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2.11.2 Manual Bank Reconciliation Process

Prerequisite: A Bank Statement that needs to be reconciled.

Concept:

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

Additional Information

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

You have received the monthly bank statement for an account. Your agency reconciles deposits,
wires and EFTs manually. You must perform the manual reconciliation for the account.

Note: Before performing the Manual Reconciliation request, obtain the following report or query.
Use the query version if you wish to export the data to Excel.

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

Sign out

Menu =2

Search:
®

[ My Favarites

[ SAQ Technical

[ Manager Self-Service

[> Supplier Contracts

[> ltems

[> Vendors

[» Purchasing

[> eProcurement

[> Services Procurement
[ Sourcing

[ Accounts Receivable

[+ Accounts Payable

[ Customn Accounts Payable
[ Salary Travel Per Diem
[ Asset Management

[ Banking

[> Cash Management

[» Commitment Control

[» General Ledger

[» Allocations

[» Set Up Financials/Supply Chain
[ Tree Manager

[ Reporting Tools

[ PeopleTools

[» Fund Source Distribution
— Change My Password

— Iy Personalizations

— My Systemn Profile

— My Dictionary
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Action
Step
1. Click the Banking link.
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Add to Favories Sign out
W Faortes By
[ SA0 Technical
[> Manager Sel-Senice @ Banking
[» Supplier Contracts
b ltems Access Banking.
I Vendors Banks and Branches ==%| Bank Accounts g Bank Statements
[ Purchasing Set up bank information. @ Access bank accounts. ) E Load bank and fee statements, perform
[ eProcurement E]Bank Information E External Accounts inquiries, and review information.
[» Services Procurement ElBank Branch Information - = Enter Bank Statements
I Sourcing ElBank ID Qualifiers =] Review Bank Statements
[ Accounts Receivable 2 More... [= Bank Statement Delete

[» Accounts Payable
[ Custom Accounts Payable
[ Salary Travel Per Diem

Reconcile Statements
Perform auto, semi-manual or manual

= | Analyze Exceptions

Reports
Q. Handle auto-reconciliation exceptions.

Generate bank account lists and reconcied

[» Asset Management reconciliation; enter external transactions. = Auto Reconciliation Exceptions and unreconciled transaction lists.
ElReconciliation Manager =1 Bank Account Listing
© Banks and Branches =l Process Reconciliation =] Account Register
=] Automatic Reconciliation

[» Bank Accounts

[ Bank Statements

[ Reconcile Statements
[» Analyze Exceptions

[ Reports

[ Cash Management

[» Commitment Contral

[ General Ledger

[> Allocations

[» Set Up Financials/Supply
Chain

[ Tree Manager

[» Reporting Tools

[ PeopleTools

[> Fund Source Distribution
— Chanage My Password

— My Personalizations

— My Systern Profile

— My Dictionary -

3 More...

T T [ [ mteme H100% - g

Step | Action
2. Click the Reconcile Statements link.

[Reconcile Statements]
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Add to Favorites

Sign out

[ eProcurement

[+ Senvices Procurement
[> Sourcing

[+ Accounts Receivable
[ Accounts Payable Perform auto, semi-manual or manual reconciliation; enter external transactions.

I> Custom Accounts Payable 2 Reconciliation Manager = Process Reconciliation = Automatic Reconciliation

[- Salary Travel Per Diem Reconcile bank data and manage exceptions. Run processes to load and reconcile bank E Perform automatic reconciliation and generate
[» Asset Management from a central location. statements. reports from a central location.

== Banking |Salary, Travel Expense and Per Diem Application (STEP)l
[ Banks and Branches
[» Bank Accounts = Semi-Manual Reconciliation = Manual Reconciliation =

[> Bank Statements Review and match imported bank data with = Match imported bank transactions to system Run Recon Data Load
system transactions. data.

B8] main Menu > Banking >

¢ Reconcile Statements

— Process Reconcil

— Automatic Reconciliation

— Semi-Manual
Reconciliation
— Manual Reconciliation
— Run Recon Data Load

[ Analyze Exceptions

I Reports

[» Cash Management

[ Commitment Control

[- General Ledger

[> Allocations

[- Set Up Financials/Supply

Chain

[> Tree Manager

[» Reporting Tools

[- PeopleTools

[ Fund Source Distribution

— Chanae My Password

— My Personalizations

— My Svstern Profile

— My Dictionary =

[hetpstijsanfntst. state. ga. us/pspiFscmtst/EMPLOYEE/ERP/sMEBLIE_PTPP_SC.HOMEPAGE.FieldFormula. I5cript_AppHP7pt_frame=l| | [ [ [ [ [@ nkernet *,100%
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Step Action
3. Click the Manual Reconciliation link.
EanualRecﬁncil tic‘d
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[ Services Procurement

[ Sourcing

[ Accounts Receivable

[» Accounts Payable

[ Customn Accounts Payable
[ Salary Travel Per Diem

New Window | Help | Customize Page | /&,

Manual Reconciliation

Q=T rom Date / Thru Date jig

[» Asset Management Bank ID Account # From Date Thru Date Method *Status
[ Banking Q @ [tonszo00 5 [10m6z008 =] [Unrecondleds | Search
[ Banks and Branches I I I I I —I

[ Bank Accounts
[ Bank Statements

+ Reconcile Statements System Transactions 5 i V ) First A 10of1 M Last
— Reconciliation Manager . -
— Process Reconciliation Select Reconciliation Date Status Reference W % Method Source Status  Detail

— Automatic Reconciliation

— Semi-Manual
Reconciliation

selectl [ Cleardl
— Run Recon Data | oad [

[ Analyze Exceptions

- Reports Reconcile | Account Register Report | Process Maonitor

[ Cash Management

[ Commitment Cantrol [=] Notify |

[» General Ledger

[ Allocations

[ Set Up Financials/Supply

Chain

[* Tree Manager

[ Reporting Tools

[- PeopleTools

[> Fund Source Distribution

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary -

Done ’_ ’_ ’_ ’_ ’_ ’_ |— Inkernet H100% v g

Step Action

4. The Manual Reconciliation process enables a user to reconcile statements for banks that
do not provide an electronic file for their transaction data.

Note: Void payments are automatically reconciled and Stopped payments must be
manually reconciled.

