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Introduction

What is the University Financial Assistants (UFA) Reconciliation Workbook?

The UFA Reconciliation Workbook is a tool designed to ease the reconcilia-
tion process for college and department personnel.

e Itis a Microsoft Excebased template that streamlines logging, tracking,
reconciling, and reporting of financial information for all fund types.

e This template eliminates doubdmtry of records into separate requisition
logs and shadow spreadsheets, saving time and reducing data entry errors.

e It accommodates all transactions from different fund types (General Fund,
Trust, Lottery, IRA, and the auxiliaries) thereby eliminating the need to
keep separate records of different funds.

e |t allows for cost and budget/revenue projections giving the department a
more accurate balance from each fund.

e The template utilizes several Excel tools such as (1) LOOKUP to verify
the account codes used in each transaction, (2) VALIDATION RULE that
limits entries to allowable values thus reducing errors, and (3) PIVOT
TABLES to generate multiple management financial reports in anteasy
read format.

o Finally, it mirrors the formats of reports generated by the PeopleSoft sys-
tem which makes it easy to reconcile with PeopleSoft with minimal ma-
nipulation.

Why Do We Need to Reconcile?

Reconciliation enables us to check and balance with the SOLAR Financials
system, catch data entry errors, and track expenses accurately. It also allows us
to be audiready and to present accurate and timely information to manage-
ment.

NOTES
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UFA Reconciliation Workbook

Working with the
UFA Reconciliation Workbook

Setting up your workbook (beginning of fiscal year)

WARNING: Columns highlighted in light blue contain formulas and/or
lookup functions. Please do not type in any of these areas.

e Downl oad a copy of the UFA Reco
Wor kbook Mép/vewcsuh.eda/+ar2170/UFA.html

e Save it in Microsoft Excel format.

e Open the recon workbook in Microsoft Excel.

o Click on tabReqgLogMstr.

] \ Summary ,( Detal Report \REqLongtr[ Lo
L - [ ctick |
Filling in Requisition Numbers ' '

e Go to the first cell undgRequisition #(column B)

e Assign sequential numbers to each cell in the requisition column
(column B). For example, 07AC0001 for the first cell, 07AC0002
for the second cell.

Suggested numbering convention
99XX111where:
99- current fiscal year (07 for 2007/0B)
XX- dept name acronym (MK for
Marketing, BL for Bus Law
1111- sequential number
e To AUTOFILL the requisition column,
highlight both first and second cells. Plac
your cursor on the dot at the bottom of the Requisition
cells until your cursor image changes intc # [+]
+ sign. Drag your cursor down column B g7acoond

until you reach a thick red line. omcooogc)

Requisition
[————-]
07 AC0001
07 AC0002

Reconciliation

Checking Your Numbers

e After you reconcile all the transactions for the month, check the totals of
your UFA Reconciliation Workbook (DETAILS tab) against your General
Ledger Summary query.

General Ledger Summary

Pre
Budgeted Encumbered| Encumbered Total Amt Balance
6,064,117 (6,064.17)
1,681.12 - £1,661.12)
- [ 1 1,050.00 (1,050,00)
47,701.44 — | - 47,701.44
1,481,283.44 - 18,172.40 482,790.87  980,320.17
UFA Recohciliation Workbook
Cost En¢um Revenuel
Budget Estimate hrance Expgense Grand Total

41,608 44
51,847.44

1,481,283.44

-945,024.24 -18,172.40  -482,790.87 35,295.93
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e Column B should be filled with sequential numbers y g icition

A Word About Benefits... assigned.

07AC08892
07AC0883
07AC0884
07ACOEE5
07AC0996 |

Benefits charged to the departments in the General Fund are reimbursed 100%
by the university. When working with the General Fund, we recommend ig-
noring benefits in your reconciliation. If you feel a need to reconcile this,
please contact Edith Winterhalter at ext. 4066 for further instructions.

