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Using the Agency Reconciliation Accrual Queries 2.0

Supplemental Job Aid

Updated Date: 8/07/2015 

Target Audience: GL Reporter

Update Description: Replaced three existing revenue queries in the Query Matrix replaced with one new revenue query that performs all the same functions.  Replaced three existing reimbursement queries with one new reimbursement query that performs all the same functions.

Purpose: This Supplemental Job Aid provides instructions for General Ledger (GL) Reporters to run queries to find the accruals that should appear in the Agency Reconciliation Report. Please note that users will need to have the module-specific viewer roles in order to access some of the queries. For example, in order to run a query that accesses Accounts Payable (AP) data, the user will need to have access to view AP data.

Using the Agency Reconciliation Accrual Queries:

Executing the Abatement Item Accrual Query – In this example, we will execute the ZZ_ABATEMENT_ITEM_ACCRUAL query, which will represent all the Abatement Accounts Receivable (AR) Item Accruals in the system that will appear in the Agency Reconciliation Report.
[bookmark: _GoBack]

Step 1: Navigate to the Query Viewer page: 
· Navigation: Main Menu  Reporting Tools  Query  Query Viewer
· Enter the query name “ZZ_ABATEMENT_ITEM_ACCRUAL” in the “begins with” field.
· Click the Search button.
· Disable the Pop-up Blocker in your internet browser and then click the Excel link in the “Run to Excel” column.
NOTE: A new window opens with report-specific prompts.
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Step 2: A new window opens with prompts that must be populated to run the report. Prompts may differ by report. Enter values for all of the prompts that appear in the new window; all of the prompts are mandatory. These values would match the values that appear on the page of the Agency Reconciliation Report that is being validated. 
Afterwards, click the View Results button.
Screenshot of the new window that appears with prompts to populate for the queries:
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Screenshot of an Agency Reconciliation Page with ChartField values that can be used to populate the prompts in the Query:
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Step 3: The report will open in Microsoft Excel. The report displays all the inception-to-date Abatement AR Item Accruals for the specified ChartField String. All Agency Reconciliation Accrual queries will be executed in a similar manner. 
These differing reports are described in the Query Report Matrix on the next page.
[image: ] 
You have successfully run a query to find the Abatement AR Item Accruals that make up the Agency Reconciliation Report.


Query Report Matrix
	PSQuery ID
	Purpose
	Steps to take:

	ZZ_ABATEMENT_BI_ACCRUAL
	Displays all inception-to-date BI Invoice Abatement Accruals that are appropriated expenditures. These accruals will also appear on the report as part of the “Abatements” accruals and will contribute to the total Abatements amount.
	1. Identify a page in the Agency Reconciliation Report with Abatement Accruals
2. Run all of the listed Abatement queries. The sum of the outputs should equal the Abatements accrual value in the report. Please note that, in this case, the sign would be flipped.

	ZZ_ABATEMENT_ITEM_ACCRUAL
	Displays all inception-to-date AR Item Abatement Accruals that are appropriated expenditures. These accruals will also appear on the report as part of the “Abatements” accruals and will contribute to the total Abatements amount.
	1. Identify a page in the Agency Reconciliation Report with Abatement Accruals
2. Run all of the listed Abatement queries. The sum of the outputs should equal the Abatements accrual value in the report. Please note that, in this case, the sign would be flipped.

	ZZ_REV_ ACCRUAL
	Displays all inception-to-date Revenue Accruals. These values are the differences between the recognized and collected revenues for the specified ChartField String and do not include any reimbursements.
These accruals will also appear on the report as part of the “Revenue” accruals.
	1. Identify a page in the Agency Reconciliation Report with Revenue Accruals
2. Run this Revenue query. The sum of the transactions should equal the Revenue accrual value in the report.

	ZZ_EXP_AP_ACCRUAL
	Displays all inception-to-date AP Expenditure Accruals with an account type of “APA” (Accounts Payable Accrual) that have been distributed to the GL. These accruals will also appear on the report as part of the “Expenditures” accruals.
	1. Identify a page in the Agency Reconciliation Report with Expenditure Accruals
2. Run all of the listed Expenditure accrual queries. The sum of the outputs should equal the Expenditure accrual value in the report.

	ZZ_EXP_JRNL_ACCRUAL
	Displays all inception-to-date Journal Expenditure Accruals with a GL Journal Source of “ACC” (Accrual). These accruals will also appear on the report as part of the “Expenditures” accruals.
	1. Identify a page in the Agency Reconciliation Report with Expenditure Accruals
2. Run all of the listed Expenditure accrual queries. The sum of the outputs should equal the Expenditure accrual value in the report.

	ZZ_REIMB_ ACCRUAL
	Displays all inception-to-date Reimbursement Accruals. These values are the differences between the recognized and collected reimbursements for the specified ChartField string.
These accruals will also appear on the report as part of the “Reimbursements” accruals.
	1. Identify a page in the Agency Reconciliation Report with Reimbursement Accruals
2. Run this Reimbursement accrual query. The sum of the transactions should equal the Reimbursement accrual value in the report.

	ZZ_ENCUMBRANCE_ACCRUAL
	Displays all inception-to-date appropriated encumbrance accruals. These accruals will also appear on the report as part of the “Encumbrances” accruals.
	1. Identify a page in the Agency Reconciliation Report with Encumbrance Accruals
2. Run all of the listed Encumbrance accrual queries. The sum of the outputs should equal the Encumbrance accrual value in the report.
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