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What are Some of the Governing
Statutes, Rules or Policies that
Most Affect Deposits?

(This is not a comprehensive list)



STATUTE: Section 6-10-54 NMSA 1978. Payment of state money into
treasury; suspense funds. Commonly known as the “24 Hour Rule” Only the
legislature can authorize an exemption to a state Statute.

e State Official or
Agency

e  EMNRD St Parks
Div./DCA St
Monuments Div.

* County Treasurers

* State Agency -
Agreement /
Contract

- $SS not yet earned

e Commissioner of
Public Lands

6-10-3. Payment of state money into treasury; suspense funds.

All public money in the custody or under the control of any state official or agency obtained or received by any official or
agency from any source, except as in Section 6-10-54 NMSA 1978 provided, shall be paid into the state treasury. It is the
duty of every official or person in charge of any state agency receiving any money in cash or by check, draft or otherwise
for or on behalf of the state or any agency thereof from any source, except as in Section 6-10-54 NMSA 1978 provided, to
forthwith and before the close of the next succeeding business day after the receipt of the money to deliver or remit it to
the state treasurer; provided, however, that:

A. the money collected by the state parks division of the energy, minerals and natural resources department and the state
monuments division of the cultural affairs department shall be deposited into the state treasury no later than ten days
following collection;

B. county treasurers shall remit all money received for taxes for state purposes or that are by law required to be remitted
to the department on or before the tenth day of the next succeeding month following the receipt or collection thereof;

C. every official or person in charge of any state agency receiving any money, except as in Section 6-10-54 NMSA 1978
provided, in cash or by check or draft, on deposit, in escrow or in evidence of good faith to secure the performance of any
contract or agreement with the state or with any department, institution or agency of the state, which money has not yet
been earned so as to become the absolute property of the state, shall deliver or remit to the state treasury within the
times and in the manner as in this section provided, which money shall be deposited in a suspense account to the credit
of the proper official, person, board or bureau in charge of any state agency so receiving the money; and

D. all money held by the commissioner of public lands on deposit, in escrow or in evidence of good faith to secure the

perfarmance of any contract or agreement with the state shall be delivered or remitted to the state treasury within six
months from the date this act is approved and at those times, in the amounts and from the various banks in which it is
deposited as may be directed by the state board of finance.

History: Laws 1923, ch. 76, 2; C.S. 1929, 112-102; 1941 Comp., 7-203; 1953 Comp., 11-2-3; Laws 1987, ch. 295, 1; 2003, ch. 5
281, 1; 2011, ch. 88, 2.



STATUTE: Section §8-6-7 NMSA Wrongful drawing or payment of
warrant by secretary or treasurer; penalty.

8-6-7. Wrongful drawing or payment of warrant by secretary or treasurer; penalty.

A. If the secretary of finance and administration draws any warrant on the state treasurer when he knows or, with the use
of available accounting information, should reasonably know there is an insufficient unexpended and unencumbered
balance available for the purpose for which the warrant is drawn, he is in violation of this section unless the warrant will
be redeemed using receivables accrued for that fiscal year pursuant to policies of the department of finance and
administration.

B. If the state treasurer pays any warrant when he knows or, with the use of available accounting information, should
reasonably know there are insufficient funds available in the treasury for the purpose to pay the warrant, he is in violation
of this section unless the warrant will be redeemed using receivables accrued for that fiscal year pursuant to policies of
the department of finance and administration.

C. A violation of this section is punishable by a fine of not more than one thousand dollars ($1,000) or by imprisonment
for not more than one year or both.

History: 1978 Comp., 8-6-7, enacted by Laws 1987, ch. 183, 1; 1993, ch. 105, 4; 2003, ch. 273, 16.



2011 New MeXxico Statutes

Chapter 6: Public Finances

Article 5: Financial Control, 6-5-1 through 6-5-11
Section 6-5-7: Warrant or documentation to show fund
from which payment is made; settlement of claims
against state; account between state and treasury.

Universal Citation: NM Stat § 6-5-7 (1996 through 1st Sess 50th Legis)

6-5-7. Warrant or documentation to show fund from which payment is made; settlement of claims against state;
account between state and treasury.

Every warrant issued or its supporting documentation shall contain the particular fund appropriated by law out of which it
is to be paid. The division shall settle all claims against the state payable by law out of the treasury and keep an account

between the state and the treasurer.
7



Maps FIN 2 — Cash Management Function and Maps FIN 11 -

Receivables

FIN 2.1 - FIN 2.6 and Fin 11.3
relate to the collection,
depositing and posting of
monies collected by the State
throughout the year. These
rules are put in place to help
ensure the State is in
compliance with Statutes
Section 6-10-54 and Section
§8-6-7 and amongst others.

Fin 11.1 is usually used at
the end of the fiscal year
when you want recognize
revenue in one fiscal year,
but the cash is deposited in
another fiscal year.

FIN 2 — CASH MANAGEMENT FUNCTION

FIN 2.1 TiMmELY DEPOSITING OF CASH

FIN 2.2 PROOF OF DEPOSIT DOCUMENTATION

FIN 2.3 PREPARING AND DOCUMENTING CASH RECEIPTS
FIN 2.4 RESTRICTIVE ENDORSEMENT OF CHECKS

FIN 2.5 TIMELY RECORDING OF DEPOSITS IN SHARE

FIN 2.6 RETURNS AND OTHER BANK DEBITS/ADJUSTMENTS
FIN 2.7 ACH REVERSALS

FIN 2.8 ESTABLISHMENT OF NON-SGFIP BANK ACCOUNTS
FIN 2.9 AUTHORITY TO ISSUE WARRANTS

FIN 2.10 OBTAINING ELECTRONIC SIGNATURE FROM FCD
FIN 2.11 CANCELLING WARRANTS

FIN 2.12 WARRANT ISSUANCE/REDEMPTION

FIN 2.13 STALE DATE/ESCHEATMENT OF WARRANT

FIN 2.14 ACCEPTANCE OF PAYMENT CARDS

FIN 11 — RECEIVABLES

FIN 11.1 MANAGING ACCOUNTS RECEIVABLE
FIN 11.2 REVENUE SUSCEPTIBLE TO ACCRUAL
FIN 11.3 REVENUE CLASSIFICATION

FIN 11.4 LEGAL BASIS FOR REVENUE

FIN 11.5 UNEARNED REVENUE

FIN 11.6 REVENUE SOURCE CODES

FIN 11.7 USE OF DEPOSIT SLIP OR JOURNAL ENTRY TO RECOGNIZE REVENUE

33
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41
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43
45
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183
184
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151
152



An Overly Simplified History of the Accounts Receivable
lVLO.duIe

* Prior to May 2006 - The State Fiscal Agent Bank was Wells Fargo Bank (WFB).

All agencies deposited their money into the Master Depository Bank account. The only way to
identify which agency was the owner of the monies was for the user to match their receipts to
the amount, date and deposit slip number. Agencies were expected to know which ACH
transactions belonged to them and subsequently post them. Transactions, that agencies weren’t
expecting, would sit unposted for weeks or even years. There was a three-way reconciliation
between the Agency’s accounting system, DFA’s accounting system and STO’s accounting

system.

* May 2006 - The State of New Mexico awarded the state fiscal agent contract to
Bank of America.
Each agency was assigned a “Sub Account”. This allowed STO and the Bank to identify which
agency “owned” the money that was deposited into the master depository account. All deposits
were hand entered by the agencies into SHARE. Deposits were allowed to be entered with a

netted amount and if two transactions balanced to zero, they were not entered into SHARE at
all. The transfers between the bank accounts were not entered in SHARE either.

* July 2006 - The State of New Mexico implemented SHARE as their Statewide
Accounting System.

. \2/\(/)Fl|g - The State of New Mexico awarded the state fiscal agent contract back to



An Overly Simplified History of the Accounts Receivable Module —
Cont.

2012 - 2013 - Cash Remediation 1 was started and implemented. Phase 1 addressed the Accounts Receivable Module and
the transactions moving monies between the various bank accounts to/from the Master Depository account.

» Each agency was assigned a new bank account at Well Fargo Bank. The money is swept from the Agency bank account
into the Master Depository account. To minimize the impact on agencies, the Sub accounts that were assigned to the
agencies were re-directed from the Master Depository account to their new bank accounts. Each Agency’s deposit
slips still have the ZBA account numbers printed on them.

» Only deposits were uploaded into the Accounts Receivable module. All ACH Returns and/or bank debits needed to be
entered manually.

Cash Remediation was designed and implemented with two main purposes.
1) To ensure every bank transaction was posted to a State of New Mexico general ledger and

2) To track the claims on cash balance by agency and fund once it is transferred to the Master Depository account
for investment.

The claims on cash and true cash balances are held on Business Unit 39401. To accomplish this, the claims on cash lines
(101800) are inferred with the affiliate and fund affiliate on the Agency GL and the BU 39401 State Treasurer’s Office (STO).
No entries can be made directly to Account #101800. These actions were implemented so that the State could comply wit
Statute Chapter 6-5-2.1 J, NMSA 1978 and Chapter 6-5-7, among others.

2015 - 2016 - Cash Remediation 2 was started and implemented. Phase 2 addressed the recording of distributions for the

third-party bank accounts and moving money between funds and Agencies through#ournal entries. During Cash
Remediation 2, State Treasurer’s Office (STO) was also able to upload the majority of returned items.

» ACH returns on the depository bank accounts that have a BAl/Statement code 469 must be manually entered.



How Do Deposits Work? (Day 1)

* Money is collected by the agencies throughout the day. All customers receive
a receipt, and the money is logged by the Agency via a system they have
developed. (MAPS FIN 2.2 and 2.3)

e Cash should be secured, at all times, and should be verified by two people.

 When possible, money should be deposited into the Agency Depository Bank
account by the close of the business day, but no later than the close of the
next business day. (Statute Section 6-10-54 and MAPS FIN 2.1 and FIN 2.4)

* Throughout the day, ACH transactions, Credit Card Transactions and Bank
adjustments are being posted to the bank accounts.

e State Fiscal Agent Bank (WFB) closes their books for the day.
* Brick and Mortar Banks close their books typically at 3:00 p.m.

» Electronic Deposits (i.e. desktop scanners, ACH or Credit Card transactions) close their
books typically at 8:00 p.m.



How Do Deposits Work? (Day 2)

* At 5:30am, WEFB places the bank statement file into a transfer folder.

* The bank statement file has all of the bank activity for the State from the day
before.

* Between 7:30am and 8:00am, STO starts the upload process. There are
two main steps:

1. The Reconciliation Process - SHARE tries to reconcile all of the system
generated transactions (i.e. completed deposits, redeemed warrants, ACH
transactions) to the bank transactions. The Bank Account, Payment ID/Check
Number, Date and Amounts must match exactly for the system to automatically
reconcile the transaction.

2. The new bank transactions are loaded into the Accounts Receivable module in
SHARE.



How does SHARE know “where” and “how”
to handle these bank transactions?

* The Bank Account Number and the BAI/Statement Codes are the two main driving
factors for bank transactions.

* BAl/Statement Codes are standard 3-digit codes used to identify bank statement items
delivered electronically in a common format widely accepted by the majority of
commercial banks. They are assigned by the bank to each transaction.

* SHARE Debits/Credits are opposite of the WFB Debits/Credits

* We typically describe transactions as coming into/leaving a bank account or
deposited/disbursed from a Bank Account.

* BAl/Statement Code less than 400 - Money coming/deposited into a Bank Account
* BAl/Statement Code more than 400 - Money leaving/disbursed from Bank Account




How does SHARE know “where” and “how” to
handle these bank transactions? — Cont.

* The BAI/Statement Codes, most commonly used by the State of NM, were entered into
SHARE and were assigned which SHARE Module would be used to book the SHARE entry to
support the bank transaction. For example:

* BAIl/Statement Code 169 “Miscellaneous ACH Credit” (bank description) is money coming into a bank
account (below 400), so the Accounts Receivable Module is where the SHARE accounting entry should
be made.

» BAIl/Statement Code 475 “Check Paid” (bank description) is money leaving the bank account so the
Accounts Payable Module is where the SHARE accounting entry should be made.

* Where it gets tricky is when a BAI/Statement Code can be processed by two different SHARE
Modules. When this happens, we assign it to the Module that should handle the majority of
the transactions. For example:

* BAIl/Statement code 469 “Miscellaneous ACH Debit” (bank description) is money leaving the bank
account. It can be an ACH we disbursed for a payment, or it can be a bank return from a deposit. Since
the majority of the 469 transactions we see on our bank accounts are disbursements, we’ve told
SHARE that the transaction will be booked through the Accounts Payable module. This is why you have
to manually enter the 469 ACH return transactions into the Account Module.



How does SHARE know “where” and “how”
to handle these bank transactions? — Cont.

* Templates are created using the BAl/Statement codes.

* These template tell SHARE which Module is booking the transaction and if the
transaction should be a debit or credit to the general ledger.

e Each Bank account is entered into SHARE through the Banking Module and assigned
a True Cash account.

* When the bank accounts are created, the appropriate templates are assigned to that
bank account. This tells SHARE which bank accounts are assigned to the AR module
and which True cash account should offset the accounting entry made in SHARE.



Determining Which Account
Codes to Use



When determining where to post a deposit or returned item, you’ll

need to ask yourself some of the following questions.

* What type of deposit or returned item is this?
* Was this a normal deposit in the course of my Agency's function?
* |s there a budget person or manager who | can ask where the transactions should be posted?
* Can | find previous deposits for the same type and mirror them?

What time of the year is it? Was a receivable or payable established in a previous year
that | should relieve?

Was the money sent to my Agency by mistake or was a service rejected?
* How will the money be returned to the customer?

Is this a refund from a supplier my agency paid?
* When was the original payment made (current fiscal year or previous fiscal year)?
* Was the Fund used to pay the original payment a reverting or a non-reverting fund?
* |s the refund under $500.007?
* |s the debt still owed?

Is this a returned/bounced Check a customer paid the Agency?
 When was the original check deposited (the current fiscal year or previous fiscal year)?
e Should | reverse the entry from the original deposit or set up a receivable?

Is this a deposit correction (at the bank or desktop scanner)?
* |s the deposit correction from the bank an Agency error or a Bank error?
* Will there be another bank entry corresponding this error?



The Account Codes below require an Affiliate and a Fund
Affiliate to be entered in the accounting string of the deposit. If
you use one of the Account Codes below and you do not include
the Affiliate and Fund Affiliate, then your deposit should error at
some point.

e e e e e e e e e e e e e e e e e s

|Affiliate/Fund Affiliate Listing

|
|
i Balance Sheet Accounts Income Statement Accounts
'Due TO and Due From - IntraFund Transfers IN and Transfers OUT
i 141900 Due from other funds 499205 Other Appropriations
i 141999 Due from other funds - Prior Year 499405 O/F Sources - Other Bond Proceeds
i 231900 Due to other funds 499605 Intra-State Wts-Other
| 231999 Due to other funds - Prior Year 499705 O/F Sources-STB Proceeds
Due TO and Due From - InterFund 499805 O/F Sources-GOB Proceeds
| 142900 Due from other state agencies 499905 Other Financing Sources
i 142999 Due from other state agencies - Prior Year 555100 Other Financing Uses
i 232900 Due to other state agencies 566109 Reversions - Interagency
i 232999 Due to other state agencies - Prior Year General Fund Appropriation
iDue TO and Due From - General Fund 499105 General Fund Appropriation
i 144900 Due from SGF 577100 General Fund Allotments
i 144999 Due from SGF - Prior Year Transfers IN and Transfers OUT - IntraFund
i 234900 Due to SGF 499906 OFS Intra Agency
|
|
|

234999 Due to SGF - Prior Year 555106 OFU Intra Agency



The Account Codes below require an Affiliate and a Fund Affiliate to be entered in
the accounting string of the deposit. If you use one of the Account Codes below
and you do not include the Affiliate and Fund Affiliate, then your deposit should
error at some point. Continued.

Elimination Entries

Note: Any R/E that ends with "09" except 555109

251909 Unearned Revenues - Interagency
416509 Trade & Profess Permits-Inter
416909 Other Licenses & Permits-Inter
422909 Other Fees - Interagency

424109 Auditing Services - Interagency
424902 Other Intra State Services

425909 Other Services - Interagency

429109 State Chemist Fees - Interagency
429909 Other Current Services - Interagency
433109 License Plates - Interagency

434509 Admissions - Interagency

442209 Rent of Land/Bldgs - Interagency
451909 Federal Contract - Interagency
452009 Federal Indirect - Interagency
475109 Other Gifts - Grants - Interagency
496409 Environment Dept Fees - Interagency
496909 Misc. Revenue - Interagency

499909 Other Fin Src. - Refunding Bond
535209 Professional Svcs - Interagency
535309 Other Services - Interagency

535409 Audit Services - Interagency
535509 Attorney Services - Interagency
535609 IT Services - Interagency

543009 DGF Habitat - Interagency

545609 Report/Record Inter St Agency
545909 Printing & Photo - Interagency
546109 Postage & Mail Svcs - Interagency
546409 Rent Expense - Interagency
546709 Subscription & Dues - Interagency
546809 Employee Training/Educ - InterSt Agency
547309 Care & Support InterSt Agency
547450 Grants to Other Agencies

547909 Misc Expense - Interagency

General Fund

566100 Reversions
499305 Other Financing Sources



An accounting string with a Revenue Code should include, at a minimum, the Fund,

the Department Code, Bud Ref and Class Code. PLEASE NOTE: Your Agency could
require additional fields.

An accounting string with a Balance Sheet Code should have, at a minimum, the
Fund. PLEASE NOTE: Your agency could require more fields, but you need to be
consistent on how they are established/entered. Balance sheet codes are meant to
be zero at the lowest level when all of the transactions have been posted. Make sure
you are relieving the balance sheet balance EXACTLY the same way it was established.




How to Work and Enter Transaction in the
AR Direct Journal Module through SHARE



There are two ways to work a deposit
through the AR Module.

1. Direct Journal - This is where you enter the accounting string directly into the deposit. All
agencies use this method.
2. Worksheet - This is where an invoice is created, and the deposit is applied against the invoice.
Only the agencies listed below use worksheets.
** If you are not one of the agencies listed below, always use the Direct Journal instruction.
 The DFA Cash Control Bureau does not have complete access to the worksheets, and we
don’t have instructions on how to work deposits using worksheets. Make sure your Agency
has desk manuals on how to work and problem solve your worksheets.
CYFD
DFA — Local Government
DolT
DPS
DWS
ECECD

VVVVYY



In SHARE, use the NavBar to find Menu and click on it:

gm._ AR Menu « Search in Menu @ H @
NaVBar@

My Homepage v

O,

Recently Visitec

Query Viewer Payment Create/Update Journal Entries

Approvals

—_— ;
ORACLE ORACLE' ORACLE'
PEOPLESOFT PEOPLESOFT PEOPLESOFT Q

Favorites

Journals Report Manager Ledger Query Manager Mea
ORACLE ORACLE ORACLE ORACLE :_®
PEOPLESOFT PEOPLESOFT
Approvals

PEOPLESOFT PEOPLESOFT

Escheat Payment Modify Accounting Entries Regular Deposit
{ A
javascript:submitAction_wind (document.wind,'PTNUI_NB_HDRWRK _PTNUI_NB_ACTIONY; | propLEsorT PEOPLESOFT




Click on
Reporting
Tools

Commitment Control

General Ledger

Allocations

=&t Up Financials/Supply Chain

Enterprize Components

Reporting Tools

PeopleTools

MMS Custom

Drder Sheet Processes

My Preferences
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Click on

Query
Viewer

NavBar: Menu

enu # Raporin

®

Recenty Visited

O

Fawonies

Menu

Query

E Ciuery Manager
E Query Viewer
= schedule Queries
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Search for query:

NMS_BANK_TRANS_W_RECON_STATU

S

If this is the first time accessing this
query, you will need to type it in the
Search By box and then click the
SEARCH button. Once the query
comes up, then you should click
“Favorite”. This will save the query
below under “My Favorite Queries”

This is an important query and should
be ran daily.

& My Homepage Query Viewer

Query Viewer

Entg any information you have and click Search. Leave fields blank for a list of all values

i Cluery Mame ~ i

*Search By hegins with
Search Results
*Folder View -- All Folders — s
Query
B
Query Name Description

NMS_BANK_TRANS_W_RECOM_STATUS Bank Trans with Recon Status

* My Favorite Queries

|NMS_BANK_TRANS_W_RECON_STATUS |

Onwner

Pubfic

Folder

Run to
HTML

HTML

Runto Runto

Excel

Excel

XML

XML

Schedule

Schedule

View Sl
ot Add T
Definiticnal References Favoriof
Lookup References Favorite
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Search for query:
NMS_ BANK TRANS W _RECON_STATU
S

If you are running this query daily and
you do not have a lot deposits, then
you can click on the Excel hyperlink.

If you are running this query for
multiple dates and/or your Agency has
a lot deposits, you should schedule the

query.

NMS_AR_DJ_ENTRIES_GASH_REMED

NMS_AR_DJ_ENTRIES_GL_STATUS

NMS_AR_ENTRIES

NMS_AR_EXPRESS_DEPOSITS

MMS_AR_TRANSACTIONS

HIMS_BAMK_TRANS_SEARCH_BY_AMT

NMS_BANK_TRANS_W_RECOMN_STATUS

NMS_BK_REF_FOR_DEPOQSIT_ID_MD

HNMS_CANCELLED_WARRANTS_ALL

NMS_CHART OF_ACCTS

NMS_CM_3RD_PARTY_WARRANTS

NMS_CR_PAYMEMNT_FILE

NIMS_DF&_CASH_REPORT_V3_PUB

DJ TRAMSACTIONS Dep BU Prompt

DJ TRANSACTIONS Dep BU Prompt

AR Customer Deposit Enfries

Express Deposits with Doc ID

AR DEFOSIT TRANSACTIONS

EBank Trans Search by Amount

Bank Trans with Recon Status

UnreconTxns by Bank ID, Date

List of Cancelled Warranis

Chart of Accounts

List of 3rd Party Warrants

Agency Payment File Query

Interest - State GF Investment

Public

Public

Public

Public

Public

Public

Public

Public

Public

Public

Public

Public

Public

FIMS - WCN

HTML

HTML

HTML

HTML

HTML

HTML

HTML

HTML

HTML

HTML

HTML

HTML

HTML

Excel

Excel

Excel

Excel

Exl

Excel

Excel

Excel

Excel

Excel

Excel

Excel

XML

XML

XML

XML

XML

1

XML

XML

XML

XML

XML

XML

XML

XML

Schedule
Schedule
Schedule
Schedule
Sched e
Schadle
ScheMe
Schedule
Schedule
Schedule
Schedule
Schedule

Schedule

Lockup References

Lookup References

Lockup References

Lookup References

Lookup References

Lookup References

Lookup References

Lockup References

Lockup References

Lockup References

Lookup References

Lockup References

Lockup References



In SHARE, use the NavBar to find Menu and click on it:

gm._ AR Menu « Search in Menu @ H @
NaVBar@

My Homepage v

O,

Recently Visitec

Query Viewer Payment Create/Update Journal Entries

Approvals

{

Ty
ORACLE

ORACLE ORACLE'
PEOPLESOFT PEOPLESOFT PEOPLESOFT Q

Favorites

Query Manager Mea

Report Manager Ledger

ORACLE ORACLE ORACLE ORACLE :‘_®
PEOPLESOFT PEOPLESOFT PEOPLESOFT PEOPLESOFT
Approvals

Escheat Payment Modify Accounting Entries Regular Deposit

javascript:submitAction_wind (document.wind,'PTNUI_NB_HDRWRK _PTNUI_NB_ACTIONY; | propLesorT PEOPLESOFT




Click on
Accounts
Receivable

NavBar: Menu

O

Recently Visited

Y%

Favorites

Approvals

Customers

Suppliers

Procurement Contracts

Purchasing

eProcurement

Project Costing

Accounts Receivable

Accounts Payable

Banking

Cash Management

Financial Gateway
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o

Favorites

E Customer Interactions

E Receivables Maintenance

E Receivables Analysis

E Receivables Update

= Collections Workbench

= Receivables WorkCenter




NavBar: Menu

Menu » Accounts Receivable

O

Recently Visited Payments

E Online Payments

o Fatiias E Apply Payments
Click on

. R E Direct Journal Payments
Online =

Payments =

— E Reports
~©

Approvals




NavBar: Menu {é}

Menu 2 Accounts Receivable ?» Payments

Online Payments

= Regular Deposit

Recently Visited

And finally...
Click on _
Regular

Deposit S

Approvals

Favorites




Your Deposit Unit will

be your Business Unit Regular Deposit

and should
automatically default. If | | " eemve
it doesn’t default, Tsenciena .
please enter our 5-digit oot v ] o al
Business Unit.

