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Supplemental Job Aid

Date: 08/7/2014 

Target Audience: Departmental Accountants

Purpose: This Supplemental Job Aid provides Departmental Accountants the instructions for reconciling Office Revolving Funds (ORFs).

Reconciling Office Revolving Funds:
Section §7922 of the State Accounting Manual (SAM) provides a template to be used by departments in preparing ORF reconciliations. A replica of that template is shown below:
[image: ]
As described in the table below, many of the amounts needed to prepare an ORF reconciliation are available in FI$Cal, although the calculation of Undeposited Receipts (❸) requires manual analysis.

	Ref
	Data item
	Ledger / GL Account
	Comments

	❶
	Cash – balance per books
	Modified Accrual / 1101200
	

	❷
	Petty Cash
	Modified Accrual / 1100000
	

	❸
	Undeposited Receipts
	n/a
	Manual analysis

	❹
	SCO Replenishment Warrants in Transit
	n/a
	Not applicable for FI$Cal departments

	❺
	Expense Advances – Travel
	Modified Accrual / 1301200
	

	❻
	Expense Advances – Salary
	Modified Accrual / 1301300
	

	❼
	Expense Advances – Vendors
	Modified Accrual / 1301100
	

	❽
	Unpaid replenishment claims
	n/a
	Not applicable for FI$Cal departments



Reconciliation Differences for FI$Cal Departments:
The FI$Cal ORF replenishment process does not involve the issuance of warrants. Therefore, there will never be pending replenishment claims (❽) or replenishment warrants in transit (❹), hence no need to calculate them. 
ORF Reconciliation Summary:
Preparing an ORF Reconciliation consists of three steps:
1. Collect reconciliation related amounts available in FI$Cal
2. Perform an analysis to calculate amounts not available in FI$Cal.
3. Complete the ORF Reconciliation template.

Step 1: Collect reconciliation related amounts available in FI$Cal.
The amounts needed for ORF reconciliation that are available in FI$Cal are found in the Modified Accrual ledger within the General Ledger (GL). Several methods of determining ledger amounts and/or totals are available, including:
· Ledger Inquiry pages
General Ledger, Review Financial Information, Ledger, Ledger Inquiry
· Ledger Activity report
General Ledger, General Reports, Ledger Activity
· Trial Balance report
General Ledger, General Reports, Trial Balance
· Pre-Closing Trial Balance report
FI$Cal Processes, FI$Cal Reports, GL Reports, Pre-Closing Trial Balance
· Post-Closing Trial Balance report
FI$Cal Processes, FI$Cal Reports, GL Reports, Post-Closing Trial Balance
In this example, we will use the Trial Balance report as the means of determining the ledger amounts. However, any of the methods listed above could be used for this purpose.
1. Navigate to: Main Menu  General Ledger  General Reports  Trial Balance
2. Click on the Add a New Value tab.
3. Enter a descriptive Run Control ID name, i.e., 'ORF_Reconciliation', 'ORF_Recon', etc.
4. Click the Add button.
[image: ]
5. The Trial Balance Report Run Control page will display. Enter appropriate values in the highlighted fields shown below.
[image: ]
NOTE: Values shown above for the Unit, Fiscal Year, and Period fields are for illustration purposes only. The values entered in these fields will be based on your desired report criteria.

6. After populating the indicated fields, click the Refresh button to populate the ChartField scroll area in the lower half of the screen. 

NOTE: This step is only needed when creating a new Run Control ID. Using an existing Run Control ID does not require clicking the Refresh button.


