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	To validate the cash balance, departments to run the Ledger Inquiry for the current fiscal only for non-shared funds.  For shared funds, departments to run the Ledger Inquiry for all fiscal years.





Target Audience: General Ledger Reporter

Purpose: This Supplemental Job Aid provides accounting staff the instructions for reconciling department (BU) cash balance against the statewide cash

Cash Reconciliation Job Aid
All cash is maintained in a statewide account and departments can no longer post to the former 1140 cash account for their particular fund.  Users can find the Cash in State Treasury (CIST) balance for their department’s BU by running this query. This can be used in departments’ fund reconciliation. For the purposes of this reconciliation, the user will find the cash balance for the department BU in both modified accrual and budgetary-legal ledgers and compare it to the BU’s portion of the cash balance in the statewide BU.
For non-shared funds, the balance of CIST is retained during the closing process.  To determine the cash balance for non-shared funds, run the Ledger Inquiry for the current fiscal year only.   For shared funds, CIST is treated as a nominal account and is closed to Fund Balance which results in a beginning balance of zero for the new fiscal year.  Therefore, to calculate the CIST balance for a shared fund, run the Ledger Inquiry for all fiscal years.  

This process can only be accomplished at year-end after the Modified Accrual Ledger has been closed and the allocations have been run to update the Budgetary-Legal Ledger.


Step 1: Navigate to the Ledger Inquiry page:
· Navigation: Main Menu  General Ledger  Review Financial Information  Ledger
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Step 2: Click on the Ledger Inquiry Search page, click on the Add a New Value tab.  Enter a desired Inquiry Name.  Click on the Add button.
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Step 3: On the Ledger Inquiry page, begin by selecting the Modified Accrual Ledger.  Note - Enter the desired Business Unit then select the ledger. The ChartField Criteria area will display under the ledger criteria. Fiscal Year, From (1) and To Period (12) Information.  Click on the Show YTD Balance box and in the Include Adjustment Periods area click the 998 period.
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Step 4: In the ChartField Criteria area select account 6510000 and the fund in question.   Click the Save button.
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Step 5: To run the inquiry, click the Search button.














Step 6: Export and save the result by clicking the Excel download icon.
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Step 7: Save the file on your computer (example 6510000 2014 mod.xls)

Step 8: Repeat steps 2 through 7 selecting Find an Existing Value in step 2 and account 6520000 in step 4.

Please note: Run ledger inquiry on all fiscal years for shared funds.

Step 9:  Repeat steps 2 through 8 selecting Find an Existing Value in step 2, the Budgetary Legal ledger, BUDLEGAL.  

Please note: Run ledger inquiry on all fiscal years for shared funds.





Step 11:  Run the “Cash Query”.

Navigate to the Query Viewer page:
· Navigation: Main Menu  Reporting Tools  Query  Query Viewer
· Enter the query name “ZZ_CASH_BALANCE_BY_BUFUND” in the begins with field.
· Click Search
· Disable the Pop-up Blocker in your internet browser and then click Excel in the Run to Excel field.
· A new window will open with report specific prompts
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Step 12:  Fill in the boxes with your search criteria: 
· Business Unit - enter your Business Unit
· Fiscal Year
· Fund
Click View Results
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Step 13: Save the file (ZZ_CASH_BALANCE_BY_BUFUND_476707713.XLS) on your computer. 
	Cash Balance by BU/Fund
	

	Business Unit
	Fund
	Cash in State Treasury

	8860
	0001
	-47263832.45





Step 14: Copy the contents from the saved files into one Excel file with separate rows for the data from each file, separating budgetary-legal rows from modified accrual rows.
	File name
	Period
	Activity
	Fund
	Account
	Debit Amount (in Transaction Currency)
	Credit Amount (in Transaction Currency)

	6510000 BL 2013
	12
	Activity
	1
	6510000
	77,148,706.71
	102,864,942.28

	6510000 BL 2014
	12
	Activity
	1
	6510000
	167,112,430.24
	209,929,200.99

	6520000 BL 2013
	 
	None
	 
	 
	 
	 

	6520000 BL 2014
	12
	Activity
	1
	6520000
	96,756,375.00
	75,487,201.13

	
	
	
	
	
	341,017,511.95
	388,281,344.40

	
	
	
	
	
	
	-47,263,832.45

	6510000 mod 2013
	12
	Activity
	1
	6510000
	0
	25,716,235.57

	6510000 mod 2014
	1
	Activity
	1
	6510000
	0
	3,685,008.92

	6510000 mod 2014
	2
	Activity
	1
	6510000
	3,480,786.49
	8,668,709.09

	6510000 mod 2014
	3
	Activity
	1
	6510000
	0
	4,374,220.89

	6510000 mod 2014
	4
	Activity
	1
	6510000
	0
	5,553,120.37

	6510000 mod 2014
	5
	Activity
	1
	6510000
	0
	5,365,010.60

	6510000 mod 2014
	6
	Activity
	1
	6510000
	0
	5,525,246.54

	6510000 mod 2014
	7
	Activity
	1
	6510000
	0
	4,564,239.89

	6510000 mod 2014
	8
	Activity
	1
	6510000
	0
	4,029,810.26

	6510000 mod 2014
	9
	Activity
	1
	6510000
	0
	4,066,718.96

	6510000 mod 2014
	10
	Activity
	1
	6510000
	0
	378,529.29

	6510000 mod 2014
	11
	Activity
	1
	6510000
	0
	86,942.43

	6520000 mod 2013
	None
	 
	 
	 
	 
	 

	6520000 mod 2014
	1
	Activity
	1
	6520000
	594,036.06
	0

	6520000 mod 2014
	2
	Activity
	1
	6520000
	1,788,900.96
	0

	6520000 mod 2014
	3
	Activity
	1
	6520000
	2,348,348.41
	62,964.13

	6520000 mod 2014
	4
	Activity
	1
	6520000
	3,171,712.59
	0

	6520000 mod 2014
	5
	Activity
	1
	6520000
	2,728,926.21
	0

	6520000 mod 2014
	6
	Activity
	1
	6520000
	3,311,291.39
	0

	6520000 mod 2014
	7
	Activity
	1
	6520000
	1,795,737.03
	0

	6520000 mod 2014
	8
	Activity
	1
	6520000
	1,958,237.54
	0

	6520000 mod 2014
	9
	Activity
	1
	6520000
	2,200,388.35
	0

	6520000 mod 2014
	10
	Activity
	1
	6520000
	1,393,639.36
	0

	6520000 mod 2014
	11
	Activity
	1
	6520000
	40,920.10
	0

	
	
	
	
	
	24,812,924.49
	72,076,756.94

	
	
	
	
	
	
	-47,263,832.45


The net of the debits and credits for budgetary legal rows equals the debits and credits for the modified accrual legal rows which equals the cash query in step 13.
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