‘ Keyword Search || Add aflew Value |

g #

Deposit 1D | begins with || |

UserID | begins with || Q|

Assigned Opegator ID | begins with w | | Q |

Click the Search button | oo
for a list of your ﬁ| = T
outstanding deposits.

Search Resulis

Wiew All
If there IS Only One Deposit Unit Deposit ID User ID Assigned Operator ID  Bank Code Eiankﬁ.u:u:uunt Deposit Balance Entered Date Posted Date
d Q k Q 0 II 34100 9416505080599315  DOMINICL.CHAVEZ | DOMINICL.CHAVEZ | WFE1D 000z fes 11162022 (blank)
eposit to work, 1t wi
34100 941605030599311 | DOMINICL.CHAVEZ | DOMINICL.CHAVEZ | WFE1D 000z Yes 111082022 (blank)

a uto m at I Ca I Iy O pe n . If 34100 9416050380599319 | DOMINICL.CHAVELZ | DOMIMICL.CHAVEZ VWFB10 0052 fes 11172022 (blank)
t h e re iS m O re t h a n O n e 34100 941605080599320 HEATHER.KENT HEATHER.KENT WFE10 0052 Yes 11182022 (blank)
34100 941605030599315 | DOMINICL.CHAVEZ | DOMIMICL.CHAVEZ WFE10 0052 Yes 111472022 {blank)

OUtStanding depOSit to 34100 941608080599317 | DOMINICL.CHAVEZ | DOMINICL.CHAVEZ WFE10 0052
work, a list will appear.

Yeg MMe2022 (Blank)
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£ My Homepage R'Egl.l lar DEpﬂSIt

If your Agency has more reguiar peposit

than one bank account, o e s e e e
it is important to know
which bank account you
are working on and
what type of an account
itis. PLEASENOTE: A oo omun v 2

return on a depository = cocsemne

account is opposite e

than a return on a m B

warrant account. - | .

| Find an Existing Value ‘ ‘ Keyword Search | | Add a New Value |

= Search Criteria

*Deposit Unit | = W | |34IDO Q |

Deposit ID | begins with s || |

User D | begins with % || Q|

-
Deposit Unit Deposit ID User ID Assigned Operator ID Bank Code Bank Account Deposit Balance Entered Date Posted Date
YO u Ca n SO rt a n Of th e 34100 941602050599311  DOMIMICL.CHAVEZ  DOMIMICL.CHAVEZ | WFB10 0002 Yes 11082022 (blank)
. . . y 34100 941602050599315  DOMINICL.CHAVEZ | DOMIMICL.CHAVEZ | \WFB10 0052 Yes 111472022 (blank)
fl e I d S by Cl IC kl ng O n th e 34100 941603050599317 | DOMINICL.CHAVEZ | DOMIMICL.CHAVEZ | WFB10 0052 Yes 11162022 (blank)
h e a d e rs . 34100 941603050599315 DOMIMICL.CHAVEZ DOMIMICL.CHAVEZ | WFEBE10 0o0z Yes 11162022 (blank)
34100 941603050599319  HEATHER.KENWT HEATHER.KENT WFE10 0052 Yes 1ATR2022 (blank)

Find an Existing Value Keyword Search Add a New Value
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Click on the deposit
you would like to
work.

For the purpose of
this training, we will
be working on a
deposit for a

Regular Deposit

Enter any informaficn you have and click Search. Leave fields blank for a list of all values.

£ My Homepage REQUIHT Dep(}srt

| Find an Exizting Value | Keyword Search ‘ | Add a New Value |
* Search Criteria
*Deposit Unit | = v | 34100 Q|

Deposit ID | begins with s || |

UserID | beging with || CI,|

Aszsigned Operator 1D | begins with | | Q |

[l Case Sensitive

) ) .
m Clear Basic Search & Save Search Criteria

Search Results

. Visw All il
d e pos Ito ry b a n k Deposit Unit  Deposit 1D Uzer D Aszszigned Operator I Bank Code l: Deposit Balance Entered Date Posted Date
a CCO u nt . 34100 941 EDSDEGSEEM; DOMIMICL.CHAVEZ | DOMINICL.CHAVEZ | WFE10 oooz Yes 11162022 (tank)
7
34100 9416080505 “/“11 DOMINICL.CHAVEZ | DOMIMICL.CHAVEZ WFE10 000z Yes T10ER2022 (bank)
34100 94160 SD"_,:H 319 | DOMINICL.CHAVEZ | DOMINICL.CHAVEZ WFE10 0052 fes 1M72022 (blank)
34100 941608080599320 HEATHER.KENT HEATHER.KENT WFE10 0052 Yes 111872022 (ank)
34100 941608080599315 | DOMINICL.CHAVEZ | DOMIMNICL.CHAVEZ | WFE1D 0052 Yes 111472022 (ank)
34100 941608050599317  DOMINICL.CHAVEZ | DOMINICL.CHAVEZ WFE10 0052 Yes 11162022 (blank)
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This is the REGULAR

i | New Window
DEPOSIT SCREEN: - EEED
Tota IS Ta b' i Unit 34100 DepositiD  941608080599356 ‘ _____Delete Deposit
_ View Audit Logs
Th e O n Iy th i ng yO U *Accounting Date | /1672022 D‘ Control Currency USD
Shou Id Change On this "Bk Code M‘ WFB_2010 Format Currency USD
screen iS t h e nName | N "EANKACTE [0 a ‘ 00X XXXXXXXXX0046 Rate Type CRRNT
the Assi gne d Box. g e 2 s Exchange Rate 1.00000000 F
Control Totals Control Data
YO u S h O u Id e nte r yo u r Control Total Amount . 282,904.12! *Count | 8! *Received ‘ 11/16/2022 ‘
SHARE User Id. The ERRERG T S Count 8 “Entered | 01/04/2023
f. I d . .. . Difference Amount 0.00 Count 0 —
e IS CaSe Sens It |Ve, SO Posted Total Amount 0.00 Count 0 Assigned ‘ HEATHER.KENT Q
you have to enter your Jeumdliod TowliAmount e Count ¢ User HEATHERKENT
SHARE User ID using all
CA PS . l Notify ‘ Refresh ‘ Add Update/Display
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REGULAR DEPOSIT
SCREEN: Totals Tab

PLEASE NOTE:
The Control Total

Amount and the Count.

You'll need to work
each piece of the
deposit.

(In this example, there
are 8 pieces to this
deposit that total
$282,904.12)

£ My Homepage Regular Deposit

| New Window
‘ Totals H Payments ‘
Unit 34100 DepositID  941608080599356 ‘ Delete Deposit | ‘
View Audit Logs
" - / Trae]
Accounting Date | 11/16/2022 [fi]| Control Currency |USD
%
EEERCHEs ‘WFB10 0“ WFB_2010 Format Currency USD
*Bank Account |0052 Q
‘—‘ 00X XXXXXXXXX0046 Rate Type CRRNT
*Deposit Type ‘C Qi R
Check Exchange Rate 1.00000000 [
Control Totals Control Data
Control Total Amount 282,904 12 “Count | 8| *Received | 11/16/2022
Entered Total Amount 262,904.12 Count 8 *Entered  01/04/2023
Difference Amount 0.00 Count 0
Posted _
Posted Total Amount 0.00 Count 0 Assigned | HEATHER.KENT Q
J lled Total A t D.00 Count 0
sl User HEATHERKENT
Notity || Refresh | | Add || Undate/Display
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{ My Homepage Regular Deposit

REGULAR DEPOSIT New Window

‘ Totals ‘ ‘ Payments ‘
SCREEN: Totals Tab
Unit 34100 DepositID  941608080599356 e [ ’ Delete Deposit | J
IM PO RTANT: View Audit Logs
Never CIiCk the dElEte “Accounting Date ‘11”6!2022 M‘ Control Currency USD
dePOSit bUttOn "Rk e ‘WFB1O 0'_‘ WFB_2010 Format Currency USD
"EhKhnios [0 2 | G0X3X0XHXXK0046 Rate Type CRRNT
If you do; you will have to eposklee & Check Exchange Rate 1.00000000 [
enter each transaction
. Control Totals Control Data

manually. There is no i I

. . Control Total Amount 282,904.12 | *Count 8 *Received ‘_11!16,‘2022 L‘j
reload function. In this e Total Amount oy p R .
example, that means 8 Difference Amount 0.00 Count 0 Besis
deposits Wi" need to be Posted Total Amount 0.00 Count 0 Resigneli ‘HEATHER.KENT Q

Journalled Total Amount 0.00 Count 0

manua"y entered User HEATHER.KENT

‘. Notify H Refresh ‘ Add H Update/Display
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REGULAR DEPOSIT | Totals H Payments |
SCREEN: Payments Tab Unit 34100 Deposit!D  941608080599356 Date  01/04/2023 Balance  Balanced

By clicking the Journal PRSh ok Mo [a] ars v [7 ][] vewa
DlreCt|y bOX, yOU are Payment Seq 1 *Payment ID m'g *Accounting Date |W E‘] !:_]
te”ing the SHARE Amount (42 500.00 Currency USD

Accounts Receivable ek T [ Exchange Rate | 100000000

! Payment Predictor — £ Joumnal Directly _| Range of References

M Od u | e t h at yo u Wi I I be Pyt RGNz ﬁ Alachmentsz (D) Apply Payment
. . = View Audit Logs
entering the accou nting

. . Customer Information ‘E!
string manually for this - o
o o Customer ID Q, Business Unit . Q ‘ e H — ‘
depOSIt. You WIII need to Remit From Remit SetD -
do this for each Payment
. Corporate Corporate SetiD
ID. In this example there SubCust SubCust2
are 8 items/deposits. mer 1o a
Detail References
Rﬁr.erﬁ_!nformatiou
|E ‘i‘ -1ofl W View All

Click the Save Button

Qual Code Reference To Reference

1)1

m| Return to Search H Previous in Lisi Mext in List ‘ Mofify || Refresh | ‘ Add | Updafe/Tisplay

40

otals Paymenis



£ My Homepage Regular Depr.}sﬂ:

| TJotals || Payments |

REGULAR DEPOSIT
SCREEN: Payments Tab

Unit 34100 Deposit ID 941605080599356 Date  01/04/2023 Balance Balanced

rate v |7 ][] 1 vewss

*Accounting Date |11r1s.f2n22 e | + | | - |

Payment Information ‘ Q | |

*Payment ID | 01A03615047266E

Currency USD

Payment Seq |1

If you are NOT one of the Amount [42,500.00
Agencies listed below, then Rate Type | CRRNT
you will always click the

Exchange Rate 1.00000000

O Payment Predictor #4 Journal Directly ] Range of References

Atlachmends (0] Apply Payment

. Payment Method | Check L o

Journal Directly box. B View Audit Logs

Customer Information ‘E| 1of1
These agenCieS Use a Customer ID Business Unit Q |T|| - |
combination of Worksheets Remit From Remit SetiD

. MName

and Direct Journals (DJs): S oo et
34100 36100 61100 SubCustt SubCust2
63100 69000 79000 wcs 0 ok
80500 Detail References

Rﬁe@nformation

|E‘ |i‘ T % View All

Qual Code Reference To Reference
1/1
m | Return to Search | | Previous in List Mext in List ‘ Motify | | Refresh | Add Update/Display

Totals Paymenis
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REGULAR DEPOSIT

| Totals

‘ Payments |

£ My Homepage R’Egular DEpGSIt

Unit 34100 DepositiD  941608080529356 Date  01/04/2023

-

SCREEN: Payments Tab r.menimomaion

On the Totals tab, there was
a count of 8 items for this
deposit. You will need to
work each sequence, called
a Payment ID, on the
Payments Tab. Again, in this
example, there are 8).

Use the View All option,
which will list all of the
Payment IDs on the screen
or use the Next feature to
move thru each Payment ID
individually.

Payment Seq 1

*Payment 1D DIA03815!]4?256E|

Currency USD

Amount |42 500.00

Rate Type CRRNT Exchange Rate 1.00000000

#% Joumnal Directly
Attachments (D)

[ Payment Predictor

Payment Method | Check b :
— View Audit Logs

Customer Information

Customer 1D Q Business Unit Q
Remit From Remit SetiD
Name
Corporate Corporate SetlD
SubCust1 SubCust2
MICR ID Q Link MICR

Detail Relerences
Reference Information
Ql

]

Qual Code Reference To Reference

11

m | Return to Search ‘ | Previous in List

Mextin List ‘ Notify || Refresh |

Totalz Paymenis

Balance Balanced

|§| | 108 W ||I‘ |I| View Al

*Accounting Date |11/16/2022  [£2] |'_+_| |__‘

_| Range of References
Apply Payment

2]

[+][=]

L | View All

‘ Add | Update/Display
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Regular Deposit

REGULAR DEPOSIT =
SCREEN: Payments Tab "~ ==

Customer information Q|

After you have clicked the — . —— I
Save button for the final o

time, you will need to o S

click on the Navigator Icon

a ga i n ° Qual Cods Reference To Reference
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Click on
the Payments
hyperlink

ppppppp
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w O

NavBar: Menu el

@

Menu » Accounts Receivable

O

Recently Visited Pﬂj"l’l’lEl‘IlS

‘ I ic k O n E Cnline Payments »
Faworiles E Apply Payments »

[
D I re Ct _ E Direct Journal Payments b
Journal N - [T
— E Reports 5

Payments =



Click on
Direct
Journal
Acctg Entries

@ A

MavBar: Menu

@
{z

®

Recently Visited

V%

Fawaorises

Menu # Accounts Receivable * FPayments

Menu

-@

Approvals

Direct Journal Payments

E Journal Enfry Drill Down

E Direct Journal Acclg Entries

E Modify Accounting Enfries
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The search screen will
open and your
Business Unit should
default.

You can click the
Search button to get a
list of all the Payment
IDs you need to work,
or you can enter the
Deposit ID or Payment
ID to search for a

¢ My Homepage Create Accounting Entries

Create Accounting Entries

Enter any information you have and click Search. Leave fields blank for a list of all values.

| Find an Existing Value

w Search Criteria

*Deposit Unit | = |34mu 0.|
Deposit 1D | begins with || |:|.|
Payment Sequence | = ~ ‘ |

Payment ID | begins with s ||

User ID | begins with s ||

Assigned Operator 1D | begins with s | |

[l Case Sensitive

m Easic Search & Save Search Criteria

Search Resulis

specific one. o v

Deposit Unit Deposit ID Payment Sequence PaymentID Uszer ID Asszigned Operator ID Mon Customer Dist Balanced Entered Date
34100 941608080599356 | 1 014036150472668 | HEATHER KENT | HEATHER KENT No Dist 01/04/2023
CI | C k ont h e Pay ment 34100 941608030599356 | 2 01A202120526334  HEATHER KENT | HEATHER KENT No Dist 01/04/2023
ID k 34100 941608080599356 | 3 01A009959975719 | HEATHER KENT | HEATHER.KENT No Dist 01/04/2023
yo u want to work on 34100 941603080599356 | 4 3410003143 HEATHER KENT | HEATHER KENT No Dist 01/04/2023
to enter t h e 34100 941608080599356 | 5 3410008608 HEATHER KENT | HEATHER.KENT No Dist 01/04/2023
accou nt| ng Str.l ng fo r 34100 941608050599356 | 6 014009941831846  HEATHER KENT | HEATHER KENT No Dist 01/04/2023
34100 941608080599356 7 3410046185 HEATHER KENT | HEATHER KENT No Dist 01/04/2023
34100 941608080599356 | 8 3410046185 HEATHER KENT | HEATHER KENT No Dist 01/04/2023 47



DIRECT JOURNAL
ACCTG ENTRIES [ Accounting Entries H Deposit Gontrol ‘

SCREEN: Accounting Unit 34100 Deposit|D  941608080599356 Payment  QIA036150472663 seq 1
Entries Tab Currency Details

Amount 42 500.00 USD

This is where you’ll need to
enter the accounting string e Eniry Even a
udget Status

When this screen first opens, ...
the GL Unit box is the only IR View

box that Wi” be populated | ChartFields H Currency Details || Budget H Journal Reference Information H Distribution Creation / Update Details | l»
g‘i}sqtzieb#:ieon *GL Unit Speed Type Line Amount Currency Fund Dept *Account Sub Acct Rpt Cat PC Bus Un
You'll need to key the —

: ) 1 e a] [ seestwe || | s a | al | al [ al| al |
appropriate accounting b
string for your Agency -

Lines 0 Total Debits 0.000 Currency Total Credits 0.000 Currency Net 0.000

IMPORTANT!! YOU SHOULD
NEVER USE ACCOUNT CODE m |m Previous in List Next in List H Notify H Refresh |
101800 NOR YOUR TRUE Accounting Eniries | Deposit Contol

CASH ACCOUNT IN AN

ACCOUNTING STRING THEY

WILL BE INFERRED LATER
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DIRECT JOURNAL ACCTG
ENTRIES SCREEN: Accounting
Entries Tab

Remember that all revenue and
expense codes need to have a

Fund, Department, Bud Ref and
Class code, at a minimum. Your
Agency my require more fields.

Balance Sheet accounts need a
Fund, at the minimum. Your

Agency may require more fields.

Please be careful when you are
crossing fiscal years. Make sure
you have the correct Bud Ref
and Class code and that a
receivable was not set up in the
previous year.

Some account codes (Revenue,
Expense and Balance Sheet
accounts) require Affiliates and
Fund Affiliates. See the next
two pages for list.

¢ My Homepage Direct Journal Acctg Entries

I Accounting Entries H Deposit Confrol |
Unit 34100 Deposit I 941608080599356 Payment 0lA0361504726638 Seq 1
Currency Details
=
Amount 42 500,00 USD
Complete Entry Event Q
Budget Status
Distribution Lines
‘ 5 | ‘ Q | View Al
‘ ChartFields ‘ Currency Details ‘ Eudget ‘ Joumal Reference Information ‘ Distribufion Creation / Update Details 1
gg:fzieb#g;" *GL Unit Speed Type Line Amount Currency Fund Dept *Account Sub Acct Rpt Cat PC Bus Un
1 1 |34100 0.| ‘ Speed Type | | | usD a | a | Q| | a| | a| |
[ 4
Total
Lines 1] Total Debits 0.000 Currency Total Credits 0.000 Currency Net 0.000
m‘ Return to Search Mext in List H Mofify H Refresh ‘

Accounting Entries Deposit Control
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DIRECT JOURNAL ACCTG ENTRIES SCREEN: Accounting Entries Tab
You can enter the account information as the screen shows or you can click the expand
button and see most of the fields.

£ My Homepag=

Accounting Entrics || Deposit Gonkro
Unit 34100 Deposit D 94160B0E0535355 Haymant  0lAD36150£72660 Seg 1
Cumrency Details
Amuount 4250000 UED
| Complete Entry Event o
Butlgel Sratus
Distribution Lines
=|[a]
1
| ChartFieide | Currency Detaliz | Buogst || Joumzl Retsrencs informaton Distribution Creation f Update Detailz |1I-
g‘em:::" GL Unit Spesd Type Line Amount  Currancy Fund Dept *Aceount Rpt Cat PC Bus Un
1 1 [34100 a Speed Trpe | || usp [ a | al | al ||
{ b
Total
a Total Debits 0003 Carmrency Total Credits 0000  Carrency Het o000
< My Homepage Direct Journal Acctg Entrie fal
Help Personalize Page
[ Accounting Entries H Deposit Condrol |
Unit 34100 Deposit D 941608080599356 Payment 0IA036150472663 Seq 1
Currency Details
# H
Amount 42,500.00 USD
[J Complete Enfry Event Q,
Budget Status
Distribution Lines
13/}
Distribution Sequence *GL Unit Speed Type Line Amount Currency Fund Dept *Account Sub Acct Rpt Cat PC Bus Unit Project Activity Analysis Type Source Type Category Subcateg]
: oo @ [Cseerae | | a] | al | al] [ a] [__a]| al | al | a] [_a] | a

Total
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DIRECT JOURNAL ACCTG ENTRIES SCREEN: Accounting Entries Tab

The amount in the Line amount column is generally going to be the opposite of the

Amount in the upper left part of the screen. Since most transactions are deposits
money coming into the account) the amount is usually a Credit (Negative).

Direct Jounal Acctg Enfries

| Accounting Entries || Deposit Control

Unit PG 52 320 Payment [A0361504T2663 Seq 1

Th|s amount will be the amcunt r:m the

Currency Details 101500 Line when |1: is mferred

&
Amount 42 500.00° USD
LI Complete Entry Event Q
Budget Status
Distribution Lines
| E ! ! Q | -1 af 1 Wiew Al
| ChartFields | Currency Details | | Budget | | Joumnal Reference Information | | Distribution Creation / Update Detlails I
| 1 11 1
Digtribution *GL Unit 5 a4 T L -
Sequence ni peed Type ine Amount Currency Fund Dept Account Sub Acct Rpt Cat PC Bus Un
1 1| 34100 Q| | Speed Type | -4200000| wsD 72400 Q@ | Q| |142e00 Q| Q| Q| |
| b
Total
Lines i] Total Debits o.00 Currency USD Total Credits 42 000.00 Cumrency USD Net -42 00000
m | Retum to Search Previous in List Mext in List | | MNotify | | Refresh
51
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DIRECT JOURNAL ACCTG ENTRIES SCREEN: Accounting Entries Tab
To Add or Delete a line to enter another accounting string, use the scroll bar or arrows

to scroll all the way to the right. You will find the plus and minus buttons which will add
(+) a row or subtract (-) a row.

< My Homepage

€ My Harmepage Direct Joumal Acctg Entrie
[ Accounting Entries l ‘ Deposit Confrol | Accounfing Entries | | [Depost Control
Unit 34100 DepositID  941608080599356 Payment  0IA036150472668 Seq 1 Unit 34100 041602080500355 Payment  QIA035150472663 Seq 1
Currency Details Currency Detaiis
F = F oA
Amount 42.500.00 USD Amount 42 50000 USD
Complete Entry Event Q LI Complete Entry Event Q
Budget Status
Distribution Lines DIsiribution Lines
®[a] al T
| ChartFields l | Currency Details | | Budget ‘ | Jourmnal Reference Information | ‘ Distribution Creation / Update Details (113 | ChartFicids | Cumency Detalls | Buogst i i Joumal Retsence Intormation i | Districution Creztion | Update Detalls 103
g?;;':‘:::" *GL Unit Speed Type Line Amount Currency Fund Dept *Account Sub Acct Rpt Cat PC Bus U ?L“;Li::]"éi:“ *GL Unit Speed Type Line Amount Currency Fund Affil Oper Unit Affil Status Type
34100 Speed Type 42 oou.uu| usp 72400 Q Q| ;142900 Q Q so ALl Qi Q | iMot Edited
» 1 »
Total Total
Lines ] Total Debits 0.00 Currency USD Total Credits 42,000.00 Currency USD Net -42,000.00 Lines (1] Total Debits 0.00 Cumrency USD Totai Credits 42.000.00 Cwrency USD Net -42.000.00
m | Retum to Search n List Next in List ‘ ‘ Ni | | Refresh | m | Retum 1o S sm |t Mextin List | | MNosfy Retresh
Accounting Enfries Deposit Control Arcountng Enfies | Deposit Gondrol
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DIRECT JOURNAL ACCTG ENTRIES SCREEN: Accounting Entries Tab
Once you have entered the appropriate accounting string, you will want to click on the
lightening bolt. This will add the cash lines.