Press [Enter] to continue.
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] New Window | Help | Customize Page | &,

[ Services Procurement

[> Sourcing
[> Accounts Receivable
[+ Accounts Payable
[> Customn Accounts Payable
[- Salary Travel Per Diem
[> Asset Management Bank ID Account # From Date Thru Date Method *Status
[~ Banking 10/15/2009 10/16/2009 ~| |unreconciled ~| Search
[> Banks and Branches 2 I 2 I B I & I _I I J_I
[» Bank Accounts
[> Bank Statements

Manual Reconciliation

*Search By: [W#

+ Reconcile Statements System Transactions
— Reconciliation Manager "
- Process Reconciliation Select Reconciliation Date Status Reference Iransaction AMANSACUON oty source  Status  Detail
" P Date Amount
— Automatic Reconciliation
— Semi-Manual
Reconciliation
T i Selectal [0 Clear Al
— Run Recon Data L oad L=
[» Analyze Exceptions
[ Reports Reconcile | Account Register Report Process Monitor
[ Cash Management Return to Reconcile Statements
[ Commitment Control
[ General Ledger [=] Notify |
[> Allocations
[ Set Up Financials/Supply
Chain

[+ Tree Manager

[> Reporting Tools

[- PeopleTools

[> Fund Source Distribution
— Change My Password

— My Personalizations

— My System Profile

- Ly Dictionary | |

[pane [T [ [ @ meenet [®0w -
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-

Step Action
5. Click in the Bank ID field.

[ |
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[+ Senices Procurement

[> Sourcing

[+ Accounts Receivable

[» Accounts Payable

[» Custom Accounts Payable

[> Salary Travel Per Diem

[- Asset Management

— Banking

[ Banks and Branches

[ Bank Accounts

[ Bank Statements

+~ Reconcile Statements
— Reconciliation Manager
— Process Reconciliation
— Automatic Reconciliation
— Serni-Manual

Reconciliation
— Run Recon Data Load

[ Analyze Exceptions
[ Reports

[ Cash Management

[ Commitment Control

[» General Ledger

[» Allocations

[» Set Up Financials/Supply
Chain

[- Tree Manager

[ Reporting Tools

[- PeopleTools

[ Fund Source Distribution

— Change My Password

— My Personalizations

— My Systemn Profile

FSCMTST

Add to Favorites Sign out

<] New Window | Help | Customize Page | B,
Manual Reconciliation

=Search By: | From Date/ Thru Date 'I

Bank ID Account # From Date Thru Date Method *Status
a a | | EH o x| [unrecenciled =] search |
Total Transaction Amount: 0.000 USD
System Transactions omize | Find
Select Reconciliation Date Status Reference Transaction Transaction Method Source Status  Detail
Date Amount

Selectall [ Clear Al
»

Reconcile | Account Register Report Process Monitor

[=] Notify |

— My Dictionary

4]

T T [ @ mtenet 0% - g

Step

Action

6. The
Ban

Type 061 (to enter 061000052)

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

Bank ID is the bank's routing number. Enter the appropriate information into the
k ID field.
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Add to Favorites Sign out
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[> Senices Procurement
[ Sourcing

[ Accounts Receivable P
b e a e Manual Reconciliation

* . | From Date / Thru Date vl
[> Custom Accounts Payable Search By:

[ Salary Travel Per Diem

New Window | Help | Customize Page |

[» Asset Management Bank ID Account # From Date Thru Date Method *Status
[ Eagkiﬂkg d Branch 061000052J8N I Q |'|U-"I 512009 | [H |1U-"I 62009 [ | =| |Unreconciled x| Search |
anks and Branches

[> Bank Accounts

[> Bank Statements

= Reconcile Statements System Transactions
— Reconciliation Manager
— Process Reconciliati Select Reconciliation Date Status Reference Date Amount
- Automatic Reconciliation = _
— Semi-Manual
7 o SelectAll [ Clear Al
— Run Recon Data Load »

[ Analyze Exceptions

[ Reports Reconcile | Account Register Report | Process Monitar

[> Cash Management

[ Commitment Contral [=] Hotify

[ General Ledger

[- Allocations

[- Set Up Financials/Supply

Chain

[> Tree Manager

[- Reporting Tools

[» PeopleTools

[» Fund Source Distribution

— Change My Passwaord

— My Personalizations

— My System Profile

— My Dictionary -

| T T T T [@mteme 00 v

Total Transaction Amount: 0.00

Transaction Transaction

Method Source Status  Detail

Action
Step
7. Click in the Account # field.

[ |
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/2 Manual Reconciliation - Windows Internet Explorer =] x|
@?} b I@, https:J‘,l’sanfntst.state.ga.us)’psp,iFscmtst,iEMPLOYEE,l’ERP,l’c;’PROCESS_BANK_STATEMENT.BNK_RCN_MAN_GEN.GEL?Fan ﬁ *p (X IGnngIa L~
J File Edit \iew Favortes Tools  Help JLinks bed

J&v@v@'@olsv&ﬁagavmv »

v @ 88' - | (& User Productivity Kit - P... (& Manual Reconclizkion 3 (& State Personnel ddmini...

FSCMTST
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Sign out
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i [Ei
; \ [E]
b Senvices Procurement Mew Window | Help | Customize Page | n5

[ Sourcing
[ Accounts Receivable 1T -
- Accounts Payable Manual Reconciliation «Seoarch y: [From Data T Date 2

[> Custom Accounts Payable
[- Salary Travel Per Diem
[» Asset Management Bank ID Account # From Date Thru Date Method *Status
[~ Banking 061000052 10/15/2009 10/16/2009 hd Unreconciled b Search
[ Banks and Branches @ I‘ @ I C I C I J I J —I
[ Bank Accounts
[> Bank Statements
= Reconcile Statements System Transactions 7€ | Find First [ 1 o1 [} Last
— Reconciliation Manager
— Process Reconciliation Select Reconciliation Date Status Reference
— Automatic Reconciliation
— Semi-Manual
Reconciliation
Select All D Clear All
— Run Recon Data Load [
[- Analyze Exceptions
[> Reports Reconcile | Account Register Report Process Monitor
[- Cash Management
[ Commitment Control [=] Motify
[- General Ledger
[+ Allocations
[- Set Up Financials/Supply
Chain
[- Tree Manager
[ Reporting Tools
[- PeopleTools
[ Fund Source Distribution
— Change My Password
— My Personalizations
— My System Profile
- My Dictionary -

| T T T T [ |6 mkeme HI00% v g

Total Transaction Amount: 0.00

Transaction Transaction
Date Amount

Method Source Status  Detail

Step Action
8. Enter the appropriate information into the Account # field.

Type XX3 (to enter XX0032630889). This is a sample account number used
for training purposes.

Tip: For this exercise, the complete field value will auto-populate once you
type in the specific text.
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[+ Services Procurement

[> Sourcing

[» Accounts Receivable

[ Accounts Payable

[> Custom Accounts Payable

=Search By: IFrom Date / Thru Date =
[> Salary Travel Per Diem

I> Asset Management Bank 1D Account # From Date Thru Date Method *Status
=~ Banking 061000052, [EPEMEEER Q. [10152008 [ [10M6:2008 [ [ =| [unreconciled =] search
[> Banks and Branches
[ Bank Accounts
[ Bank Statements
= Reconcile Statements System Transactions
— Reconciliation Manager

| 2 v 8- oot - resee - ) - 7

FSCMTST

Add to Favorites

Sign out

New Window | Helo | Custorize Page | &,

Manual Reconciliation

Total Transaction Amount: 0.00

- Process Reconciliation Select Reconciliation Date Status  Reference W % Method Source Status  Detail
— Automatic Reconciliation - e
— Semi-Manual
Reconciliation
SelectAll O Clear Al

— Run Recon Data Load [

[> Analyze Exceplions

[> Reports Reconcile | Account Register Report | Process Manitor

[» Cash Management

[ Commitrment Control [=] Metify |

[» General Ledger

[> Allocations

[» Set Up Financials/Supply
Chain

[> Tree Manager

[- Reporting Tools

[ PeopleTools

[> Fund Source Distribution

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

4]

[T T T [ @ meernet 0% -

Step Action
9. Click in the From Date field.

