is successful datawill update budget subsidiary tables and the budgetledger
LEDGER_KK; (2b) ifthe process is notsuccessful Vouchers mustbe corrected and re-budget checked

3.Vouchers are posted and paid after they are successfully budget checked

4.Voucher payments are posted after they are successfully paid

5.Vouchers and payments of Vouchers are journal generated to the General Ledger after they are successfully posted

6. Voucher and payment journal data from AP posted to the General Ledger

The Trial Balance (GL###044M) will be used as the main report to which each agency will reconcile. Data on the Trial Balance is comprised of
data from journals that were either entered directly in the General Ledger or via one of the sub-modules (AP, AR & AM). Open encumbrances
are also displayed on the Trial Balance.
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Introduction

The purpose of this training exercise is to familiarize you with the various reports, steps, and account ranges that need to be used when
balancing the Accounts Payable sub ledger to the General Ledger monthly. What actual accounts you use will depend on your agency.

The overall objective is to verify that all data input and posted in all sub-modules are also posted in the General Ledger by performing the
following verification and or reconciliation:

Compare all expense account number entries in (AP, AR & other journals) to expenses in the General Ledger
Compare outstanding payables in AP to outstanding payables in the General Ledger

Compare travel expenditures in AP to the Travel Report

Compare per diem expenditures in AP to the Per Diem Report

el o

This reconciliation should be performed on a monthly basis in order to facilitate the year end reporting required CAFR. The general idea is to
ensure that all Accounts Payable activities in the Accounts Payable module are reflected in the Trial Balance.

****Several reports and queries will be used for reconciliation, below is an example of how reports will be listed throughout this document and
where the report ids are located.****

EXAMPLE: Report — GLS4042X -- GL###044M -- Trial Balance Detail Report

e ‘Report’ — indicates if the document is a report or query
e ‘GLS4042X’ —indicates the process name that appears in PeopleSoft's process scheduler — see illustration on the next page.

Proprietary and Confidential to State of Georgia SAO, OPB and Anteo Group, Inc. Accounts Payable
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Process Scheduler Request

User ID: CRAVELD Run Control ID: 455cir
Server Hame: PSUINX | Run Date: |ogm1szo08 [5]
Recurrence: | ;I Run Time: |3:55;45Pr-,-1 Reset to Current Date/Time I

Time Zone: I (S}

Process List

Select Description = e e Process Type *Type *Format Output Destination
I Trial Balance Detail Report @ SaR Report File LF |

o GL###044M - indicates the report id in Document Direct - see illustration below

I dtate 0f Georgia
Fuz Tnit: 46500 Pardons and Paroles, 5t Ed of Eeport ID: GL46L044M
Ledoer: ACTUALS Trial Balance by Business Unit Print Date: 08/708/2005
Fizcal ¥r 2008 From Period 002 To 002 From 2005-08-01 To 2005-08-31 Page 3
General Ledger Report P53 Id: GLE34042%
oot Descr Beginning Balance Transactions Transactions Ending Balance Encunbrance Ending Balance
Src YVViMM Jrnl w/0 Encumbrance Debit Credit w/0 Encumbrance Ealance w/ Encumbrance
AP 1,014,635.24 898,713,858
TOTAL: 200050 248,641, 74- 1,014,6035.24 898,713,858 132,720, 38- Q.00 132,720, 38-

e Trial Balance Detail Report -- indicates a description of the report

Proprietary and Confidential to State of Georgia SAO, OPB and Anteo Group, Inc. Accounts Payable 4
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Each agency needs to verify that the outstanding payables, expenditures, travel and per diem recorded in Accounts Payable are also
recorded in GL on a monthly basis. This is accomplished by performing an analysis of the data, which starts with pulling the following
reports and queries:

e Report — APS4019X — AP###0419 — Travel Report (automatically produced at month end)

e Report — APS4020X — AP###0420 — Per Diem Report (automatically produced at month end)

e Report — GLS4042X — GL###044M — Trial Balance Detail Report (automatically produced at month end)

e Report — APS4003X — AP###0403 — Outstanding Payables by Vendor (automatically produced at month end)

e Query — 0AP029C_Outstanding Payables by Vendor by accounting period and replaces Report APS4003X —
GL###0403 when you are reconciling an extended accounting period or two months open in the same accounting
period.

e Query — 0APO05_VERIFY_EXP Accounts Payable All Expenditures

e Query — OAPOO5K_RECON -- PO_VCHR Accounts Payable Expenditures

e Query — 0APO05J_RECON — AP data for expense reconciliation

e Query — 0OARO09A RECON -- AR data for expense recon

e Query — 0ARO09B_VERIFY_REV_OTH — AR Direct Journal data for Travel & Per Diem recon

e Query — 0GL042_RECON -- Journals entered directly in GL

e Query — 0GL041 _RECON -- Ledger Data AP Recon

e Query — OARO08A VERIFY_REV_CUST — AR Item data for Travel & Per Diem recon

Proprietary and Confidential to State of Georgia SAO, OPB and Anteo Group, Inc. Accounts Payable 5
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The next step instructs you to prepare a pivot table to compare all of your expense entries for your agency to expenses booked in the General
Ledger. When your pivot table is complete for the reports listed below, you will be able to quickly see if all expense entries have also posted to
the General Ledger as they should all net to zero on the pivot table comparison.

TOTAL EXPENDITURE VERIFICATION:

Object: Compare all appropriate expense account number entries for your agency in (AP, AR & other journals) to expenses in the General
Ledger (i.e., all of the appropriate expense accounts for your agency).

Procedure

Compare all expense account number entries in all modules (AP, AR and other journals) to expenses in the General
Ledger

a. Run queries:

0AP005J_RECON -- AP data for expense recon
OAROQ9A_RECON -- AR data for expense recon
0GL042_RECON -- Journals entered directly in GL
0GLO41_RECON -- Ledger Data AP Recon

b. Combine results from all four queries into one spreadsheet
c. Follow the instructions to Prepare a pivot table
d. Analyze data

e. Expense account entries compared to GL entries should net to zero

Proprietary and Confidential to State of Georgia SAO, OPB and Anteo Group, Inc. Accounts Payable
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How to run queries and prepare pivot table

+ Run queries listed below in preparation for creation of pivot table. Below is a sample of the pivot table results that will be produced from
the instructions in Exhibit A.