¢ My Homepage Direct Journal Acctg Entries

| Accounting Entries

| Deposit Control |

Unit 34100 Deposit D 941605080599356 Payment (0lA036150472668 S5eq 1
Currency Details

Amount 4250000 UsSD

[l Complete Entry Event Q

Budget Status

Distribution Lines

‘E\ E\ T-10f1 » Wiew All

| ChartFields | Currency Details | EBudget | | Journal Reference Information Distributicn Creation / Update Delails 113
g::qz'é’#:::" *GL Unit Speed Type Line Amount Currency Fund Dept *Account Sub Acct Rpt Cat PC Bus Un

1 1§|341au Q| Speed Type -42.00000| iusD 72400 Q | a| §|1429[m a | a | a |

Total

Lines 0 Total Debits 0.00 Currency USD Total Credits 42 000.00 Currency USD Net -42 00000

E | Retumn to Search Previous in List Mext in List | | Motify | | Refresh |

Accounting Enfries Deposit Control 53




DIRECT JOURNAL ACCTG ENTRIES SCREEN: Accounting Entries Tab
If the total amount of all of your accounting lines do not add up to the amount of the

Amount of the Payment ID, you will get the error below. If you get this error message, you
can click OK and fix the amount.

£ My Homapage Direct Journal Acclg Enfnes

| Accounfing Entries | | Deposit Control |
Unit 34100 Deposit 1D 941608050599356 Paymenl QIAO36150472668 S5eq 1
Currency Details
=
Amount 42 500.00 UsD
| Complete Entry Event Q
Budget Status
Distribution Lines
I E || Q | v View Al
| ChartFields | Cumency Details | | Budget | | Joumal Reference information ‘ | Distribufion Creation / Update Details 113
ggt{ii:#;f“ *GL Unit Speed Type Line Amount Currency Fund Dept *Account Sub Acct Rpt Cat PC Bus Un
1 1 |34100 q_i | Speed Type | | -42,00000| USD 7200 Q| - al luwasa ol | a | all
Credits do not equal the paymeni amount. (5040 712)
The revenue lines must offset the payment amount before you can create the cash line
Total
: - = Ok
Lines Lt} Total Debits 000 Cumrency USD Total Credits 42 000.00 EumsDey e $Z0909°090°''° 000000 | heeeeemeed
E | Retum o Search Presnogs in L5t Neid m List | | Molify | | Refrezh
Accounfing Enines Ceposit Conlrol 54




DIRECT JOURNAL ACCTG ENTRIES SCREEN: Accounting Entries Tab

As you can see, the accounting line to book the “True” cash line on BU 39401 is generated to
offset the revenue that was booked on the Agency’s General Ledger. Since the transaction
crosses Business Units, the 101800 “Claims of Cash” lines are inferred using the Fund from the
Revenue line. A minimum of three lines will be created in addition to the accounting entry the
User entered, but there could be more lines depending on how many funds are used.

& My Homepage Direct Joumnal Acctg Entries
Accounting Entries Deposit Confrol
Unit 34100 DepositID  941608080599356 Payment 0lA036150472668 Seq 1

Currency Details

=
Amount 42 500.00 USD
Complete Entry Event Q
Budget Status
Distribution Sequence GL Unit Speed Type Line Amount Currency Fund Dept Account Sub Acct  Rpt Cat EgitBus Project Activity Analysis Type Source Type  Category Subcategory Sgit ngd Class Program
1 34100 -42 50000 USD T2400 142800
2 39401 Speed Type 4250000 USD 120053
3 34100 Speed Type 4250000 USD 72400 101800
4 3940 Speed Type -42,500.00 USD 101800
2 4 Total Debits 85.000.00 Currency USD Total Credits 85.000.00 Currency USD Net 0.00

E | Return to Search Mext in List | | Motify | | Refresh | 55
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DIRECT JOURNAL ACCTG ENTRIES SCREEN: Accounting Entries Tab
At this point the deposit should be reviewed by another person for accuracy. After the second

person has completed their review, they should click the Complete box and click Save.

[ Accounting Entries

‘ Deposit Control |

Unit 34100
Currency Details

Amount

[J Complete

Budget Status

Distribution Lines

42,500.00 USD

Entry Event

DepositID  941605080599356

5]a)

‘ ChartFields | Currency Details ‘ | Budget | Journal Reference Information ‘ Distribution Creation / Update Details 10
LE I EHETT GL Unit Speed Type Line Amount Currency Fund Dept
Sequence

1 1 34100 Speed Type -42 500,00 USD 72400
2 2 39401 Speed Type 42 50000 USD
3 3 34100 Speed Type 42 500.00 USD 72400
4 4 39401 Speed Type -42 50000 USD
Total
Lines 4 Total Debits 85.000.00 Currency USD Total Credits 85.000.00
m | Retum to Search Previous in List Mext in List ‘ ‘ Motify ‘ ‘ Refresh |

Accounting Enfries Deposit Control

Currency USD

Payment  0IA036150472668

Account

142300

120053

101500

101500

Net

Sub Acct

Seq 1

PC Bus Unit

Project
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DIRECT JOURNAL ACCTG ENTRIES SCREEN: Accounting Entries Tab
If this message below pops up, then there is something wrong with your accounting string. You

cannot move forward until it is fixed.

Direct Journal Acctg Eniries

< My Homepage

| Accounting Entries || Deposit Confrol |

Unit 34100 Deposit 1D §41608080599356 Payment  0lAO36150472668

Currency Details

=
Amount 42 50000 USD
Complete Entry Event Q
Budget Ststus
Distribution Lines
| Charifields | Cuarrency Details | | Budget | | Joumnal Reference Informalion | | Distriibufion Creation / Update Details l»
DU GL Unit Speed T, Lirie A G Fund D Account SubA RptC PC Bus Unit | Project
S i peed Type ine Amount WITENCY un ept CCOUN ub Acct pt Cat us Unit rojer
1 134100 Spead Type -42,500.00: USD
\Warning -- The accounting lines contain an invalid ChartField combination. Cannot mark complete. (6040.801)
2 2 384m e 4250000 USD
For mere defail golo the ChartField Comb Error tab in the Distribution Lines grid. Modify the Chartfield values or modify the Combination Editing rules and save the page
3 3 34100 peed Type 4250000 USD
| | Cancel |
! 4 39401 Type ~42,500.00 | USD - - - l - - )
{ b
Total
Lines 4 Total Debits 8500000 Currency USD Total Credits 85,000.00 Currency  USD Net 0.00

E | Retum to Search Prawioos m List Mext ' List | | Nofiy | | Refresh

Accounfing Enfries
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DIRECT JOURNAL ACCTG ENTRIES SCREEN: Accounting Entries Tab
If you click on the ChartField Combo Error tab immediately after this error message pops up, you
can view under Message Text an explanation of which line is in error and what the error is.

£ Accounting Entries Direct Journal Acctg Enines

[ Accounting Entries

| Deposit Control

Unit 34100 DepositID  941603050599356 Payment 0lA036150472663 Seq 1

Currency Details

=
Amount 42.500.00 USD
Complete Entry Event Q
Budget Status
Distribution Lines
‘ D} || O\ ‘ View 2
‘ ChartFields ‘ | Currency Details ‘ ‘ Budget | ‘ Journal Reference Information ‘ I ChartField Comb Error || Distribution Creation / Update Details 113
gi}stribution GL Unit Speed Type Line Amount Currency Message et Message Nbr Messzage Text
quence
o Combo emor for fields ACCOUNT/ AFFILIATES
1 1 34100 Speed Type -42,500.00 USD 9600 3 AFFILIATE_INTRA1 in group AFFILIATE.
2 2| 39401 Speed Type 42 500.00 | USD
3 3| 34100 Speed Type 42 500.00 | USD
4 4 39401 Speed Type -42,500.00  USD
»
Total
Lines 4 Total Debits 85.000.00 Currency USD Total Credits 85,000.00 Currency USD Net 0.00

m | Retum to Search Previous in List Mext in List ‘ ‘ MNodify | | Refresh ‘ 58
Amnmemnmtinm Enfrice

mnEr MNManncsit Canfrind



DIRECT JOURNAL ACCTG ENTRIES SCREEN: Accounting Entries Tab
This error message in the Message Text box indicates that | need to add an Affiliate and/or Fund

Affiliate Code.

[ Accounting Entries

| Deposit Contrel |

Unit 34100 DepositID  941608080599356 Payment 0lAD36150472663 seq 1

Currency Details

S |
Amount 42500.00 USD
Ll Complete Entry Event Q
Budget Status
Distribution Lines
|QHQ| 1-4o0f 4w View 2
‘ ChartFields | | Currency Details | | Budget ‘ | Journal Reference Information | [ ChartField Comb Error ‘ ‘ Disfribution Creation / Update Details 113
E‘Lsu'ibuticn GL Unit Speed Type Line Amount Currency Message Set Message Nbr Message Text
quence
o Combo emor for fields ACCOUNT/ AFFILIATE/S
1 1 34100 Speed Type -42,500.00 USD 5600 31 AFFILIATE_INTRA1 in group AFFILIATE.
2 2 39401 Speed Type 42 500.00 | USD
3 3 34100 Speed Type 42 500.00 | USD
4 4 38401 Speed Type -42 50000 USD
»
Total
Lines 4 Total Debits 853.000.00 Currency USD Total Credits 85.000.00 Currency USD Net 0.00

m Retum to Search Previous in List Mext in List | | Motify | | Refresh | 59

B mmmnmtinm Ernfrice MNanncit Cantrnl




DIRECT JOURNAL ACCTG ENTRIES SCREEN: Accounting Entries Tab
In order to make the corrections, you must remove the cash lines by clicking on the icon that

looks like a ledger with a little red x in the middle.

I Accounting Entries

‘ Deposit Control ‘

Unit 34100 Deposit D 941608080599356 Payment 0lAD36150472668 Seq 1
Currency Details
=
Amount 42 500.00 USD
L Complete Entry Event Q
Budget Status
Distribution Lines
|D'Hq‘ 1-4 of 4 View 2
| ChartFields ‘ ‘ Currency Details || Budget ‘ | Joumnal Reference Information | [ ChartField Comb Error ‘ Distribution Creation / Update Details 113
g{'::ﬂg::;n GL Unit Speed Type Line Amount Currency Message Set Message Nbr Message Text
o Combo error for fields ACCOUNT/ AFFILIATE/
1 1 34100 Speed Type -42,500.00 USD 9600 3 AFFILIATE_INTRA in group AFFILIATE.
2 2 39401 Speed Type 42 50000 USD
3 3 34100 Speed Type 42 50000 USD
4 4 39401 Speed Type -42 500.00 | USD
>
Total
Lines 4 Total Debits 85.000.00 Currency USD Total Credits 85.000.00 Currency USD Net 0.00
m | Retumn to Search Previous in List Mext in List | ‘ Mofify | ‘ Refresh | 60

Arrnuntinn Fnfriez

Nennsit Coandrnd



DIRECT JOURNAL ACCTG ENTRIES SCREEN: Accounting Entries Tab
You'll need to go back to the Chartfields fields and then scroll to the fields that needs to be entered. In

this example, Account Code 142900 always requires an Affiliate and Fund Affiliate. The Affiliate is the
Business Unit that you will be transferring the fund to you and the Fund Affiliate is the fund of the
Agency you are transferring it to. You will need to contact that Agency to ensure you have their
information correct and that they have your correct BU and Fund. Click Save.

Direct Journal Acctg Eniries

< Payment Mass Maintenance

I Accounting Entries H Deposit Control ‘
Unit 34100 DepositID 941608080599356 Payment 0lA036150472668 Seq 1
Currency Details
F H
Amount 42 500.00 USD
Complete Entry Event Q
Budget Status
Distribution Lines
EIEY
‘ ChartFields H Currency Details H Budget || Journal Reference Information H Distribufion Creation / Update Details ‘IIP
DRI *GL Unit Speed T Line Amount € Affil Fund Affil Oper Unit Affil Sta T
Sequence mi peed Type ine Amoun urrency rogram iliate un i per Unit Affi tus ype
1 134100 Q| | speedTyoe | [ -4250000 usD Q |34101 Q| |ss30 af | Q| Emors User
4 >
Total
Lines 1 Total Debits 0.00 Currency USD Total Credits 42 500.00 Currency USD MNet -42 500.00
Retumn to Search Previous in List Mext in List H Modify H Refresh ‘
B [ oo 61
Accounting Entries Deposit Control



DIRECT JOURNAL ACCTG ENTRIES SCREEN: Accounting Entries Tab

Click the lightning bolt to reapply the cash lines. You might see that the Status still says Errors.

This will remain there until you click the Complete box and click Save.

I Accounting Entries | Deposit Contrel |
Unit 34100 Deposit ID 941608080599356 Payment 0IAQ36150472665 Seq 1
Currency Details
# =
Amount 42 50000 USD
L Complete Entry Event Q
Budget Status
Distribution Lines
|:‘;||Q| 1-4o0fd4 View 2
| ChartFields ‘ Currency Details | | Budget | | Journal Reference Informafion | ‘ Distribution Creation / Update Details 113
Distribution - ; - Oper Unit
Sequence GL Unit Speed Type Line Amount Currency rogram Affiliate Fund Affil Affil Status Type
1 1 34100 Speed Type -42 500.00 USD M1 35300 Errors User
2 2| 39401 Speed Type 42 50000 USD 39401 Mot Edited Cash
3 3 34100 Speed Type 42 500.00 USD 38401 Errors InterUnit
4 4 39401 Speed Type -42 500.00 USD 34100 72400 Mot Edited InterUnit
4 >
Total
Lines 4 Total Debits 85,000.00 Currency USD Total Credits 85,000.00 Currency USD Net 0.00
m ‘ Return to Search Previous in List Mext in List | | Motify | ‘ Refresh | 62
Accounting Entries Deposit Control



DIRECT JOURNAL ACCTG ENTRIES SCREEN: Accounting Entries Tab
The Status is now blank and an icon that looks like a ledger with a magnifying glass appears.

This is called the Budget Check Icon.

[ Accounting Entries ‘ Deposit Contrel ‘
Unit 34100 DepositID  941608080599356 Payment QIA036150472665 1
Currency Details
g L=
Amount 42 50000 USD
& Complete Entry Event Q
Budget Status
Distribution Lines
|E|}HQ| - View 2
| ChartFields | Currency Details ‘ | Budget ‘ | Journal Reference Information | | Distribution Creation / Update Details 103
Distribution GL Unit Speed Type Line Amount Currency rogram Affiliate Fund Affil Oper Unit Status Type
Sequence AfFil
1 1 34100 Speed Type -42.500.00 USD 34101 35300 User
2 2 39401 Speed Type 42 50000 USD 39401 Mot Edited Cash
3 3 34100 Speed Type 4250000 USD 39401 InterUnit
4 4 39401 Speed Type -42 500.00 USD 34100 72400 Mot Edited InterUinit
4 4
Total
Lines 4 Total Debits 85.000.00 Currency USD Total Credits 85.000.00 Currency USD MNet 0.00
m Retumn to Search Previous in List Mext in List | | MNotify ‘ ‘ Refresh ‘ 63
Accounting Entries Depaosit Control



DIRECT JOURNAL ACCTG ENTRIES SCREEN: Accounting Entries Tab
Give the deposit one final look. Once you have clicked the Budget Check icon, the Budget Status

changes from blank to “Valid”. IMPORTANT: There is no way to go back once this is clicked.

[ Accounting Entries | Deposit Conirol |
Unit 34100 DepositID  941608080599356 Payment 0IA036150472665 Seq 1
Currency Details
=
Amount 42 50000 USD
8 Complete Entry Event Q
Budget Status
Distribution Lines
|I=_|'HQ| 1-4of 4 w View 2
| ChartFields | Currency Details ‘ | Budget | ‘ Journal Reference Information | | Distribution Creation / Update Details I
Distribution GL Unit Speed Type Line Amount Currency rogram Affiliate Fund Affil Oper Unit Status Type
Sequence Affil
1 1 34100 Speed Type -42 500.00 USD 34101 83300 User
2 2| 39401 Speed Type 42 500.00 USD 39401 Mot Edited Cash
3 3 34100 Speed Type 42 500.00 USD 39401 InterUnit
4 4 | 39401 Speed Type -42 500.00 | USD 34100 72400 Mot Edited InterUnit
4 4
Total
Lines 4 Total Debits 85.000.00 Currency USD Total Credits 85.000.00 Currency USD Net 0.00
m | Returmn to Search Previous in List MNext in List | ‘ Maodify | | Refresh | 64
Accounting Entries Depasit Control



DIRECT JOURNAL ACCTG ENTRIES SCREEN: Accounting Entries Tab

When the Budget Status shows Valid, you cannot make any changes to this Deposit. Once
Journal Generator runs, which typically takes a day to post, you will see this posted to your GL
and the JE number will start with a DJ.

£ Payment Mass Maintenance

Direct Journal Acctg Entries

I Accounting Entries H Deposit Control |

Unit 34100 Deposit ID  941608080599356 Payment 0QlA036150472663 seq 1
Currency Details

Amount 42 500.00 USD

Complete Entry Event Q

Budget Status Valid

Distribution Lines

[5](a]
‘ ChartFields ‘ Currency Details | | Budget | ‘ Journal Reference Information | | Distribution Creation / Update Details 113
Distribution = = - Oper Unit
Sequence GL Unit Line Amount Currency lass Program Affiliate Fund Affil AFFil Status Type
1 1 34100 -42 500.00 USD 34101 85300 Complete User
2 2 394 42 500.00 | USD 39401 Mot Edited Cash
3 3 34100 42 500.00 | USD 39401 Complete InterUnit
4 4 3941 -42 500.00 | USD 34100 72400 Mot Edited InterUnit
4
Total
Lines 4 Total Debits 35.000.00 Currency USD Total Credits 85.000.00 Currency USD Net 0.00

m | Retumn to Search Previous in List Mext in List | | Modify | | Refresh 65

Accounting Enfries Depaosit Control




DIRECT JOURNAL ACCTG ENTRIES SCREEN: Accounting Entries Tab

If you discover that something on the accounting string is incorrect, you will have to correct the
accounting string with a Journal Entry. The only time that we make a correction in the AR module is
when we have to correct the True Cash account (someone used the wrong bank account), a deposit was
posted in the wrong amount, or a deposit was entered in the wrong Fiscal Year (someone changed or
used the wrong date). The reason we don’t make corrections in the AR module is that there is no way to
edit an existing deposit once the status is Valid. You have to enter a new deposit to reverse the incorrect
one and then enter another deposit to enter it correctly. This creates new entries on the reconciliation
tables that won’t reconcile to the bank. STO will have to manually reconcile these transactions.

Direct Journal Acctg Entries

seq 1

nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn
34101 85300
39401
39401

33333




How to Manually Enter a
Deposit into SHARE



There are times when a deposit was not uploaded into SHARE and it has to be manually entered.
1) This is the case for all bank transactions that have a Bank Statement Code/ BAI Code of 469.
2) There are instances when the Reconciliation Status shows Duplicate Transaction. This means
that the automatic reconciliation process is not sure whether two deposits are duplicates.
Neither deposit was uploaded and they both have to be manually entered.

When entering deposits manually, they should be entered as individual deposits and not

entered as one deposit with multiple Payment IDs.

] [Deposit] ] | ] I
Bank Name * |Account # ~ |Account I;'}bcriptinl ” |GL Number ~ Un:: ” |Bank Date * | Amount ~ |Code  ~ |Statement Code De ~ ’;eference D ~ |Bank Addenda ” |Reconciliation Statu:
OTHER REFERENCE: IAD36150472668, HUD TREAS 310 MISC PAY 020613
XXXXX0103 RMT*VV*009405523957%=*****HUD CPD's, IDIS System
Department of Finance & Miscellaneous ACH FR,0000034100 34100 DEPARTMENT OF FINANCE & ADMIN SUB ACCT
WELLS FARGO DOXXXXXXXXXX0046 Admin 120053 34100 11/16/2022  42,500.00 169 Credit 01A036150472668 000004945436970 Not Found In System
Department of Finance & " i " Miscellaneous ACH OTHER REFERENCE: 1A2021205263340TERO COUNTY MAN Otero Cnty
WELLS FARGO DOXHXNNKNK0046  Admin 120053 34100 11/16/2022  223,377.07 169 Credit 01A202120526334 state treasurer Monthly Property Tax Distribution Not Found In System
! r " OTHER REFERENCE: 1AD0S95997571903/02BANKCARD DEPOSIT -
Department of Finance & Miscellaneous ACH 0224133215 FR 0000042000 42000 REGULATION & LICENSING DEPT SUB
WELLS FARGO DOXXXXXXXXXX0046 Admin 120053 34100 11/16/2022  13,210.00 169 Credit 01A009959975719 ACCTD00004945437192 Not Found In System
! i i " OTHER REFERENCE: IADD0283674675, DESKTOP CHECK DEPOSIT FR
Department of Finance & 0000034100 34100 DEPARTMENT OF FINANCE & ADMIN
WELLS FARGO DOXXXXXXXXXX0046 Admin 120053 34100 11/16/2022 728.59 301 Commercial Deposit 3410003143 SUB,ACCT,000004945436970 Not Found In System
! r " " OTHER REFERENCE: 1A004781698276POST VERIFY DEPOSIT FR
Department of Finance & 0000034100 34100 DEPARTMENT OF FINANCE & ADMIN SUB
WELLS FARGO DOXXXXXXXXXX0046 Admin 120053 34100 11/16/2022 363338 301 Commercial Deposit 3410008508 ACCTD00004945436970 Not Found In System
OTHER REFERENCE: IAD00018345892ACH RETURNS - STATE OF NEW MEX
Department of Finance & - FILE 1931145706 COID J856000565 FR 0000034100 34100 DEPARTMENT
WELLS FARGO OOXXXXXXXXXX0046 Admin 120053 34100 11/16/2022 (157.00) 469 Miscellaneous ACH Debit 0IA000013345892 OF FINANCE & ADMIN SUB ACCT000004945436970 Not Found In System
Department of Finance & Posting Error Correction OTHER REFERENCE: IA200980927039E551 AFFORDA REVERSAL 221007
WELLS FARGO DOXXXXXXXXXX0046 Admin 120053 34100 11/16/2022 (100.00) 554 Debit 000000000000000 3410 DED*CS*000258018%221007+10223* 585874042 *RAELKE Not Found In System
! i i OTHER REFERENCE: 1AD0S941831846, RETURN ITEM CHARGE - PAPER AZ
Department of Finance & 131011 0000034100 FR 0000024100 34100 DEPARTME,NT OF FINANCE
7 |WELLS FARGO DOXXXXXXXXXX0046 Admin 120053 34100 11/16/2022 (345.52) 566 Return ltem 01A009941831846 &,ADMIN SUB ACCT D00004945436970 Not Found In System
! r " " OTHER REFERENCE: 1009943439291 Deposit $24645.00 on 08/04/20
Department of Finance & Image Quality - REF #A-0080505530A7 FR 0000034100 50800DFA SUB
1 |WELLS FARGO DOXXXXXXXXXX0046 Admin 120053 34100 11/16/2022 (100.00) 695 Deposit Correction Debit 3410046185 ACCT 000004945437317 Duplicate Transaction
! r ! il OTHER REFERENCE: 1AD09949444101 Deposit $24645.00 on 08/04/20
Department of Finance & Image Quality - REF #A-0080505539AZ FR 0000034100 50800DFA SUB
2 |WELLS FARGO D0XXXXXXXXXX0046  Adrmiin 120053 34100 11/16/2022 (100.00) 695 Deposit Correction Debit 3410045185 ACCT 000004945437317 Duplicate Transaction

=
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[statement |
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Reconciliation




NavBar: Menu §od

To manually .
enter a (O

Online Payments

d . t Recently Visited Regular Deposit
e p O S I ) . Enter any information you have and click Search. Leave fields blank for a list of all values.
Regular Deposit
o
n a V | gate b a C k O Find an Existing Value | | Eeyword Search | | Add a Hew Valueg |

Favorites + Search Criteria

tO t h e Reg U | a r “Deposit Unit [ = w | | 34100 Q|
D e p OS It —_— DepositID | begins with v | | |

Menu User ID | begins with | | Q, |

S C re e n . Assigned Operator 1D | begins with | | Q |

— Case Sensitive
Approvals E]
PP m | Clear | Easic Search B ZSave Search Criteria

Click on the
”Add a NeW Find an Existing Value | Keyword Search | Add a New Value
Value™ Tab.
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When entering the Deposit ID, you can choose what to name it. The preferred method
is to use the IA number from the bank addenda or the Next function.

