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Account Ledger Reconciliation
Advantages

= Consistency of practice allows the Business Office
to assist all sites more easily and allows staff to
move from site to site using the same process

= Step-by-step procedures encourage regular
review and timely correction of errors

= The online ledger and Excel spreadsheet format
can be maintained centrally and is available to all
sites
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Reconciliation
Recommendations

= Organize your files by account number as they appear in
Galaxy or another consistent method

= Our recommendation is to maintain original documents in a
notebook or file sorted by account number and date, then
move them to another file as they are reconciled

= Original Documents:

Deposits, requisitions, time cards, transfer forms, work
orders, etc.
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Reconciliation
Recommendations

It is recommended that you reconcile at least once a month
by calendaring specific times

Each time you reconcile be sure that you enter the last
reconciliation end date as the begin date to ensure that you
have all possible data.

The program will default the end date or you can choose
another date

The report can be run at any time but keep in mind that
payroll processing dates may effect the accuracy of the
report for salaries and fixed charges
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Ledger Reconciliation

Think of your checkbook

= You deposit money (Revenues — Object 8XXX) into your account and record it in your check
register (Galaxy Financial System) as a Beginning Balance (The amount deposited as Revenue
equals the amount Budgeted for expenditures)

= You)sit down with your bills and begin to write checks (Timecards, Requisitions, Expense Claims,
etc.

= As each check is written, you record it into the register and deduct it from the balance (Budgeted
Beginning Balance minus Expenses in Object Codes 1000-7999)

= Budgeting your money means that you do not write checks for more than your balance. If you
do, you are deficit spending and must ask for assistance from other funding sources (An
Augmentation or Donation)

= The funds left after paying your bills (Uncommitted/ Unrealized in Galaxy) can either be saved for
future use (Reserve or Carryover-Object Code 4399) or withdrawn (Shifted to a particular
Expense Account) and spent immediately (from which you write another check)

= You have a separate checkbook for each Program (Resource) that you have at your site and each
budget will be built and maintained in the same manner
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Reconciliation — Similar to
Balancing Your Checkbook

= Each month you review your accounts to see what checks have
cleared or are still outstanding (Transactions posted or still
unaccounted for in Galaxy) and add in any new deposits
(Revenues are added to the expense budget by the Business
Services about a month after deposit)

= You compare your statement (Ledger Reconciliation report) to
your check register (Galaxy Financial System)

= You mark cleared items and do research on any un-cleared
items or unidentified charges

= You make corrections and adjustments

= In this manner, you determine your current unexpended balance

so that you will know if you can pay the next bill that comes in
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Open the NIS Website

= Open Internet Explorer and log
onto the TS website:

Click on Applications, then on
Ledger Reconciliation

http://ts.rusd.edu/Apps/Ledger
%% 20Reconciliation/
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Detailed Reconciliation Steps
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Reconciliation Steps

= Enter information to create the spreadsheet
= Enter the account string you want to reconcile

= When entering the account string:
Use the % sign as a wildcard to get all account parts

Example: % % -XXX-XXXX-%o-% % %o %o-%0 % % %-% % % %

(X = your Site number and the Resource you want to
reconcile)
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Reconciliation Steps

= Enter the appropriate date range

= Use July 1 of the current fiscal year as a starting date if
this is the first reconciliation this year

s Otherwise, use the last known reconciliation date as the
beginning date of the new reconciliation period

= Always use yesterday’s date as the end date
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Reconciliation Steps

Click the box for < 8000

Click on the Get Spreadsheet button

= This will take a few seconds to generate the Excel
spreadsheet

Save the spreadsheet in a Monthly Reconciliation folder on
the C: drive — (You need to create a folder)

s Be sure the file name includes the “as of” date

Be sure to SAVE periodically as changes are made to the
spreadsheet
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Reconciliation Steps -
Troubleshooting

= If you have any trouble creating, printing or saving
the document contact TS. Since each computer has
different internet settings, some may have trouble
printing or saving the document. This is usually
associated with Pop-up Blockers and they can assist
you with the needed changes.