STEP SOURCE ACTION
Step 1: 0AP005J_RECON AP data for expense recon
Run queries and save results as OARO09A_RECON AR data for expense recon
suggested in step 2 of Exhibit A 0GL042_RECON Jrnls entered directly in GL
0GL041 RECON Ledger Data AP Recon

= S of Armount | Coue e -—i

-4 A ou it - | O FO0OsS. ) FREC O O FRO09~ FRE O OSLOS41_ RECoO e OSLO42 FRECOor Srand T oto
= S0oO1 001 (2. 4732, 499 737 2. 4F=2. 499 F79 O, oo
= sSozZ0o01 (5,474 047 E. 474 04 —

a2 sSOoOz001 CS. EFT0O.27F0) S 87027 —

= S11001 (S, 163. 427 2. 16568 43 -

= S1zZ001 [v. 146 497 F.146. 49 —
10 S1 4001 145 561 .25 (145, 561. 267 —
11 S1 4002 24,144 . 75 (24,144 757 o, oo
1= S15001 ZaF.0za. 22 (2S5 F, 028 25270 O, oo
13 S1s65001 as2=2.810.325 [(S52. 8103257 o. 0Ocy
14 SzZOooo- =0, =292 . 25 (20,292, 257 —
15 sSzZzzOoo1 424 50 (424 507 —
16 E1z2001 SO, 66561 .74 (S0O.661.747 o, oo
17 E1zZ2003= 1S, 44051 15, 44065173 o, oo
18 E12008 12000 1200073 -
19 E1zZ2099 4=26. 00 426 007 —
=20 E1zZ002 S.S5S16.22 (S, S16. 2210 —
=1 E1 4001 14060 (14056107 —
== 14003 SOo9. =22 (S09. =227 OO0
23 E14004a 845 653 (845 E3) -
= E1 4005 1. 2324 .95 C1.2324. 9573 —
=25 514014 S. 227320 (S, 2273207 o oo
=26 E1401 % 4z =28 (4223287 —
=27 140265 =Z=.0z2F. .25 (2. 027 . 2827 —

Proprietary and Confidential to State of Georgia SAO, OPB and Anteo Group, Inc. Accounts Payable 7
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Exhibit A
. S | oniract
1. Navigate to & cﬂgijolrirerson reeE Query Manager
Query Viewer L tems Enter any information you have and click Search. Leawve fields blank for a list of all values.
[ Vendors
[ Purchasing Find an Existing Query | Create New Query
. - eProcurement
Reportmg Tools > [» Project Costing *Search By: |O.uery' Mame ;' begins with ||
Quel‘y > Query gigggﬂmg PR:;:;;;zble Search I Advanced Search
Viewer [» Custom Accounts Payable
[ Salary Travel Fer Diem
[ Asset Management
[ Banking
[ Cash Management Find an Existing Query | Create Mew Query
2. Run queries
and save For example:
results with
unique names Query Name
as shown here || 0AP005J RECON AP data for expense recon AP data
0OARO09A RECON AR data for expense recon AR data
0GL042_RECON Jrnls entered directly in GL GL jrnl data
0GLO41 RECON Ledger Data AP Recon Ledger data

Proprietary and Confidential to State of Georgia SAO, OPB and Anteo Group, Inc. Accounts Payable 8
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Exhibit A continued

3. Combine results of

all four queries into e ==
-, B & D E F s | H | I J K
one SpreadSheet n 1 |Query Account|[Funa Jorganization |[Funa Src|sub-ciass|Project|Proauct|Program|special Purp || Amount
the following order 3118 flarons)_RECOR \ 272011 10100 4650000058 01 207 01 "B210401 23.60
0APOO5J 3120f 0AP00S)_RECOM ‘arz011 Mo1oo T4es00000s8 O o7 "o B210401 23.60
® 2121 | narons)_RECON farzo11 o100 4Gsoo00047 01 "a07 o1 ‘Bz10401 23,60
e (0AROO09A 3122)|0AF005)_RECON fa72011 10100 4650000047 01 307 01 B210401 23.60
e 0GLO42 3123) narP00s.)_RECON farzo11 ot100 4esoo00047 01 "a07 o1 ‘Bz10401 23,60
3124) 0ARODSA_RECON ‘G1zoos 10100 (4654500811 48811 "a01 26001 Bz10401
o 0GLO41 31250 0ARIDGA_RECOMN "1@oor o100 Mesozotooz Do Ta01 o1 "Bz10402
For the pivot table to 5126) 0ARDDSA_RECOM 1oo07  Motoo aeso401001 O "z01 o1 TBz10203
work: 3127 0AR000A_RECOMN 'Gzronz  [Moioo assorotoon oo 2o "4 "Gz10201
- . 31 28) 0aR0D9A_RECON "Bz7oo3 10100 4650102007 01 701 o1 "B210101
Remove blank lines 3128 0GLO42_RECON 01001 10100 T4ssoo000001 04 "ao0 01 "Bz10401 12,897.44
Rename amount column 31300 0GL042_RECON "s01001 o100 4es0000000 0 o4 700 o1 "B210401 14,306.22
S 08 f 2131 |0GL042_RECON 'so1o01 o100 T4es0000002 O 200 "o B210401 21,466, 46
€e page or more 3132 \gGL042_RECON "s01001 o100 esoo000002 o4 700 o1 "B210401 21,466, 46
H H H JE | S LIPS L/ L L/ S PR
pivot table instructions.
—
4. NaVIgate to PlVOt IE_1 Eile Edit WS In=sert Formakt Tools Data i ov Help Twpe
. A
= = 4] sort...
Table.... menu item 2 *a %a 2 g g 2 o
Awrial Unicode M5 ~ 10 B 7 U |=S Bilter A-B
MA3122 - A~ Form. ..
-y =] Subkotals. .. E o H 1 J
1 Query Acco walidation. .. ub-Class |Project|Product||Program |[Special Purp || #
3113 |0AP00S)_RECON 27201 Table. .. 7 01 6210401
| 4 - " "
3120 |0aP00S)_RECOM TB7201 o > @RS 7 01 B210401
3121 |0aP00s)_RECORN 27201 Coneolidate 7 01 B210401
3122 [0aP005)_RECOM CEEIE = o 7 o1 TEz10401
3128 |0APOO6.]_RE COR T&7e0 S emE EvHins * b7 1 G210401
3124 |0AaR0098 RECOMN '512|JD| iF| PiwvokTable and FivobChart Report. .. 1 "oEDO1 Bz1oan1
2126 |0ARN095_RECOM "B1900 Impork External Data » 11 o1 Bz210402
3126 |0aR009S_REGOMN "H1900 List » 01 o Bz1oz03
2127 |0AR0085 _RECOM ‘mz7on L . B o1 Bz10z01
2128 |0AR0085_RECOM ‘Bzron = 1 o1 TBz10101
3129 |0GLO042_RECOMN 504100 o o1 B210401
3130 | 0EL042_RECTR "s01o01 10100 ass0000001 o1 "zo0 o1 TEz10401
3131 |0EL042_RECOR "so1oo1 [1o1oo0 assooooooz Mo =T o1 "Bz1o0a01
3132 |0EL042_RECOR "so1oo1 [1o1oo0 aesooooooz Mo "aoo o1 Bz1oan1

Proprietary and Confidential to State of Georgia SAO, OPB and Anteo Group, Inc.
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Exhibit A continued.......

