


Stepl.

You will receivea (monthly)email fromfinancial services to confirinat the month end close has been
finalized and that nision reports are available and ready to be reconsdedmage below
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NOTE: For demonstration purposes, the following steps reconciles the PeopleSoft reports
for the month of November

Step2.

Run the DAT & DPR reports for the month in which you are reconciling (i.e. November 30, 2014)
see image below
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Step3.

2SHQ \RXU %XGJHW 5HFRQFLOLDWLRQ 7THPSODWH DQG HQWHU WKH
sheet (this example is reconciling the month of Novendes)image below

COFALC
Department Mame MCaM
. L
sEpor Movember 30, 2014
LI IR | L L L
L] TP, e e l
a L L L - ____ LTo AR :I
B ITITE Ml RS0 ¢ o Wefiue o ge= o
Travel sodooz-sod999 0 0
0 Vehicle Maintenancs sarom-so7a99 0 0 0
Contractual Semvices siso-sos393 0
= o0
T
| Total Dperatinj'jlznsts 0 1] 1521731 [152.173] (152173
. o _ - . » S - - e -
C C T Lecrurers Zzizr. C C
C C T FTFaculy | eciurars Fringe J i
[152,1731 [152,173] [152.173] Tatal Account Costs i} 0
Update Check for Total Operating Costs
Tatal Expenzes from Labaor Distribution [12.7E7]
Total Expenszes rom Operating Encumbrances [31.645]
Tatal [44.413]



Step4.

Open the DAT report anctkectthe "Budget Balance" tadee imagdelow
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Fantrncina; Pagment 2500000 2500000 31200 8.305.00 532127 000 000 C.ETT.6T ©
Tocial Security Contractusl 000,00 000,00 B5.18 ] 525.85 000 000 T35 7.a7%] To02z08
Unempl Comp Contractual 000 000 256 2353 EED 000 000 (25551 Tnazor
Tuition Waivers Contractual 000 000 0.00 0.00 101200 000 000 000 TE02303 -
Coatracteal Fringe 2.000.00 2.000.00 1234 666.22 154783 000 000 1.333.18 66.63%
Part Time Fall Spring Faculty 000 TEEA00.00 4542500 TE0,215.00 1351625 000 21,525.00 1760 TeozdnT
Lecturers 000 F62,643.00 36,6230 128,182.60 10813212 000 554,46040 4.65%| Te0EAlt
OFf Legyd Faculty Socl Security 000 38.056.00 615223 TATTT.64 TLEEDSD 1 000 1321858
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Step6.



Step7.

Refer to the "Fiscal YTD" column on the DA&portto update the®y TD Actual Expensescolumn on
the 3Summary sheet of the Budget ReconciliatiBemplatesee imagdelow and Step8

DAT reportFiscal YTD column







Stepo.

Refer to the "Current Month Actualsblumnon the DATreportto updatethe Operating Encumbrance
sheet of the Budget Reconciliation Templsge imagdelowand Stepl0

DAT Current Month Actuals column

Report ID: DAT1Z2220 Towson University Run January 05, 2015 at 1
Contact: Mass Comm Comm Study Op Exp !
— —— e R oo S 1 R I ———
[ 0 ]
[ 0 ]
-MML_M Prior YTD Pie Enc Encumbrance  Available Balanc: xBemain | Account Dsﬂllon
[10.73) %300 Fostage Regular Bulk
L 0.00 103009 Express Mail UF'S Fed Exp DH
892234 55,775 BOH0Z Line Charges

[104.82) %0310 Long Distance

S 2
a0l A e o T ST
000 8.437.94 52.?4ZI Comm

b v 2
152510 7.562.06 10,098.62

unications 16.000.00 16.000.00

T T

LI [ ZOET T3 1n.273.9% 1633007 [ 0.00
HL5GT 57 R MEIHIIR] Offic= Supoly under 510 147,237.00 127.237.00 1839.89 837933 25276 0.00 0.00
53571 [AEEI Oifice Supply Intes 0.00 0.00 0.00 15357 128,56 0.00 0.00
[2.344.37) |"E03003 Euilding Household Suppiies 0.00 0.00 0.00 234437 111480 0.00 0.00
[107.56] BT Instructn_Yocatnl_Audiovis Sup 0.00 0.00 10756 10756 0.00 0.00 0.00
[37E.04) |"E0ans Other Supplies 0.00 0.00 0.00 7604 3483 0.00 0.00
[421.35) 1ME035m Academic IT Supplies 0.00 0.00 7.0 42135 6a.00 0.00 0.00
0.00 | 09505 Academic Software 0.00 0.00 0.00 0.00 13,184.10 0.00 0.00
[1a.00) BT Admin IT Supplies 0.00 0.00 13.00 13.00 [2.82] 0.00 0.00
1,486.00) | 03605 Admin Software 0.00 0.00 0.00 1.485.00 0.00 0.00 0.00
m—— - = e e T — e T —— e - e o = = i
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Stepl0.

Select the®Operating Encumbrancéab of the Budget Reconciliation Templatélsing the DAT report,
enter operating expenses that hit for the month

MCOM
12220
Operating Encumbrances.

Encumbered

Amount Encumbrance

Recurring Monthly Cost/Anticipated Expenditures FY 2014 FY 2015 July  August September October Hovember December January February March  April May June Total Balance
Expendtures.
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Stepll.

Refer to the "Rev & Exp Trans" tab on the DAgportto reconcile the expenses thnt for the month.
(i.e. November = period 5)Use the drop down box to select the period in which you are reconciling

Think of this as a bank statement badancingyour checkbook each montbid the check deposit? &
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Stepl2.

Open the DPR report and select the "Payroll Empldyerth” tabsee image below

TU Payroll by Employee and Month Summary
Salary and Fringe

J 356385 141655 773934 3103.89 0.00 0.00 0.00 000 000 0.00 0.00 0.00 0.00 1587112 47.4¢

Stepl3.

Select the "lbor Distribution” tab othe BudgetReconciliation Emplate Using the DPR repqripdate
the payroll expenses for each payee that hit for the nza@limage below

lﬁccu Labor Distribution
_PAVMENT S ol

Mg SRk s g L T e

CRERTREN ool Jamminry sl Rk sl [ i
Contractual Employees

2,158 60 2,161.40 Duck, Daffy

N =TS
5!1 Student Help

+nmane o anman B T

20,500.00 3 1,416 55 3,267.80 211955 .| X X X X 0.00 6,907 51 1
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Stepl4.

Once your template has been ugdéafor the month, reviewour Simmary sheetb ensure the variance is
zerosee image below

COFALC

Oepartment Mams FACOM

Oepartment Buthuoriky Cunthia Cooper
Oepartment Mumber Fzzz0

Account Expires Jure 30, 20105
Repart Date Movember 30, 2014

Fevized “TO Actual  Encumbered Tatal Bal Awsil

[ e S g e R T T R
T T —Wm — T EEET
156,257 B R ©  Tatal Operating Costs
2077542 RN ] [ A 0 Regular Salary & Fringe
153,100 32 ¢l 0 PTFaculty Salary
SJ62. 6435 [F2%,0E]) 0 Lecturers Salary
41,661 (20 5 0 PTFaculty & Lecturers Frings
2836153 . ) Total Sccount Costs
Update Check for Total Operating Costs
Tatal Expenses from Labor Distribution [15.871]
Total Expenses from Operating Encumbrances [33.645]
Total [55.513)
. — = = — =T - Vil [ I LT T
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Note: If the variances not zero, refer back to your reports/aify that the data was entered correcity
your BudgetReconciliationTemplate
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