Filling in DeptID

e If you are working with only one department ID, fill in tBeptID column
(column G). Otherwise, leave this column blank for now and enter in a
deptID as you enter transactions throughout the fiscal year.

e To autofill, type in your department ID in the first cell. Press enter.

e Click on the first cell again and press CTRL + C together.

e Highlight the rest of the cells in column G up to the red line.

e Press CTRL + V to paste.

Setting a Default Value for the Expense Code Column

e In the Expense Code column (col umn

The Expense Code column is unique to the UFA Reconciliation Workbook.

This determines the status of each of your financial transactions. There are 7
codes as follows:

Since most of your transactions will be expense

Expense  Purchase transactions, we recommend that you set the
Code _ Orderd value in this column to
|_! L As you reconcile later, this number will be
Code definitions changed to a 4 or 5 or 6, depending on how the
0 = Cancelled transaction is reflected in SOLAR.
1 = Expected Budget
2 = budget

3 = Cost Estimate
4 = Pre-Encurmbrance
5 = Encumbrance
6 = Revenue/Bxpense
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Filling in Student Assistant, Work Study, and other payroll items

_ _ Reconciling Budgetary Items
e We suggest that you estimate the amount of student assistants, work study,

and other payroll items throughout the fiscal year. This will give you a

better picture on how much to budget for other operating expenses. You * Known amounts that are going to be transferred in and out of your funds
can change these amounts at any given time to reflect better estimates. should be entered in your UFA Reconciliation Workbook. Initially, these
amounts should be coded in the Exp
Activity Expense Budget).
Cod{~]|Requisitiof~| Accoun{~| Vendor/Description [+] Actual Cost[+] Code [~]
E [ 304401 601710 Student Asst-July 07 [ [B45.00) 5] UFA Reconciliation Workbook
E " 204402 B01710 Student Asst-August 07 I 11,151.25) 5] 0 A
Er 304403 601710 Student Asst-September 07 7 (574,50, 6 Activity Requisition Expense
E [ 204404 601710 Stuert Asst-October 07 T (697.50) 3 Cod{~| # [+ Vendor/Description  [+] Actual Co{~| Cedd~|
E 204405 601710 Student Asst-Movermber 07 (B600.00) 3 - F
E 7 304406 601710 Student Asst-Decernber 07 | (600.00) 3 ‘ BDX 0007396 ‘ Trsfr from 115- Release Time .@6-00 1)
E " 304407 8601710 Student Asst-January 08 f [(B00.00) 3
E T 304408 801710 Student Azst-February 08 r (500.00) 3
E | 304409 601710 Student Asst-March 02 " [B00.00) 3 . ~ \
E [ 304410 601710 | Student Asst-April 08 I (00003 3 e As ou rec o_n cile, chan gp t he Alo t
E 7 204411 601710 Student Azst May 06 7 (60000} 3 the Budget Journal Detalil.
E [ 204412 601710 Student Asst-June 08 T [600.00) 3
1. Esti your hly d costs for the fiscal year.
2. Enter "3" (for cost estimate) in the Expense Code column. Budget Jourkal Detail Query
3. As you ri il hange the in the "Actual Cost” column and change the Expense
code from "3" to "6" (for expensed). Sle O.l: fﬂ \ Ledgel’ E
Accolf~|Rek [~|Line Descr  [+]|STD_BUPGET
. Ei)gsthe same with your work study, staff, management, and faculty sala- B62090 ¥ CY Budget for C o741
' BDXO007396 |Release Time " 4146
Filling in other routine monthly charges
e If your department has other known monthly transactions such as voice UFA Reconciliation Workbook J'
mail and cell phone charges, set these estimate charges in your UFA Rec- Activity Requisition Expense
onciliation Workbook as outlined above. Cod{~] # [« Vendor/Description [+ ] Actual Co{+| @0d¥~|

j BLX 0007396 \Trsfrfrom115—|:ze|easeﬂme' 4.146.00 {2 )