5. Select

I ]

wWhere is khe datka thak wou vwank bo analvy=ze?
iMicrosoft o FFice Excel lisk or databasesi

=
£ External data source

- pultiple consolidation ranges
—

another PivatTable repork or PivvobChark reporke

wehat kind of repork do wou vwwank Eo creakte?
= PivotTable

£ PivobkChart report Cwith PivokTable reporkl

—ancel I = Back. Iq ==k = p Finish I

N =T - FES TOToCT
6. Step 2 of the Pivot 2 B E &) E F [ H [ J I~
Table wizard will 1 Query Account|[Fund ||[Organization |[Fund Src [Sub-Class [Project|Product|Program ||[Special Purp || Amov
. 2 j0APO0S)_RECON 14001 10100 4850102002 |04 300 01 &210101 £
appear with data 3 i0APO0S]_RECON 514001 10100 4650102005 |04 200 01 6210101 1,f
selected as the 4 lOAPO05)_RECON 514001 10100 4650102007 01 300 01 6210101 2.1
range. Select the & l0APOOS]_RECOMN 514001 10100 4B50000051 01 aon 01 B210401 £
£ [0APO0S]_REGOMN 14001 10100 4660000054 |01 T ———ere 2ixi| ©
_ button 7 l0APO0S)_RECON 514001 10100 4650050044 |04 rhore o the dots that ” .
2 l0aP005J)_RECON 514001 10100 4650050048 |01 S [ A2 EEMET LS PR Uicins W EHs . 1
3 0AP005J_RECOR 514001 10100 4650050051 o1 Range: &I
10 {0APO0S]_RECON 514001 10100 4650000085 |04 pm— I h 3
11 j0APO0SI_REGOMN 14001 10100 4660000018 |01 — 7
0APO0S)_RECON 514001 10100 4650000018 |01 a00 o1 £210401 1.1
0APO0S]_RECON 14001 10100 4850000020 |04 z00 o1 B210401 <
0APOOS]_RECON 514001 10100 4650050008 |04 300 01 6210202
158 j0APO0S]_RECON 514001 10100 4650050010 |04 aon 01 210202 1

Proprietary and Confidential to State of Georgia SAO, OPB and Anteo Group, Inc. Accounts Payable 10
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Exhibit A continued......................
T d 7= TOTO0
7. Select E D E F [ & H [ d K L M
1 Fund ||Organization |[Fund Src Sub—Class"Pruject FProduct (Frogram ||Special Purp | Amount Fiscal Year ||Accounting Period [|[WVouw
Lal:"ll:'u': 4659 (10100 4650000051 01 307 o1 Fi21n4n 10 2T Eainl} el
4660 10100 4650000054 o1 an7 o1 PlvotTabIe and PivotChart Wizard - Step Jof3 e |
4661 (10100 4650000055 01 307 01
4662 (10100 4650000056 a1 a07 a1
4663 |10100 4650000057 01 207 a1 wwhere do wou want to puk the PivotTable report?
4664 (10100 4650000058 01 307 o1
% pew worksheet
4665 (10100 4650000060 01 307 o1
" Existing worksheet
4666 (10100 4650000061 01 207 o1 I =]
4667 (10100 46500000890 a1 a07 a1
4668 (10100 4650000092 a1 307 at Click Finish to creake your PivotTable report,
4663 (10100 4650000093 01 307 o1
4670 10100 4650000096 a1 207 a1 Lavout, . 'O options. . Cancel I < Back I [Hexk = I
4671 (10100 4650000102 01 207 o1 N 6210401 g~ (179.89) z009 z
4672 (10100 4650000103 a1 a07 a1 a1 (a0.1a) 2009 2
8. Drag and drop each
H H H [ FivobETable and PivobtChark YWizard - Layouk ==
field in their . = =1
appropriate areas; 5 | e L L3 ===} Construck your PivobTable repork by
N dragging the Field butkons on the righk
then Select 3 to Ehe diagram on Ehe leFE.
a
a
a waenannanee PEPPPPRPRARTERLT o CaLEr I | Projeck . I.ﬂ\.ccnul‘ltiﬂ
2 Eo=t IUPPRPRTTTLLLL =" Tiaccount I | Produck . |'H.-'c|l_|cher II
a0t e
] . . | Fund I | Program I
@ N PR
Change “count of a o [Eroanizat] [Soccial e
ti] [ s
amount” to “sum of 2 [Forasref) flmaune )
a
i
amount”. 3
a
a
a “ancel I

Proprietary and Confidential to State of Georgia SAO, OPB and Anteo Group, Inc. Accounts Payable 11
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Exhibit A continued.......

9. Select the

Einish |
button

[IRIRIRIRE- N (AN eI (AN P s L
PivotTable and PivotChart Wizard - Step 3 of 3 ?| Xl
G
G
“wwhere do wou wank o puk Ehe PivokTable repark? fi
= pewve workshesk 5
£~ Existing wworksheet ;
[ =
14
Click Finish to creakte wour PivokTable repork. 4
o
Cpkions. .. I —ancel I = Back I Mexk = Eini=h L

\/

Proprietary and Confidential to State of Georgia SAO, OPB and Anteo Group, Inc.
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Exhibit A continued......................
H H Ea = [ [ = F
10. Highlight the 5 ' '
amount columns =
3 Surm of Armount | Sue s vi
and format them 4 [ Account ~|loaFoos) _RECOM | 0aAR009s RECOH  0SLodl  _REC oM OSLOaz REC O Sirand Total
. s [so10o1 —zarc4ao9. 7o EEEEEE L 4 1o09sE-09
as a number Wlth 2 B |so=zo001 —E47F4.04 Ba74.04 o
. - sSO32001 —Sa87 0. 27 a2y 0. 27 o
decimal places & |51007 =168 as s165. 45 o
9 5132001 —F14a46_ 49 146 493 o
10 14001 145561 36 -l1a45561. 36 o
11 |514a00= [EERIEFN EERFFR Y -z a1nsaE-11
1z |s1s001 zsvozs.az —zsvoze.ez s ezarFE-11
13 |s1s001 ss2810.25 —ssz2s10.3s s.ezarFE-10
14 |s=zoooq zozaz. 2= —zozaz. 2= o
15 S22001 a424 5 —a854 5 o
16 E1zZO001 S06EE1 .74 —S0E66E1 .74 -1 _ 45519E-11
17 B1zZO003= 15440 61 —15440 61 -2 . BIFAEE-12
18 |61 =00a 1=0 —1zn ul
19 |s1=z0aa ETY —aoE o
Z0 |s51=z00= s516.82 _ss16.82 o
21 |514001 1408 —1ao.& o
=22 E14003=2 sS09. 22 —S09. 22 -5 B5284324E-14
23 E14a4004 245 B3 =245 63 o
=249 B14005 1334 95 132324 95 o
25 E1401 4 5237 .32 —S5IZ2aF. 32 9. 09495E-132
26 |G1a01a az= aa —az= aa ul
27 |s1a0z8 zoz7.za —zoz7.zo o
11. Sample of pivot N Scamaeoaros s =1
o Ccount - | O OO5.0_ RECOM OARO09 RECOMN OGL0417  RECOr MSL042 RECOM Srand T otal
table results 501001 (2.473.499. 79) 2,473, 499 79 0.00
fsozoon (G474 047 A o474 04 -
O sS0=z001 (5. 870277 5.28270.27 —
" fs11001 (2,162 48] ERECER ] -
" fIs13001 (7 146 aa) F.146 ag -
Ii 514001 145 561 326 (145,561 36) -
" fI=s14aooz2 2a.144. 78 (24,144 75 (00O}
+ Is1s001 z57. 0za az (ZE7.0z6 az2) o nn
Ii 516001 652,810 325 (552,810 35) o oo
N CEGIEIE 20,392 258 (20,392 28] -
i ls=z001 aGa 50 (484 507 -
i |81 =004 50,6651 74 (60,661 74) (0.003
i CREGEE] 15, 440,851 (15, 440,613 [(0.oo)
i ls1z00a 1z0 an (=0 any -
i g1 =z0as 4826 00 rass. oo -
i f=1 2002 s.516.82 (5.516.82] -
st 4001 140 G0 (140 G0Y -
+ g1 a00= s09. =2 (509 =23 f0.o0;
+ l514a004 Bas. B3 (2as5.63) -
“fs1anns 1.334 95 ¢1.3534 a5) -
i g1 a01a 5,227 30 (6,237 =201 (0.003
i lE1ao1e azz. 28 (az=.28) -
Csnanse > =7 oo 2 =T 260 —