[ ]
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i New Window | Help ae | B
[» Senvices Procurement MNew Window | Help | Customize Pags | n&h

[ Sourcing
[> Accounts Receivable .
b Accounts Payable Manual Reconciliation - Search y: [From Daie /Tha Date =

[» Custom Accounts Payable

[> Salary Travel Per Diem

[> Asset Management Bank ID Account # From Date Thru Date Method *Status

[~ Banking 061000052 003263035934 +| |unreconciled ~| Search
[ Banks and Branches 2 I @ Il B I B I J I J —I

[» Bank Accounts

[ Bank Statements

= Reconcile Statements System Transactions
— Reconciliation Manager
— Process Reconciliation Select Reconciliation Date Status Reference
— Automatic Reconciliation
— Semi ual

Reconciliation
seiectl [ Cleardl
— Run Recon Data | oad [

[» Analyze Exceptions
[ Reports Reconcile | Account Register Report | Process Monitor

[ Cash Management

[ Cormmitment Control [=] Notify |

[» General Ledger

[> Allocations

[» Set Up Financials/Supply
Chain

[ Tree Manager

[ Reporting Tools

[- PeopleTools

[> Fund Source Distribution

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary -

| T T [ [@mtene 0% v g

Total Transaction Amount: 0.00

Transaction Transaction
Date Amount

Method Source Status  Detail

Action
Step
10. Enter the appropriate information into the From Date field.

Type 09/ (to enter 09/01/2009)

Tip: For this exercise, the complete field value will auto-populate once you type in the
specific text.
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[> Senices Procurement

[» Sourcing

[> Accounts Receivable

[ Accounts Payable

I> Custom Accounts Payable

[ Salary Travel Per Diem

[» Asset Management

=~ Banking

[» Banks and Branches

[» Bank Accounts

[ Bank Statements

= Reconcile Staterments
— Reconciliation Manager
— Process Reconciliation
— Automatic Reconciliation
— Semi-Manual

Reconciliation
— Run Recon Data Load

[> Analyze Exceptions
[- Reports

I» Cash Management

[» Commitment Control

[» General Ledger

[> Allocations

[ Set Up Financials/Supply
Chain

[ Tree Manager

I» Reporting Tools

[ PeopleTools

[» Fund Source Distribution

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

-

FSCMTST

Add to Favorites Sign out

New Window | Help | Customize Page | &,

Manual Reconciliation

*Search By: |From Date / Thru Date vl

*Status
j | Unreconciled

Bank I Account # From Date Thru Date
061000052 @, [003263088934 O [0901/2009 [ |

Method

B

x| search |

Total Transaction Amount: 0.00

System Transactions

Transaction

Transaction
Date Method

Click calumn heading to sort ascending

Select Reconciliation Date Status Reference Source Status  Detail

Select All
[

O clear Al

Reconcile |

[=] Notify

Account Register Report | Process Monitor

|]avascr|pt: submitAction_winO{document wind, BMK_RCHN_MAMN_TEL$srt4$07;

’_’_’_ ’_’_’_ﬁ Internet

0% - g

Step

Action

11.

Click in the Thru Date field.
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e e Manual Reconciliation

* . |From Date / Thru Date =
[> Custom Accounts Payable Search By:

[> Salary Travel Per Diem

[» Asset Management Bank ID Account # From Date Thru Date Method *Status
[~ Banking 061000052 C (003263088934 C [09/01/2000 [ El ~| |unreconciled >| search
[- Banks and Branches I I I I I —I

[» Bank Accounts
[ Bank Statements
= Reconcile Statements System Transactions
— Reconciliation Manager Transaction Transaction
— Process Reconciliation Select Reconciliation Date Status Reference Date " Amount Method Source Status  Detail
— Automatic Reconciliation - =
— Semi-Manual
Reconciliation

seiectl [ Cleardl
— Run Recon Data Load 12
[» Analyze Exceptions
[ Reports Reconcile | Account Register Report | Process Monitor
[ Cash Management
[ Cormmitment Control [=] Notify |
[» General Ledger
[> Allocations
[» Set Up Financials/Supply
Chain
[ Tree Manager
[ Reporting Tools
[- PeopleTools
[> Fund Source Distribution
— Change My Password
— My Personalizations
— My System Profile

Total Transaction Amount: 0.00

— My Dictionary -
I [ [ [ [ | [ imnternet 0% - g
Step | Action
12. Enter the appropriate information into the Thru Date field.

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

Tip: For this exercise, the complete field value will auto-populate once you type in the specific text.
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/2 Manual Reconciliation - Windows Internet Explorer _ |ﬁl |5|
6:_: - |g, hitps://saoFntst state. ga. us/psplFscmtst/EMPLOYEEERP/c/PROCESS _BANK_STATEMENT.BNK_RCH_MAN_GEN.GBL?Fol ¥ || |2||£| IGDDgIe | £~
J File Edit Wew Favorites Tools Help JLinks »

W 88' - | & User Praductivity Kit - P... (& Manual Reconciliation X /& state Personnel Admini...

7

o
g@
E EEFOCUFEI’HEHI :I

[» Senvices Procurement
[ Sourcing

[> Accounts Receivable .
e e Manual Reconciliation

* . |From Date / Thru Date =
[> Custom Accounts Payable Search By:

[> Salary Travel Per Diem

J@v@v@molsvgﬁagev = =

FSCMTST

Add to Favorites Sign out

New Window | Help | Customize Page | B

[» Asset Management Bank ID Account # From Date Thru Date Method *Status
[~ Banking 061000052 O [003253088934 O [09/01/2009 [3 |os/z0/2009 [ x| [unreconciled >| search
[ Banks and Branches I I I I I —I

[» Bank Accounts

[ Bank Statements

= Reconcile Statements System Transactions
— Reconciliation Manager Transaction Transaction
— Process Reconciliation Select Reconciliation Date Status Reference Date " Amount Method Source Status  Detail
— Automatic Reconciliation - =
— Semi-Manual

Reconciliation
seiectl [ Cleardl
— Run Recon Data | oad [

[» Analyze Exceptions
[ Reports Reconcile | Account Register Report | Process Monitor

[ Cash Management

[ Cormmitment Control [=] Notify |

[» General Ledger

[> Allocations

[» Set Up Financials/Supply

Chain

[ Tree Manager

[ Reporting Tools

[- PeopleTools

[> Fund Source Distribution

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary -

| T T [ [@mtene 0% v g

Total Transaction Amount: 0.000 UsD

Step | Action
13. A user may search for both reconciled and unreconciled transactions.

