[image: C:\Users\adam.rico\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.Outlook\J33KYSUO\FI$Cal Blue long logo-300.png]	

Using the Agency Reconciliation Report 1.0
Supplemental Job Aid
[bookmark: _GoBack]
Date: 01/15/2015  

Target Audience:  GL Reporter

Purpose: This Supplemental Job Aid provides GL Reporters with instructions for running the Agency Reconciliation Report and the supporting queries that will be used to reconcile all FI$Cal appropriation month-end balances to the State Controller’s Office (SCO) month-end balances. 

Using the Agency Reconciliation Report:

The Agency Reconciliation Report will combine appropriation information from FI$Cal with information from SCO to begin the appropriation reconciliation process. The report will show one appropriation item per page and indicate whether or not the FI$Cal appropriation balance matches the balance per SCO. 
Note: The Clearing Account is not included in the Agency Reconciliation Report. The Clearing Account will be reconciled using custom queries in FI$Cal. Instructions to Reconcile the Clearing Account begin on page 21 of this job aid. 
The Agency Reconciliation Report will begin with the SCO ending cash basis appropriation balance. The agency accruals will be applied to the SCO ending cash basis balance. The resulting SCO final adjusted appropriation balance should match the ending agency accrual basis balance. (For reconciliation purposes, an accrual is the pending expenditure and revenue activity that has been recognized by the department using the modified accrual basis of accounting. Examples of accruals are A/R, A/P, PFA Pending, etc.) Differences between departments and SCO can be attributed to:
· Transactions posted by SCO, but not by the department or transactions posted by the Department and not by FI$Cal. 
· Timing of transaction activity between SCO and departments. This can include Labor Distribution, Allocations, Vouchers, and General Ledger Journals.
· Journals that have passed Budget Check in Commitment Control, but have not posted to the General Ledger.
The Agency Reconciliation Report should be ordered on a monthly basis after Labor Distribution and Allocations have been completed. Agencies will transact at the account level, but FI$Cal transactions will be reflected at a summarized level equal to SCO for reconciliation purposes. In addition, SCO will post transactions using the old Chart of Accounts while FI$Cal will use the new ChartFields values.


Running the report:
Step 1: Navigate to the Agency Reconciliation Report page:
· Navigation: Main Menu  FI$Cal Processes  FI$Cal Report  GL Reports  Agency Reconciliation Report 
[image: ]


Step 2: Click on the Add a New Value tab, enter a Run Control ID that can be reused in subsequent months, and click Add. In the future, click Find an Existing Value tab, enter the Run Control ID created for the Agency Reconciliation Report, and click Search.
[image: ]
Step 3: Complete the required fields as appropriate and click Save. (Fields preceded by an asterisk (*) are required):
· Business Unit: State Agency/organization number
· Fiscal Year: Current Fiscal Year
· Accounting Period: Current Month


Step 4: Click Run.
[image: ]




Step 5: On the Process Scheduler Request page, click OK.
[image: ]


Step 6: On the Agency Reconciliation Report page, note the Process Instance number and click on the Process Monitor link.
[image: ]
Step 7: On the Process List tab, verify that the Run Status indicates “Success” and the Distribution Status is “Posted”. Click Refresh as needed. Click on the Go back to Agency Reconciliation Report link.
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Step 8: Click Report Manager link.

[image: ]



Step 9:  Click Administration tab.
[image: ]

 


Step 10: Click Agency Reconciliation Report link next to the Process Instance number in step 6.
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Step 11: On the Report Detail page, click PDF or CSV report (will be the same format ordered in step 5).
[image: ]