Reconciliation

Reconciling Open or Blanket Online and Chargeback
Requisitions

e Departments have open or blanket requisitions with single vendors for
monthly service payments throughout the fiscal year. Examples are copier
monthly charges, monthly calibration service charges, etc.

e Inthe UFA Reconciliation Workbook, initially set up two lines to accom-
modate these monthly charges as shown:

Activity Expense Purchase
Cod{ ~|Requisitior(~] Requisition+| Accour{v] Vendor/Description[+| Actual Cos[~] Codg~] Order#+|

R O7ACOD1E 711276 620350 Canon-CPC 07/08 [2,000.00) 731292
R 07ACO016 711276 620350 Canon-CPC (74 0.00 731292

|, 1) The eriginal encumbrance for PO # 731292 is $2,000.

2) There are no charges yet against this PO.

0265 - #| =-2000-0267 —
= - e O)W In the formula
p—— bar, enter the

$2000 original
— Expense Purchase encumb,gnce

20 | Accour{~| Vendor/Description[~| Actual Cos[~| Codg~]| Order# ] | minus cell
& 520350 Canon CPC 07]<®] |_(2.000.00) 5 731202 | oy below
267

) 520350 Canon-CPC 07/08 0.00 B 731292 column.
Example:
=2000-0267

—_—

e As you reconcile, enter the charges for the month in the second line of
your requisition; the amount in the first line will change automatically.

0267 v % -150 —_—
T e,
19 monthly charge

Expense Purchase | inthe acual cost
P column of the

20| Accour~| VendoriDescription| v | Actual Cosl+| Codd+| Order#+| | secondline of
265 620380 CanowCPCOT/OB '\(1850.00) 5 731292 | yourrequiion
267 620350  Canon-CPCOTOB V(150000 | 6 731280 e

L)
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Entering data in your workbook (throughout
the fiscal year)

.. L Activity Requisition
e Activity Codecolumn: enter an activity code from Codi-] # [

the list that pops up.

.. . . Activity Code
The activity code is part of the requisition number thal  |e - ofica wax
you will assign each of your transactions. The activity g:gﬁrjgif;k
code makes it easier for you to recognize what type 0| =rocard

transaction is involved when reconciling. For example 525"

TO7MKO0045 lets you know immediately that the transi..
tion involves travel (T), that the travel happened in 2007/08 (07), and the de-

partment is Marketing (MK).

Note: If you need more activity codes than those listed in the menu, please con-
tact Edith Winterhalter at ext. 4066.

o Reference #olumn if
your transaction involves

Reference #
Activity Requisition [i.e OnLine

chargebacks, online requ/_Code & sl

sitions, or Office Max, T | ozacoom | —wChargeback
enter the prassigned E SiiESSSE C?%ﬁ%?ﬂ\ )
number from the system. SQQE?SmDn

e Accountcode column: enter the appropriate account code for your trans-
action.

For a list of commonly used account - RESLegMst S Lookup Thls (2) /
codes, click on theookUp Tblgab at ~ Click
the bottom of the worksheet.

e Fund column: enter the appropriate fund type for your transact@m-
mon fund types are:
GADTF General Fund
L481U Lottery Fund
T496U State Trust Fund
463U  IRA Trust

Note: If you have Foundation and/or University Corporation accounts, please
contact Edith Winterhalter or Vincent Chavez (ext. 3735) for further instruc-
tions.



UFA Reconciliation Workbook

e ProgandClasscolumns: enter appropriate program and class codes for
your transaction.

e Project Codecolumn: enter appropriate project code (if any). Please note
that Lottery and Trust Funds require project codes.

e Vendor/Description, Detailed Description, Requestor Name, Comments
columns: enter appropriate information.

e Expense Codeolumn: earlier, we set the default value on this column at
30 (cost estimate).