Next you want to reconcile the outstanding Accounts Payable to the balances

on the GL Trial Balance report. Please note that if you are

reconciling a period that has two months open (extended accounting period) you will need to use an alternate payables report.
Proprietary and Confidential to State of Georgia SAO, OPB and Anteo Group, Inc.
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Example 1 will walk you through the process of reconciling outstanding Accounts Payables for a regular accounting period. Example 2
will show you how to reconcile for an extended accounting period (two months open in the same period).

OUTSTANDING PAYABLE ANALYSIS:

Object: Ensure that balances of liability accounts on the AP outstanding report equals the balances on the Trial Balance
Compare Outstanding Payables in Accounts Payable to Outstanding Payables on the General Ledger

a. Run report APS4003X -- AP###0403 — Outstanding Payables by Vendor (automatically produced at
month end)

b. Run query 0AP029C Outstanding Payables by Vendor by accounting period if reconciling for an
extended accounting period. (Two months open in the same accounting period)

c. Run report GLS4042X -- GL###044M -- Trial Balance Detail Report (automatically produced at
month end)

d. Input data from both reports onto analysis sheet

e. Analyze data

Proprietary and Confidential to State of Georgia SAO, OPB and Anteo Group, Inc. Accounts Payable 14
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Example 1 — Regular Accounting Period (Calendar Month) for Outstanding Accounts Payable

+ Input the liability account numbers with their corresponding credit/debit balances from the trial balance GL###044M (GLS4042X) --
Trial Balance Detail Report. The Trial Balance Net amount and Variance amount will be calculated automatically.

Obtain liability account balances from General
Ledger

STEP SOURCE ACTION
Step 1: GL##+#044M -- Trial Balance Detail Report --

Input liability account numbers & balances —
Columns A, B, C &D

A B C

Outstanding Payable Analysis
as of August, 2008

H I J

&» TEH

Account [BeEginning Balance
Numbers Jw/o Encumbrance

Trial Balance Debit

Trial Balance Credit

Trial Balance Net AP###0403

AP Liability Net  variance

Other

200001 (1,660,206.50) 1,432,349.67 1,845,741.64 (2,073,598.47) - (2,073,598.47)
200050 (248,641.74) 1,014,635.24 898,713.88 (132,720.38) - (132,720.38)
215530 (814,085.15) 993,791.26 989,545.28 (809,839.17) - (809,839.17)
233001 - 229,680.81 229,680.81 - - -

(2,722,933.39) 3,670,456.98 3,963,681.61 (3,016,158.02) - - - (3,016,158.02)
Notes:  Add and/or delete account numbers according to your agency's reconciliation requirements
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Example 1 — Regular Accounting Period (Calendar Month) for Outstanding Accounts Payable

+ Input liability account numbers with their corresponding balances from the AP###0403 -- Outstanding Payables by Vendor

STEP SOURCE ACTION

Step 2: AP###0403 -- Outstanding Payables by Input liability account numbers &
Obtain liability account balances from Vendor > mns G & H

Accounts Payable module

Outstanding Payvable Analysis
as of August, 2008

A B C D E F G H 1 J
S+ ED
Account [Beginning Balance Trial Balance Trial Balance
Numbers Jw/o Encumbrance Debit Credit Trial Balance Net AP###0403 Other AP Liability Net Qvariance
200001 (1,660,206.50) 1,432,349.67 1,845,741.64 (2,073,598.47) 2,073,598.47 2,073,598.47 -
200050 (248,641.74) 1,014,635.24 898,713.88 (132,720.38) 132,720.38 132,720.38 -
215530 (814,085.15) 993,791.26 989,545.28 (809,839.17) 809,839.17 809,839.17 -
233001 - 229,680.81 229,680.81 - - - -
(2,722,933.39) 3,670,456.98 3,963,681.61 (3,016,158.02) 3,016,158.02 - 3,016,158.02 -
Notes: Add and/or delete account numbers according to your agency's reconciliation requirements

Note: Sum the liability amounts for each account number and year from the summary section of the AP###0403 report.

Tortals Sammarsy

BUDGET FPERIOD Z0029 |LITABILITY ACCOUNT Z00001 \YTOTAL: & E,0&51 A55 0 <aad
TOTAL:z: & o.oo

EUDGET PERIOD 2005 |LIABTLITY ACCOLUTRT TOTAL: = l=z,-,165.03
DISCOUNT TOTAL: =5 O. o0

BUDGET FPERIOD Z002 LIABILITY ALCCOUNT Z00050 TOTAL: = 1Z=,720.35
DISCOUNT TOTAL: = o_ oo

You can see that August Payables were in balance with no variance.
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Example 2 — Reconciling an Extended Accounting Period for Outstanding Accounts Payable

+ Input the liability account numbers with their corresponding credit/debit balances from the trial balance GL###044M (GLS4042X) --
Trial Balance Detail Report. The Trial Balance Net amount and Variance amount will be calculated automatically.

STEP SOURCE ACTION

Step 1: GL###044M -- Trial Balance Detail Report -- Input liability account numbers & balances —
Obtain liability account balances from General Columns A, B,C &D

Ledger

Outstanding Payable Analysis
as of September, 2008

A B C D E F G H I J
& ED

Account [BEginning Balance
Numbers l\?v:Encumbrance Trial Balance Debit ~ Trial Balance Credit  Trial Balance Net OAP029C* Other AP Liability Net  variance
200001 (2,073,598.47) 819,254.39 647,281.41 (1,901,625.49) - (1,901,625.49)
200050 (132,720.38) 994,911.97 903,186.28 (40,994.69) - (40,994.69)
215530 (809,839.17) 1,547,158.01 996,551.25 (259,232.41) - (259,232.41)
230001 - 33,369.32 80,969.03 (47,599.71) - (47,599.71)
233001 - 9,755.00 72,698.30 (62,943.30)

(3,016,158.02) 3,404,448.69 2,700,686.27 (2,312,395.60) - - - (2,249,452.30)

Replace the AP##+#0403 -- Outstanding Payables by Vendor with the 0AP029C in column G
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Example 2 — Reconciling an Extended Accounting Period for Outstanding Accounts Payable

+ Input liability account numbers with their corresponding balances from the 0AP029C (accounts 200001 through 233001) -- Outstanding
Payables by Vendor by accounting period. Note: In this example you are reconciling for an extended accounting period (two months
open in the same period) you will need to replace the AP###403 with the balances from the 0AP029C (accounts 200001 through
233001). This report picks up outstanding payables by vendor for the accounting period.