Regular Deposit

| Find an Existing Value | | Keyword Search | | Add a New Value l

*Deposit Unit |341 oo

Q|

*Deposit 1D |IADDUD18945892‘| Q

Mo matching values were fownd.

em

“

< My Homepage

Regular Deposit

‘ Find an Existing Value ‘ ‘ Keyword Search ‘ [ Add a New Value

Find an Existing Value

“Deposit Unit 34100 Q|

“Deposit ID ‘NE)(T

Keyword Search

Add a New Value

a

™

| | | |Deposit | |statement | Reconciliation
Bank Name ~ |Account # + |Account Description ~ |GL Number ~ |Unit ~ |Bank Date * | Amount ~ |Code Statement Code Desc ~ |Reference ID ~ |Bank Addenda

OTHER REFERENCE: IAOO0018945892AC
NEW MEX - FILE 1931145706 COID J856
Department of Finance Miscellaneous ACH 34100 DEPARTMENT OF FINANCE & ADN

WELLS FARGO QOXXXXXXXXXX0046 & Admin 120053 34100 11/16/2022 (197.00) 469 Dehit 0l1A000018945892 ACCT000004945436970
r r r r OTHER REFERENCE: |A009949439291De
Department of Finance 08/04/20 Image Quality - REF #A-00805(
WELLS FARGO QOXXXXXXXXXX0046 & Admin 120053 34100 11/16/2022 (100.00) 695 Deposit Correction Debit 3410046185 50800DFA SUB ACCT 000004945437317
r r r r OTHER REFERENCE: |A009949444101De
Department of Finance 08/04/20 Image Quzpty - REF #A-00805(
WELLS FARGO QOXXXXXXXXXX0046 & Admin 120053 34100 11/16/2022 (100.00) 695 Deposit Correction Debit 3410046185 50800DFA SUB ACCT 000004945437317



Regular Deposit

| Find an Existing Value | | Eeyword Search | | Add a New Value |

CI i C k t h e *Deposit Unit [34100 Q|

*Deposit ID |I.-5.I]IJIJDIEE4SBHE‘| ﬂ.|

Ad d b u ttO n Nao matching values were found.
R

Find an Exizting Value Keyword Search Add a Hew Value



< Prooess List Regular Deposit

| Payments ‘

Totals

Unit 34100 Deposit D |ADD0OD 139455892 Delete Deposit
[ )
e I Ite rl I I g t e *Accounting Date |01/04/2023 i3]

*Bank Code

data for the —
aeposit, you o

Control Total Amount

Control Currency
Format Currency |USD Q
Rate Type

Exchange Rate

Control Data

0.00| *Count E *Received |01/0412023 [i]
(] _—

n Entered Total Amount 0.00 Count 1 *Entered | 01/04/2023
W a O g e I Difference Amount 0.00 Count -1

| UL

Posted
Assigned | HEATHERKENT Q

Posted Total Amount 0.00 Count ]

Journalled Total Amount 0.00 Count ]

directly from

your query =

| Add H Update/Display

72



The *Accounting Date on the Deposit MUST MATCH the Bank Date on the
NMS BANK TRANS W _RECON_STATUS query. This is important because this is part of the
Automatic Reconciliation Criteria.

£ Process List Regular Deposit

Totals

‘ Payments |

Unit 34100 Deposit 1D 1A000015945892 Delete Deposit
*Accounting Date Control Currency
Bank Code | Q | Format Currency |USD qQ
*Bank Account | Q, | Rate Type
*Deposit Type | Q|
Exchange Rate
Control Totals Control Data
Control Total Amount 0.00 *Count | U| *Received |Dl.‘D4-‘2I323 '_'
Entered Total Amount 0.00 Count 1 *Entered | 01042023
Difference Amount 0.00 Count -1
Posted
Posted Total Amount 0.00 Count 0 Assigned |HEATHER.KENT Q
Journalled Total Amount 0.00 Count 0
User HEATHER.KENT
m | Maotify | | Refresh | ‘ Add | | Update/Display |
Totals Payments
| | | |Deposit | |statement | |Reconciliation
Bank Name ~ |Account # ~ |Account Description ~ |[GL Number ~ |Unit ~ |Bank Date ~ | Amount ~ |Code .Y |Statement Code Desc ~ |Reference ID ~ |Bank Addenda
OTHER REFERENCE: I1A000018945892AC
NEW MEX - FILE 1931145706 COID J856
Department of Finance Miscellaneous ACH 34100 DEPARTMENT 0F7%J NANCE & ADN
WELLS FARGO DOXXXXXXXXXX0046 & Admin 120053 34100 11/16/2022 (197.00) 469 Debit 0lAD00018945892 ACCTO00004945436970




The *Bank Code is WFB10, which represents Wells Fargo Bank and the year of the WFB
contract.

| Totals H Payments |

Unit 34100 Deposit 1D 1ADD00 139455892 Delete Deposit

N F Y
*Accounting Date |1I.f16.-‘2I}22 | Control Currency

*Bank Code |WFB10
ank Lode a WFB_2010 Format Currency |USD Q
*Bank Account Q

—— Rate Type

*Deposit Type | Q| Ereh Bt
xchange Rate
Control Totals Control Data
Control Total Amount 0.00 *Count | U| *Received |D1Fﬂ4"2023 /|
Entered Total Amount 0.00 Count 1 *Entered | 01/04/2023
Difference Amount 0.00 Count -1 Posted
Posted Total Amount 0.00 Count ] Assigned |HEATHER.KENT o
Journalled Total Amount 0.00 Count 0

User HEATHER.KENT

m| Motify || Refresh | | Add || Update/Display ‘

Totals Paymenis

| | | |Deposit | | | statement | |Reconciliation
Bank Name ~ |Account # ~ |Account Description ~ |GL Number ~ |Unit ~ |Bank Date ~ | Amount ~ |Code - |Statement Code Desc ~ |[Reference ID ~ |Bank Addenda
OTHER REFERENCE: IA000018945892AC
NEW MEX - FILE 1931145706 COID 1856
Department of Finance Miscellaneous ACH 34100 DEPARTMENT OF FINANCE & ADN
WELLS FARGO DOXXHHXXXXXX0046 & Admin 120053 34100 11/16/2022 (197.00) 469 Debit OIADD0018945892 ACCT000004945436970 1




The *Bank Account number is your 4-digit bank account number assigned to your Agency.
NOT! the last four digits of you Bank Account number.

£ Process List

Look Up Bank Account X
[ Totals ‘ | Payments ‘ Help
Deposit Unit 34100
Unit 34100 DepositID 4000018945892 Delete Denl Bank Code WFE10

Bank Account | begins with | | |

*Accounting Date | 11/16/2022 : Bank Account # | begins with || |

Contrel Currency

WFB_2010 Format Currency |USD Q —_——
| Clear || Cancel |Eesichc-k.||:
Rate Type

*Bank Code |WFB10 q
*Bank Account

*Deposit Type

LE

Search Results
Exchange Rate :|

View 100 1-221 07221~
Control Totals Control Data
3 Bank Account Bank Account #
Control Total Amount | u.uu| *Count E *Received |01/042023 [i=] 0002 e v
Entered Total Amount 0.00 Count 1 “Entered | 01/04/2023 0003 DOROOOCKX XN K0TS
Difference Amount 0.00 Count -1
Posted 0004 DOROOCEKX XX KD0EE
Posted Total Amount 0.00 Count 0 Assigned |HEATHER.KENT o
Journalled Total Amount 0.00 Count 0 0005 DOXOOCOCCOCEN0SS
User HEATHER KENT —
A o006 DOROOCHOCRKT02
0007 DOXOOCOCOCRKOTIN
Moti Refresh Add] I
m ‘ £ | | e | 0008 ODOOCH 0128
Totals | Payments 0009 DOXOO0COKCAKO80T
0010 DOROOCEKX XK
001
0012
0013 DOROOCEKKXNKO035
0014 DORCEHKKK,
0015 DOXOOOOOKXNKD0ES
0046 D0XDO00OOOMIN00TS
0017 0DXOOO00CK0084 75

0013 DOROCX 0082




If you don’t know your 4-digit Bank Account number, you can click the magnifying glass and then copy the bank
account number from the query results and paste it into the Bank Account # field. Then click the “Search” button.

¢ Process List Bamilar Nanncit
Look Up Bank Account X
| Totals | | Payments | Help
Deposit Unit 34100 B
Unit 34100 Deposit ID  14000018945892 Delete Depl Bank Code WFE10

Bank Account | begins with | | |

*Accounting Date | 11/16/2022 : Bank Account # | beging with ||DDK}{KK}{KK}{K>{DD4E |

Control Currency

*Bank Code (WFB10
SR LEEE 2| wre_2010 Format Currency |USD Q
| Clear || Cancel | Basic Lookup
Rate Type
*Deposit Type E Search Results
Exchange Rate ]
View 100
Control Totals Control Data
1 Bank Account Bank Account #
~ iy
Control Total Amount | D.DD| *Count E “Received | 01/04/2023 i) 0002 0DOOCOOKHK 0954
Entered Total Amount 0.00 Count 1 *Entered | 01/04/2023 0003 DOXCCOLKXKK 00T
Difference Amount 0.00 Count -1
Posted 0004 D000 X0086
Posted Total Amount 0.00 Count 0 ASEiQHEd | HEATHER.KENT
Journalled Total Amount 0.00 Count 0 0oos DA A A XK 0094
User HEATHER.KENT
o |0006 OO0 102
ooo7 DD 0110
Mot Refresh Add
m | Y | | | nooa 0OOOOOORO0K0128
Totalz | Payments NG NN KN N K00a7
| | | |Deposit | | | statement | |Reconciliation |
Bank Name ~ |Account # ~ |Account Description ~ |GL Number ~ |Unit ~ |Bank Date ~ | Amount ~ |Code - |Statement Code Desc ~ |[Reference ID ~ |Bank Addenda

OTHER REFERENCE: 1A000018945892AC
NEW MEX - FILE 1931145706 COID J856
Department of Finance Miscellaneous ACH 34100 DEPARTMENT OF FIGANCE & ADN
WELLS FARGO DOXOXXXXXX0046 & Admin 120053 34100 11/16/2022 (197.00) 469 Debit 0lADD0018945892 ACCT000004945436970




Click on the either of the Bank Account numbers to select your Bank Account. It is important that the correct Bank
Account is selected because this is what infers the True Cash Account on BU 39401 line and it is part of the
Automatic Reconciliation Criteria.

P ant iiar Piamaci

l{ Process List

Loock Up Bank Account X
| Totals || Payments | Help
Deposit Unit 34100
Unit 34100 DepositiD  [AGDOD13045892 Dlte ?:-c{!l Bank Code WFE1D
Bank Account | begins with | |
e J o 11 |
sAccounting Date ! 1171612022 ":"! Gonfrnl Esrpniy Bank Account # | begins with | | |
*Bank Code |WFB1D
- “ |—°'| WFB_2010 Format Currency | USD Q |
™ o Vo= | Clear || Cancel | Basic Lookup
*Bank Account | Q |
Rate Type
*Deposit Type | Q | 8 Search Results
I | Exchanpe Rate
View 100
Control Totals Control Data
Bank Account Bank Account #
Control Total Amount .00 *Count | I:III *Received |DIFN1-2EI=23 '-"-" 0052 OO0 45
Enfered Total Amount 200 Count i *Entered | 01042023
Differance Amount 0.00 Count -1 Posted . > A
Posted Total Amount 0.00 Count ] Assigned | HEATHER KENT
Journalled Total Amount 2:00 Count 0
User HEATHERKENT
m ‘ Maotify | | Refresh | Add
Totals Paymenis
| | | |Deposit | | | statement | |Reconciliation |
Bank Name ~ |Account # ~ |Account Description ~ [GL Number <~ |Unit ~ |Bank Date ~ | Amount ~ [Code -¥ |Statement Code Desc ~ |Reference ID ~ |Bank Addenda

OTHER REFERENCE: 1A000018945892AC
NEW MEX - FILE 1931145706 COID J856
Department of Finance Miscellaneous ACH 34100 DEPARTMENT OF FINANCE & ADN
WELLS FARGO DOXOXXXXXX0046 & Admin 120053 34100 11/16/2022 (197.00) 469 Debit 0lADD0018945892 ACCT000004945436970




The *Deposit Type defaults to Check. You can leave it “as is” or “change” it to R for Return.

[ Totals

| Bayments |

Totals

‘ Payments ‘

Unit

*Accounting Date
*Bank Code
*Bank Account

*Deposit Type

Control Totals

Control Total Amount

Entered Total Amount
Difference Amount
Posted Total Amount

Journalled Total Amount

Totals

Payments

34100 Deposit ID
1nez02z [
WRE10 a WFB_2010
0052 Q
DOXHOOOCOKNH0046
c Q
Check

0.00
0.00
0.00
0.00

*Count
Count
Count

Count

Count

IADDD01 3945892

Control Currency

Format Currency

Rate Type

Exchange Rate

Control Data
*Received

*Entered

Posted
Assigned

User

Delete Deposit

01/04/2023

01/04/2023

1.00000000 | [

|HEATHER.KEI"JT

a]

HEATHER KENT

| Add

|| Update/Display |

Unit 34100
*Accounting Date | 11/16/2022 -
*Bank Code |WFB10 Q

*Bank Account |0052

i

*Deposit Type
ATN

Control Totals

Control Total Amount

Entered Total Amount 0.00
Difference Amount 0.00
Posted Total Amount 0.00
Journalled Total Amount 0.00

WFEB_2010

Deposit 1D

DDROOOOON0046

*Count

Count
Count
Count

Count

IAD0001 5545892

Control Currency
Format Currency
Rate Type

Exchange Rate

Control Data
*Received

*Entered
Posted
Assigned

User

Delete Deposit

1.00000000 B,
01/04/2023
|HEATHEF‘..KENT Q |
HEATHER.KEMT

| Add || Update/Display |
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The Control Total Amount should be the amount of the deposit on the query and the *Count should be 1
since we are working each manual deposit individually.

| Totals || Payments |

Unit 34100 Deposit D  1A000018945592 Delete Deposit

“Accounting Date |11/16/2022 [ Comtrol Cuvency [0

*Bank Code |WFEB10 -
|—Q WFE_2010 Format Currency |USD
&
Bank Account |CICI52 =} OO0 46 Rate Type |CRRNT
*Deposit Type |R =]
BTH Exchange Rate 1.00000000 | R
Control Totals Control Data
Control Total Amount | -197.00 *Count ‘:I *Received |f.]1a'[|4f2023 _
Entered Total Amount 0.00 Count 1 *Entered | 01/04/2023
Difference Amount 0.00 Count -1 Posted
Posted Total Amount 0.00 Count ] Assigned |HEATHEH.KENT Q
Journalled Total Amount 0.00 Count 0

Jgzer HEATHER.KEMWT

E| Notify || Refresh | | Add || Update/Display |

| | | |Deposit | | | statement | |Reconciliation |
Bank Name ~ |Account # v |Account Description ~ |GL Number ~ [Unit ~ |Bank Date ~ | Amount ~ |Code -¥ |Statement Code Desc ~ |Reference ID ~ |Bank Addenda
OTHER REFERENCE: IA000018945892AC
NEW MEX - FILE 1931145706 COID 1856
Department of Finance Miscellaneous ACH 34100 DEPARTMENT OF FINANCE & ADN
WELLS FARGO DOXXHHHXXXXKX0046 & Admin 120053 34100 11/16/2022 (197.00) 469 Debit 0IA000018945892 ACCT0000049454369




€ Process List

ot 3610 oootasissz L e
*Accounting Date |11/16/2022 3] Control Currency |USD

*Bank Code |WFE10 Q

WFE_2010 Format Currency | usD

*Bank Account |0052 Q EEEE——
OV 0046 Rate Type
-
Exchange Rate

RTH

Control Totals Control Data

Control Total Amount -197.00 *Count E] *Received |01/042023 E

Entered Total Amount 0.00 Count 1 *Entered |l]1-'ﬂ4.'2l]23 |
Difference Amount 0.00 Count Posted

Posted Total Amount 0.00 Count Assigned |HEATHER KENT Q

Journalled Total Amount 0.00 Count
User HEATHER.KENT




Copy the number from the Reconciliation Reference ID field on your query and paste it into the
*Payment ID field. This is important because this is part of the Automatic Reconciliation Criteria.

¢ Process List Regular Deposit

| Totals || Payments

Date  01/04/2023

Balance Mot Balanced

Unit 34100 Deposit D 1A000013945592
Payment Information |€| Wiew All
Payment Seq *Payment ID *Accounting Date |11.-'1B-’2022 —- |i| |;|
Amount |0.00 Currency |USD
Rate Type | CRRNT Exchange Rate 00000000
Payment Predictor Journal Directly Range of References
Attachmenis (0)
Payment Method | Check '
Customer Information |€|
Customer ID Q Business Unit Q |T| | - |
Remit From Remit SetlD
Name
Corporate Corporate SetlD
SubCust1 SubCust2
MICR ID Q
Detail References
Reference Information
|:,| |€| View Al
Qual Code Reference To Reference
il 3 | a [+ =]
E | Motify | | Refresh | | Add | | Update/Dizplay
Totals Paymenis
| | | |Deposit | | | statement | |Reconciliation
Bank Name Account # ~ |Account Description ~ |GL Number ~ |Unit ~ |Bank Date ~ | Amount ~ |Code -T |Statement Code Desc ~ |Reference ID Bank Addenda
OTHER REFERENCE: 1A000018945892AC
NEW MEX - FILE 1931145706 COID J856
Department of Finance Miscellaneous ACH 34100 DEPARTMENT%F FINANCE & ADN
120053 34100 11/16/2022 (197.00) 469 Debit 0lA000018945892 ACCTO00004945436970

WELLS FARGO

OOXXXXXXXXXX0046 & Admin



Ensure that the *Accounting Date matches the Bank Date from the BANK TRANS W _RECON_STATUS gquery.

This is the most important date. Usually, this date infers from the Accounting Date on the “Totals” tab, but if you
changed the date on the “Totals” tab after you saved the deposit, the date on the “Payments” tab will not update.
The *Accounting Date on the Payments tab is the date used when the deposit posted to the GL.

¢ Pragess List Regular Deposit

‘ Totals H Payments ‘

Unit 34100 Deposit 1D |ADDO018945892 Date 01/04/2023 Balance Mot Balanced

Q | View Al

Payment Information |

*Payment ID | 01A00001594589: *Accounting Date |11/162022 "" | + | | - |

Currency USD

Payment Seq

Amount | 0.00

Rate Type |CRENT Exchange Rate

Journal Directly Range of References

Attachments (D)

Payment Predictor

Payment Method | Check o

2]

Customer Information

Customer 1D

Remit From
Name
Corporate

SubCusti

MICRID

Reference Information

®[a

Detail References

Qual Code Reference

Business Unit Q

Remit SetlD

Corporate SetlD
SubCust2

To Reference

1] a |

m| Motify || Refresh |

Totals Paymenis

[+][=]

View All

[+ =]

| Add || Update/Display |
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Copy the Amount of the deposit on the query and paste it in the Amount field on the deposit.

¢ Process List Regular Deposit

| Totals ‘ | Payments ‘
Unit 34100 DepositlD  |A000013945892 Date 01042023 Balance Mot Balanced
Payment Information | Q | 1 % Wiew All
Payment Seq 1 *Payment ID | 0IADO0D1694589: *Accounting Date |11J’1 62022 'H' ‘i| ‘;|
Amount Currency [USD
Rate Type CRRNT Exchange Rate 1.00000000
O Payment Predictor O Journal Directly O Range of References
— Attachments (0)
Payment Method | Check w
Customer Information | Q | e
Customer ID Q, Business Unit Q ‘T‘ |T|
Remit From Remit SetlD
Name
Corporate Corporate SetlD
SubCust1 SubCust2
MICR ID Q Link MICR
Detail References
Reference Information
| ] H Q ‘ 1-10f1 ~ View All
Qual Code Reference To Reference
| 2 ] +]]1=)
| | | |Deposit | | Statement | |Reconciliation |
Bank Name ~ |Account # ~ |Account Description ~ |GL Number ~ |Unit ~ |Bank Date ~ | Amount ~ [Code -¥ | Statement Code Desc ~ |Reference ID ~ |Bank Addenda
OTHER REFERENCE: IA000018945892AC
NEW MEX - FILE 19311%%706 COID 1856
Department of Finance Miscellaneous ACH 34100 DEPARTMENT OF FINANCE & ADN
WELLS FARGO DOXXXXXXXXXX0046 & Admin 120053 34100 11/16/2022 (197.00) 469 Dehit 01A000018945892 ACCT000004945436970



Regular Deposit

Unit 34100 Deposit 1D 1ADD0013945582

Balance Balanced

Payment Information

E]' 4 et v b b ViewAl

[ Payment Predictor

poyment weos

*Payment ID | 0IAQD00015945892

Exchange Rate
i

View Audit Logs

*Accounting Date | 11/16/2022 E]E]

[ Range of References
Apply Paymeant

Customer Information

@| M 4 [ttt v | » M

Customer 1D | a

Remit From
Name
Corporate
SubCust1 ‘ |

MICRID | Q

Business Unit

Remit SetlD

Corporate SetlD

swowz |

+][=]

Detail References

Reference Information

EIEY

Qual Code

vy (e |

Totals | Paymenis

[ Add H Update/Display




If the deposit is entered correctly, the Control Total Amount and *Count should match the Entered Total
Amount and Count. If they don’t match you cannot move forward.

¢ Process List Regular Deposit

| Totals || Payments ‘

Unit 34100 Deposit I jap00018945892 | Delete Deposit ‘

Wiew Audit Logs

*Accounting Date |11s‘1E.‘EDEE Control Currency | USD

*Bank Code |WFB1I} Q

WFE_2010 Format Currency (USD
*Bank Account |ﬂﬂ52 Q, ~
O A 004 e Rate Type |CREN
*Deposit Type |R Q - i
BTN Exchange Rate 1.00000000 | &
Control Totals Control Data
Control Total Amount | -197.00 *Count E ‘Received [01/0412023 [
Entered Total Amount -197.00 Count 1 *Entered | 01/042023
Difference Amount 0.00 Count 0
Posted
Posted Total Amount 0.00 Count ] Assigned |HEATHEH|‘:ENT Q
Journalled Total Amount 0.00 Count 0

User HEATHER.KENT

m‘ Motify H Refresh ‘ | Add H Update/Display |

Totals Paymenis
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Navigate to the Direct Journal Acctg Entries using Menu > Accounts Receivable > Payments.

¢ Process List Regular Deposit @ A : @

— NavBar: Menu ok
Totals | Payments |
Menu # Accounts Receivable » Payments
Unit 34100 DepositD (4000018945592 | sl | @
View Audit Logs Facenty Visiied Direct Journal Payments

*Accounting Date |‘11.f1ﬁ.'2022

E Journal Eniry Drill Down
Control Curtency ' LUED Q?

