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Supplemental SCO/Agency Reconciliation Instructions 1.0
Supplemental Job Aid

Date: 08/7/2015

Target Audience: GL Reporter

Purpose: This job aid is a supplement to the instructions found in Job Aid FI$Cal.186 Using the Agency Reconciliation Report. This job aid provides instructions for preparing a SCO/FI$Cal Agency reconciliation worksheet for account types R, D and F in an Excel spreadsheet format. The SCO/FI$Cal Agency reconciliation includes all Enactment Years (ENY) and Programs by Fund.

NOTE: The Clearing Account is not included in the SCO/Agency Reconciliation Report ZG013. 

Supplemental SCO/Agency Reconciliation Instructions:

The following reports are used to prepare the SCO/FI$Cal Agency Reconciliation Worksheet: 
· Controller’s Agency Reconciliation Report (Tab Run)
· SCO/Agency Reconciliation Report ZGL013 – Job Aid FI$Cal.186
· Agency Reconciliation Accrual Queries – Job Aid FI$Cal.225
· Plan of Financial Adjustment (PFA) RPTGL104– Job Aid FI$Cal.038
· Trial Balance Report RPTGL061– Job Aid FI$Cal.080

The worksheet is organized as follows: 
· Columns represent Programs/Category per SCO
· Rows represents balance sheet accounts for accruals (AR, AP, PFA) 

Instructions for Completing the Agency Reconciliation Worksheet:

Step 1: Create a SCO/FI$Cal Agency reconciliation worksheet for each fund. Include all ENYs, Programs and SCO categories (96, 97, 98) to reconcile balances between the SCO records and FI$Cal Agency records by fund. (See Agency Reconciliation Illustration on pages 14 and 15).

a) Enter the SCO Tab Run balances for each R, D, F accounts in the first row titled Balance per SCO under each applicable column (same sign). You may also obtain SCO Tab Run balances from the SCO/Agency Reconciliation Report ZGL013 (opposite sign).



b) To determine the SCO Adjusted balance, enter accrual amounts to the Agency Reconciliation Worksheet from the SCO/Agency Recon Report ZGL013 and PFA report. NOTE: The PFA report must net to zero by Enactment Year (ENY). 

· Enter each Abatement accrual amount to the Receivables – Accounts Receivable – Abatements row under each corresponding program (same sign).
· Enter the Reimbursement accrual amount to the applicable Receivables – Accounts Receivable (Reimbursement/Due from Other Fund/Due from Other Appropriation) row under each corresponding category (opposite sign).
· Enter the Revenue accrual amount to the applicable Receivables – Accounts Receivable (Revenue/Due from Other Fund/Due from Other Appropriation) row under each corresponding category (opposite sign).
· Enter the Expenditure accrual amount to the Payables – Vouchers not paid by SCO row under each corresponding program column (same sign). To verify the expenditure accrual amount, run the Budget Overview inquiry from Commitment Control (See Step 2) or run the expenditure accrual queries (Job Aid FI$Cal.225). The expenditure accrual represents vouchers not paid by SCO. To identify differences, use the Budget Overview inquiry or expenditure accrual queries for a list of vouchers and compare the vouchers to the SCO Tab Run. 
· Enter the Encumbrance accrual amount to the Payables – Encumbrances row under each corresponding program column (same sign). Enter the PFA accrual amount to the Other – PFA Pending row under each corresponding program (same sign). PFA amount is from the PFA report. The PFA report amounts should net to zero by ENY, if not, department must identify the discrepancy. Any PFA not processed by SCO must also be included.

c) Enter the Balance per Agency balances from the SCO/Agency Recon Report ZGL013 to the row titled Balance per FI$Cal under the applicable program/category column. 
· Program balances use the opposite sign
· Revenue balances use the same sign
· Reimbursement balances use the same sign



Step 2: To identify differences, run the Budget Overview inquiry from Commitment Control for each ENY/program/category: 

Navigation: Main Menu  Commitment Control  Review Budget Activities  Budget Overview
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Step 3: On the Find an Existing Value tab, click Search, and enter an existing “Inquiry Name”. Click the link for the appropriate search result.

Or on the Add a New Value tab, enter a new “Inquiry Name” and click Add.

[image: ]

Step 4: Enter the following ChartFields:
Budget Type:
· Business Unit
· Ledger Group (CC_APPROP)


Time Span:
· Type of Calendar (Detail Accounting Period)
· From Year/To Year (for prior ENYs use the year 1901 for the From Year)
· From Period/To Period
ChartField Criteria:
· ENY
· Fund
· Program
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Step 5: Click Search:
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Step 6: Download query data into Excel and reconcile the transactions against the SCO Tab Run for each unreconciled ENY/program/category. List the reconciling items to the Adjustment to FI$Cal row under the corresponding program/category. Ensure the Variance row is zero for all programs and categories.
To download data into Excel, go to the “Budget Overview Results” section: Click the Expense link (dollar amount). This will open up all transactions in the ChartField combination.