= If you continue to have problems, submit a TS work
order. Submit it online and they will get back to you
with assistance.
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Reconciliation Steps

= Print out the spreadsheet for review

= Compare each column of data to your documentation and
check off each item as it matches

= Use the Document Number column to help reference
specific transactions

= Use the Transaction Reference as further help in
identifying specific transactions. If an item is posted in
Galaxy and is the appropriate amount, check it off on the
report
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Reconciliation Steps

= Look at:

= The Revised Budget column
= Does the account have a budget?

If not, check the expense and build budget if
appropriate

n Is it sufficient for the expenses charged?

If not, do a budget transfer to cover this and future
expense

= The Balance column

= If it is negative, you have overspent your budget. This
may be due to a bad expense; or, a Type 1 budget transfer
may need to be done to cover a legitimate expense
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Reconciliation Steps

= Abatements

= Does each abatement match the amounts you sent in for
deposit?

= Note any differences and research as needed

= Abatements are typically posted to your accounts
one month after the deposit is sent into the Business
Office, after it is approved by The Board.
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Reconciliation Steps

= Expenditures

= Compare each expense to your known detail

Do you have a requisition, work order, or timecard that
matches the expense?

= Does the amount match your expected cost?
= If not, make a notation of the difference

If Galaxy is correct, note the actual amount on your
original documentation. If Galaxy is wrong, contact the
appropriate site or department for a correction. Record
a reconciling item on the spreadsheet
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Reconciliation Steps

= Expenditures include:

Requisitions and Purchase Orders to outside vendors
Office Max/Waxie—estimate only due to back orders, etc.
Expense transfers from other departments (postage, etc)
Expense claims yet to be paid

Field trip charges (Object 5711)

Fingerprint charges (Object 5831)

Fuel and vehicle charges (Object 5720 and 5760)

M & O work orders (Objects 5715 and 5755)

Publications work orders (Objects 5725 and 5765)
Telephone and cell phone charges (Objects 5920 and 5929)
Timecards yet to be paid (Objects 1XXX and 2XXX)
Transfers pending from or to other accounts

Utility charges (Objects 55XX)
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Reconciliation Steps

= Revenues

Remember that all income (deposits) must go through the Board
approval process and though they are deposited in Object 8699
they are credited back to your accounts as budgeted dollars to be
spent from accounts such as Object 4300 about a month after
submission

ASB reimbursements

Lost textbook and library book fees collected
PTA donations

Other donations or fundraisers

Vendor commissions pending distribution
Other revenues
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Reconciliation Steps

= Encumbrances

s The Encumbrance column shows current encumbrances
which have not become expenses, but which do reduce
your account balance

= The Balance column is a running total

= Only the Account Total row in bold should be of concern
to you

= Make sure it is a positive number.

If it is a negative number, determine why and make
any necessary changes to maintain a positive balance
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Reconciliation Steps

As you review each transaction, make notes on your original
documentation (i.e.: requisitions, transfers, timecard copies,
work orders, etc.)

If there are differences in amounts between your
documentation and the Galaxy system; confirm the appropriate
amount and note the difference on the spreadsheet

Research each un-reconciled transaction using the Galaxy
system Ialc1|d original documentation, hold them until they are
reconcile

Contact sites and departments for more detail or corrections as
needed, and recheck the account the following month to ensure
that the item is reconciled
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Reconciliation Steps

= Once each item is reconciled, mark the original document
“Reconciled,” then file it away in a separate folder for auditor
use

= Update the spreadsheet with all manual adjustments from your
hard copy notations

= Be sure to enter the entire account number (with dashes) and
the dollar amount for each separate reconciling item

= Use the Comments area to give a description of each item
= Go to the Summary Tab
= Right click on "Sum of Amt” and go to Refresh Data.

s The summag( will show all of your adjusted balances per major
Function and Object Code series
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Manual Adjusting Entries
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Reconciliation Results

Refresh data, add comments and print the Summary data
sheet for Principal’s and Manager’s to review

Once all items have been reconciled and the Summary Tab
data is refreshed, do a final file SAVE

Print the Summary sheet for the site Principal or Manager
Provide the detailed printout as well as the summary sheet

upon request
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Thank you for attending

= We look forward to supporting you in this process

= Please contact us with any suggestions for improvement,
comments or concerns

= Erin Power, Director V, Business Services,
at 352-6729 x82401
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