Press [Enter] to continue.
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/= Manual Reconciliation - Windows Internet Explorer - |ﬁl |1|
@;} - I@, https:,l’,l’saofntst‘state.ga.us,l’pspJ‘Fscmtst,l’EMPLO\"EE,I’ERP,I’c,I’PROCESS_BANK_STATEMENT.BNK_RCN_MAN_GEN.GBL?FUIj ﬁ 40| X IGDDgIe L
J File Edit Wiew Favorites Tools  Help JLinks 2y

J@'@'@Tgﬂs'lﬂ’&@vmv >

@ Manual Reconciliation 3¢ @ State Personnel Admini. ..

Wk 88' = | € User Productivity Kit - F...
S
\oELg

E EEFUCUFEI’I’]EI’]' ;I

[> Services Procurement

[ Sourcing

[> Accounts Receivable

[+ Accounts Payable

[> Custom Accounts Payable

*Search By: | From Date / Thru Date vl
[ Salary Travel Per Diem

[> Asset Management Bank ID Account # From Date Thru Date Method *Status

[~ Banking 061000052 C [003263088934 € [09/01/2009 [ |09/30/2009 [+ hd Unreconciled - Search |
[- Banks and Branches I I I I J I J

[ Bank Accounts

[» Bank Statements

FSCMTST

Add to Favorites Sign out
MNew Window | Help | Customize Page | &

Manual Reconciliation

Total Transaction Amount: 0.000 USD

= Reconcile Statements System Transactions Custormize | Find |V First (4] 4 or4 [M] Last
— Reconciliation Manager T p T tion
— Process Reconciliation Select Reconciliation Date Status Reference w % Method Source Status Detail
— Automatic Reconciliation I =
— Semi-Manual

Reconciliation
Select All IE‘ Clear All
— Run Recon Data | oad [

[ Analyze Exceptions
[ Reports Reconcile | Account Register Report Process Monitor

[> Cash Management

[ Commitment Control [=] Notify |

[» General Ledger

[» Allocations

[ Set Up Financials/Supply
Chain

[> Tree Manager

[ Reporting Tools

[ PeopleTools

[* Fund Source Distribution

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

41

T T T [ e mtemet 0% v g

Step | Action

14. The Search By field enables the user to specify criteria for the transactions to be
reconciled. Transactions may be searched by either the date range or by a range of
transaction references (check, wire, EFT. Deposit, manual).

Press [Enter] to continue.
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/2 Manual Reconciliation - Windows Internet Explorer _ |ﬁl |1|
5.::: - |§, hitps:{/sacfrtst. state. ga.us/pspiFscmtst{EMPLOYEE /ERP/c/PROCESS_BANK_STATEMENTBNK_RCN_MAN_GEN.GBL?PO ¥ || £ | 45| X | IGoogIe (2=
J File Edit ‘iew Favorites Tools  Help JLinks 2

W 88' - | & User Productivity Kit - Peapl...

(€ Manual Recanciliation X | %" MSh.com

J@v@v@molsvlﬁﬁagev .

g EEFOCUFEI’TIEI"II

[ Services Procurement
[> Sourcing
[> Accounts Receivable
[+ Accounts Payable
[» Custom Accounts Payable
[» Salary Travel Per Diem
[- Asset Management
== Banking
[ Banks and Branches
[> Bank Accounts
[> Bank Statements
+~ Reconcile Statements
— Reconciliation Manager
— Process Reconciliation
— Automatic Reconciliation
— Semi-Manual
Reconciliation
— Run Recon Data Load
[» Analyze Exceptions
[ Reports
[ Cash Management
[» Commitment Control
[» General Ledger
[> Allocations
[ Set Up Financials/Supply
Chain
[ Tree Manager
[ Reporting Tools
[ PeopleTools
[» Fund Source Distribution
— Change My Password
— My Personalizations
— My System Profile

— My Dictionary

2l

FSCMTST

Add to Favorites Sign out

MNew Window | Help | Customize Page | &,

Manual Reconciliation

Ryl om Date [ Thru D:

Bank ID Account # From Date Thru Date Method

[oarsorzoos [ |

*Status
j |Unreconci|ed

=| Search |

061000052 O [o03263088034 Q [ogin12009 [

Total Transaction Amount: 0.00 UsD
System Transactions tomize | Find
Select Reconciliation Date Status Reference ~ L2saction Transacion yoyog  source  Status  Detail
Date Amount
SelectAll [ ClearAll
>
Reconcile | Account Register Report Frocess Monitor

Return to Reconcile Statements

[=] Notify |

a |

|

’_ ’_ l_l_ ’_ ’_ |§ Internet

[0 -~ 4

Step

Action

15.

Once the search criteria have been entered, click the Search button.
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/= Manual Reconciliation - Windows Internet Explorer _|& 5'
@;} - |g, https:Hsaofntst‘state‘ga.us,l’pspJ‘fscmtstJ‘EMPLO‘FEE,I’ERP;’CIPROCESS_BANK_STP.TEMENT.ENK_RCN_MAN_GEN.GBL?POj % 4| % IGoogIe P
J File Edt ‘Miew Favorites Tools  Help JLinks £

J@v@v@molsvgﬁagevmv >

@ Manual Reconciiation X | N M com

W o 88' '| (& User Productfvity Kit - Peapl...