Step 12: Compare the SCO Account information to the Agency’s ChartField information. Notify the FI$Cal Service Center (FSC) if the Chart of Accounts translation is incorrect.
Departmental Budgeting and Accounting Units must verify that their appropriations in FI$Cal are established in accordance with the State Controller’s Office Legacy System. Any differences between FI$Cal and SCO Legacy may be attributed to the following: (Note: There may be other reasons for differences between FI$Cal and SCO Legacy. Full validation of appropriation amounts must be completed to identify issues.)
· Scheduling certain appropriation items that did not need to be scheduled. Example: Transfers Out.
· Converting items from legacy systems to FI$Cal without reducing the budget in FI$Cal.
· Not processing the BR1 at SCO, resulting in overstated departmental appropriation amounts. 
· Not scheduling items of appropriation that should be scheduled. Example: Reimbursements, lower-level programs, etc.)
· Not reducing the current year budget by items that were in-transit or not posted in the prior fiscal year by SCO. (Note: Please refer to the Job Aid XXX-Previous Year Accrual Adjustment for instructions on posting prior year in-transit items.)
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Reconciling between FI$Cal and SCO:

Account Type D Reconciliation

Step 1: In the Balances column, compare the SCO Adjusted Balance to the Balance Per Agency. If the balances agree, no action is necessary. If the balances do not agree, locate and compare the SCO Adjust Balance and the Balance Per Agency in the Receipts/Disbursement column.
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Step 2: The Balance Per Agency in the Receipt/Disbursement column represents the total year-to-date expenditures and accruals posted this Fiscal Year. Subtract the accruals to determine the expenditures incurred during this Fiscal Year. 
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	Balance Per Agency
	   537,515.90

	     Total Accruals
	  (413,988.41)

	Expenditures Incurred during the Fiscal Year
	   123,527.49





Step 3: Subtract the pending PFA amount for this appropriation. (See Job Aid 038 - Performing PFA Process in FI$Cal, for instructions to order the PFA Report). This amount will be equal to the PFA amount for the current month plus any previous month’s PFAs that have not been posted by SCO. 

	Expenditures Incurred during the Fiscal Year
	  123,527.49

	     Pending PFAs not Posted by SCO
	  123,527.49

	Remaining Expenditures Incurred
	          0



In this example, the expenditures incurred during the Fiscal Year equaled the Pending PFA amount. The reconciliation can be completed as follows:

[image: ]


If the expenditures incurred during the Fiscal Year do not equal the pending PFA, continue the reconciliation process until all differences have been identified. 


Step 4: In FI$Cal, navigate to the Ledger page:  
· Navigation: Main Menu  General Ledger  Review Financial Information  Ledger 
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Step 5: Click Add a New Value tab. Enter an Inquiry Name.  
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Step 6: Click Add.
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Step 7: Enter the following fields:
· Unit: 
· Ledger: MODACCRL
· Fiscal Year: The Fiscal Year that corresponds to the Fiscal Year used to order the Agency Reconciliation Report.
· From Period: The first month of the Fiscal Year. 
· To Period: The period that corresponds to the Agency Reconciliation Report.
· Show Transaction Details: Check box
· Max Ledger Rows: 99999

[image: ]




Step 8: Enter the following fields:
· Account
· Year of Enactment
· Fund
· Program: The Program must be followed by (%) to include all programs that roll up to the level shown on the Agency Reconciliation Report.
· Appropriation Reference
Check the Sum By box on the Fund line. 
Click Search. 
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Step 9:  Click OK.
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Step 10: The Stats page will appear first if the BU opted to collect payroll stats. Click the Arrow icon to move to the next page. 
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Step 11: The total on the Amount (in Transaction Currency) line should equal the expenditure amount calculated in Step 2. To export the journal lines to Excel, click the Grid icon in the Journals section of the Ledger Inquiry Transactions Details page. 
[image: ]