STEP SOURCE ACTION

Step 2: 0AP029C -- Outstanding Payables by Vendor Input liability account numbers &
Obtain liability account balances from by Period > mn H

Accounts Payable module

Outstanding Payable Analysis
as of September, 2008

A B C D E F G H 1 J

Account [Begmning Balance . 1ral Balance . 1rnal Balance

Numbers jw/o Encumbrance  Debit Credit Trial Balance Net 0APO029C Other AP Liability Net Variance

200001 (2,073,598.47) 819,254.39 647,281.41 (1,901,625.49) 1,901,625.49 - 1,901,625.49 0.00

200050 (132,720.38) 994,911.97 903,186.28 (40,994.69) 40,994.69 - 40,994.69 (0.00)

215530 (809,839.17) 1,547,158.01 996,551.25 (259,232.41) 259,232.41 - 259,232.41 0.00

230001 - 33,369.32 80,969.03 (47,599.71) 47,599.71 - 47,599.71 0.00

233001 - 9,755.00 72,698.30 (62,943.30) 62,943.30 - 62,943.30 0.00
(3,016,158.02) 3,404,448.69 2,700,686.27 (2,312,395.60) 2,312,395.60 - 2,312,395.60 (0.00)

Notes: Add and/or delete account numbers according to your agency's reconciliation requirements

Note: Pick up the total liability amounts for each account number from the 0AP029C (accounts 200001 through 233001) report. You can pull
this report by individual account number or run a consolidated report including all of the Accounts Payable account numbers in the query
request. When you put the query in the pivot table you can set it to sort by totals by account number.

A B

[

1 |[Sum of Gross Amount

2 |Account | Total

3 |[200001 190162549

4 (200050 40994 69

5 (202001 H£3135

34 | 215530 259232 41

35 230001 47599 .71

Jb 233001 H2943.30
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Common reasons why the Trial Balance Report differs from the Qutstanding Payable by Vendor Query:

Issue

Resolution/Comments

Accounts Payable transaction(s) not journal
generated

Ensure that the journal generation process runs successfully before production of the Trial
Balance and Outstanding Payables by Vendor query

Accounts Payable journal(s) not posted in
General Ledger

Ensure that all Accounts Payable journals were successfully posted in the General Ledger
prior to producing the Trial Balance and Outstanding Payables by Vendor query

Multiple periods open simultaneously; which
results in prior period transactions being
entered in current period

In the PeopleSoft 9.0 environment, you will only have multiple periods open twice annually.

Once for the Federal year end in September and the other for the June year end for the
State. A query has been created that will capture the correct payables by vendor for the
two defined extended accounting periods. (OAP029C)

Split Payment.

Typically this happens when one converts a PO to a voucher but only pays a portion of the
voucher. E.g. PO #1234 for $500 was converted to a voucher, but only $200 of the
voucher was paid

Proprietary and Confidential to State of Georgia SAO, OPB and Anteo Group, Inc. Accounts Payable
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After you have verified that your outstanding Accounts Payables are in balance with the General Ledger, you need to do the same thing
for travel and per diem expenses.

TRAVEL RECONCILIATION:

Objective: To ensure that all travel expenditures entered via Accounts Payable, Accounts Receivable, and General Ledger are captured
in the Trial Balance. NOTE: Travel expenditures entered via Purchasing will be analyzed separately.

It is imperative that the travel amounts on the Trial Balance be verified as these amounts will be subject to specific audit review.
AP#H##0419 shows all travel expenditures by employee and a summary by account number and module (AP, AR & PO).

Note: The ‘AP’ amount on APS4019X -- AP###0419 — Travel Report only includes vouchers directly entered in Accounts Payable; it
does not include vouchers created from Purchase Orders. Per specific request from Auditors...“all travel expenses entered via a
Purchase Order should be reflected on the report as coming from the ‘PO’ module”.

1. Compare travel expenses in Accounts Payable to travel expenses in the General Ledger

a. Run reports:

e Report — GLS4042X -- GL###044M -- Trial Balance Detail Report (automatically produced at
month end)
Query -- OAPOO5K_RECON -- Accounts Payable Expenditures from PO VCHRs
Query -- 0ARO08A_ VERIFY_REV_CUST — AR Item data for Travel & Per Diem recon
Query -- 0ARO09B_VERIFY_REV_OTH — AR Direct Jrnl data for Travel & Per Diem recon
Report — APS4019X -- AP###0419 — Travel Report {automatically produced at month end)

b. Input data from reports and queries onto analysis sheet

c. Analyze data
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STEP SOURCE ACTION
Step 1: GL##+#044M -- Trial Balance Detail Report -- | Input ALL travel account balances for each
Obtain ALL travel expense account (640xxx) maod

Co

balances from General Ledger

Travel Analysis
as of August, 2008

A B C D E F G H I J K L

Account Tial Barance TTial Balance

Numbers  Module |Debit Credit Trial Balance Net] [*AP###0419 **0AP005K 0AROO8A 0AR009B Net Variance

640001 AP 16,056.75 0.00 16,056.75 0.00 16,056.75
AR 0.00 0.00 0.00
GL 0.00 0.00 0.00

640002 AP 3,898.23 0.00 3,898.23 0.00 3,898.23
AR 0.00 0.00 0.00
GL 0.00 0.00 0.00

Notes: Add and/or delete account numbers according to your agency's reconciliation requirements

* Report only includes vouchers directly entered in Accounts Payable
** Query only includes vouchers associated with Purchase Orders

Note 1: The AP travel amount on the Trial Balance includes both direct vouchers entered in Accounts Payable and vouchers created from Purchase Orders.

AP travel amounts on AP###0419 Travel Expense Report do not include vouchers associated with Purchase Orders.

The OAPOO5K query shows the voucher amounts entered in Accounts Payable via Purchase Orders

Note 2: Amounts with source ‘PO’ on the AP###0419 & AP###0420 are for informational purposes as requested by the Auditor General Office. Consequently, you should NOT
enter amounts with source ‘PO’ to the analysis sheet. Another reason for not entering amounts with source ‘PO’ to the analysis sheet is that there are no corresponding PO line
item amounts on the Trial Balance to compare.