7 FSCMTST
w Add to Favorites Sign out
E e rocuremenl +| Manual Reconciliation -
[ Services Procurement J *Search By: IFrom Date / Thru Date = J
> Sourci g
ourcing
E :EEEEE{: E:;:g":b'e Bank ID Account # From Date Thru Date Method *Status
> Custom Accounts Payable [o1000052 @, [o03263088934 @ [oemtiz00e (H [osrzoizo0s [ | x| |unreconciled x|  Search |
[- Salary Travel Per Diem
I Asset Management Total Transaction Amount: £,003,655.14 USD
=" Banking
[ Banks and Branches System Transactions omize | Find
[» Bank Accounts i i
> Bank Statements Select Reconciliation Date Status Reference W % Method Source Status Detail
= Reconcile Statements e
— Reconciliation Manager I [i0M22008 ] UNR 0000042593 0910412009 42100 CHK AP Paid  Check
:mn I [0A92000 5] UNR 0000042507  09/0412009 18985 CHK AP Paid  Check
‘W I [t0Me2009 [ UNR 0000042594 091042009 49040 CHK AP Paid  Check
EConciiaton
— Manual Reconciliation r [i0M22008 ] UNR 0000042592 0910412009 43000 CHK AP Paid  Check
— Run Recon Data Load
I [or92000 #  UNR 0000042595  09/04/2009 82040 CHK AP Paid  Check
[» Analyze Exceptions
. g;m;iagemem I [10Me2009 ] UNR 0000042595 091042009 42883 CHK AP Paid  Check
E gUmm‘}Tegt il I [0M22009 ] UNR 0000042598 0910412009 41940 CHK AP Paid  Check
eneral Ledger
I Allacations I [10Mo2009 ] UNR 0000042509 0910412009 43900 CHK AP Paid  Check
[ Set Up Financials/Supply _
Chain I [10Me2009 ] UNR 0000042500 091042009 18603 CHK AP Paid  Check
[ Tree Manager
> Reporiing ?ws I [10M22008 ] UNR 0000042528 0910412009 51400 CHK AP Paid  Check
EESEE‘;ES?C'E Distibution I [ioMe2009 ] UNR 0000042601 0910412009 4300 CHK AP Paid  Check
B C‘h'a:” el rai_sw‘”d r [0Me2008 ] UNR 0000042602 0910412009 5118CHK AP Paid  Check
— My Fersonalizanons
— Wy System Profile | [orezos ) UNR 0000042603  09/04/2009 T9TTSCHK AP Paid  Check -
— My Dictionary - 4| | e
| T T T T T @ mtemet EYR

Step Action
16. Click the right scroll bar to view the bottom portion of this page.
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/2 Manual Reconciliation - Windows Internet Explorer =1l
6«:__: - |g, Fitps: sacfntst. state. ga.usfpspfFscmtst{EMPLOYEE /ERP{c/PROCESS_BANK_STATEMENT.BNK_RCN_MAN_GEN.GBL?PO > || 4 |§||Z| IGoogIe (2]
J File Edit “iew Favortes Tools Help JLinks 2y
Ty dhe @Manual Reconciliation X | %" MSN.com J @ < @ © \:9) Tooks - & page » ] -
FSCMTST
Add to Favorites Sign out
e e o i s s i renome
[ Services Procurement .
> Sourcing r IﬂUﬂ"IQJ’QUUQ El UNR 0000042571 09/04/2009 330.00 CHK AP Paid Check
Eigggﬂ:}g ?;;:é‘fzb'e r [orszo0s [ UNR 0000042572 09/04/2009 43700 CHK AP Paid Check
I Custom Accounts Payable r [oMezo0e B UNR 0000042573 00/04/2009 43500 CHK AP Paid  Check
[ Salary Travel Per Diem
[ Asset Management r IﬂUﬂ"IQJ’QUUQ El UNR 0000042609 09/04/2009 1,752.38 CHK AP Paid Check
= Banking
> Banks and Branches r [orez00s 5 UNR 0000042674 0910412009 288.00 CHK AP Paid  Check
[ Bank Accounts .
[> Bank Statements r IWUMQJ’EUUQ @ UMNR 0000042575 09/04/2009 286.00 CHK AP Paid Check
= Reconcile Statements r  [oreizo09 UNR 0000042576 09/04/2009 75202 CHK AP Paid  Check
— Reconciliation Manager 5 )
— Process Reconciliation (| IWUNQQUUQ @ UNR 0000042577 09/04/2009 357.01 CHK AP Paid Check
— Automatic Reconciliation
— Semi-Manual - IWUMQJ’EUUQ @ UNR 0000042578 09/04/2009 412.00 CHK AP Paid Check
Reconciliation i
— Manual Reconciliation r |10f19.l’20[19 El UMNR 0000042579 08/04/2009 4892 40 CHK AP Paid Check
D;ﬂw r [orezoos 5 UNR 0000042589 09/04/2009 41400 CHK AP Paid  Check
alyze Exceptions
[ Reports r IWUMQJ’EUUQ @ UMNR 0000042580 09/04/2009 476.14 CHK AP Paid Check
I Cash Management
[ Commitment Control r |10f19.l’20[19 El UNR 0000042584 09/04/2008 6820 CHK AP Paid Check
I General Ledger
[ Allocations SelectAll [ Clear Al
I Set Up Financials/Supply 5
Chain
b Tree Manager Reconcile Account Register Report | P Idonit
[ Reporting Tools | g 2 Crocess Monlor Return to Reconcile Statements
[ PeopleTools
[ Fund Source Distribution [=] Notify
— Change My Password —I
— My Personalizations
— My System Profile - -
— My Dictionary ~| 4 | '
[T [T [ mnternet SR

Step Action

17. Click the Account Register Report button to view and print the Account Register report
prior to manually reconciling the transactions.

I Account Register Report |
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JFi\e Edt  Miew Favorites Tools  Help JLinks 2L

v EBl Y| 1€ User Productivity Kit - Peapl. .

(€ Manual Reconciliation X | S M3h.com

FSCMTST

Add to Favorites Sign out

‘!egrocur&menl ﬂ 1 I wrLsuuy 2y i UuuuuS LUy U ZUUY SL1.00 WMn Ia'n rdiu gL j
[» Seni P t
b Szmgﬁfg FRtRE r Iﬂ[JHQIS‘_UUQ [ UNR 0000042571 09/04/2009 330.00 CHK AP Paid Check
E:EEEL‘::: E:;:é‘f:b'e r [oMezoos [ UNR 0000042572 0910472008 43700CHK AP Paid  Check
[ Custom Accounts Payable r |10x19:2009 & UNR 0000042573 09/04/2008 43500 CHK AP Paid Check
[» Salary Travel Per Diem
[» Asset Management r |10!1Qf2009 [ UNR 0000042609 09/04/2009 1,752.38 CHK AP Paid Check
- Banking
[: Banks and Branches r |10!19f2009 ] UNR 0000042574 09/04/2009 288.00 CHK AP Paid Check
[> Bank Accounts ’
R Bank Sotements O |10!19!2009 | || 286.00 CHK AP Paid Check
z ﬁegsgggsll?;%en”::::; or r Iﬂ 01912009 | ' Account Register Report is being generated, (9550,312) 752.02 CHK AP Paid Check
— Process Reconciliation r |10r1 912009 | The report can be viewsd from the Process Maritar. 357.01 CHK AP Paid Check
— Automatic Reconciliation
— Semi-Manual [ |10I1Qf2009 | 412.00 CHK AP Paid Check
Reconciliation .
=TT r  [forezo0s | 49240CHK AP Paid  Check
9&1—21”” R;“”Ea“ Luag r [toremo0s [ UNR 0000042589 091042009 41400 CHK AP Paid  Check
yze Exceptions
[ Reports O |10f19!2009 [ UNR 0000042580 09/04/2009 47614 CHK AP Paid Checl
[ Cash Management
[» Commitment Control (i Im»‘19!2009 [ UNR 0000042584 09/04/2009 68.20 CHK AP Paid Check
[» General Ledger - o
b Allocations ™ selectAll [0 Clearal
[» Set Up Financials/Supply
Chain
aliss M_anager Reconcile | Account Register Report | Process Monitor
[* Reporting Tools R S L Return to Reconcile Statements
[ PeopleTools
[» Fund Source Distribution [=] Notify
— Change My Password —l
— My Personalizations
— My Systemn Profile ] -
— My Dictionary v 4] | 4
[pane l_ l_ l_ ’_ l_ l_ &) Inkernet RI0% - g

i start J Dé u; 22 J u;\_::lnbox - Microso,.. | | Irma ” {& Manual Recon... @}2 Microsoft Of. ., '| JDefbtop Z J| Search Desktop L |« u;é‘ﬁg 2:45 AM