Step 12: On the Windows Internet Explorer Dialog Box, click Open.
[image: ]
Step 13: On the Microsoft Excel Dialog Box, click Yes. 
Note: The Dialog Box may appear behind other open applications. Minimize other applications if the Dialog Box does not appear within 60 seconds.
[image: ]
Step 14: The resulting spreadsheet can be used to identify any differences between the SCO and departmental expenditure amounts. These differences can be due to the following:
· Timing of expenditure activity
· Journals posted to the wrong appropriation
Use the spreadsheet to filter, sort, and/or subtotal all Journals for the appropriation selected. Also, use the spreadsheet to identify expenditure activity that should be identified as an accrual adjustment to SCO accounts. 
Note: As the search period increases, the number of rows returned will increase. At some point it may be necessary to run this query in period increments and add the spreadsheets together.  
[image: ]
Identify and post reconciling items to the applicable report section as shown in Step 3. Reconciling items primarily result from posting to one set of records (SCO or FI$Cal) and not the other, and adjustments can be to either SCO or FI$Cal.


The last step in the reconciliation process is to take appropriate action to record all reconciliation adjustments. This includes:
1. Posting transactions in FI$Cal.
2. Preparing Transaction Requests to the SCO, if appropriate.
3. As reconciling items are cleared, indicate the date of clearance on the appropriate line on the reconciliation.
The impact of adjustments on future reconciliations will be greatly reduced if the adjustments are posted in the following fiscal month. Sign and date the completed reconciliation by the person completing the reconciliation. Submit the reconciliation for review. The person responsible for reviewing the reconciliation should ensure that all reconciling items are cleared in a timely manner. The completed reconciliation forms/reports should be filed for audit purposes in compliance with the timelines in SAM Section 7901.
Several additional FI$Cal queries are available that are specifically designed to aid in the reconciliation process. Refer to Job Aid 225 - Using the Reconciliation Accruals for a list and description of additional queries to help identify transaction detail.  
Appropriation R Account Reconciliation: 

Job Aid in Process

Appropriation F Account Reconciliation: 

Job Aid in Process



Clearing Account Reconciliation:
In CALSTARS, the clearing account reconciliation was completed by adjusting the ending SCO balance by any departmental accrual amounts, and comparing the adjusted SCO ending balance to the ending departmental balance. The FI$Cal clearing account reconciliation will be performed by comparing SCO and departmental monthly transactions only. 
Step 1:  Navigate to the Agency Reconciliation Report page:
· Navigation: Main Menu  Reporting Tools  Query  Query Viewer 
[image: ]




Step 2: Enter ZZ_CLEARING_RECON_TRANS in the Field Entry Box. Click Search. 
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Step 3: On the ZZ_CLEARING_RECON_TRANS line, click Excel link.
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Step4: Enter the following fields:
· Unit
· Fund
· Approp Ref
· ENY
· Year (Fiscal Year and Period of the Agency Reconciliation Report)
· Period
Click View Results.
[image: ]


Step 5: The resulting query is a list of expenditure transactions that have posted to the clearing account for the entered criteria. This query does not contain the beginning or ending expenditure balances for the clearing account or encumbrances posted to the clearing account. In FI$Cal, the reconciliation of the clearing account will be performed by filtering out departmental accrual activity and verifying that the resulting departmental  cash basis transactions for the month reconcile to SCO’s cash basis transactions. 

[image: ]

Step 6: Click Enable Editing box at the top of the file. Resize the columns to better display the data. Hide unnecessary and/or redundant columns such as ACCOUNTING DATE, FUND, ENY, PROGRAM, COMP, TASK, APP REF, etc. Turn on Filter, click the down arrow in the LD ID column, and unclick the (Blanks) options at the bottom of the Filter Selection Box. 