. —
Bank Code |WFB1D.  Q Wre 20t Format Currency |USD a Foiviiie H E Direct Journal Acclg Entries
*Bank Account |0052 Q -
D000 O04E Rate Type |CRENT
ey = E Medify Accounting Entries
*Deposit Type |R Q —
BTN Exchange Rate 100000000 = _—
Menu
Control Totals Control Data
Control Total Amount | -197.00 *Count | 1| *Received |51a'n4f_2023 =
Entered Total Amount -187.00 Count 1 sEntered |01/04/2023 ﬁpur@is
Difference Amount 0.00 Count o
Posted
Posted Total Amount 0.00 Count o Assigned |HEATHER_KENT Q
Journalled Totat Amount UE Count o

User HEATHER KENT

E| Retum to Search H Frevious in List Haxin Lint Motify | Refrezh | Add | Updatethaptay

Totals Payments
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If you came directly from the Regular Entry screen the Deposit ID is inferred. Click the Search button.

£ Totals Create Accounting Entries

Create Accounting Entries

Enter any informaticn you have and click Search. Leave fields blank for a list of all values.

Find an Exizting Value

+ Search Criteria

*Deposit Unit |:= ~ | |34IDC| Q |
DepositID | begins with v | | 1400018945882 Q |
Payment Seguence | = W | | |

Payment 1D | begins with || |

UseriD | begins with % || |

Ast pned Operator 1D | begins with || |

[[88se Sensitive

. -3 .
Basic Search &  Save Search Crileria 87




£ Payment Mass Maintenance Direct Jounal Acctg Entries

[ Accounting Entries

‘ Deposit Control ‘

Accounting Enfries

Deposit Control

Unit 34100 DepositID  941608080599356 Payment
Currency Details
=)
Amount 42.500.00 USD
B Complete Entry Event Q
Budget Status
Distribution Lines
EIEY
‘ ChartFields ‘ Currency Details | | Budget | | Journal Reference Information ‘ | Distribution Creation / Update Details 113
Distribution F - -
Sequence GL Unit Speed Type Line Amount Currency rogram Affiliate
1 1 34100 Speed Type -42 500.00 USD 34101
2 2 39401 Speed Type 42 500.00 USD 39401
3 3 34100 Speed Type 42 500.00 | USD 39401
4 4 39401 Speed Type -42 500.00 USD 34100
4
Total
Lines 4 Total Debits &5,000.00 Currency USD Total Credits &5,000.00 Currency USD
m | Return to Search Previous in List Mext in List | | Mofify | | Refresh |

QIAD36150472668
Oper Unit
Fund Affil AfFil
85300
72400
Net 0.00

Status

Mot Edited

Not Edited

Seq 1

Type

User

Cash

Interlnit

InterlUnit

From this point forward, the deposit is worked like every other deposit. Since this is a return, the most
challenging aspect is determining where to post the deposit.
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How to Identify and Fix a
Deposit under Modify
Accounting Entries



One of the most common requests for help that we receive is when an Agency has worked their deposit, but they
cannot see that it has posted to the General Ledger and they can no longer see the deposit in the AR module. This
happens when a deposit has been completed, but the user exited the deposit before it had been budget checked.

£ Payment Mass Maintenance Direct Joumnal Acctg Entries

Accounting Entries

Deposit Control

Unit 34100 Deposit D 941608080599356 Payment 0IA036150472668 Seq 1

Currency Details

L=
Amount 42 500.00 USD
@ Complete Entry Event Q
Budget Status
Distribution Lines
| 5 || Q | View 2
| ChartFields Currency Details Budget Journal Reference Information Distribution Creation / Update Details 113
LEW Ty GL Unit Speed Type Line Amount currency rogram Affiliate Fund Affil Oper Unit Status Type
Sequence Affil
1 1 34100 Speed Type -42.500.00 USD 34101 85300 User
2 2| 39401 Speed Type 42 500.00 USD 39401 Not Edited Cash
3 3 34100 Speed Type 4250000 USD 39401 InterUnit
4 4 39401 Speed Type -42 500.00 USD 34100 72400 Not Edited InterUnit
4 >
Total
Lines 4 Total Debits 85,000.00 Currency USD Total Credits 35,000.00 Currency USD Net 0.00

m| Return to Search Previous in List Mext in List || Nodify || Refresh |

Accounting Enfries Depesit Control 90




When this happens, the deposit is no longer visible under Direct Journal Acctg Entries. You have to look
for the deposit under Modify Accounting Entries (Menu > Accounts Receivable > Payments).

NavBar: Menu {ob

Direct Journal Payments

Recently Visited

Journal Eniry Drill Down

Fayoriles E Direct Journal Accly Entries

Medify Accounting Entries

Menu

|\:j
©
Approvals %




The problem is you have to know the Deposit ID number or the Payment ID of the missing deposit to find it. Every
deposit the Agency has entered is stored under Modify Accounting Entries so you can’t just click search. When you
do click search without the Deposit ID or Payment ID criteria, the system will only bring you bank the first 300
deposits.

My Homepage Modify

unting Entries

Modify Accounting Entries

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value |

* Search Criteria

*Deposit Unit

Deposit ID

Payment Sequence

Payment 1D

User D

Assigned Operator ID

Case Sensitive

= v 34100

| begins with s | |

v

| begins with | |

| begins with ~ ||

| begins with | |

m| Clear | Basic Search & Save Search Criteria

Search Resulis

Only the first 300 resulis can be displayed

View All

1-100 of 300

~ LI

Deposit Unit Deposit ID Payment Sequence Payment ID UserID Aszszigned Operator ID Non Customer Dist Balanced Entered Date
34100 000001003184412 1 000001003184412 YWOMNE HERRERA YWOMNNE HERRERA Complete 2014
34100 000002 1878 1 000002 678 ERIKA DOMINGUEZ ERIKA.DOMINGUEZ Complete

34100 000002000161879 1 000002000161879 ERIKA DOMINGUEZ ERIKA.DOMINGUEZ Complete

34100 0000171331 1 0000171331 YOLANDA.CHAVIRA  YOLANDA.CHAVIRA | Complete

34100 1 00140995 STEPHAMNIE.ORTIZ STEPHANIE.ORTIZ Complete

34100 1 ELEANOR.BACA ELEANOR BACA Complete 03M15/2012
34100 01A001010000011 1 ROSELLA.ESQUIBEL |ROSELLAESQUIBEL | Complete 2011
34100 01A009998511487 1 UNM ROSELLA ESQUIBEL | ROSELLA ESQUIBEL | Complete 09/10/2010
34100 0200346340 1 120514 YOLANDA.CHAVIRA YOLAMDA CHAVIRA Complete

34100 0341000998 1 CREDIT ROSELLA ESQUIBEL |ROSELLAESQUIBEL | Complete

34100 0341011700 1 YOLANDA.CHAVIRA YOLAMDA CHAVIRA Complete

34100 060630047945 1 MACKIE ROMERO MACKIE.ROMERO Complete

34100 1 EMILY.OSTER EMILY.OSTER Complete 031272015 9 2
34100 1 08/24/06 ROSELLAES ROSELLAESQUIBEL | Complete 091272006




Most users do not know the Deposit ID or Payment ID that is missing. To find the Deposit ID/Payment ID and to
confirm if there is a budget check problem, you need to run the NMS_AR_DJ_ENTRIES CASH_REMED query. We
suggest that you run the query for the month you are working so you can see if there are any other issues.

NOTE: Instructions on how to schedule a query are below under the How to Perform Month End Reconciliation.

MMS_AR_DJ_ENTRIES_CASH_REMED 0J TRANSACTIONS Dep BUY Prompt Public HTML Excel XML Schedule Lockup References —
MMS_AR_DJ_ENTRIEZ_GL_STATUS 0J TRANSACTIONS Dep BU Prompt Public HTML Exce ML Schedule Lockup References -
MNMS_AR_ENTRIES AR Customer Deposit Enfries Public HTKL Exce ML Schedule Lockup References -
HNMS_AR_EXPRESS_DEPOSITS Express Deposits with Doc ID Public HTML Exce ML Schedule Loockup References -
MMS_AR_TRANSACTIONS AR DEPOSIT THAMNSACTIONS Public HTML Exce ML Schedule Lookup References -
HMS_BANK_TRAMNS SEARCH Bank Tranzactions by Bank Acct Public HTML Exce ML Schedule Lookup References —
MMS_BANKE_TRAMNS SEARCH_BY_AMT Bank Tranz Search by Amount Public HTML Exce ML Schedule Lookup References -
MMS_BANK_TRAMS W _RECON_STATUS Bank Trans with Recon Status Public HTML Exce ML Schedule Lockup References —
MMS_BK_REF_FOR_DEPOCSIT_ID_MD UnreconTxns by Bank ID, Date Public HTML Exce ML Schedule Lockup References -
MMS_CANCELLED WARRAMTS_ALL List of Cancelled Warranis Public FMS - WCN HTML Exce ML Schedule Lockup References -




When you create your pivot table, we suggest you use the set up below. We find this set up is the easiest
way to identify issues and have access to the data needed to find it in SHARE.

NOTE: Instructions on how to create and format a pivot table are below under the How to Perform

Month End Reconciliation. R

Drag fields between areas below:

Filters

Account #

Rows
GL Unit

Acctg Date

Deposit ID

Payment ID

Journal ID

Chartfield Combo Edit Status

Budget Checking Header Status

Defer Layout Updat%

Columns

Account

Values

Sum of Amount

v X

p v

2! b - 0 + 100%




For simplicity’s sake, we have a pivot table that shows you the different stages a deposit can be in once
the Direct Journal box has been checked. There are generally 5 stages.

Fa o L= L L 1 () 1 1 a ™ L

Account # DOXXXXXXXXXX0046 -7

Sum of Amount Account |~

GL Unit * Acctg Date *  Deposit ID -¥ Payment ID v Journal ID | ~ Chartfield Combo Edit Status ~ Budget Checking Header Status ~ 101800 120053 290900 291900 Grand Total

-34100 -11/16/2022 =IA000018945892 = 0IA000018945892 = (hlank) -'Not Edited {blank) 197.00 197.00
34100 11/16/2022 =1A009949439291 =3410046185 = (blank) - Complete {blank) (100.00) 100.00 0.00
34100 11/16/2022 =1A009949444101 =3410046185 = (blank) - Complete Valid (100.00) 100.00 0.00
34100 =111/29/2022 =941608080599329 = 0IA000010150592 = DJ03215301 = Complete Valid 76,936.96 (76,936.96) 0.00

34100 Total 76,736.96 397.00 (76,936.96) 197.00

-39401 =11/16/2022 =1A009949439291 =3410046185 = (blank) =/ Not Edited {blank) 100.00 (100.00) 0.00
39401 11/16/2022 =1A009949444101 =3410046185 = (blank) =/ Not Edited Valid 100.00 (100.00) 0.00
39401 -11/29/2022 =941608080599329 = 0IA000010150592 = DJ03215289 = Not Edited Valid (76,936.96) 76,936.96 0.00

39401 Total (76,736.96) 76,736.96 0.00

Grand Total 0.00 76,736.96 397.00 (76,936.96) 197.00



Stage 1: If the Journal Directly box has been checked but no accounting lines have been entered yet, it
will not be on this report. You can still see this deposit under the Direct Journal Acctg Entries.

Account # DOXXXXXXXXXX0046 -T

Sum of Amount Account

GL Unit -T | Acctg Date ~ Deposit ID -T Payment ID ~ Journal ID | ~ |Chartfield Combo Edit Status  ~ Budget Checking Header Status | ~ 101800 290900 291900 Grand Total

-34100 -111/16/2022 =1A000018945892 = 0lA000018945892 —(blank) —/Not Edited (blank) 197.00 197.00
34100 11/16/2022 =1A009949439291 =3410046185 = (blank) = Complete (blank) (100.00) 100.00 0.00
34100 11/16/2022 =11A009949444101 =3410046185 = (blank) = Complete Valid (100.00) 100.00 0.00
34100 =111/29/2022 =941608080599329 = 0IA000010150592 =DJ03215301 = Complete Valid 76,936.96 (76,936.96) 0.00

34100 Total 76,736.96 397.00 (76,936.96) 197.00

Grand Total 76,736.96 397.00 (76,936.96) 197.00

£ Totals Direct Jounal Acctg Entries

‘ Deposit Control

I Accounting Entries

Unit 34100 Depeosit|D  140099599757190 Payment QIAD09959975719 Seq 1

Currency Details

=
Amount 13,120.00 USD
Complete Entry Event Q
Budget Status
Distribution Lines
EIR
| ChartFields ‘ Currency Details ‘ Budget H Journal Reference Informafion ‘ Distribution Creation / Update Details 13
gz:ﬂeb#:i:" *GL Unit Speed Type Line Amount Currency Fund Dept *Account Sub Acct Rpt Cat PC Bus Un
1 1 /(34100 Q Speed Type usD Q | Q | | Q | | Q | | Q | |
4 b
Total
Lines 1] Total Debits 0.000 Currency Total Credits 0.000 Currency MNet 0.000

m| Return to Search || Previous in List || Mext in List || Mofify || Refresh |

Accounting Enfries Deposit Control




Stage 2: The accounting entries have been entered and saved. The cash lines can either be applied or not, it WILL
appear on the query, but the Journal ID, the Chartfield Combo Edit Status and the Budget Checking Header Status

will be (blank) or “Not Edited”. The deposit is under Direct Journal Acctg Entries and needs to be completed and
budget checked.

Account # DOXXXXXXXXXX0046 -7

Sum of Amount Account ~

GL Unit -T | Acctg Date ~ Deposit ID -T  Payment ID v Journal ID |~ |Chartfield Combo Edit Status  ~ Budget Checking Header Status ~ 101800 290900 291900 Grand Total

=34100 =11/16/2022 =1A000018945892 =0lA000018945892 = (blank) =Not Edited (blank) 197.00 197.00
34100 11/16/2022 =1A009949439291 =3410046185 = (blank) = Complete (blank) (100.00) 100.00 0.00
34100 11/16/2022 =1A009949444101 =3410046185 =I(blank) —IComplete Valid (100.00) 100.00 0.00
34100 =11/29/2022 =941608080599329 = 0IA000010150592 =/DJ03215301 = Complete Valid 76,936.96 (76,936.96) 0.00

34100 Total 76,736.96 397.00 (76,936.96) 197.00

Grand Total

76,736.96 397.00 (76,936.96) 197.00

< Totals Direct Journal Acctg Entries

Accounting Entries Deposit Control
Unit 34100 Deposit D 1A000018945892 Payment  0lA0000138945892 Seq 1
Currency Details
=
Amount -197.00 USD
Complete Entry Event Q
Budget Status
Distribution Lines
FllQ View Al
| ChartFields Currency Details Budget Joumnal Reference Information Distribution Creation / Update Details I»
2223:#::" *GL Unit Speed Type Line Amount Currency Fund Dept *Account Sub Acct Rpt Cat PC Bus Un
1 1|[ 34100 Q| Speed Type | 197.00| | usD 52000 Q Q| [200000 Q| al | alll
»
Total
Lines 1 Total Debits 197.00 Currency USD Total Credits 0.00 Currency USD Met 197.00
E | Retumn to Search | | Previous in List | Mofify | | Refresh | 97
Accounting Enfries Deposit Control



¢ Totals Create Accounting Entries

Create Accounting Entries

Enter any information you have and click Search. Leave fields blank for a list of all values.

« Search Criteria

T—
- Y
R— )
— R
o —

[JCase Sensitive

Basic Search & Save Search Criteria
Search Resulis

—
I e N




Stage 3: The accounting entries have been entered, the cash lines have been applied and the Complete
box has been checked, but the Budget Check icon was not clicked. The Chartfield Combo Edit Status will

say “Complete”, but the Journal ID and the Budget Checking Header Status will be (blank).

Account #

DOXXXXXXXXXX0046 -7

Sum of Amount

GL Unit
=34100
34100
34100
34100
34100 Total
Grand Total

Account |
-1 Acctg Date * Deposit ID -T Payment ID * Journal ID | ~ |Chartfield Combo Edit Status ~ Budget Checking Header Status ~ 101800 290900 291900 Grand Total
=11/16/2022 =1A000018945892 = 0lA000018945892 = (blank) = Not Edited (blank) 197.00 197.00
11/16/2022 =1A009949439291 =3410046185 = (blank) = Complete (blank) (100.00) 100.00 0.00
11/16/2022 =1A009949444101 =3410046185 = (blank) - Complete Valid (100.00) 100.00 0.00
-11/29/2022 =941608080599329 = 0IA000010150592 = DJ03215301 = Complete Valid 76,936.96 (76,936.96) 0.00
76,736.96 397.00 (76,936.96) 197.00
76,736.96 397.00 (76,936.96) 197.00



£ Totals Create Accounting Entries

Create Accounting Entries

Enter any information you have and click Search. Leave fields blank for a list of all values.

 Search Criteria

e
— E—
S o2
- E—
- E—

[Clcase Sensitive

Basic Search & Save Search Criteria

Search Resulis

ks s s ) v oot o s e

1ADDD018945892 _ OIADDD0 1894 HEATHER KENT HEATHER.KENT




Stage 3: You have to navigate to Modify Accounting Entries (Menu > Accounts Receivable > Payments).

¢ My Homepape

Create Accounting Entries

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Create Accounting Entnes

NavBar: Menu

£

w Search Criteria

*Depesit Unit | = v|

| 34100

Deposit 1D | begins with  » | |

Payment Sequence

v||

payment 1D | begins vith - | |

UserlD | begins with | |

Aszsigned Operator 1D | begins with l |

[CIcase Sensitive

- ol -
m Basic Search & Save Search Criteria

Search Resuils

Wisw All

Deposit Unit | Deposit ID

341400 S416508060539345
24100 S41605050598350
34100 941605080538350
34100 S41508060599350
34100 941505050529350
34100 941608050589350
34100 941605050598353
34100 34160B080558353
34100 14000018945592

34100 140088585757 190

Payment Sequence Payment |D

3 3410006711
30 0341008742
21 3410008731
*2 3410008732
23 3410005740
Z8 3410005745
3 3410008763
T 3410008764
1

1

User ID

DOMINICL CHAVEZ

DOMINICL.CHAVEZ

DOMINICL CHAVEZ

DOMINICL CHAVEZ

DOMINICL.CHAVES

DOMINICL CHAVEZ

DOMINICL.CHAVEZ

DOMINICL CHAVEZ

01A000015545892 | HEATHER KENT

(AD08359875718 | HEATHER KENT

Assi d 0 +

D

Non C

DOMINICL.CHAVEZ

COMINICLCHAVEZ

DOMINICLCHAVEZ

COMINIEL.CHAVEZ

DOMINICL-CHAVEZ

DOMINICL CHAVEZ

COMINICL.CHAVEZ

DOMINICLCHAVEZ

HEATHER KENT

HEATHERKENT

Balanced

Balapced

Ealanced

Balanced

Balanced

Balanced

Ealanced

Balanced

Q0B

Mo Dist

A0 0l 10 N

Dist Balanced Entered Date

121162022

1272022

12/27/2022

1202712022
12272022
1202772022
128302022
12/30/2022

01/102023

D1T0E0E3

Menu » Ascounts Receivable > Paymenis

©)

Recenty Visited Direct Journal Payments

= Journal Enftry Drill Down

Favarszz E Direct Journal Acclg Entries

E Moedify Accounfing Eniries

Menu

5

Approvals.
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Stage 3: Copy and paste the Deposit ID and the Payment ID in the appropriate fields to look up the
deposit.

Account # 0OXXXXXXXXXX0046| -1

Sum of Amount Account | ~

GL Unit -¥ Acctg Date ~ Deposit ID ~¥ Payment ID ¥ Journal ID ~ Chartfield Combo Edit Status | ¥ Budget Checking Header Status ~ 101800 290900 291900 Grand Total
-34100 =11/16/2022 = 1AD0D0018945892 =0lA000018945892 = (blank) = Not Edited (blank) 197.00 197.00
34100 11/16/2022 =1A009949439291 =3410046185 = (blank) = Complete (blank) (100.00) 100.00 0.00
34100 11/16/2022 =1A009949444101 =3410046185 = (blank) = Complete valid (100.00) 100.00 0.00
34100 =11/29{/2022 =941608080599329 = 0IA000010150592 =DJ03215301 = Complete Valid 76,936.96 (76,936.96) 0.00
34100 Total 76,736.96 397.00 (76,936.96) 197.00
Grand Total 76,736.96 397.00 (76,936.96) 197.00

£ My Homepage Modify Accounting Entries

Modify Accounting Entries

Enter any information you have and click Search. Leave fields blank for a list of all values.

‘ Find an Existing Value |

w Search Criteria

*Deposit Unit | = v | | 34100 Q |
Deposit ID | begins with w | ||ADGQB49439291 Q ‘
Payment Sequence | = W | | |

Payment ID | begins with | |34IDG4E185 |

User 1D | begins with s || |

Assigned Operator 1D | begins with | | |

[ Case Sensitive

— 2 - I
m Clear Basic Search & Save Search Criteria
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{ My Homepage Modify Accounting Entries

the deposit is in “Valid” status.

[ Directly Journalled Payments ‘ ‘ Deposit Control |
Unit 34100 DepositlD  14009949439291 Payment 3410046185 Seq
Currency Defails
B
Amount -100.00 Currency USD
Base -100.00 Currency USD
B Complete
Budget Status
Distribution Lines
%] 12 N
| ChartFields l | Cumrency Details | | Budget | | Journal Reference Information ‘ ‘ Distribution Creation / Update Details 13
Distribution - - - - Foreign " - .
Sequence GL Unit Debit Amount Credit Amount Line Amount Currency Account= Oper Unit | Fund= Dept Program Code Class
4 38401 100.00 100.00 U3D 101800
3 34100 100.00 -100.00 | USD 101800 01000
2 39401 100.00 -100.00 | USD 120053
1 34100 100.00 100.00 USD 290300 01000
Total
Lines 4 Total Debits 200.00 Currency USD Total Credits 20000 Currency USD  Net 0.00

m‘ Retum to Search H Mofify |

Deposit Control

Directly Journalled Payments

Stage 3: Now you can click the Budget Check Icon. The deposit will not post until this icon is clicked and
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Stage 4: The deposit has a Chartfield Combo Edit Status of “Complete” and the Budget Checking Header Status is
“Valid”, but the Journal ID is blank. This means the deposit is sitting on the table waiting for journal generator to
run. The process usually runs overnight and posts the next day.

Account # 0OXOOOOOMXXX0046 T
Sum of Amount Account ~
GL Unit -T Acctg Date ~ Deposit ID -¥ Payment ID ¥ Journal ID | ~ Chartfield Combo Edit Status |~ Budget Checking Header Status  ~ | 101800 290900 291900 Grand Total
-34100 -11/16/2022 =1A000018945892 = 0IA000018945892 = (blank) - Not Edited (blank) 197.00 197.00
34100 11/16/2022 =1A009949439291 =3410046185 = (blank) = Complete (blank) (100.00) 100.00 0.00
34100 11/16/2022 =1A009949444101 =3410046185 = (blank) = Complete Valid (100.00) 100.00 0.00
34100 =11/29/2022 =941608080599329 = 0IA000010150592 = DJ03215301 = Complete Valid 76,936.96 (76,936.96) 0.00
34100 Total . : : 76,736.96 397.00 (76,936.96) 197.00
Grand Total 7673696  397.00 (76936.96)  197.00
I Directly Journalled Payments H Deposit Control ‘
Unit 34100 DepositID  1A009949444101 Payment 3410045185 Seq 1

Currency Details

Amount -100.00 Currency USD
Base -100.00 Currency USD

Complete
Budget Status  Valid

Distribution Lines

EIEY
| ChartFields l | Currency Details | | Budget | ‘ Journal Reference Information | | Distribution Creation / Update Details | |
Distribution - . . Foreign N a N
Sequence GL Unit Debit Amount Credit Amount Line Amount Currency Account. Oper Unit | Fund Dept Program Code Class
4 32401 100.00 100.00 USD 101800
3 3400 100.00 -100.00 USD 101500 01000
2 39401 100.00 -100.00 USD 120053
1 34100 100.00 100.00 USD 290900 01000
4
Tota
Lines 4 Total Debits 200.00 Currency USD Total Credits 20000 Currency USD Net 0.00

E‘ Return to Search || Motify | 104

Directly Journalled Payments Deposit Control




Stage 5: The deposit has a Chartfield Combo Edit Status of “Complete”, the Budget Checking Header
Status is “Valid”, and the Journal ID has a Journal ID that starts with DJ populated. This generally means
the deposit has been posted to your general ledger.