Step Action

18. Click the OK button.
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/2 Manual Reconciliation - Windows Internet Explorer - |5 |1|
@::: v |&] https:jjsanfnitst.state.ga.us{psp{fscritst/EMPLOYEE/ERPc/PROCESS_BANK_STATEMENT BNK_RCN_MAN_GEN.GBL7PO || £ |‘_¢ ||£| J ool | 2|
J File Edit Wew Favorites Tools Help JLinks >
- = »
Wk 88/('(:1 (€ User Productivity Kit - Peopl... | @ Manual Reconciliation % | %" MSH.com J 3 - d= - (O Tools + |:bPage ~ .
Y ESCMTST
Add to Favorites Sign out
Wd 1 | AU R [WINT,N (U] (RELVETENIVE] EYS R[N A raiu gL ;I
[> Services Procurement )
[ Sourcing i I‘lUﬁQJ’QUUQ E‘J UNR 0000042571 09/04/2009 330,00 CHK AP Faid Check
b ATELITE TG ARG r [lor92008 ()  UNR 0000042572 09/0412009 43700 CHK AP Paid  Check
[ Accounts Payable
[» Custorn Accounts Payable - I‘lUﬁQJ’QUUQ El UNR 0000042573 09/04/2009 435.00 CHK AP Faid Check
[ Salary Travel Per Diem
[+ Asset Management - I‘lUﬁQJ’QUUQ El UNR 0000042609 09/04/2009 1,752.38 CHK AP Paid Check
~ Banking
> Banks and Branches r [toreoos ] UNR 0000042574 09/04/2009 28800 CHK AP Paid  Check
[ Bank Accounts )
> Bank Statements - |1U.I’1Q.l’2009 E‘J UNR 0000042575 08/04/2009 2B6.00 CHK AP Paid Check
~ Reconcile Statements r [torezo0s [l UNR 0000042575 00/04/2009 75202 CHK A Paid  Check
— Reconciliation Manager
— Process Reconciliation | |10.l’19.l’2009 E‘J UNR 0000042577 08/04/2009 357.01 CHK AP Paid Check
— Automatic Reconciliation
— Semi-Manual - I10;1g,’2009 E‘J UNR 0000042578 09/04/2009 412.00 CHK AP Paid Check
Reconciliation )
— Manual Reconciliation - |10,|’1 9/2008 E‘J UMR 0000042579 09/04/2009 492 40 CHK AP Paid Check
— RunRecon Dafa Load r [torgzoos B UNR 0000042589 09/04/2009 41400 CHK AP Paid  Check
[+ Analyze Exceptions
- Reports - |10.l'19.l’2009 E‘J UNR 0000042580 09/04/2009 476.14 CHK AP Paid Check
[> Cash Management
[ Commitment Contral r [rongzoos [ UNR 0000042584 09/04/2009 §8.20 CHK AP Paid Check
[ General Ledger
I Allocations SelectAll [0 Clear All
[> Set Up Financials/Supply [
Chain
I Tree Manager Reconcile Account Register Report | Process Monitor
[ Reporting Tools | g E e Return to Reconcile Statements
[- PeopleTools
[» Fund Source Distribution [=] Notify
— Change My Password —I
— My Personalizations
— My System Profile | -
— My Dictionary - ql | »
| [T [ [ [ [ internet [ 100w -
Action
Step
19. Click the Process Monitor link to view the report.
Process Monito
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{2 Manual Reconciliation - Windows Internet Explorer =1 S|
5\1—_} - |g https:,l’,l’saofntst‘state.ga‘us,ipsp,l’Fscmtst,l’EMPLOVEEJ‘ERPJ‘c;’PROCESS_BANK_STATEMENT.BNK_RCN_MAN_GEN‘GBL?POj Q “1‘” X | IGoogle |,O ‘|
J File Edit Wew Favories Tools  Help J Links **

W o 88' - | & User Productivity Kit - Peopl... | @ Manual Reconciliation

J@'&ﬁV@Tgulsvlﬁangev . ®

3 | %" MSN.com

FSCMTST

Add to Favorites Sign out

ge!rucuremenl ;I

[+ Services Procurement
[ Sourcing

[» Accounts Receivable | Process List | SemerList |
[ Accounts Payable

[» Custom Accounts Payable

[+ Salary Travel Per Diem ) ) I—Ll ‘ . =
> Asset Management userID: [COLARE | @ Type: Last: 30 [Minctes = Refresh

New Window | Help | Customize Page | /&,

[ Banks and Branches

[ Bank Accounts Run I vI Distribution I l

Status: Status

I~ Banking server: | ~| Name: | Q, Instance: | to |
>

[¥ save On Refresh
[- Bank Statements

= Reconcile Statements Process List
— Reconciliation Manager Process Dt -
~ Brocess Reconciliation Select Instance Seq. Process Type Name  User Run Date/Time Run Status .- - Details
: W | 22401055 Crystal FIN4004- ICOLAIRE 10/19/2009 9:45:30AM EDT Processing  MN/A Details

Reconciliation
— Run Recon Data L oad

[» Analyze Exceptions

[- Reports

[ Cash Management

[ Commitment Control

[ General Ledger
[> Allocations £ Go backto Manual Reconciliation

[+ Set Up Financials/Supply
Chain & save | [=] Notify |

E;r::oﬁar;a-lg-sgls Process List | Server List
[- PeopleTools

[ Fund Source Distribution
— Change My Password

— My Personalizations

— My System Profile

— My Dictionary -

Done l_ l_ l_ ’_ l_ l_ @ Internet 0 -

Step | Action

20. Click the Refresh button until the Run Status is 'Success' and the Distribution Status is
'‘Posted'.
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/2 Manual Reconciliation - Windows Internet Explorer - |5 ﬂ
@T} A Iﬁ, https:Hsaofntst.state‘ga.usJ‘pspJ‘Fscmtst;’EMPLOYEEJ‘ERP,ic;’PROCESS_BANK_STATEMENT.BNK_RCN_MAN_GEN.GBL?POj ﬂ | % IGoogIe Rl
J File Edit ‘Yiew Favorites Tools  Help JLinks »

@ Manual Reconciliation

[ - Gk~ o - 7

% | S M. com

ﬁ & 88' '| @User Productivity Kit - Peopl...