Note 3: Do not include any prior year amounts from the Trial Balance as they are not included on the Travel Expense and Per Diem Reports.
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+ Input travel account numbers with their corresponding balances from the reports and queries listed below

STEP SOURCE ACTION
Step 2: AP###0419 — Travel Report Input travel balance for each account by

Obtain ALL travel expense account (640xxx)
balances from all modules (PO; AP; AR; GL)

OAPQOO5K- RECON -- PO_VCHR
OAROO8A — VERIFY_REV_CUST
OAR009B VERIFY_REV_OTH

module. See Exhibit B for details on how to
run
Columns G, H, I & J

Travel Analysis
as of August, 2007

A B c D E F G H I J K L

Account Tial Barance TTial Balance

Numbers ~ Module |Debit Credit Trial Balance Net] [*AP###0419 **0AP005K 0ARO08A 0AR009B Net Variance

640001 AP 16,056.75 0.00 16,056.75 16,056.75 16,056.75 0.00
AR 0.00 0.00 0.00
GL 0.00 0.00 0.00

640002 AP 3,898.23 3,898.23 3,898.23 3,898.23 0.00
AR 0.00 0.00 0.00
GL 0.00 0.00 0.00

Notes: Add and/or delete account numbers according to your agency's reconciliation requirements

* Report only includes vouchers directly entered in Accounts Payable
** Query only includes vouchers associated with Purchase Orders
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Common reasons why the Trial Balance Report differs from the Travel Report:

Issue

Resolution/Comments

Balances from PO module are not displayed on
the Trial Balance

Travel expenditures entered via Purchase Orders will not be identified on the Trial Balance
as PO data.

Accounts Payable journals not posted in
General Ledger

Ensure that all Accounts Payable journals were successfully posted in the General Ledger
prior to producing the Trial Balance and Outstanding Payables by Vendor query
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PER DIEM RECONCILIATION

Objective: To ensure that all per diem expenditures entered via Accounts Payable, Accounts Receivable, and General Ledger are
captured in the Trial Balance. NOTE: Per Diem expenditures entered via Purchasing will be analyzed separately.

It is imperative that the per diem amounts on the Trial Balance be verified as these amounts will be subject to specific audit review.

Compare per diem expenses in Accounts Payable to per diem expenses in the General Ledger

a. Run reports:
e Report — GLS4042X -- GL###044M -- Trial Balance Detail Report (automatically produced at
month end)
Query -- 0APOO5K_RECON -- Accounts Payable Expenditures from PO VCHRs
Query -- 0OAROO8A_VERIFY_REV_CUST — AR Item data for Travel & Per Diem recon
Query -- 0AR009 VERIFY_REV_OTH — AR Direct Jrnl data for Travel & Per Diem recon
Report — APS4020X -- AP###0420 — Per Diem Report (automatically produced at month end)

b. Input data from both reports and queries onto analysis sheet

NOTE 1 : If 0APOO5K_RECON has 15 or more rows you have the option of using Exhibit B to
summarize the query results by account numbers. This will facilitate transfer of data from the
query results to the analysis sheet.

NOTE 2 : Do not include any prior year amounts from the Trial Balance. They are not
included on the Travel Expenses and Per Diem Reports.

c. Analyze data
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+ Input per diem account figures along with their corresponding balance from the Trial Balance GL###044M (GLS4042X-- Trial Balance
Detail Report). The Trial Balance Net amount, AP###0420 Net amount, and Variance amount will be calculated automatically.

STEP SOURCE ACTION
Step 1: GL###044M -- Trial Balance Detail Report -- | Input ALL per diem account balances for each

Obtain ALL per diem expense account

module
(B51XXX, 652XXX, & 851XXX, 852XXX) Columns A, C&D
balances from General Ledger

Per Diem & Fees Analysis
as of August, 2008

A B C D E F G H I J K L
Account TTial Balance TTial Balance
Numbers Module |Debit Credit Trial Balance Net| [|**AP###0420 *0AP005K OAR008A 0AR009 Net \ariance
651002 AP 657.00 0.00 657.00 0.00 0.00 0.00 657.00
AR 0.00 0.00 0.00
GL 0.00 0.00 0.00
651003 AP 281,290.74 0.00  281,290.74 0.00 281,290.74
AR 0.00 0.00 0.00
GL 0.00 0.00 0.00

Notes: Add and/or delete account numbers according to your agency's reconciliation requirements

* Query only includes vouchers associated with Purchase Orders
* Report only includes vouchers directly entered in Accounts Payable
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+ Input Per Diem account numbers with their corresponding balances from the reports and queries listed below

Obtain ALL per diem expense account

from all modules (PO; AP; AR; GL)

(651xxx; 652xxx & 851XXX, 852XXX balances

0APOO5K- RECON -- PO_VCHR
0AROOSA — VERIFY_REV_CUST 0ARO09B
VERIFY_REV_OTH

STEP SOURCE ACTION
Step 2: AP###0420 — per diem Input per diem balance for each account by

module. See Exhibit B for details on how to
run OAPOO5K query
—ColumnsF, G, H& I

Per Diem & Fees Analysis

as of August, 2008

A B C D E F G H | J K L
Account [Tl Balance . 1rial saiance -
Numbers Module |Debit Credit Trial Balance Net *AP###0420 **0AP005K 0AROO8A 0ARO09 Net Variance
651002 AP 657.00 0.00 657.00 0.00 657.00 657.00 0.00
AR 0.00 0.00 0.00
GL 0.00 0.00 0.00
651003 AP 281,290.74 0.00 281,290.74 0.00 281,290.74 281,290.74 0.00
AR 0.00 0.00 0.00
GL 0.00 0.00 0.00

Notes: Add and/or delete account numbers according to your agency's reconciliation requirements

* Query only includes vouchers associated with Purchase Orders
* Report only includes vouchers directly entered in Accounts Payable
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Example of how to run a public query in PeopleSoft and create a pivot table from the query using
the Per Diem vouchers associated with POs Query OAPOO5K. This query is used in the Per Diem
balancing spreadsheet above.

Exhibit B

1. Navigate to
the Query
Manager

Reporting Tools >
Query > Query

I+ Supplier Contracts

[= Customers

[ Items

> Wendors

[> Purchasing

> eFProcurement

[+ Project Costing

[= Accounts Receivable

[ Accounts Fayable

[ Custom Accounts Payable

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

Find an Existing Cuery | Create Mew Query

*Search By: IQuery' Mame =1

Search | Advanced Search

begins with I

Manager © hsetMonagement
L oo T nagement Find an Existing Query | Create New Query
: g:lpet::/ tr?aeme Customize | Find | View All First (4] 110 of 10 (] Last
‘0APOO5K’ and Select Query Name Descr Owner Folder Edit ﬁ % Sc
select | 0APODOSA_VERIFY_EXP_FOR_PAID_VC  0APO0SA_WERIFY_EXP_FOR_PAID_VC Public Edit HTML Excel 2d
3. Se?jjiciﬁhe Il 0APOOSC_VERIFY_EXP_FOR_PD_VC2Z  0APOOSC_VERIFY_EXP_FOR_PD_VCZ Public Edit HTML Excel Sdl
‘Excel’ hyper_ Il 0APOOSD_VERIFY_EXP_BY_SUBCLASS 0APO0SD_VERIFY_EXP_BY_SUBCLASS Public Edit HTML Excel Scd
link to send I 0APODSE_VERIFY_EXP_BY_ORG YERIFY_EXP_BY ORG_CODE FPublic Edit HTWML Excel Zcl
result to excel [T OAPOOSF_VRFY_EXP_BY FUNDNG_SRC VERIFY_EXP_BY FUNDING SRCE Public Edit HTML Excel Sdl
workbook Il 0APOOSG_VERIFY_EXFP_BY_PROJECT VERIFY_EXP_BY_FROJECT Fublic Edit HTML Excel Sdl
| 0APOOSH_VERIFY_EXP_BY_FUND YERIFY_EXP_BY_FUMND Fublic Edit HTML Excel ZScl
r U.&Eggﬁﬂzﬂﬁggﬂifffff——*&e data for expense recon Pubdic_ Edit J-[U-.ull:in:{CEI Sl
I 0APDOSK_RECON 0APDOSK_RECON Public Edit HTML Excel Sd_ |
[ O0APODS_VERIFY_EXP  OAPOUBLVERFY_.EXF  Public  Edit HIML Excel Sdl
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Exhibit B continued......................