Account #

OOXXXXXXXXXX0046 ~¥

Sum of Amount

GL Unit
-134100
34100
34100
34100
34100 Total
Grand Total

-T Acctg Date * |Deposit ID -T Payment D * |Journal ID | ~ Chartfield Combo Edit Status
=11/16/2022 = 1A000018945892 =0IA000018945892 = (blank) -INot Edited
11/16/2022 =1A009949439291 =3410046185 = (blank) - Complete
11/16/2022 =1A009949444101 =3410046185 = (blank) - Complete

=11/29/2022 =941608080599329 = 0IA000010150592 = DJ03215301 = Complete

* | Budget Checking Header Status

(blank)
(blank)
Valid
Valid

Account |~
~ 101800 290900 291900 Grand Total
197.00 197.00
(100.00) 100.00 0.00
(100.00) 100.00 0.00
76,936.96 (76,936.96) 0.00

76,736.96 397.00 (76,936.96) 197.00
76,736.96 397.00 (76,936.96) 197.00



How to Reconcile the Bank to

the Accounts Receivable
Module at Month End



Navigate to Query Viewer and search for the query
NMS_BANK_TRANS_W_RECON_STATUS

Since you are running this query for the entire month, you
should schedule the query.

HMS_AR_DJ_ENTRIES_CASH_REMED DJ TRANSACTIONS Dep BU Prompt Public HTML Excel XML Schedule Lookup References
MMS_AR_DJ_EMTRIES_GL_STATUS DJ TRAMSACTIONS Dep BU Prompt Public HTML Excel XML Schedule Lookup References
MMS_AR_ENTRIES AR Customer Deposit Enfries Public HTKL Excel XML Schedule Lookup References
MMS_AR_EXPRESS_DEPOSITS Express Deposits with Doc ID Public HTML Excel XML Schedule Lookup References
HMS_AR_TRAMSACTIONS AR DEPOSIT TRANSACTIONS Public HTML Excel |XML Schedule Lookup References
MMS_BANE_TRANS_SEARCH Bank Transactions by Bank Acct Public HTML Excel XML Schelule Lookup References
MNME_BANE_TRANS_SEARCH_BY_AMT Bank Trans Search by Amount Public HTML Excel XML Schedle Lookup References
HMS_BANK_TRAMNS_W_RECOMN_STATUS Bank Trans with Recon Status Public HTML Excel XML Schedule Lookup References
HMS_BK_REF_FOR_DEPOSIT_ID_MD UnrecenTxns by Bank 1D, Date Public HTML Excel XML Schedule Lookup References
HMS_CANCELLED WARRANTS_ALL List of Cancelled \Warranis Public FMS - WCN HTML Excel XML Schedule Lookup References
MMS_CHART_OF_ACCTS Chart of Accounts Public HTML Excel XML Schedule Lookup References
MNMS_CM_3RD_PARTY_WARRANTS List of 3rd Party Warrants Public HTML Excel XML Schedule Lookup References
MMS_CR_PAYMEMNT_FILE Agency Payment File Query Public HTML Excel XML Schedule Lookup References
MMS_DFA_CASH_REPORT_W3_PUB Interest - State GF Investment Public HTML Excel XML Schedule Lookup References
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& Query Viewer Scheduled Query

Scheduled Query

‘ Find an Existing Value | I Add a New Value I

If you’ve never scheduled the

N MS_B AN K_TR AN S_W_R E CO N_ST A *Query Name |NMS_BANK_TRANS_W_RECON_STATL
TUS query, you'll need to click the "Run Contrl 0 |

“Add a New Value” button.

You must name your *Run Control

ID. There can be no spaces and then

click the “Add” button. | suggest Scheduled Query
Copying the *Query Name from Enter any informatien you have and click Search. Leave fields blank for a list of all values
above’ This Way you’” never forget [ Find an Existing Value H Add a Mew Value |

which query you are scheduling.

* Search Criteria

Private Query | begins with | |N |

If you’ve scheduled this before and
you Only have one Run Control ID, Query Name | begins with | |NMS_EAI-,IK_TR‘ANS_W_I|
just click one of the hyperlinks. Run Control 1D | begins wilh v | [iS_BANK_TRANS_W_]

Description | begins with | | |

Case Sensitive

m‘ Clear | Basic Search U Save Search Criteria

Search Resulis

View All

Query Name Run Control 1D 108

HMMS_BANK_TRANS_W_RECON_STATUS MMS_BAMK_TRANS_W_RECOMN_STATUS



£ Query Viewer Schedule Query

Schedule Query

Run Control ID NMS_BANK_TRANS_W_RECON_STATUS Feport Manager Process Monitor

Query Name  NMS_BANK_TRANS_W_RECOMN_STATL

If this is your fist time scheduling
this query, the fields will be

*Description | MMS_BANK_TRANS_W_RECOMN_STATUS

Update Parameters

blank. Otherwise, you'll need to -~

click the Update Parameters L =

hyperlink to update the search RECON_ BANK DT w070 y

criteria.
RECON_BANK_DT | 2023-06-30 A
BANK_CD |WFB10 Z
BANK_ACCT_KEY |333p 2

o [
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£ Dy Viewsr Schedule Query

Schedule Query
YOU Wa nt tO enter the date Run Centrol D NMS. BANK_TRANS W _RECON_STATUS Report Manager Procez=s Monitor
range. For this purpose, it will be s v AT

the fl rSt and IaSt day Of the “Description | NMS_BANK_TRANS_W_RECON_STATUS |
month. The *Bank will always be e

WFB10 and the *Account willbe |~ "

the 4-digit bank account number .

assigned to your Agency, NOT e T 4

the last four digits of your Bank LA S Z

Account number. saK_Co fwreo /
BANK_ACCT.KEY !_ 333P 7 | NMS_BANK_TRANS_W_RECON_STATUS

Click the “OK” button o I -

*From Bank Date |1U,-'u1.'2022 i
“To Bank Date [10/312022 [

*Bank |WFEIG Q

*Account |{|052 Qi

oK || Cancel
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¢ Query Viewer Schedule Query

Schedule Query

Run Control ID NMS_BANK_TRANS_W_RECOMN_STATUS Report Manager Process Moniter

Query Name | NMS_BANK_TRANS W _RECON_STATL

*Description | MMS_BANK_TRANS_W_RECON_STATUS

Update Paramefers

Prompt Name Value

Click the “Apply” button
RECON_BANK_DT | 2022-10-01 i
RECON_BANK_DT | 2022-10-31 Z
BANK_CD | wFB10 /|
BANK_ACCT_KEY \|[loos2 Z

“| Cancel || Apply |
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UserID  HEATHERKENT Run Control D NMS_BANK_TRANS_W_RECOMN_STATUS

Serve e N
ECUITENC Run Time |2:14:38PM Reset to Current Date/Mime




£ Query Viewer Schedule Query

Schedule Query

Run Control ID  NMS_BANK_TRANS_W_RECON_STATUS Report Manager b s Mouor

Query Name |HMS_BANK_TRANS W RECOM_STATL -

*Description | NMS_BANK_TRANS_\W_RECON_STATUS

Update Parameiers

Click the “Report PRI orms . #

Manager” hyperlink RECON_BANK_DT | 2022-10-01 A
RECON_BANK_DT | 2022-10-31 £l
BANK_CD |WFB10 £
BANK_ACCT_KEY !_Ep_sz 2
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£ Query Viewer Report Manager

| List || Explorer

| Administration

| Archives

View Reports For

“Every once in a while”, clickthe | | v nstance | | 1o | | [ R |
“Refresh” button until the report | | Createdon | & [ <] | | [oas
is listed.

Reports
Repeatedly clicking the “Refresh” | (= o] TR View Al
button will not make the report T

e Report Report Description Folder Name gggﬁ.lﬁg:" ﬁjeport IE;GI:IaDz::
run faster, even if it makes you o
feel better @ 1 AP_WARRANTS_AFTER_ESCHEAT  AP_WARRANTS_AFTER_ESCHEAT | General 11-49AM 13827179 14225350
. ] ) 01/04723
2 Retumn ltems Query RETURN ITEMS QUERY General 10: 2450 13827165 14225836
COMM. CNTRL. BUDGET 010423
3 F5_EP PROCESSOR General 3 31AM 13827156 14225827
4 F5_STREAMLM OMN-DEMAND PROCESS General 3152153 13827154 14225825

Go back to Scheduled Query

List Explorer Administration Archives
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£ Query Viewer Report Manager

| List || Explorer || Administration || Archives |

View Reports For

“
Folder | ‘ Ingtance | | to | | | Refresh |
Name | | Created On | m | Last b ‘ | 1‘ | Days
Reports
. . 1-50f 5 w View All
Click on the hyperlink of the EIIEY
H S Folder Completion Report Process
query YOU jUSt ran. Report Report Description Name DateTime 1D Instance
1 MMS_BAMKE_TRAMNS_ W _RECOMN_STATUS MMS_BAMK_TRAMNS_W_RECOMN_STATUS General 311’_?,?;3 13827214 | 14225887
~ - . 01/04/23
2 AP_WARRAMTS_AFTER_ESCHEAT AP_WARRAMTS_AFTER_ESCHEAT General 11-49AM 13827179 | 14225850
- - 01/04/23
3 Retumn ltems Query RETURHN ITEMS QUERY General 102440 13827165 14225836
. 01/04/23
F5_EBP COMM. CHTRL. BUDGET PROCESS0OR General a-31AM 13827156 | 14225827
- - — 01/04/23
5 FS_STREAMLN ON-DEMAND PROCESS General 9 0aAM 13527154 14225825

Go back to Scheduled Query

_ist Explorer | Administration Archives
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£ List

Report

ReportID 13827214
Name P3SQUERY
Run Statug Success

Process Instance 14225887 Meszsage Log

Process Type Application Engine

MIMS_BANK_TRAMS_W_RECOM_STATUS

Distribution Details

Expiration Date 01192023

Digtribution Node RPT_UNIX

File Size (bytes) Datetime Created

AE_PSQUERY_14225857.log 01/04/2023 2:17:04.352184PM MST

Distribute To

Distribution ID Type +Distribution 1D

HEATHER.KENT

Report Index




Depending on the Browser you
use, an Excel/CSV file should
prompt you to open it
somewhere on your screen.

| used Chrome so my prompt
appeared on the bottom of the
screen.

& List
Report
ReportID 13827214 Process Instance 14225887 Message Log
Name PSQUERY Process Type Application Engine

Run Status  Success

NMS_BANK_TRANS_\W_RECON_STATUS

Distribution Details

Distribution Node RPT_UNIX

Expiration Date 01/18/2

023

File List

Name File Size (bytes) Datetime Created
AE_PSQUERY_14225857 log 166 01/04/2023 2:17:04.352184PM MST
NMS_BAMNK_TRANS _W_RECOM_STATUS-

14295887 csv 59,523 01/04/2023 2:17:04 352134PM MST
Distribute To

Distribution ID Type Distribution 1D

User HEATHER.KENT

Return

NMS_BANK_TRAN....csv

~

Report Index
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Navigate back to Query Viewer and
search for query
NMS_AR_DJ_ENTRIES_CASH_REMED

Since you are running this query for
the entire month, you should
schedule the query.

NOTE: If you are one of the agencies
listed below, you will have to run the
additional queries that are
highlighted in blue.

BUs 34100, 36100, 61100, 63100,
69000, 79000, and 80500. These
agencies use a combination of
Worksheets and Dls.

The NMS_AR_ENTRIES query are for
grants.

The NMS_AR_EXPRESS_DEPOSITS
query is for express deposits. The
Express Deposits query is not
accurate, but there is no other
accurate query at this time.

HIMS_AR_DJ_ENTRIES _CASH_REMED

HIMS_AR_DJ_ENTRIES GL_STATUS

NMS_AR_ENTRIES

HMS_AR_EXPRESS_DEPOSITS

HMS_AR_TRANSACTIONS

HMS_BANK_TRANS_SEARCH

MIMS_BANK_TRAMS_SEARCH_BY_AMT

MIMS_BAMK_TRANS_W_RECON_STATUS

NIMS_BK_REF_FOR_DEPOSIT_ID_MD

HMS_CANCELLED_WARRAMTS_ALL

HMS_CHART_OF_ACCTS

HMS_CM_3RD_PARTY_WARRANTS

HMS_CR_PAYMEMNT_FILE

MMS_DF4_CASH_REPORT_V3_PUB

DJ TRAMNSACTIONS Dep BU Prompt

DJ TRAMNSACTIONS Dep BU Prompt

AR Customer Deposit Enfries

Express Deposits with Doc ID

AR DEPOSIT TRANSACTIONS

Bank Transactions by Bank Acct

Bank Trans Search by Amount

Bank Trans with Recon Status

UnrecenTxns by Bank ID, Date

List of Cancelled Warranis

Chart of Accounts

List of 3rd Party Warrants

Agency Payment File Query

Inferest - State GF Investment

Public

Public

Public

Public

Public

Public

Public

Public

Public

Public

Public

Public

Public

Public

FMS - WGCHN

Schedule

Sche

Sche

2

Il

kup R
kup R
kup R
kup R
kup R
kup R
kup R
kup R
kup R
kup R
kup R
kup R
kup R
kup R

o
3!

o
3!

7}
3!

7]
D
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i

%]
i
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i

o
3!

7}
3!

7}
3!

7}
i
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£ Query Viewer Scheduled Query

Scheduled Query

If you've never scheduled the | Find an Existing Value || Add a New Value
NMS_AR_DJ_ENTRIES_CASH_RE

MED query' you’ || need to CIiCk *Query Name NMS_AR_DJ_ENTRIES_CASH_REMED
the “Add a New Value” button. “Run Control D | |

You must name your *Run |
Control ID. There can be no
spaces and then click the “Add”

button. | suggest copying the Find &1 S5009 Y9 S eheduled Query

*Query Name from above. This Enter any information you have and click Search. Leave fields blank for a list of all val
Way YOU’” never forget WhiCh [ Find an Existing Value | Add a Mew Value

query you are scheduling. - Seareh Criteria

Private Query | begins with % | |N |

If you’ve scheduled this before
and you only have one Run

Control ID, jUSt click one of the Run Control ID | begins with ~ | |NMS_AR_DJ_ENTRIES (|
hyper"nks, Description | begins with v | | |

Case Sensitive

- =] - Y
m‘ Clear |B.33|cae.3r-:l' & Save Search Criteria

Search Resuliz

Query Name | begins with v | | NMS_AR_DJ_ENTRIES (|

View All

Query Name Run Contrel ID

MIMS_AR_DJ_ENTRIES_CASH_REMED NMS_AR_DJ_ENTRIES_CASH_REMED 119




£ Query Viewer Schedule Query

Schedule Query
Run Control ID  NMS_AR_DJ_ENTRIES_CASH_REMED Report Manager Process Monitor
Query Name | NMS_AR_DJ_ENTRIES_CASH_REMED
If this is your fist time scheduling | = .o e
thiS quel'y the ﬁe|dS Wi” be Update Parameters ~
blank. Otherwise, you’ll need to
click the Update Parameters Prompt Neme velue
hyperlink to update the search ACCOUNTING_DT (20220801 /|
criteria.
ACCOUNTING_DT |2022-12-08 Z
BANK ACCOUNT NUM | Do xaass Zl
»
“| Cancel | Apply
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& Query Viewer Schedule Query

Schedule Query

Run Control |B NMS_AR_DJ_ENTRIES CASH _REMED Report Manager Process Monitor

You want to enter the date
range. For this purpose, it willbe @ =0 0 e e

the first and last day of the e e

month. The *Account # will be

the 15-digit masked Bank FremRtiEne i

Account number. You can copy it |sccoummeor [2022.08-01 Z
from the ACCOUNTING DT |2022.12.08
NMS_BAN K—TRANS—W—RECON— BANK ACCOUNT NUM |nnxx¥wxxxnxan5.q /I| !
STATUS query you just ran. \ | - b '

NMS_AR_DJ_ENTRIES_CASH_REMED
“ Gancel ‘ Apply B =it i -
CIiCk the ”OK” bUtton. *From Acctg Date |1Df[ﬂ.’2022 "'"

e

*To Acctg Date |1|}.'31.P2022 =]

2

*Account £

DOXOOCOOOOKHX0048  Q

0K

Cancel ‘
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— Schedule Query

Schedule Query

Run Control ID  NMS_AR_DJ_ENTRIES_CASH_REMED Report Manager Process Monitor

Query Name  NMS_AR_DJ_ENTRIES_CASH_REMED

*Dezcription | CASH_REMED

Update Parameters

Prompt Name Value
Click the “Apply” button
ACCOUNTING_DT |2022-10-01 Vi
ACCOUNTING_DT |2022-10-31 Zl
BANK ACCOUNT NUM | | nmoxaooonoonnas #l
\ / <

]
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£ Query Viewer Schedule Query

Schedule Query

Run Control ID  NMS_AR_DJ_ENTRIES_CASH_REMED Report Manager Process Monitor

Query Name NMS_AR_DJ_ENTRIES_CASH_REMED

*Description | CASH_REMED

Update Parameters

Prompt Name Value
Click the “Report Manger”
hyperl | n k ACCOUNTING_DT | 022-10-01 /;|
ACCOUNTING_DT |2022-10-31 /|
BANK ACCOUNT NUM |nnxxx>{xx>{xxxnn4t-‘. /.|
b

o
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£ Query Viewer Report Manager

| List || Explorer || Administration || Archives |

View Reports For

. 0 0 | hd | Instance | | to | | | Refresh ‘
“Every once in a while”, click the ™ | | | - ¥ I
" ”n . Name Created On =1 | Last W 1| | Days w
Refresh” button until the report
is listed.
Reports
= 50f5 w View Al

A=A “ n | ' || |
Repeatedly clicking the “Refresh”

. o Fold Completion Report P
button will not make the report Report Report Description Neme  Datefime 1D instance
run faster, even if it makes you 1 NMS_BANK_TRANS_W_RECON_STATUS NMS_BANK_TRANS_W_RECON_STATUS General g?{'.;:',‘;ff 13627214 14225887
feel better. © 2 AP_\WARRANTS_AFTER_ESCHEAT AP_WARRANTS_AFTER_ESCHEAT General (10423 13s27179 14225850

3 Retum ltems Query RETURN ITEMS QUERY General Caoas 13827165 14225836
4 FS_BP COMM. CNTRL. BUDGET PROCESSOR  General NS 13827156 14225827
5 FS_STREAMLN ON-DEMAND PROGESS General gj&ﬂ:ﬁf 13827154 14225825

Go back to Scheduled Query

List Explorer Administraticn Archives
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¢ Query Viewer Report Manager

| List || Explorer || Administration || Archives |

View Reports For

Folder | A4 ‘ Instance | | to | | | Refresh |
Mame | | Created On | m | Last ' | | 1| | Days
Reports

Click on the hyperlink of the e ew s
guery you just ran. =]

- Folder Completion Report Process
Report Report Description Hame Date/Time 1D Instance
L4
1 CASH_REMED CASH_REMED Zeneral gug;ff 13827215 1422589
o — - 01/04/23
2 NMS_BAME_TRANS_W RECOMN_STATUS | HMS_BAMK_TRAMNS W_RECOM_STATUS | General >1TPM 13827214 142258587 I}
TR N 01/04/23
3 AP_WARRAMNTS_AFTER_ESCHEAT AP_WARRANTS_AFTER_ESCHEAT General 11-494M 13827179 14225850
- 01/04/23
4 Retum ltems Query RETURN ITEMS QUERY General 10-245M 13827165 14225836
- 01/04/23
5 F5_BP COMM. CHNTRL. BUDGET PROCESS0OR  General 9 31AM 13827156 14225827
AT 01/04/23
8 FS5_STREAMLM ON-DEMAND PROCESS General 9 04AM 13827154 14225825

Go back to Scheduled Query

List Explorer |  Administration Archives
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¢ List Report Index

Report

ReportlD 13327218 Process Instance 14225891 Message Log

Name PSQUERY Process Type Application Engine
Run 5tatug Success

CASH_REMED
: : Distribution Details
Click on the hyperlink of the
query you JUSt ran. Distribution Node RPT_UNIX Expiration Date | 01/13/2023
File List
Name File Size (bytes) Datetime Created
AE_PSOUERY_14225581.log 166 01/04/2023 3:19:10.653087PM MST
NMS_AR_DJ_ENTRIES_CASH_REMED-
14795291 cav ~" 31/04/2023 3:19:10.65308TPM MST
Distribute To
Distribution ID Type «Distribution 1D
User HEATHER.KEMT

Return
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Depending on the Browser you
use, an Excel/CSV file should
prompt you to open it
somewhere on your screen.

| used Chrome so my prompt
appeared on the bottom of the
screen.

£ List

Report

ReportID 13827215
Name PSQUERY
Run 5tatuz  Success

CASH_REMED

Distribution Details

Distribution Node RPT_UNIX

File List
Name

AE_PSQUERY_14225581 log

Process Instance 14225891

Message Log

Process Type Application Engine

Expiration Date | 01/19/202

File Size (bytes)

3

Datetime Created

166 010472023 3:19:10.653057PM MST
NMS_AR_DJ_ENTRIES_CASH_REMED-
14225891 csv 217,203 01/04/2023 2:19:10.653087PM MST
Distribute To
Distribution ID Type «Digtribution ID
User HEATHER KENT
Retumn

NMS_AR DJ ENTRI..csy A

Report Index
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Add a tab to one of the worksheets.

m AutoSave (. Off)l =

File Home Insert
2 [ &
Paste EB i
v
Undo Clipboard

Lf@ Quick Print

D1

16
17
18
19

Readyv

v

A

Account #

DOXXXXXXXXXX0046
DOXXXXXXXXXX0046
DOXXXXXXXXXX0046
DOXXXXXXXXXX0046
DOXXXXXXXXXX0046
DOXXXXXXXXXX0046
DOXXXXXXXXXX0046
DOXXXXXXXXXX0046
DOXXXXXXXXXX0046
DOXXXXXXXXXX0046
DOXXXXXXXXXX0046
DOXXXXXXXXXX0046
DOXXXXXXXXXX0046
DOXXXXXXXXXX0046
DOXXXXXXXXXX0046
DOXXXXXXXXXX0046
DOXXXXXXXXXX0046
DOXXXXXXXXXX0046

¢ Spelling [iZ Cell Styles ~

NMS_AR DJ ENTRIES CASH_REMED-14 ®

Scroll Lock

02 n cacsibilite: Unavailable

4 G
HmoE -

Kent, Heather, DFA @ &

| 13 Comments

Sensitivity

M

NMS_AR_DJ ENTRIES_CASH_REMED-14230666.csv v P Search
Page Layout Formulas Data Review View Automate Help ACROBAT Power Pivot
|Ca|ibri VH11 v| AN A = = |;| o 22) |Number V| [ conditional Formatting ~ &H Insert ~ > 2? v
o j o $ «~ 9 9 % Format as Table v X Delete  ~ v /O v
B I v:-VO‘VAv — = = 4= == =Y
_ = - - - = — | = 9 0 [iZ Cell Styles ~ @ Format v &~
Font Y Alignment [} Number [} Styles Cells Editing
j} Deposit ID
B @ D E F G H [ J K L
Deposit Unit GL Unit|Deposit ID Payment ID Acctg Date Journal Date Journal ID  GL Distribution Status Amount Fund Account Sub Acct
34100 34100 941608080599276 3410007378 10/3/2022 10/3/2022 DJ03195366 Distributed 40339.19 56000 101800
34100 34100 941608080599276 3410008375 10/3/2022 10/3/2022 DJ03195366 Distributed 8732.85 80000 101800
34100 34100 941608080599276 3410008377 10/3/2022 10/3/2022 DJ03195366 Distributed 238035.29 56000 101800
34100 34100 941608080599276 3410008376 10/3/2022 10/3/2022 DJ03195366 Distributed 6703.6 80000 101800
34100 34100 941608080599276 3410008380 10/3/2022 10/3/2022 DJ03195366 Distributed 59018.74 56000 101800
34100 34100 941608080599276 3410008382 10/3/2022 10/3/2022 DJ03195366 Distributed 1113 72090 101800
34100 34100 941608080599276 3410008379 10/3/2022 10/3/2022 DJ03195366 Distributed 33846.4 56000 101800
34100 34100 941608080599276 3410008381 10/3/2022 10/3/2022 DJ03197366 Distributed 34231.05 56000 101800
34100 34100 941608080599278 0lA036150354818 10/4/2022 10/4/2022 DJ03195370 Distributed 17813.12 8800 101800
34100 34100 941608080599278 01A036150354810 10/4/2022 10/4/2022 DJ03195370 Distributed 584187.27 8800 101800
34100 34100 941608080599278 01A036150354817 10/4/2022 10/4/2022 DJ03195370 Distributed 32953.18 8800 101800
34100 34100 941608080599278 01A036150354816 10/4/2022 10/4/2022 DJ03195370 Distributed 43077.8 8800 101800
34100 34100 941608080599278 01A036150354814 10/4/2022 10/4/2022 DJ03195370 Distributed 100401.13 8800 101800
34100 34100 941608080599278 01A036150354811 10/4/2022 10/4/2022 DJ03195370 Distributed 232552.39 8800 101800
34100 34100 941608080599278 01A036150354812 10/4/2022 10/4/2022 DJ03195370 Distributed 140894.03 8800 101800
34100 34100 941608080599278 01A036150354815 10/4/2022 10/4/2022 DJ03195370 Distributed 73884.9 8800 101800
34100 34100 941608080599278 01A036150354813 10/4/2022 10/4/2022 DJ03195370 Distributed 126229.09 8800 101800
34100 34100 941608080599278 01A036150354819 10/4/2022 10/4/2022 DJ03195370 Distributed 2624.87 8800 101800

o
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Webex
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Copy the other query and paste it into the new worksheet. We want the data from both queries in one
workbook. Re-name the new worksheet with the name of the query you just pasted there.