£

£

eFrocuremen
[- Senices Procurement

[- Sourcing

[» Accounts Receivable

[ Accounts Payable

[- Custom Accounts Payable
[ Salary Travel Per Diem

[- Asset Management

I~ Banking

|- Banks and Branches

[» Bank Accounts

[ Bank Statements

« Reconcile Statements

- Reconciliation Manager
- Process Reconciliation

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

- Automatic Reconciliation

I

FSCMTST

Add to Favorites Sign out

New Window | Help | Customize Page |

{ Process List Y ServerList

UserID: [ICOLARE |, Type: “Jiast  [30 [MinuesT] Refresn |

Servenl j Name: | Q Inslance:l to
Run x| Distribution | B [¥ save On Refresh
Status: Status
Process List
Process Distribution ]
Select Instance Seq. Process Type User Run Date/Time Run Status Details
Name Status
[T 22401055 Crystal FIN4004- ICOLAIRE 1019/2009 9:45:39AMEDT  Success Posted Details

Go backto Manual Reconciliation

Bl save | [Z] Notify |

Process List| Server List

- Ly Dictionary B [Main Content]|
Cone |—|—|—|—’_’_@Intemet ’5‘;100% T 4
Step | Action
21.a Click the Details link to view or print the Account Register.

21.b

Click the View Log/Trace link

21.c

Click the FIN4004-_XXXX.PDF link to Open the Account Register

Press [Enter] to continue.
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/= Manual Reconciliation - Windows Internet Explorer =1 x|
@?} - |g, https:,i,isaofntst.state.ga.usJ‘psp,ifscmtst,I’EMPLO\"EEJ‘ERP;'cIPROCESS_BANK_STATEMENT‘BNK_RCN_MAN_GEN.GBL?POj ﬁ 2| X% IGoogIe peais
J Flz Edit Yew Favorites Tools  Help JLinks 5

J@vd;ﬁv@Tgu\svl-_:}Eagevmv »

ﬁ ﬁ 88' '| @User Productivity Kit - Peopl,..

(& Wanual Recancliation X | % M3, com

FSCMTST

Add to Favorites Sign out

e T New Window | Help | Customize Page | &, =]
> Sourcing i
[> Accounts Receivable View Log/Trace

[> Accounts Payable
[> Custom Accounts Payable

> Salary Travel Per Diem ReportID: 2964336 Process Instance: 22401055 Message Log
I Asset Management Name: FIN40D4- Process Type:  Crystal
=~ Banking

[> Banks and Branches Run Status: Success

[» Bank Accounts

[ Bank Statements Manual Account Register Report

+ Reconcile Statements

— Reconciliation Manager N )
Distribution Node: RepRPS Expiration Date:

omatic Reconciliation

- anual File List
Reconciliation Name File Size (bytes) Datetime Created
— Manual Reconciliation CRW FIN4004- 22401055 log 0 10/19/2008 9:49:12.000000AM EDT
5 KHW FIN4004- 22401055 PDF 63,541 10/19/2009 9:49:12.000000AM EOT
b Reports pssaltrace tre 508 10/19/2009 9:49-12 000000AM EDT
[ Cash Management Distribute To
[P CETTITTIETE ST Distribution ID Type *Distribution ID
[- General Ledger
> Allocations User ICOLAIRE
[ SetUp Financials/Supply
Chain
[ Tree Manager
[» Reporting Tools

[- PeopleTools
[> Fund Source Distribution
— Change My Password

— My Personalizations Return

— My System Profile

- My Dictionary = z|
| [ [T [ € mkemnet 0% -
Action
Step
22.a Click the Return link to return to the Process Detail

22.b Then Click the Cancel link to return to the Process List

Press [Enter] to continue.
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J File Edit Wiew Favorites Tools  Help JLinks 2y

ﬁ o 88' = @ User Productivity Kit - Peopl...

E EEFUCUFEI’I’]EI’]' ;I

[> Services Procurement
[ Sourcing

I» Accounts Receivable [ Process List | SenverList |
[+ Accounts Payable

[> Custom Accounts Payable

[+ Salary Travel Per Diem . . l—_l . -
[> Asset Management UserID.IICOLAIRE Q, Type: > | Last: |30 ||'v'|II'1LIteS Vl Refresh |

J@v@v@Tgolsvlﬁangevv >

@ Manual Reconciliation

X | %" M3N.com

FSCMTST

Add to Favorites Sign out

MNew Window | Help | Customize Page | &

=~ Banking Server: I 'l Name: I Q Instance:l to |

[- Banks and Branches

[ Bank Accounts Run I 'l Distribution I 'l [¥ Save On Refresh

Status: Status

[ Bank Statements

= Reconcile Statements Process List
— Reconciliation Manager Process Distribution -
_ Process_ Reconcili_ 'n_n Select Instance Seq. Process Type Name ser Run Date/Time Run Status Status Details
:W [C 22401085  Crystal FIN4D04- ICOLAIRE 10M9/2009 9:45:39AMEDT  Success  Posted  Details

Reconciliation
— Run Recon Data | oad
[ Analyze Exceptions
[ Reports
[> Cash Management
[ Commitment Control

[> General Ledger
[» Allocations ! Go back to Manual Reconciliation

[ Set Up Financials/Supply
Chain B save | [=] Motify |

[> Tree Manager

[ Reporting Tools

[ PeopleTools

[* Fund Source Distribution
— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

Done ’_ ’_ ’_ ’_ ’_ ’_ @ Inkernet H100% v g

Frocess List| Server List

41

Action
Step

23. Click the Go back to manual Reconciliation

Go back to Manual Reconciliation

Press [Enter] to continue.
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FSCMTST

Add to Favorites Sign out
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[> Services Procurement
[> Sourcing
[> Accounts Receivable
[» Accounts Payable
[» Custom Accounts Payable
[» Salary Travel Per Diem
[> Asset Management Bank ID Account # From Date Thru Date Method *Status
[~ Banking 061000052 003263088934 10/16/2009 10/19/2009 hd Unreconciled - Search
[ Banks and Branches 4 I @ I C I C I J I J —I
[ Bank Accounts
[ Bank Statements
+ Reconcile Statements System Transactions C mize | Find | View A #H First [ 1 or1 ] Last
— Reconciliation Manager

New Window | Help | Customize Page | &

Manual Reconciliation

*Search By: From Date / Thru Date 4

Total Transaction Amount: 0.000 UsD

— Process Reconciliation Select Reconciliation Date Status Reference Transaction MMethod Source Status  Detail

— Automatic Reconciliation Date Amount

— Semi-Manual
Reconciliation

SelectAll [0 ClearAll

— Run Recon Data | oad [

[ Analyze Exceptions
[ Reports Reconcile | Account Register Report | Process Monitor

[> Cash Management

[ Cormmitment Control [=] Notify |

[» General Ledger

[+ Allocations

[ Set Up Financials/Supply
Chain

[ Tree Manager

[ Reporting Tools

[- PeopleTools

[* Fund Source Distribution

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary -

[pone ’_ ’_ ’_ ’_ ’_ ’_ @ Inkernet H100% v g

Action
Step

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

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

24. b Enter the appropriate information in the From and Thru fields.