NOTE: See illustration below in Step 7.


Step 7: Data dump to Excel: Click the icon highlighted below to open the data in Excel:
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NOTE: Use this information to compare against the SCO Tab Run by program (D account).
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Instructions for Completing Clearing Account SCO/FI$Cal Agency Reconciliation:

Step 1: To determine each ENY Clearing Account year-to-date balance, run the Budget Overview Inquiry:

Navigation: Main Menu  Commitment Control  Review Budget Activities  Budget Overview 

Step 2: On the Find an Existing Value tab, click Search, and enter an existing “Inquiry Name”. Click the link for the appropriate search result.

Or on the Add a New Value tab, enter a new “Inquiry Name” and click Add.


Step 3: On the Budget Inquiry Criteria page, enter the following:

Budget Type:
· Business Unit
· Ledger Group (CC_APPROP)
Time Span:
· Type of Calendar
· From Year/To Year (for prior ENYs use the year 1901 for the From Year)
· From Period/To Period
ChartField Criteria:
· ENY
· Fund
· Program
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Step 4: Click Search:

[image: ]

NOTE: To ensure all information is included in the balance, change the Max Row (see illustration above) to 99999. Then click the Search button.



The resulting query provides the year-to-date Clearing Account Balance. Enter the Budget Balance amount from the query to the Balance per FI$Cal row under the applicable Clearing Account Program column. Run this query for each Clearing Account ENY.

[image: ]

NOTE: When running the query for prior ENYs, use the year 1901 for the From Year to ensure inception to date information is included in the balance.



Step 5: To determine the Expenditure, Encumbrance, Abatement and PFA accrual amounts for the Clearing Account, use the Agency Reconciliation Accrual Queries (Job Aid FI$Cal.225) and the PFA Report.
· Abatement - run the abatement accrual queries. Enter each Abatement accrual amount to the Receivables – Accounts Receivables – Abatement row under the applicable Clearing Account Program (opposite sign).
· Expenditure - run the expenditure accrual queries. Enter the Expenditure accrual amount to the Payable – Vouchers not paid by SCO row under the applicable Clearing Program column (opposite sign). 
· Encumbrance - run the encumbrance accrual queries. Enter the Encumbrance accrual amount to the Payable – Encumbrance row under the applicable Clearing Account Program column (same sign). Enter the PFA accrual amount to the Other – PFA Pending row under Clearing Account (same sign). The PFA report amounts should net to zero by ENY, if not, department must identify the discrepancy. Any PFA not processed by SCO must also be included.

NOTE: All expenditures that run through the clearing account for each accounting period should be allocated to ultimate funding program(s). Occasionally, there are unallocated items in the Clearing Account after month-end allocation is processed. To research these errors, departments can download the clearing account activities from Commitment Control to identify transactions that do not have offsetting entries and make corrections accordingly.

Use the monthly Clearing Account reconciliation as described in Job Aid FI$Cal.186 to identify the reconciling items. Enter the reconciling items to the Adjustments to FI$Cal row under the applicable Clearing Account Program. Ensure the Variance row is zero for all Clearing Account Programs.

GL Accounts not Posted to Appropriation per Trial Balance:

Step 1: Trial Balance: Reconcile the Total Fund Appropriation Balances (Commitment Control) to the monthly Trial Balance report RPTGL061 (MODACCRL) for each balance sheet account (Accounts Receivables/ Accounts Payable). From the Trial Balance report RPTGL061, enter balances for account 1200100, 1200050, 1200000, 1240000, 1240100, 2000000 to the applicable row on the Agency reconciliation worksheet. Resolve any differences between Commitment Control and MODACCRL. 

NOTE: Encumbrances are not included on the Trial Balance report. Enter a zero amount and footnote the difference. (See Agency Reconciliation Illustration on page 15). 



Step 2: Advances: Amounts in SCO category 96, 97 and 98 (SCIF, Service Revolving Fund, Office Revolving Fund) are not displayed in Commitment Control. The SCO/Agency Reconciliation Report ZGL013 does not display Balance per Agency amounts for Advances. 

Enter the following: (See Agency Reconciliation Illustration)

a. Zero in the Balance per Agency row under the applicable Advance column. 
b. Reconciling item amounts to Adjustments to FI$Cal row under each applicable advance column.
c. Trial balance amounts for accounts 1309200 and 1222100 (opposite sign).


	


Agency Reconciliaton – Consolidated ENYs, Programs, Categories by Fund – (Template)
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d. 
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Agency Reconciliaton – Consolidated ENYs by Fund – (Template) – continued
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