[image: ]





Step 7: In the first entry in the Item ID column, type LABOR DISTRIBUTION. Copy and paste LABOR DISTRIBUTION into all the viewable rows in this filter. 
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Step 8: Turn off the filter on the LD ID column. Go to the Voucher column, click filter arrow, and unselect the (Blanks) selection at the end of the Filter Selection box.  
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Step 9: For each voucher, determine if the transaction is a voucher pending payment by SCO or a voucher previously paid by SCO. This can be accomplished by going to the Accounts Payable Module and checking the source of each voucher. For vouchers pending payment, go to Item ID column and type CLAIMS FILED. For previously paid vouchers, type CLAIMS PAID in the Item ID column.  
An additional resource to help identify voucher information is the ZZ_EXP_AP_ACCURAL query. This query displays all inception-to-date AP Expenditures Accruals with an account type of “APA” (Accounts Payable Accrual). Refer to Job Aid 225 – Using the Agency Recon Accrual Queries for additional information. 
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Step 10: Turn off the filter on the Voucher column. Go to the Journal ID column, click on the filter arrow, and unselect the (Blanks) selection at the end of the Filter Selection box.  
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Step 11: In the resulting filter, identify the purpose of each Journal. Navigate to:
· Navigation: Main Menu  General Ledger  Journals  Journal Entry  Create/Update Journal Entries. Click on the Find an Existing Value tab. 
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Step 12: Enter Business Unit and Journal ID from ZZ_CLEARING_RECON_TRANS spreadsheet. Clear all other fields. Click Search. 
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Step 13: Locate Journal Description field. 
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Step 14: Note the purpose of the Journal in the ZZ_CLEARING_RECON_TRANS spreadsheet, column titled ITEM ID. Continue to identify all Journals. Stay consistent with descriptions to facilitate filtering columns. 
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Step 15: Turn off column filters. Verify that all entry types have an identifying entry in the Item ID column. Click the filter arrow on the Item ID column, Filter out all accrual activity. Accrual activity is Labor Distribution, Vouchers Not Paid by SCO (CLAIMS FILED), and Allocation Journals. Also filter out Journals that did not post to the MODACCRL ledger. Journals posting to a Ledger other than MODACCRL are rare. Find the sum in the Monetary Amount column. 

[image: ]  




Step 16: Create a grid in Excel to compare the cash basis expenditures in FI$Cal to the Cash Basis Expenditures posted on the SCO Tab Run. 

	
	SCO
	          FISCAL

	ENDING CASH BALANCE
	From SCO Tab Run, AVAL/UNREALIZED column, Ending Balance line. 

	Ending Cash Balance:  Expenditure activity identified in Step. 15.


	BEGINNING CASH BALANCE
	From SCO Tab Run, AVAL/UNREALIZED column, BFOWARD line for July Reconciliation, BEGIN BALANCE line for all other months.
	Zero. 

	JULY EXP ACTIVITY
	Ending Balance minus Beginning Balance. 
	Ending Balance minus Beginning Balance. 




	
	        SCO
	          FISCAL

	ENDING CASH BALANCE
	 4,930,432.89
	202,638.46

	BEGINNING CASH BALANCE
	(4,345,821.33)
	                0

	JULY EXP ACTIVITY
	    584,611.56
	202,638.46


  




Step 17: Using the filtered transactions from Step 15, compare the FISCAL activity to the SCO Tab Run activity. Identify and post reconciling items to the applicable column. Reconciling items primarily result from posting to one set of records (SCO or FI$Cal) and not the other and adjustments can be to either SCO or FI$Cal.

[image: ]



The last step in the reconciliation process is to take appropriate action to record all reconciliation adjustments. This includes:
1. Posting transactions in FI$Cal.
2. Preparing Transaction Requests to the SCO, if appropriate.
3. As reconciling items are cleared, indicate the date of clearance on the appropriate line on the reconciliation.
The impact of adjustments on future reconciliations will be greatly reduced if the adjustments are posted in the following fiscal month. Sign and date the completed reconciliation by the person completing the reconciliation. Submit the reconciliation for review. The person responsible for reviewing the reconciliation should ensure that all reconciling items are cleared in a timely manner. The completed reconciliation forms/reports should be filed for audit purposes in compliance with the timelines in SAM Section 7901.
Several additional FI$Cal queries are available that are specifically designed to aid in the reconciliation process. Refer to Job Aid 225 - Using the Reconciliation Accruals for a list and description of additional queries to help identify transaction detail.  
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