‘ 09/01/2009 @ | 09/30/2009 @

24.c Click the Search button.

Press [Enter] to continue.
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Add to Favorites Sign out
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b Senvices Procurement | New Window | Help | Customize Page | nic
[> Sourcing
[> Accounts Receivable M ot
anual Reconciliation
I» Accounts Payable *Search By: IFrom Date / Thru Date v
[» Custom Accounts Payable
[> Salary Travel Per Diem
[» Asset Management Bank ID Account # From Date Thru Date Method *Status
- Banking 061000052 C |0032623088934 @ [o9/od/z009 [ [o9s30/2009 [ - Unreconciled - Search
[ Banks and Branches I I I I J J ;I
[ Bank Accounts )
I Bank Statements Total Transaction Amount: 5,003,655.14 USD
+~ Reconcile Staternents System Transactions i i 00 First ] 1-100 of a5s O
— Reconciliation Manager Transaction Transaction
Select Reconciliation Date Status Reference or— — , ——— Method Source Status Detail
Date Amount
r |10.~’19.~’2009 El UNR 418-10-357 09/10/2009 559.54 D AR Complete  Deposit
— Manual Reconciliation r [orgoos () UNR - 413-10-358 09/10/2009 36,104.59 D AR Complete  Deposit
— Run Recon Data L oad l— :
e 10/19/2009 UNMR 418-10-359 09/10/2009 465685 D AR C let D it
[ Analyze Exceptions O & ! CHIPEE S
I> Reports - |10x19x2009 H  UNR  418-10-360 091042009 106,664.55 D AR Complete  Deposit
[> Cash Management
[» Commitment Control r |10.~’19.~’2009 [+ UNMR 418-10-361 09/10/2009 62,361.04 D AR Complete Deposit
[» General Ledger
[> Allocations [l |10x19x2009 [ UNR  418-10-362 09/18/2009 64175310 AR Complete  Deposit
[> Set Up Financials/Suppl
Chair? g r |1DJ’1QJ’2UUQ El UNR 418-10-363 09/18/2009 2834913 D AR Complete Deposit
b s EnEs e - |10x19x2009 [ UNR  418-10-372 09/21/2009 20,107.85 D AR Complete  Deposit
[- Reporting Tools
[- PeopleTools - |10x19x2009 FH  UNR  418-10-373 09/21/2009 580278 D AR Complete  Deposit
[* Fund Source Distribution
— Change My Password r I‘IUJ"IQJ’EUUQ [5] UNR 418-10-374 09/21/2009 6378200 AR Complete  Deposit
— My Personalizations
— My System Profile | I [10M92009 [  UNR  418-10-375 09/21/2009 26,371.04 D AR Complete  Deposit
_\‘_WM hd i |-1n.'1n.")nnn [5] LINE A12_1N.27R NaM20N0 -B14 20 N AR ~amnlata Nanncit LI
| [T [ [ [ | internet [ 100w - 4

Step | Action

25. Click the Select checkbox to choose the transaction reference id to be reconciled or click on the Select
All button at the bottom to select all transactions to be reconciled.

Note: Only select the transactions that have cleared the bank.
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i New Window | Help ae | B
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[ Sourcing
[> Accounts Receivable .
b Accounts Payable Manual Reconciliation - Search By: [From Date FTru Date =

[» Custom Accounts Payable
[> Salary Travel Per Diem

[> Asset Management Bank ID Account # From Date Thru Date Method *Status
[~ Banking 061000052 O [0032563088934 @ [oemirz009 [H [oszozo0s ~| [unreconciled ~| search
[- Banks and Branches I I I I J I J —I
[> Bank Accounts .
I Bank Statements Total Transaction Amount: 6,003,655.14 UsSD
+~ Reconcile Staterents System Transactions mi i First (4] 4-100 or 455 O
— Reconciliation Manager -
Select Reconciliation Date Status Reference Transaction Transaction Method Source Status Detail
Date Amount
r [toMezoos B UNR 0000042593 09/04/2009 421.00 CHK AP Paid  Check
(1]
— Manual Reconciliation ~ [1oMezo0s B UNR 0000042507 09/04/2009 189.65 CHK AP Paid  Check
D;HW ™ [1oMezooe (B UNR 0000042504  09/04/2009 49040 CHK AP Paid  Check
I Reports r [toMezoos B UNR 0000042502 09/04/2009 430.00 CHK AP Paid  Check
[ Cash Management
I Commitment Control r [toMezoos B UNR 0000042595 09/04/2009 £20.40 CHK AP Paid  Check
[» General Ledger
&> Allocations r [toMezoos B UNR 0000042596 09/04/2009 42888 CHK AP Paid  Check
[> Set Up Financials/Supply )
Chain r [toMezoos B UNR 0000042598 09/04/2009 41940 CHK AP Paid  Check
E;’:;O“;;”gagsgls r [toMezoos B UNR 0000042599 09/04/2009 43900 CHK AP Paid  Check
I PeopleTools r [toMezoos B UNR 0000042600 09/04/2009 186.03 CHK AP Paid  Check
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— Change My Password r [toMezoos B UNR 0000042528 09/04/2009 £14.00 CHK AP Paid  Check
— My Personalizations
— My System Profile || r [1oMe2008 B UNR 0000042601 09/04/2009 43.00 CHK AP Paid  Check
— M hd r |-|n.'-|n.")nnn [5] LINR NANNNAZARNTZ namdmnna F118 MHK AP Paid Thark LI
| [ [ [ [ | [ imnternet [# 10w -~ 4
Step Action
26. Reconciliation Date is the date that the transaction cleared the bank. Enter the date shown
on the bank statement. This date will be displayed as the Cleared On date on the Payment
Inquiry page.
Press [Enter] to continue.
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Action
Step

217.

Transaction Date is the date that the system transaction occurred.

Press [Enter] to continue.
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[ Reporting Tools
[ PeopleTools i I‘lUJ"lQIQUUQ [ UNR 0000042600 09/04/2009 186.03 CHK AP Faid Check
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Action
Step
28. The Source field displays the origin application for the transactions.

Press [Enter] to continue.
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Action

Step
30. After the cleared transactions have been selected, click the Reconcile pushbutton. The
transactions will now be reconciled. Be certain that all transactions selected have cleared the
bank.

Note: Reconcile is the same as Save.

| Reconci I
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Step Action

31. Click the Account Register Report button. This report shows the Unreconciled references or the
Reconciled payments based on the status that has been selected.

| Account Register Report ||

32. You have successfully completed the Manual Bank Reconciliation Process topic.
End of Procedure.