@ AutoSave @ off) [H] NMS AR DI ENTRIES CASH REMED-14225891.csv v £ Search Kent, Heather, DFA @ # o= a X
File Home Insert  Page Layout Formulas Data Review View Automate Help ACROBAT Power Pivot 7 Comments
D fﬁ & Calibri di oA A = == ab General v|  [E] conditional Formatting ~ &H Insert ~ > v Gy w

Paste E@ v B T U lmuloe A - = = = = y $ ~ 9% 9 [ Format as Table ~ I¥% Delete  ~ ~ ,O v Webex
e g n - = - - T = == <5 0 [iZ Cell Styles ~ @ Format ¥ &~
Undo Clipboard Y Font (5] Alignment 5] Number Y Styles Cells Editing Sensitivity Cisco e
% Quick Print 25 Spelling [i7Z Cell Styles~ =
K8 v fx 3410008380 v
A B C D E F G H | J K 4
1 |Bank Name  Account# Account Description Account Status GL Number Deposit Unit Bank Date Amount Statement Code Statement Code Descr Reconciliation Refer
2 |WELLS FARGO OOXXXXXXXXXX0046 Department of Finance & Admin Active 120053 34100 10/3/2022 1113 301 Commercial Deposit 3410
3 |WELLS FARGO OOXXXXXXXXXX0046 Department of Finance & Admin Active 120053 34100 10/3/2022 6703.6 301 Commercial Deposit 3411
4 |WELLS FARGO OOXXXXXXXXXX0046 Department of Finance & Admin Active 120053 34100 10/3/2022 8732.85 301 Commercial Deposit 3411
5 |WELLS FARGO Q0XXXXXXXXXX0046 Department of Finance & Admin Active 120053 34100 10/3/2022 33846.4 301 Commercial Deposit 3411
6 |WELLS FARGO OO0XXXXXXXXXX0046 Department of Finance & Admin Active 120053 34100 10/3/2022 34231.05 301 Commercial Deposit 3411
7 |WELLS FARGO 00XXXXXXXXXX0046 Department of Finance & Admin Active 120053 34100 10/3/2022 40339.19 301 Commercial Deposit 3411
8 |WELLS FARGO O0O0XXXXXXXXXX0046 Department of Finance & Admin Active 120053 34100 10/3/2022 59018.74 301 Commercial Deposit 3411
9 |WELLS FARGO 00XXXXXXXXXX0046 Department of Finance & Admin Active 120053 34100 10/3/2022 238039.29 301 Commercial Deposit 3411
10 |WELLS FARGO O00XXXXXXXXXX0046 Department of Finance & Admin Active 120053 34100 10/3/2022  -422024.12 575 ZBA Debit 2.21
11 |WELLS FARGO O0XXXXXXXXXX0046 Department of Finance & Admin Active 120053 34100 10/4/2022 2624.87 169 Miscellaneous ACH Credit 0lA036150354819
12 \WELLS FARGO O00XXXXXXXXXX0046 Department of Finance & Admin Active 120053 34100 10/4/2022 17813.12 169 Miscellaneous ACH Credit 01A036150354818
13 |WELLS FARGO 00XXXXXXXXXX0046 Department of Finance & Admin Active 120053 34100 10/4/2022 32953.18 169 Miscellaneous ACH Credit 01A036150354817
14 |WELLS FARGO OO0XXXXXXXXXX0046 Department of Finance & Admin Active 120053 34100 10/4/2022 43077.8 169 Miscellaneous ACH Credit 01A036150354816
15 |WELLS FARGO OO0XXXXXXXXXX0046 Department of Finance & Admin Active 120053 34100 10/4/2022 73884.9 169 Miscellaneous ACH Credit 01A036150354815
16 |WELLS FARGO OO0XXXXXXXXXX0046 Department of Finance & Admin Active 120053 34100 10/4/2022 100401.13 169 Miscellaneous ACH Credit 01A036150354814
17 |WELLS FARGO O0XXXXXXXXXX0046 Department of Finance & Admin Active 120053 34100 10/4/2022 126229.09 169 Miscellaneous ACH Credit 0lA036150354813
18 |WELLS FARGO O00XXXXXXXXXX0046 Department of Finance & Admin Active 120053 34100 10/4/2022 140894.03 169 Miscellaneous ACH Credit 0lA036150354812
19 |WELLS FARGO O00XXXXXXXXXX0046 Department of Finance & Admin Active 120053 34100 10/4/2022 232552.39 169 Miscellaneous ACH Credit 0lA036150354811
20 \WELLS FARGO 00XXXXXXXXXX0046 Department of Finance & Admin Active 120053 34100 10/4/2022 584187.27 169 Miscellaneous ACH Credit 01A036150354810
21 |WELLS FARGO 00XXXXXXXXXX0046 Department of Finance & Admin Active 120053 34100 10/4/2022 2328012 169 Miscellaneous ACH Credit 01A036150354809
22 |WELLS FARGO OOXXXXXXXXXX0046 Department of Finance & Admin Active 120053 34100 10/4/2022 -3682629.78 575 ZBA Debit 2.211
23 |WELLS FARGO OOXXXXXXXXXX0046 Department of Finance & Admin Active 120053 34100 10/5/2022 57358.49 169 Miscellaneous ACH Credit 01A926083718872 | 4 1L
NMS_AR_DJ_ENTRIES_CASH_REMED-14 NMS_BANK TRANS_ W _RECON_STATUS-1 ® 4 G »




You want to create a pivot table for each query. Start by placing your cursor in cell 1 column A. You
should see a box around the first cell.

A B

1 |BankName _|Account#

2

WELLS FARGO 00pCOOCKKKXXX0046

L3 WELLS EARGO OOXXXXXXXXXX0046

WELLS FARGO 00X XXXXXXXXX0046
WELLS FARGO 0O0XXXXXXXXXX0046
WELLS FARGO 00XXXXXXXXXX0046
WELLS FARGO 00XXXXXXXXXX0046
WELLS FARGO 00XXXXXXXXXX0046
WELLS FARGO 00XXXXXXXXXX0046
WELLS FARGO 00XXXXXXXXXX0046
WELLS FARGO 00XXXXXXXXXX0046
WELLS FARGO 00XXXXXXXXXX0046
WELLS FARGO 00XXXXXXXXXX0046
WELLS FARGO 00XXXXXXXXXX0046
WELLS FARGO 00XXXXXXXXXX0046
WELLS FARGO 00X XXXXXXXXX0046
WELLS FARGO 0O0XXXXXXXXXX0046
WELLS FARGO 00XXXXXXXXXX0046
WELLS FARGO 00XXXXXXXXXX0046
WELLS FARGO 00XXXXXXXXXX0046
WELLS FARGO 00XXXXXXXXXX0046
WELLS FARGO 00XXXXXXXXXX0046
WELLS FARGO 00XXXXXXXXXX0046

C

Account Description

Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin

E

F

Account Status GL Number Deposit Unit Bank Date Amount

Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active

120053
120053
120053
120053
120053
120053
120053
120053
120053
120053
120053
120053
120053
120053
120053
120053
120053
120053
120053
120053
120053
120053

34100
34100
34100
34100
34100
34100
34100
34100
34100
34100
34100
34100
34100
34100
34100
34100
34100
34100
34100
34100
34100
34100

G H
10/3/2022 1113
10/3/2022 6703.6
10/3/2022 8732.85
10/3/2022 33846.4
10/3/2022 34231.05
10/3/2022 40339.19
10/3/2022 59018.74
10/3/2022 238039.29
10/3/2022  -422024.12
10/4/2022 2624.87
10/4/2022 17813.12
10/4/2022 32953.18
10/4/2022 43077.8
10/4/2022 73884.9
10/4/2022 100401.13
10/4/2022 126229.09
10/4/2022 140894.03
10/4/2022 232552.39
10/4/2022 584187.27
10/4/2022 2328012
10/4/2022 -3682629.78
10/5/2022 57358.49

J

Statement Code Statement Code Descr

301 Commercial Deposit

301 Commercial Deposit

301 Commercial Deposit

301 Commercial Deposit

301 Commercial Deposit

301 Commercial Deposit

301 Commercial Deposit

301 Commercial Deposit

575 ZBA Debit

169 Miscellaneous ACH Credit
169 Miscellaneous ACH Credit
169 Miscellaneous ACH Credit
169 Miscellaneous ACH Credit
169 Miscellaneous ACH Credit
169 Miscellaneous ACH Credit
169 Miscellaneous ACH Credit
169 Miscellaneous ACH Credit
169 Miscellaneous ACH Credit
169 Miscellaneous ACH Credit
169 Miscellaneous ACH Credit
575 ZBA Debit

169 Miscellaneous ACH Credit

K

Reconciliation Refer

3411

3411

3411

341

3411

3411

3411

3411

2.211
0lA036150354819
0lA036150354818
0lA036150354817
0lA036150354816
0lA036150354815
0lA036150354814
0lA036150354813
0lA036150354812
0lA036150354811
0lA036150354810
0lA036150354809

2.211
0lA926083718872
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Click on “Insert”

@ Autosave @ off) [B] NMS_AR DJENTRIES_CASH_REMED-14225891.csv v

File Home Insert & sgeiiaysae™ Formulas Data Review

D EE] & Calibri Y A AT =
paste. L1 ™ B I U+ v doe A =
v @ - — F— -

Undo Clipboard [ Font B

b Quick Print %5 Spelling  [7 Cell Styles v =

Al v fx BankName

A B C
|Bank Name _|Account# Account Description
WELLS FARGO 00XXXXXXXXXX0046 Department of Finance & Admin
WELLS FARGO 00XXXXXXXXXX0046 Department of Finance & Admin
WELLS FARGO 00XXXXXXXXXX0046 Department of Finance & Admin
WELLS FARGO 00XXXXXXXXXX0046 Department of Finance & Admin
WELLS FARGO 00XXXXXXXXXX0046 Department of Finance & Admin

Gy b s W =

View

Alignment

Active
Active
Active
Active
Active

(ml']
T~o

| %~

g

£ Search

Help ACROBAT

|Genera|

V|

$ v % 9

-0
(I)D =0

]

E

120053
120053
120053
120053
120053

Number

(Y

F
Account Status GL Number Deposit Unit Bank Date Amount

34100
34100
34100
34100
34100

Power Pivot
fE] conditional Formatting v
B2 Format as Table v

i Cell Styles v

G

10/3/2022
10/3/2022
10/3/2022
10/3/2022
10/3/2022

Kent, Heather, DFA @ 4?

~
4

[ Comments |

@ Insert ~ Z ~ ;? ~
TX Delete v v ,o v
@ Format v &~

Editing Sensitivity

J

Statement Code Statement Code Descr

301 Commercial Deposit
301 Commercial Deposit
301 Commercial Deposit
301 Commercial Deposit
301 Commercial Deposit

Reconciliation Refe

341
341
341
341
341



Click on “PivotTable”

o

X

[ Comments |

()

Symbols

w

K

Reconciliation Refer

ﬁ AutoSave (. off} NMS_AR_DJ_ENTRIES_CASH_REMED-14225891.csv v £ Search Kent, Heather, DFA @ é} —
File Home Insert Pagelayout Formulas Data Review View Automate Help ACROBAT Power Pivot
ﬁ? F:u] s FC) 5) [h’? dil~ [H~ ﬂﬂﬂu Q 22 Line [ Slicer (a) ﬂy—j ,q
T — ] l . .
PivotTable Recommended Table Nlustrations Add- Recommended W [I]:h v Maps PlvotChart Im Column FV Timeline Link Comment Text
v PivotTables hd ins v Charts e) v L v v T Win/Loss v ¥
Tables Charts N Tours Sparklines Filters Links Commenits
% Quick Print ~ #¢ Spelling [iZ Cell Styles~ =
Al ~ fx BankName
A B C D E F G H | J
1 |Bank Name _|Account# Account Description Account Status GL Number Deposit Unit Bank Date Amount Statement Code Statement Code Descr
2 'WELLS FARGO O0O0XXXXXXXXXX0046 Department of Finance & Admin Active 120053 34100 10/3/2022 1113 301 Commercial Deposit
3 |WELLS FARGO OO0XXXXXXXXXX0046 Department of Finance & Admin Active 120053 34100 10/3/2022 6703.6 301 Commercial Deposit
4 'WELLS FARGO 00XXXXXXXXXX0046 Department of Finance & Admin Active 120053 34100 10/3/2022 8732.85 301 Commercial Deposit
5 |WELLS FARGO OOXXXXXXXXXX0046 Department of Finance & Admin Active 120053 34100 10/3/2022 33846.4 301 Commercial Deposit
6 'WELLS FARGO OO0XXXXXXXXXX0046 Department of Finance & Admin Active 120053 34100 10/3/2022 34231.05 301 Commercial Deposit

132

3411
341
341
341
3411



A box will appear. If you had your curser in the first cell, Excel assumes that you meant to include the
entire worksheet in your pivot table. If you look closely, there is moving box around the data that will be
included in your pivot table. It’s important that every column has a Title or you will have issues with your
pivot table. You only need to worry about this if you added new columns/data to the existing data.

Al

0 ~N O U AW N =

S N i I = O
W N = O W e~ b WM =2 O

A

IWELLS FARGO

WELLS ‘ARGO
WELLS | ARGO
WELLS FARGO
WELLS FARGO
WELLS FARGO
WELLS FARGO
WELLS FARGO
WELLS FARGO
WELLS FARGO
WELLS FARGO
WELLS FARGO
WELLS FARGO
WELLS FARGO
WELLS FARGO
WELLS FARGO
WELLS FARGO
WELLS FARGO
WELLS FARGO
WELLS FARGO
WELLS FARGO
WELLS FARGO

OOXXXXXXXXXX0046
00XXXXXXXXXX0046
OOXXXXXXXXXX0046
OOXXXXXXXXXX0046
OOXXXXXXXXXX0046
OO0XXXXKXXXXXK0046
00XXXXXXXXXX0046
OOXXXXXXXXXX0046
00XXXXXXXXXX0046
OOXXXXXXXXXX0046
00XXXXXXXXXX0046
OOXXXXXXXXXX0046
OOXXXXXXXXXX0046
00XXXXXXXXXX0046
OOXXXXXXXXXX0046
OOXXXXXXXXXX0046
OOXXXXXXXXXX0046
00XXXXXXXXXX0046
OOXXXXXXXXXX0046
OOXXXXXXXXXX0046
00XXXXXXXXXX0046
OOXXXXXXXXXX0046

Bank Name

Account Description

Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin

D E P G H J K
Account Status GL Number Deposit Unit Bank Date  Amount Statement Code Statement Code Descr Reconciliation Refer
Active 120053 34100 10/3/2022 1113 301 Commercial Deposit 3411
Active 120053 34100 10/3/2022 6703.6 301 Commercial Deposit 3411
Active PivotTable from table or range ? % 301 Commercial Deposit 341
Active 301 Commercial Deposit 341
Active Select a table or range 301 Commercial Deposit 3411
Active Table/Range: |'NMS_BANK_TRANS_W_RECON_STATUS-1'!$A$1:3N$220] + 301 Commercial Deposit 3411
Active Choose where you want the PivotTable to be placed 301 Commercial Deposit 341
Active ® NewWorkeheet 301 Commercial Deposit 341
Active - 575 ZBA Debit 2.211
Active \ Bristing Worksheet 169 Miscellaneous ACH Credit 0IA036150354819
Active Location: 2 169 Miscellaneous ACH Credit 0lA036150354818
Active Cancel 169 Miscellaneous ACH Credit 01A036150354817
Active 169 Miscellaneous ACH Credit 01A036150354816
Active 120053 34100 10/4/2022 73884.9 169 Miscellaneous ACH Credit 01A036150354815
Active 120053 34100 10/4/2022 100401.13 169 Miscellaneous ACH Credit 0IA036150354814
Active 120053 34100 10/4/2022 126229.09 169 Miscellaneous ACH Credit 01A036150354813
Active 120053 34100 10/4/2022 140894.03 169 Miscellaneous ACH Credit 01A036150354812
Active 120053 34100 10/4/2022 232552.39 169 Miscellaneous ACH Credit 0lA036150354811
Active 120053 34100 10/4/2022 584187.27 169 Miscellaneous ACH Credit 01A036150354810
Active 120053 34100 10/4/2022 2328012 169 Miscellaneous ACH Credit 01A036150354809
Active 120053 34100 10/4/2022 -3682629.78 575 ZBA Debit 2.211

120053 34100 10/5/2022 57358.49 169 Miscellaneous ACH Credit 01A926083718872

Active



Click the “OK” button

Al v

s =
m m
— —
— —
vy N
n
> >
X 3
[N
O O

1
2
3
4 |WELLS FARGO
5
6
7
8

9
10
11

£sss=zz2
m m m m m m
[l sl sall sl el o
- r-
v B W L B U
M M M T Tm o
> > > > > >
Qo X0 30 1V X O
OO0 6000
OO0 O0OO0O0O0

WELLS FARGO
12 IWELLS FARGO
13 |WELLS FARGO
14 |WELLS FARGO
15 |WELLS FARGO
16 IWELLS FARGO
17 IWELLS FARGO
18 |WELLS FARGO
19 ]WELLS FARGO
20 IWELLS FARGO
21 IWELLS FARGO
22 IWELLS FARGO
23 |WELLS FARGO

00XXXXXXXXXX0046
OOXXXXXXXXXX0046
OOXXXXXXXXXX0046
OOXXXXXXXXXX0046
OO0XXXXKXXXXXK0046
00XXXXXXXXXX0046
OOXXXXXXXXXX0046
00XXXXXXXXXX0046
OOXXXXXXXXXX0046
00XXXXXXXXXX0046
OOXXXXXXXXXX0046
OOXXXXXXXXXX0046
00XXXXXXXXXX0046
OOXXXXXXXXXX0046
OOXXXXXXXXXX0046
OOXXXXXXXXXX0046
OO0XXXXKXXXXXK0046
OOXXXXXXXXXX0046
OOXXXXXXXXXX0046
00XXXXXXXXXX0046
OOXXXXXXXXXX0046
OOXXXXXXXXXX0046

Bank Name

Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin

Active
Active
Active
Active
Active
Active
Active
Active
Active
Active

A
|Bank Name _|Account# Account Description

D E F G H J K
Account Status GL Number Deposit Unit Bank Date Amount Statement Code Statement Code Descr Reconciliation Refer
120053 34100 10/3/2022 1113 301 Commercial Deposit 341
120053 34100 10/3/2022 6703.6 301 Commercial Deposit 341
PivotTable from table or range ? X 301 Commercial Deposit 341
301 Commercial Deposit 3411
Select a table or range 301 Commercial Deposit 3411
Table/Range: |'NMS_BANK_TRANS_W_RECON_STATUS-1'1$A$1:5N$220) + 301 Commercial Deposit 341
Choose where you want the PivotTable to be placed 301 Commercial Deposit 341
® 301 Commercial Deposit 3411
New Worksheet 575 ZBA Debit 2.21
O Existing Worksheet . .
169 Miscellaneous ACH Credit 0lA036150354819
Location: +

Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active

Cancel

120053 34100
120053 34100
120053 34100
120053 34100
120053 34100
120053 34100
120053 34100
120053 34100
120053 34100

10/4/2022 73884.9
10/4/2022 100401.13
10/4/2022 126229.09
10/4/2022 140894.03
10/4/2022 232552.39
10/4/2022 584187.27
10/4/2022 2328012
10/4/2022 -3682629.78
10/5/2022 57358.49

169 Miscellaneous ACH Credit
169 Miscellaneous ACH Credit
169 Miscellaneous ACH Credit
169 Miscellaneous ACH Credit
169 Miscellaneous ACH Credit
169 Miscellaneous ACH Credit
169 Miscellaneous ACH Credit
169 Miscellaneous ACH Credit
169 Miscellaneous ACH Credit
169 Miscellaneous ACH Credit
575 ZBA Debit

169 Miscellaneous ACH Credit

01A036150354818
01A036150354817
01A036150354816
01A036150354815
01A036150354814
01A036150354813
01A036150354812
01A036150354811
01A036150354810
01A036150354809
2,211
0I6526083718872



Click the “OK” button

Al

1
2
3
4
5
6
7
8
9

10
11
12
13
14
15
16
17
18
19
20
21
22
23

~

Jx

B

Bank Name

C

D E F G H I J K

A
|Bank Name _|Account #

'WELLS FARGO 00XXXXXXXXXX0046
WELLS FARGO 00X XXXXXXXXX0046
WELLS FARGO 0O0XXXXXXXXXX0046
WELLS FARGO 00XXXXXXXXXX0046
WELLS FARGO 00XXXXXXXXXX0046
WELLS FARGO 00XXXXXXXXXX0046
WELLS FARGO 00XXXXXXXXXX0046
WELLS FARGO 00XXXXXXXXXX0046
WELLS FARGO 00XXXXXXXXXX0046
WELLS FARGO 00XXXXXXXXXX0046
WELLS FARGO 00XXXXXXXXXX0046
WELLS FARGO 00XXXXXXXXXX0046
WELLS FARGO 00XXXXXXXXXX0046
WELLS FARGO 00X XXXXXXXXX0046
WELLS FARGO 0O0XXXXXXXXXX0046
WELLS FARGO 00XXXXXXXXXX0046
WELLS FARGO 00XXXXXXXXXX0046
WELLS FARGO 00XXXXXXXXXX0046
WELLS FARGO 00XXXXXXXXXX0046
WELLS FARGO 00XXXXXXXXXX0046
WELLS FARGO 00XXXXXXXXXX0046
WELLS FARGO 00XXXXXXXXXX0046

Account Description
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin
Department of Finance & Admin

Account Status GL Number Deposit Unit Bank Date Amount Statement Code Statement Code Descr Reconciliation Refer

Active 120053 34100 10/3/2022 1113 301 Commercial Deposit 3410
Active 120053 34100 10/3/2022 6703.6 301 Commercial Deposit 3411
Active PivotTable from table or range ? % 301 Commercial Deposit 341
Active 301 Commercial Deposit 341
Active Select a table or range 301 Commercial Deposit 3411
Active Table/Range: |'NMS_BANK_TRANS_W_RECON_STATUS-11$A$1:3N$220| + 301 Commercial Deposit 3411
Active Choose where you want the PivotTable to be placed 301 Commercial Deposit 341
Active 301 Commercial Deposit 341
Active O [tz 575 ZBA Debit 2,210
Active O Bisting Worksheet 169 Miscellaneous ACH Credit 0lA036150354819
Active Location: / * 169 Miscellaneous ACH Credit 0lA036150354818
Active 169 Miscellaneous ACH Credit 0lA036150354817
Active conee 169 Miscellaneous ACH Credit 0lA036150354816
Active 120053 34100 10/4/2022 73884.9 169 Miscellaneous ACH Credit 0lA036150354815
Active 120053 34100 10/4/2022 100401.13 169 Miscellaneous ACH Credit 01A036150354814
Active 120053 34100 10/4/2022 126229.09 169 Miscellaneous ACH Credit 0lA036150354813
Active 120053 34100 10/4/2022 140894.03 169 Miscellaneous ACH Credit 0lA036150354812
Active 120053 34100 10/4/2022 232552.39 169 Miscellaneous ACH Credit 0lA036150354811
Active 120053 34100 10/4/2022 584187.27 169 Miscellaneous ACH Credit 0lA036150354810
Active 120053 34100 10/4/2022 2328012 169 Miscellaneous ACH Credit 0lA036150354809
Active 120053 34100 10/4/2022 -3682629.78 575 ZBA Debit 2.211
120053 34100 10/5/2022 57358.49 169 Miscellaneous ACH Credit 0lA926083718872

Active
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A new tab will be created so that you can design your pivot table. The Titles of the columns from your query will be
the fields you can choose from in the PivotTable Fields.