7. Enter values in the highlighted fields shown below. Enter the value of your Business Unit’s ORF in the Value and To Value fields on the Fund row.
[image: ]

8. Click the Run button to save the updated Run Control ID and launch the Trial Balance report.
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9. The Process Scheduler Request page appears. Verify that the row for the Trial Balance Report is selected (in the Select column), and choose the values for Type and Format as shown below. Then, click OK to launch the report.
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10.  The Trial Balance Report Run Control page will re-display, based on the option(s) selected in the Type and Format fields. Click the Report Manager hyperlink.
[image: ]

11. On the Report Manager page, click on the Administration tab to view a list of reports recently run under your User ID. The Trial Balance Report should appear at the top of the list. If it does not, wait 15 second then click the Refresh button to refresh the page until the report has a Status of ‘Posted’. Initially the report will likely show a Status of 'Processing'. Once the Status changes to ‘Posted’, click the Trial Balance Report link to open the PDF report.
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12. The Trial Balance Report lists total debits and total credits for each listed Account. These amounts must be netted to determine an Account's balance (real Accounts) or net activity (nominal Accounts) for, or as of, the selected Fiscal Year and Accounting Period.
[image: ]
The range of Accounts for which you have run this Trial Balance Report includes some Accounts not needed for ORF reconciliation. Those that are needed are identified by reference numbers in the right-hand margin. Those correspond to the reference numbers shown on pages 1 and 2 of this document. For example, ❻ indicates the Salary Advances Account.
Step 2: Perform an analysis to calculate the amounts not available in FI$Cal.
The 'Undeposited Receipts' amount needed for an ORF reconciliation cannot be determined in FI$Cal and will require manual analysis. Typically, Undeposited Receipts will consist of:
· Amounts received that have not yet been deposited in a CTS Account or recorded as a deposit in FI$Cal (Accounts Receivable).
· Amounts received that have been deposited in a CTS Account, but not yet recorded as a FI$Cal deposit.
· Amounts received that have been deposited in a CTS Account and recorded as a FI$Cal deposit, but the deposit details have not yet been finalized (i.e., marked as 'Complete').
· Amounts received that have been deposited in a CTS Account, recorded as a finalized FI$Cal deposit, but not yet sent to the General Ledger. This situation is common but brief, as deposit entries are sent to the General Ledger nightly.
Step 3: Complete the ORF Reconciliation template. After the amounts needed for the ORF reconciliation have been collected, either from FI$Cal or by manual analysis, they can be entered into an ORF Reconciliation template.
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< Department Name & Business Unit ID >
Revolving Fund Reconciliation

As of: <As Of Date > Ref
Cash:
Balance per books... 7,500.00 (1]
Cash on hand:
Petty Cash. 500.00 2]
Undeposited Receipts... 200.00 (2]
SCO replenishment warrants in transit. - (4]
Total cash... 8,200.00
Expense Advances:
Travel... 800.00 (5]
Salary... 600.00 (6]
Vendor expenses.. 400.00 o
1,800.00
Unpaid replenishment claims filed with SCO... - (2]
Amount of revolving fund withdrawn from appropriation 1000000

or authorized pursuant to statute
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Report ID: GLS7012 Page No. 1

Bus. Unit: Run Date
Ledger: MODACCRL -- Modified Accrual Ledger Run Time
As of Year and Period

Base Currency: USD

Account. Transaction pebit Transaction Credit
—t-c
1101000 General Cash - CTS Accounts 2,000.00 4,500.00
1101200 Revelving Fand Cash 1550000  51,500.00
1105000 Cash in Agency Accts-Banks 1,000.00 1,000.00
1105200 Cash in Agency Accts-US Treas 0.00 143,100.00
1109100 Pending Cash Transfers - GL 40,353.38 40,353.38
1109200 Pending Cash Transfers - AP 178,306.11 173,327.11
1109300 Pending Cash Transfers - AR 45,196.85 35,223.87
1109500 Pending Cash Transfers - EC 0.00 0.00
1109600 Pending Cash Transfers - LD 1,149,748.41 1,149,748.41
1200 Accounts Receivable - General 0.00 0.00
1200000 AR - Revenue 34,511.80 19,143.30
1200100 AR - Abatements 957.51 902.51
1200900 Refunds Clearing 0.00 4,600.00
124 Due From Other Funds/Approps 0.00 0.00
1240000 Due From Other Funds 187,879.00 76,312.50

1240100 Due Fr Oth Approps - Same Fund 857.48 857.48





image10.png
I1$Cal

cial Information System for California