If you are entering agxpense transactidimvolves actual payment to a third
party), leave it at @A30; |l ater on
to any of the following:

4 = Preencumbrance
5 = Encumbrance

6 = Expense

0 = Canceled

If you are entering Budget transactio(funds ardransferredo/from your

budget), enter a filo (expected budge
change this number to a A20 when you

SOLAR.

e Purchase Order #olumn: once you know the purchase order number for
the corresponding requisition number, enter that information in this col-
umn for future reference.

WARNING: Columns highlighted in light blue contain formulas and/or
lookup functions. Please do not type in any of these areas.

Reconciliation

Reconciling Work Study Payroll

o |deally, keep a separate worksheet of your student assistant and work
study payroll with totals on a monthly basis.

e You will need both thé&eneral Ledger Detailand theBudget Journal
Detail to reconcile your Work Study payroll.

e TheGeneral Ledger Detailwill show the 100% of your total
work study expense for the month in the ACTUALS column un-
der account code 601810.

General Ledger Detail Query

Account [+ |Line Desd « |ACTUALS

601810 FPAYROLL

270

601810 Total

270

e The Budget Journal Detail will show 100% reimbursement of the
work study expense in the BUDGET column under account code
601810; also, it will show the 25% department share of the ex-
pense in the same column under account code B62091.

Budget Journal Detail Query

|Account [+ |STD_BUDGET |¢
JE01S10 270
E&2090 43625
EB&Z2091 JB7.5

/

¢ Inyour UFA Reconciliation Workbpok, yiou will use three lines to recon-
cile the work study expenses:

Expense
Accoun{+| Vendor/Description Actual Cgst[~] GCede [+]
1| 6013810 Work Study - Septermber 07 x (270.00 &
2 | 801810 Work Study - Septerber 07 \ 270.00 2
3| B&2091 Work Study - September 07 (67.50) 2

1) the General Ledger Detail expense (entered as 6)
2) the Budget Journal Detail reimbursement (entered as 2)
3) the Budget Journal Detail 25% of expense (entered as 2)
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Reconciliation

Reconciling Student Assistant Payroll

o |deally, keep a separate worksheet of your student assistant and work
study payroll with totals on a monthly basis.

e Inthe General Ledger Detail, the monthly student assistant cost will ap-
pear as lump sum amount in account code 601710 under the Actuals col-
umn.

General Ledger Detail Query

Account [T'KK_DTL_PRE KK_DTL_ENC ACTUALS |1
801710 968.38
601710 Total 968.38

¢ In your UFA Reconciliation Workbook, change the expense code from 3
(cost estimate) to 6 (expensed) of the student assistant cost you are recon-
ciling.

UFA Reconciliation Workbook

Activity Expense
Cod€ v |Requisitior{ | Accoun{~| VendoriDescription [+] Actual Cost[~]| Code [~

I E | 304502 ‘ 601710 Studert Asst-August 07 T (561.38) 3

r r
Student Azst-September 07
SRR

NOTE: You can use the same technique when reconciling staff, management,
and faculty payroll.
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Summary and Detail Reports

The information you enter in tHiRegLogMstitab feeds th®etail Report and
Summary Reportin the UFA Reconciliation Workbook.

Detail Report

This report provides details of all your transactions to date inteagad for-
mat. The report can be viewed by fund (and project, if any) and subtotaled by
account code. Grand totals are given at the end of the report.

With the exception of the fAExpected
once reconciled, the amounts in this report should be the same as those in the
SOLAR reports of a departmefsee page 9 for an example).

Summary Report

This report summarizes by fund and project code the salaries and operating
expenses of your department to date. We recommend using this as a manage-
ment report for your Department Chair, MAR or Désee page 10 for an ex-
ample).
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UFA Reconciliation Workbook
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Reconciliation

Reconciling Chargebacks

e Chargebacks go through the encumbrance and actuals (expensed) phases
in SOLAR. Unlike online requisitions, the chargeback requisition number
does not change as it goes through the various phases.

e Toreconcile, open your downloaded General Ledger Detail query. Also
open your UFA Reconciliation Workbook.

e Look at the chargeback req number in tiierencecolumnof the General
Ledger Detail query.