4. Insert the
appropriate 0APO0SK_RECON - 0APO0SK_RECON

parameter
values and _ _
select Business Unit: |48500 |©
w Fiscal Year From:; IEEIEIEI

Fiscal Year Thru: IEDDQ

Accounting Period From: I 02

Accounting Period Thiru; I 0z

Account From: IE#DDM

Account Thru: IESEEIEIEI

View Results |
5. Select the £
Save

button from the Do you want to open or zave this file?

file download

dialog box l@j Marme: q.xls
Hl

Type: Microsoft Excel Worksheet, 34.0 KB

From: Frwweb- 1k, state.ga.us

Open @ Cancel I

v Always azk before opening this twpe of file
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Exhibit B continue...

Click the =~ JPen

button from the

download complete =2
: P N
dialog box (=] Download Complets
Saved;

q.xls from Frweb-1t.state. ga. us

Downloaded: 34.0KBin 1 sec
Download bo: CiDocurnents and Setkingstd. . 3123, xls
Transfer rate: 4.0 KBjSec

[T Close thiz dialog box when download completes

( Open I} Open Falder I | Cloze I

Nl o

Appendix A continued
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7. Navigate to the
query result, select S E | ¢ | B | = = d [ TL\%
. fJoarPoosk_RE[ 3z
and delete row #1, 2 [Accou [Fund Jlorganization  |[Fund Src |[Sub-class [Project |[Program Amount __|Fiscalrearmcdvouch
Before 3 (651002 PD&F-Attarney 10100 4650107007 o o o BZTOZ01 657.000 008 2[001113
| 4 [&51003 PD&F-Consultant 10100 4650201002 o1 a1 2 o1 "G210402 386,520 2009 2001119
| & [es1003 PD&F-Consultant o100 faEs0201004 "o "1z "o Bz10402 G00.000 2008 2001115
| & (651003 PD&F-Gonsultant 10100 4650201004 o1 fa12 o1 B210402 2340.000 zong, 2001115
| 7 (651003 PD&F-Consultant 10100 4650201004 01 fa12 01 B210402 720,000 zong, 2001115
| & [e51003 PD&F-Consultant 10100 4650201004 o1 212 o1 G210402 2700.000 2009 2001115
| 8 [&s1003 PD&F-Consultant Mo100 4EE0201002 G 12 G B210402 1564.000 2008 2001116
After | 10 [B51003 PD&F-Consultant 10100 4650000200 01 fa12 01 "B210401 780,000 2009 2001116
| —— Sres cnnetiaes  Tanann Facennntona "o Pt "o Femananns . anmal afanatan
A B [ e D | E | E | @ | H
1 |Account Descr ||Fund ||0rganization ||Fund Src ||Sub—CIass ||Proie|:t ||Program ||S
2 (45001 Real Estate Rentals 10100 Tass0401001 o1 306 "1 TB210203
ERCEEE P D&F-Attorm ey 0100 4BS0101001 "o Tz "o Bz10201
| 4 [Gs1003 PD&F-Consultant o100 MaEs0zoto0z "o Tz "o Bz10402
| & [Gs1003 PD&F-Consultant o100 MaEs0zoto0z "o Tz "o Bz10402
| & [p51003 PD&F-Consultant Mo1o0 MsEs0zotooz 1 312 o1 Bz10402
' 7 [B51003 PD&F-Consultant Mo1o0 MsEs0zoioog 1 312 o1 Bz10402
| & [Fs1003 PD&F-Consultant fo1o0 "sEs0z01002 1 312 01 Bz10402
8. Format the amount . o
column as number 2. B c D E F = H ) N\L
with 2 decimals Account Descr Fund |[Organization Fund Src [Sub-Class |Project Program Ay(ount
651002 PD&F-Attorney 10100 (4650101001 01 312 01 6210201
" fes1003 PD&F-Consultant 10100 [4650201002 o1 a1z o1 Bz10402
" [es100= POD&F-Consultant 10100 4650201004 o1 Tz "o "Bz10402
"fes1003 PD&F-Consultant 10100 4650201004 o1 a1z o1 Gz10402
" [e51003 PD&F-Consultant 10100 4650201004 o1 1z o1 "Bz10402
"fes1003 PD&F-Consultant 10100 4650201004 o1 a1z o1 Gz10402
" fes1003 PD&F-Consultant 10100 [4650201002 o1 a1z o1 Bz10402
" [es1002 FPOD&F-Consultant 10100 4650000200 "o T2 "o "Bz10401
1 [651003 PD&F-Consultant 10100 4650201004 o1 a1z o1 Gz10402
" [e51003 PD&F-Consultant 10100 4650201004 o1 1z o1 "Bz10402
i 651003 PD&F-Consultant 10100 4650201004 o1 a1z o1 Gz10402
i [651003 PD&F-Consultant 10100 4650201004 o1 Xk o1 Bz10402