¢ If the amount corresponding to the chargeback req number is in the:
e Encumbrance column: change the
¢ Actuals column: change the expe

Example of an encumbered chargeback req

General Ledger Detail Query
Ref [+|Line Descr [+|TranId [+|Tran Date [« |KK_DTL_ENC .
C731001635 |Black Box Keys K_00002832042 9/18/2007 187.5|

UFA Reconciliation Workbook

Activity Expense
Code | Requisition {« Requisitions - Code |«
| C 07AC0162 731001635 | 5

Example of an expensed chargeback req

General Ledger Detail Query
[Ref  [v|uneDeser  [+|Tranld  [+]Tran Date[+|KK_DTL_ENC [acTUALS

‘0731 001635 ‘B\ack BoxKeys  |J_CBKODS7G7T | 10/5/2007 187.5

UFA Reconciliation Workbook

Activity Expense
Code~| Requisition{+]  Requisitions [+| Actual Cost[~] Code [+]
‘ C O7ACO162 C731001635 ( [187.50) 5]
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Example of a Summary Report.
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Example of an encumbered online req

Downloading SOLAR Financial Queries

General Ledger Detail Query

= li8) Student

e Loginto SOLAR. my Northridge

e On MyNorthridge menu, cliclSOLAR Finanials.

> SOLAR On-Line Training Catalog

=
Meru |
- SOLAR On-Line  Reporting Toots
Training Catalog ~ CSUN Webmail Click
— Take a Survey

e Click Financials Inqiry. W
[ Budget Transfer
[ Chargebacks /
[ Fin Setup
Maintenance
CHnancials Ingulry>
- Refa O
Processing

e Click GL Inquiry. R UFA Reconciliation Workbook
#
[ _urc asing Inq_
I FI.II::l_i?i_I;;:;:IS Inquiry Click

= GL Inquiry
- ata
° || k R n L ri . — Run GL Queries
Clic unG QJe es | Click | Query Viewer
Find an Existing
Query
e OnQuery Viewerclick Non-Tree Queriesind S O | osum o Example of an expensed online req
o i o :
thensearCh 3 Q::‘:;ueries Og::“m“f::::
7 O Chartfield: i
=Gl Lists | O Chartield General Ledger Detail Query
O GLJourna

i 1. Click Non-Tree Queries | | O'BudgetJo
e You will download three reports: ity
Search

Budget Journal Detail
General Ledger Summary
General Ledger Detall

= h
Search Results

ize | Ei i First 4] 1.7 or7 [

MNR_GLRCHN_NT _BOJRML_DTI Bud Jrnl Detail by DeptFund Public (2un )

MR_GLRCMN NT _DEPTSUM 5L Deptid Surnmary Public Rur

NR_GLRCN_NT_DPTFND_SURM 5L Deptid /Fund Summary Public Run

ME_GLRCHN_MNT_JRMNLDTL GL Jrnl Detail by Dept! Fund Fublic

NR_GLRCN_NT_JRNLDTL_PERICD GL Jrnl Dtl - Dept/Fund/Periad Public Run

MR_GLRCMN NT TRJRML DTL TR Jml Dtl by Dept/Fund Public Run UFA Reconciliation Workbook

MR_GLRCMN_MT_TRJRML_DTL PERIOD TR Jrml Dt - Dept/Fund/Period Fublic Eun

Download the following by clicking on the Run button:

1. Bud Jrnl Detail by Dept/Fund (aka Budget Journal Detail)
2. GL DeptlD Summary (aka General Ledger Summary)

3. GL Jrnl Detail by Dept'Fund (aka General Ledger Detail)
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