Exhibit B continued......................
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H ‘B Ele  Edit  Wiew Insert  Format  Tools | Data | Wwindow  Help Type a question far help = — &
9. N'awgatetothe BrTTET el -~ - [B]z v $ % s %8 8| e Gre A -
Pivot Table.... menu - = — =
) C1 - Fe Fund Eilker 4
item A E | Bibo F [ | H | s
1 [Account Descr [Fu Subtatals. .. -Class |Project [Program [Amount [Fiscal vear Aci
IENCEIE PD&F-Atamey 10 v 01 B210201 657.00 2008
3 [BE1003 PD&F-Consultant 10 - Y B210402 386862 2008
| 14 [&s1002 PD&F-Consultant 10 Lable... "1 "&210402 £00.00 2008
| 5 (51003 PD&F-Caonsultant 10 [extclcolting =2 "1 "B210402 2340.00 20089
| & (51003 FPOD&F-Consultant (10 Consolidate. .. o1 BE210402 720.00 2009
| 7 [6s1003 PO&F-Consultant 10 Group and Cutline v o1 ‘Bz10anz 2700.00 2009
1:551 003 PD&F-Consultant :1 0[[Z_BwotTable and PiverChart Repart... :01 3321 0402 1664.00 2009
| 9 [651003 PD&F-Consultant 10 e " o1 5210401 780.00 2008
10 [BE1003 PD&F-Consultant 10 ) 01 H210402 £361.29 2009
| 11 (651003 PD&F-Caonsultant 10 L > "1 "B210402 160.00 20089
| 12 [Gs1003 PO&F-Consultant (10 B > o B210402 2700.00 2009
| 12 [BE1003 PD&F-Consultant 107 ¢ 1 B210402 §80.00 2009
| 14 51003 PD&F-Consultant 10100 4660201004 1 312 1 B210402 ag4.00 2008
10. Select e SBLE ' Y
’ where is the data that wou wank to analyze?
=" Microsoft OFfice Excel lisk or database:
" External daka source
" Multiple consolidation ranges
£ another PivokTable repork or PivobChark repork
wWhat kind of report do wou wank ko create?
* PivatTable
" PivobChark report fwith PivokTable repork)
N\
Cancel I = Back I Einish I
A= UTTEUTLATTL oo 0000 T U0 T Tl T
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Exhibit B continued......................
11. Step 2 of the Pivot A B c D E F E }( H J ||I K
. . 1 jAccount Descr [Fund [ Organization Fund Src |Sub-Class |Project Frogram Amount Fiscal Year
Table le_ard will 2 |6E1002 PD&F-Attarney 10100 |4B50101001 01 212 01 6210201 667.00 2009
appear with data 3 (551003 PD&F-Consultant 10100 4650201002 01 312 01 ‘Ez10402 3869.52 2009
selected as the 4 [BE1003 PD&F-Consultant 10100 |4B50201004 "1 1z "1 210402 600,00 2008
A r r A A A r
& [G51003 PD&F-Consnttant_n10n "tGansnd nng n1 219 1 6210402 2340.00 2004
range. Select the | & (as1002 ERPY=NSH Pivot Table and PivotChart Wizard - Step 2 of 21|, ‘5210402 720.00 2009
Mext = 7 fe51003 PD&F-Cc *Where is the data that you want to use? 1 210402 2700.00 2009
8 651003 PD&F-Cc Range: |t 1 ‘5210402 1664.00 2009
button 9 (a51003 PD&F-CC = pi | v | 1 G2104m 780.00 2009
10 (651003 PD&F-CC anee Sl — S 1 5210402 5361.29 2009
11 fa51003 PD&F-Consultant 10100 4650201004 0 ——T2 01 ‘5210402 160.00 2009
47 'C‘CK" nno DOhoC Sancolbant '-1n-1 nn 'n‘RKﬂ".!ﬂ" nod 'ﬂ" "34"’ 'ﬂ" 'C‘C".!" nana aTFnn onn annn
12. Select ‘Layout’ & E C D E F
Layout | 2 |Account Descr Fund |Organization Fund Src ||Sub-Class
= 5 [a120m M Expense - Gasoling 10100 Jama0000054 01 a0
4 (614003 S&M-Office 10100 4660102007 1 =m
I r r r
5 514005 oM Titkar 401 nn AEEONOnnd n n4 301
E_'E1 400% PivotTable and PivotChart Wizard - Step 3 of 3 il ey
7 [G1400f 01
g [G1400¢ 01
I r
9 [61400% Where da vou want ko put the PivatTable repart? a0
o r
10 '51 400% & Mew worksheet '301
l,m 4014 " Existing workshest '301
12 (61401 a01
T J I ikJ r
13 (614027 301
14 [G14027 Click Finish ko create your PivotTable report, "1
i r
15 [B1403% 301
Frm 409¢ muuns... | Cancel | < Back | Mexk = I i 7301
- S — I
17 (614025 Supplies & Materials - Fumnitu 10100 [4BA0102002 01 01
18 [B14035 Supplies & Materials - Furnitu "o1o0 Es0102002 1 m
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13. Drag and drop A | &8 [ © e | E [ F = T H [ o K
. ) e . 1 Drop FPage Fields Here |
Account’ field into =
. 3 Drop Column Fields Here
the Drop Row - = b
Fields Here’ area E S
5 =i
v ) PivotTable Field List - x
e % Drag ikems to the PivokTable report
)
e T Drop Data Items Here || 2= =
| = -eR R IETE el D
12 = =L
13 o - (] ortmg
e - @ - =] Fund Src | |
i 55 EivotTab - =] Sub-Class
ETE] (‘[:; -~ =] Project
EE ) - [] Program
18 — [ Special Purp
1a EI Armount
=0 EI Fiscal vear
=1 -~ ] Sccounking Period -
ii [[eaa 7o | [row ares [=]
Exhibit B continued......................
~ [ B E [=] | E | F [ = | H 1 J 53
14. Select Drag and 1 Crop Page Fields Here |
drop ‘Descr’ field 2
into the ‘Drop Row o Drop Column Fields Here
Fields Here’ area s [ss100z T 9
s lsoee | DToOP-Nata Items Here
7 |Srand Total il R PivotTable Field List - =
& = - . - Drag ikems ko the PivotTable report
a =
S %Accou 1=
o &=
1 2 - [ Organization
14 < =] Fund Src 1.
15 - [E] sub-Class
16 - [ Project
17 - [ Program
1a < =] Special Purp
- E] Armounk
123 - EI Fiscal wear
21 - [ Awccounting Pericd —
22 [Fad e | [Fow area [=]

Exhibit B continued......................
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15. Drag and drop

‘Amount’ field into

the ‘Drop Data
Items Here’ area

A E © D | e | F | & | H
1 Drop Page Fields Here
2
: .
e — Drop Column Fields Here
8 |651002 PD&F-Attaorney
B (651002 Total
7 ss100s_ [Fosrcensumant| | IO p Data Items Here
8 |651003 Total
89 |Srand Total ‘\
10 o
K TS
72 ~<|
{13 | <
|14 |
|16 |
|16 |
17 |
18
19
| 20 |
| 21 |
E3
| 23 |

16. Einish |

1Yok | able and PivotLnart YWizard - Step 3 of 3

Lawouk, ..,

" plew worksheet
" Existing workshest

PivokTable Field List
Drag items to the PivotTable report

- ] sub-Class
E' Project

- [=] Fiscal Year
[F] Accounting Period
[£] woucher 1T

- ] PO Mo,

- ] PO Reef

I Add To I |R0w Area

Wwhere do wou want ko puk the PivokTable report?

I options. .. I Cancel I

| E

Click Finish ko create wour PivokTable report,

= Back I

[Hexk =
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17. Result of pivot s | = o
table
1
=
2 |Surm of A2
4 | Account —--Deacr - | T otal
5 |BS1002 FD&F-attarnes B5YF
E |BES1002 Total B5YF
¥ |BS1003 FDaEF-Consultant | 2812490.74
2 |BES10032 Total 2812Z290.74
9 |Srand Total 281947.74
Common reasons why the Trial Balance Report differs from the Per Diem Report;
Issue Resolution
There is a variance between the two sets of 1. Try to identify the chartfield combination you are having an issue with
data being compared. 2. Run a combined detail for the chartfield combination identified in step 1, along with the

period and year in question
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