File Home Insert Pagelayout Formulas Data Review View Automate
ﬁ':.‘ Active Field: [ Insert Slicer
B
PivotTable E 57 Insert Timeline
Active Field Group Filter

A3 v fr

| A | B _ C D E F G H
1 {
2 |
3
4 -
5 |
6 To build a report, choose
7 fields from the PivotTable
8 Field List
9
10
1| e
2 Bzz:s
13 BESSs
14 ¥l
15 [ s
16
17
18
19
20 |
21 |
22 |
23|

b NMS AR DJ ENTRIES CASH REMED-14 Sheet2 | NMS BANK Tf... (¥
A B C

1 |BankName _|Account#

2 |WELLS FARGO 00XXXXXXXXXX0046 Department of Finance & Admin Active

Account Description

Help ACROBAT  Power Pivot
& a
o bm I

D

Refresh Change Data Actions

v Source v

Data

PivotTable Analyze

E_Er'l‘ Fields, ltems, & Sets v

Calculations

4 [ 3

E

120053

F

G

Account Status GL Number Deposit Unit Bank Date Amount

34100 10/3/2022

Design

[

PivotChart Recommended

| @ Comments |

[ Field List |
.LT'E‘ +/- Buttons l

PivotTables Field Headers |
Tools Show bd
L
PivotTable Fields voX
Choose fields to add to report: o -
Search ,o
D Bank Name a
[ Account # I
|:| Account Description
[ Account Status
[] 6L Number
e i =
Drag fields between areas below:
T Filters U Columns
Rows 2 Values

[J Defer Layout Update

H I

1113

J

Statement Code Statement Code Descr
301 Commercial Deposit

K
Relcomciliation Refer
3411



To create your PivotTable, you want to drag the Title name where you want the data to be presented.

File Home Insert  Page Layout
R Active Field:
0 H
PivotTable
v =
Active Field
A3 v Jx
B C
-I {
2 !
3
e PivotTablel
5
6 | To build a report, choose
7 fields from the PivotTable
& Field List
9
10 |
M| e —
12| B==s
13 E = o
1
15 [ i
16
17
18
19
20 |
21 |
22 |
23 |

Formulas

<

Data

Review View Automate

Group

@ Insert Slicer
E Insert Timeline
b

Filter

NMS AR DJ ENTRIES CASH REMED-14 | Sheet2 | NMS BANK Tf ... (@

Help ACROBAT

2 L&

Refresh Change Data

v Source v

Data

Power Pivot

e

Actions

~

PivotTable Analyze

Design

E_ef,' Fields, Items, & Sets v

Calculations

fa

PivotChart Recommended

B Field st |

|;EIE| +/- Buttons l

| i1 Comments |

PivotTables [E Field Headers |
Tools Show ¥
b
PivotTable Fields vooX
Choose fields to add to report: &~
‘ Search L0
[] Bank Name a
[ Account # I
[] Account Description
[[] Account Status
[] GL Number
| = =N PO R v
Drag fields between areas below:
T Filters Il Columns
= Raws 3 Values

(] Defer Layout Update
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As you drag and place the fields into the boxes, you can see where the data will be presented on the
PivotTable on the left.

A B C D E F G , H , I J K a ) )
loci (D - § PivotTable Fields v X
2 |Account Description (A1) hd
3
4 |Sum of Amount Choose fields to add to report: {p -
5 -
? ‘ Search ,O‘

(™ ]
A
Reconciliation Reference ID [ |
[1 panl Raf 1IN v

Drag fields between areas below:

T Filters Il columns
‘ Account # v ‘: ‘ Statement Code v :

‘ Bank Date

=122100504220122

i Reconciled
4 ... | Sheet 2 NMS_BANK_TRANS W_RECON_STATUS-1 | @ ;4 G [

Ready  Scroll Lock ff(Accessibility: Investigate ﬁ E — [— + 70%

() Defer Layout Update
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You can create your PivotTable anyway you want, but the Cash Control Bureau finds this set up works the best for
the NMS_BANK_TRANS W_RECON_STATUS query when we perform our monthly reconciliations.

PivotTable Fields voooX
Drag fields between areas below: {p ~
Filters Columns
Account # v Statement Code v
Account Description *' Statement Code Descr  ~
Rows Values
Bank Date v Sum of Amount v

Reconciliation Referenc...~

Reconciliation Status v

Defer Layout Update



Additionally, the filters box works best if you are only supposed to have one item for the entire pivot

table, but you don’t really need the information as part of your analysis. In this example, there should

only be one Bank Account. If there were more then you know you would have a problem.

Columns

Statement Code

Values

Sum of Amount

A B C D G H J K a
1 |Account # (Al - ( PivotTable Fields
Search ,O
) ] Choose fields to add to report:
169 Total 195 195 Total -1206 206 Total -1301 301 Total -1575 575 Total
= OOXXXXXKKKKXK0046 Incoming Money Transfer Book Transfer Credit Commercial Deposit ZBA Debit ~
42202412 42202412 -422024.12 -423024, ~earch
40339.19 40339.19
40339.19 40339.19 Bl JrRECETIeTt CouTs Desel
8732.85 8732.85 e
v
732 25 9737 95 B Reconciliation Reference ID
6703.6 6703.6 Bank Ref ID
6703.6 6703.6
238039.29  238039.29 Bank Addenda
238039.29  238039.29
33846.4 33846.4
] _ 33846.4 33846.4 Drag fields between areas below:
Select Multiple Items 59018.74 TG
59018.74 59018.74 Filters
34231.05 34231.05
34231.05 34231.05 Account # ~ [
1113 1113
23 Reconciled 1113 1113 R
24|  =22100404180104 -422024.12 422024, o
25 Reconciled -422024.12 -422024, a
— Bank Date v
26 | =10/4f2022 3682629.78  3682629.78 -3682629.78  -3682629,
27 ©22100504220122 -3682629.78  -3682629,
28 Reconciled -3682629.78  -3682629, ¥ Defer L t Undat
: efer Layou ate
4 ... | Sheet 2 NMS BANK TRANS W RECON STATUS-1 ) 4 G [ Y P

L



When the pivot table is created, it defaults to subtotals on every row (highlighted in green) and column
(highlighted in yellow). Additionally, the data in the rows is present vertically as opposed to horizontally
with the subtotals presented at the top.

Account #
Account Description

|Sum of Amount

OO OGO 0046

T

Department of Finance & Admin [T

Column Labels

L3

-1169 169 Total -1195 195 Total -1206 206 Total -301 301 Total -1575 575 Total Grand Total
Row Labels ¥ | Miscellaneous ACH Credit Incoming Money Transfer Book Transfer Credit Commercial Deposit ZBA Debit

| =110/3/2022 422024.12 422024.12 -422024.12 -422024.12 0
=13410007 378 40239.19 40339.19 40339.19
Reconciled 40335.19 40329.19 40339.19
= 2410008375 8732.85 8732.85 8732.85
Reconciled 8732.85 8§732.85 8732.85
= 3410008376 6703.6 6703.6 6703.6
Reconciled 6703.6 6703.6 6703.6
=13410008377 238039.29 2380329.29 238039.29
Reconciled 238039.29 238039.29 238039.29
= 2410008379 33846.4 33846.4 33846.4
Reconciled 33846.4 338464 338464
= 2410008380 L9018.74 50018.74 59018.74
Reconciled 59018.74 59018.74 59018.74
=13410008381 34231.05 34231.05 34231.05
Reconciled 34231.05 34231.05 34231.05
= 2410008382 1113 1113 1113
Reconciled 1113 1113 1113
=122100404120104 -422024.12 -422024.12 -422024.12
Reconciled -422024.12 -422024.12 -422024.12
=110/4f2022 3682629.78 3682629.78 -3682629.78 -3682629.78 2.3374E-10
=122100504220122 -3682629.78 -3682629.78 -3682620.78
Reconciled -3682629.78 -3682629.7T8 -3682629.78



To make the rows present horizontally, RIGHT click anywhere in the blue area of the pivot table and a box
will appear. Click on PivotTable Options.

Account #
Account Description

|Sum of Amount

Row Labels
=110/3/2022
=13410007378
Reconciled
-1 3410008375
Reconciled
-13410008376
Reconciled
=13410008377
Reconciled
=13410008379
Reconciled
=1 3410008380
Reconciled
=1 3410008381
Reconciled
=1 3410008382
Reconciled
=1 22100404180104
Reconciled
-11044/2022
=122100504220122
Reconciled

OO 00406
Department of Finance & Admin

Column Labels

* | Miscellaneous ACH Credit

3682629.78 3682629.78

-T
-T

L2

=169 169 Total

-1195 195 Total
Incoming Money Transfer

Book T

Search

[ Copy
Format Cells...

[?3' Refresh

PivotTable Options...

Show Field List

D1 Total

422024.12

40339.19
40335.19
8732.85
8732.85
6703.6
6703.6

238039.29
2380359.29

59018.74
34231.05
34231.05
1113
1113

33846.4
33846.4
50018.74
59018.74
34231.05
34231.05
1113
1113

-1575 575 Total Grand Total

ZBA Debit

-422024.12 -422024.12 0
40339.19
40335.19

8732.85
8732.85
6703.6
6703.6
238039.29
238039.29
33846.4
33846.4
59018.74
55018.74
34231.05
34231.05
1113

1113
-422024.12
-422024.12
2.3374E-10

-3682629.78

-3682629.78

-422024.12
-422024.12
-3682629.78
-3682629.78
-3682629.78

-422024.12
-422024.12
-3682629.78
-3682629.78
-3682629.78



Click on the Display tab.

M <
Undo Clipboard ™ Font
% Quick Print ft}‘ Spelling ﬁ Cell Styles~» =
F4 v Jx
A B C

1 |Account # ODXXXXXXXXXX0046 -T

2 |Account Description Department of Finance & Admin T

3

4 |Sum of Amount Column Labels -

5 -1169 169 Total
6 Row Labels * | Miscellaneous ACH Credit

7 | =10/3/2022

8 =13410007378

9 Reconciled

10 =13410008375

11 Reconciled

12 =13410008376

13 Reconciled

14 -13410008377

15 Reconciled

16 =3410008379

17 Reconciled

18 =3410008380

19 Reconciled
20 =3410008381
21 Reconciled
22 =/3410008382
23 Reconciled
24 =1 22100404180104
25 Reconciled
26 =10/4/2022 3682629.78 3682629.78
27 = 22100504220122
28 Reconciled

4 ... | Sheet 2 NMS BANK TRANS W RECON _STAT

Readv Scroll Lack 5% Accessibilitv: Investiaate

Incoming Iy

i ML Ity e 1 E Formatv
PivotTable Options ?
Cells
PivotTable Name: PivotTable|
Printing Data Alt Text
Layout & Format Totals & Filters Display
| ) K L
Layout
|:| Merge and center cells with labels
- - S
When in compact form indent row labels: | 1 + | character(s)
-I575 575 Total Grand Total
| Debit
. . . ' -422024.12  -422024.12 0
Display fields in report filter area: | Down, Then Over |~ 3
40339.19
- - FY
Report filter fields per column: |0 = 40333.15
8732.85
Format 8732.85
6703.6
[ For error values show: 6703.6
238039.29
For empty cells show: 238039.29
33846.4
33846.4
Autofit column widths on update 50018.74
Preserve cell formatting on update 3018.74
34231.05
34231.05
1113
1113
-422024.12  -422024.12  -422024.12
-422024.12 -422024.12 -122024.12
3682629.78  -3682629.78  2.3374E-10
3682629.78  -3682629.78  -3682629.78
13682629.78  -3682629.78 -3682629.78
oK Cancel




Click the little box that says Classic PivotTable layout (enables dragging of fields in the grid). Click the

“OK” button.

w ,5 - —_— — — — S f— 0 oo = - uea
Undo Clipboard = Font
b Quick Print ¢ Spelling [ Cell Styles v = PivotTable Name: | PivotTableT
— Printing Data Alt Text
F4 v Jx
Layout & Format Totals & Filters Display
A B C

1 |Account # DO X0046 -T Display
2 |Account Description Department of Finance & Admin T
3 Show expand/collapse buttons
4 |Sum of Amount Column Labels v
7 2168 B Show contextual tooltips
& |Row Labels * | Miscellaneous ACH Credit Incoming I}
7 | =10f3/2022 Show properties in tooltips
8 =3410007378
9 R iled . . . .
10l s 34150(2:;?: Display field captions and filter drop downs
11 Reconciled [ ] Classic PivotTable layout (enables dragging of fields in the grid)
12 =/3410008376 |:|
13 Reconciled . Show the Values row
14 =3410008377
15 Reconciled Show items with no data on rows
16 =/3410008379
17 Reconciled Show items with no data on columns
18 =/3410008380
19 Reconciled Display item labels when no fields are in the values area
20 =3410008381 ’
] aeaneied Field List
et = 0008
23 Reconciled O SortAtoZ
24|  =22100404180104 .
35 Reconciled @ Sort in data source order
26 | =10/4f2022 36826290.78 3682629.78
27| =22100504220122
28 Reconciled |

4 .. | Sheet 2 NMS_BANK_TRANS_W_RECON_STATI

L= | 0K Cancel

Ready  Scroll Lock 'f& Accessibility: Investigate

@ Format v
Cells

=575 575 Total
| Debit
-422024.12

Grand Total

-422024.12 0
40339.19
40339.19

8732.85
8732.85
6703.6
6703.6
238039.29
238039.29
33846.4
33846.4
59018.74
39018.74
34231.05
34231.05
1113

1113

-422024.12
-422024.12
3682629.78
3682629.78
3682629.73

-422024.12
-422024.12
-3682629.78
-3682629.78
-36826259.78

-422024.12
-422024.12
2.3374E-10
-3682629.78
-3682629.73
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Note: This is the only proper way to look at pivot tables.

n U

Account # DOXIOOOGOOON0046 T
Account Description Department of Finance & Admin |-T

Don’t let anyone tell you otherwise ©

Sum of Amount Statement Code ¥ | Statement Code Descr | = _|
-1169 169 Total -1195 195 Total -1206 206 Total -1301 301 Total -1575 575 Total Grand Total

Bank Date ¥ |Reconciliation Reference ID ¥ | Reconciliation Status | ¥ Miscellaneous ACH Credit Incoming Money Transfer Book Transfer Credit Commercial Deposit ZBA Debit
=110/3/2022 =13410007378 Reconciled 40339.19 40339.19 40339.1
3410007378 Total 40339.19 40339.19 40339.11
-13410008375 Reconciled 8732.85 8732.85 8732.8
3410008375 Total 8732.85 8732.85 8732.8
-3410008376 Reconciled 6703.6 6703.6 6703.
3410008376 Total 6703.6 6703.6 6703.
=13410008377 Reconciled 238039.29 238039.29 238039.2
3410008377 Total 238039.29 238039.29 238039.2
-13410008379 Reconciled 33846.4 33846.4 33846.
3410008379 Total 33846.4 33846.4 33846.,
=3410008380 Reconciled 59018.74 59018.74 59018.7
3410008380 Total 50018.74 59018.74 59018.7
=13410008381 Reconciled 34231.05 34231.05 34231.0/
3410008381 Total 34231.05 34231.05 34231.0
-13410008382 Reconciled 1113 1113 111
3410008382 Total 1113 1113 111
=122100404180104 Reconciled -422024.12 -422024.12 -422024.1
22100404180104 Total -422024.12 -422024.12 -422024.1
10/3/2022 Total 422024.12  422024.12 -422024.12 -422024.12 !
-110/4f2022 =122100504220122 Reconciled -3682629.78 -3682629.78 -3682629.7.
22100504220122 Total -3682629.78 -3682629.78 -3682629.7
2328012 2328012 232801

=01A036150354809 Reconciled

1
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There are now Subtotals for each of the row values instead of one total at the top. For this reconciliation

we do not need all of the subtotals, so they can be removed.

n U = L L ~ ' '

Account # DOXICON0046 T
Account Description Department of Finance & Admin |-T.
Sum of Amount Statement Code ¥ Statement Code Descr ‘I _|
-/169 169 Total -/195 195 Total -1206 206 Total -/301 301 Total -I575 575 Total Grand Total
Bank Date ¥ |Reconciliation Reference ID ¥ | Reconciliation Status | ¥ | Miscellaneous ACH Credit Incoming Money Transfer Book Transfer Credit Commercial Deposit ZBA Debit
=110/3/2022 -13410007378 Reconciled 40339.19 40339.19 40339.1
3410007378 Total 40339.19 40339.19 40339.1°
-13410008375 Reconciled 8732.85 8732.85 8732.8
3410008375 Total 8732.85 8732.85 87328
-13410008376 Reconciled 6703.6 6703.6 6703,
3410008376 Total 6703.6 6703.6 6703.
-13410008377 Reconciled 238039.29 238039.29 238039.2
3410008377 Total 238039.20  238039.29 238039.2
-13410008379 Reconciled 33846.4 33846.4 33846,
3410008379 Total 33846.4 33846.4 33846..
=13410008380 Reconciled 39018.74 39018.74 39018.7
3410008380 Total 59018.74 59018.74 59018.7.
-13410008381 Reconciled 34231.05 34231.05 34231.0,
3410008381 Total 34231.05 34231.05 34231.0
=13410008382 Reconciled 1113 1113 111
3410008382 Total 1113 1113 111
=122100404180104 Reconciled -423024.12 -423024.12 -423024.1
22100404180104 Total -422024.12 -422024.12 -422024.1
10/3/2022 Total 422024.12 422024.12 -422024.12 -422024.12 !
-110/4/2022 =122100504220122 Reconciled -3682629.73 -3682629.78 -3682629.7
22100504220122 Total -3682629.78 -3682629.78 -3682629.7.
232801

=01A036150354800 Reconciled 2328012 2328012

1



You can remove the subtotals manually by RIGHT clicking on the header of the row or column you want to adjust
and removing the green check mark next to the Subtotal “Reconciliation Refe”. This is good if you want some of the
rows and/or columns to have subtotals.

. " r-.'h .
f&j Quick Print ¢ Spelling Search the menus

B6 v [® Copy

Account # DOXXXHNXIHO0 =] Format Cells..

! | Account Description Department of

Q}' Refresh

I |Sum of Amount ement Code ¥ Statement Code Descr | ¥
) Sort b -1169 169 Total -1195 195 Total
» |Bank Date hd |Reconci|iation N :ellaneous ACH Credit Incoming Money Transfer
| =110/3/2022 .
g /3 Filter >
5 3410007378 Tol
j
0 110008375 Tot & Subtotal "Recondiliation Refe... %
1
2 310008376 Tol Expandf(:o"apse >
5
4 3410008277 Tol L
= BH Group..
]
6 3410008379 Tol -
7 @8 ungroup...
8 3410008380 Tol
9 Move >
0 3410008381 Tol
1 X Remove "Reconciliation Refe...
2 3410008382 Tol
5] —
+= :
4 2210010118010 - Show Details
5 |10/3/2022 Total
6 -110/4/2022 I# Field Settings...
T 2210050422012
8 =101A03615035 PivotTable Options... 2328012 2328012
4 ... | Sheet 2 NM (@)

=l Show Field List

- JP P s Carall 1 Arle Lo W T L



Notice that the subtotals for the Bank Ref ID rows are gone, but the subtotals for the Bank Date and

Statement Code are still there. This method is good if you want some of the rows and/or columns to
have subtotals.

I U L= L L r (=] 1 1 El n

L Vi ] F
| |Account # OGO X 0046 -T

? |Account Description Department of Finance & Admin |-T, l
3

1 |Sum of Amount Statement Code ¥ Statement Code Descr |+

3 -1169 169 Total -195 195 Total -1206 206 Total -/301 301 Total -1575 575 Total Grand Total

> |Bank Date v |Reconci|iati0n Reference ID '_|Reconci|iation Status | ¥ Miscellaneous ACH Credit Incoming Money Transfer Book Transfer Credit Commercial Deposit ZBA Debit

’ -110/3/2022 =3410007378 Reconciled 40339.19 40339.19 40339.1

3 -13410008375 Reconciled 8732.85 8732.85 8732.8|

3 =13410008376 Reconciled 6703.6 6703.6 6703.

0 =3410008377 Reconciled 238039.29 238039.29 238039.2

1 -13410008379 Reconciled 338464 338464 33846.

2 =13410008380 Reconciled 59018.74 59018.74 59018.7

3 =3410008381 Reconciled 34231.05 34231.05 34231.0,

4 -13410008382 Reconciled 1113 1113 111
5] =122100404180104 Reconciled -422024.12 -422024.12 -422024.1,

6 |10f3f2022 Total 422024.12 422024.12 -422024.12 -422024.12

7 -110/4/2022 -122100504220122 Reconciled -3682629.78 -3682629.78 -3682629.7

8 -/01A036150354809 Reconciled 2328012 2328012 232801

9 =101A036150354810 Reconciled 584187.27 584187.27 584187.2

0 -/01A036150354811 Reconciled 232552.39 232552.39 232552.3

1 -/01AD36150354812 Reconciled 140834.03 140894.03 140834.0

2 =101A036150354813 Reconciled 126229.09 126229.09 126229.0

3 -/01AD36150354814 Reconciled 100401.13 100401.13 100401.1

4 -/01AD36150354815 Reconciled 73884.9 73884.3 73884,

5 -/ 01AD36150354816 Reconciled 43077.8 43077.8 43077.

6 -101AD36150354817 Reconciled 32953.18 32953.18 32953.1

7 -/01AD36150354818 Reconciled 17813.12 17813.12 17813.1

8 = 01A036150354819 Reconciled 2624.87 2624.87 2624.8 1



File Home Insert Pagelayout Formulas Data Review View Automate Help ACROBAT Power Pivot | {1 Comments |
© - f’lil & Calibri Jir A A = = |E| R ab, \General v| [l Conditional Formatting v &H Insert v > v by~ w
Paste DB v - $ v 9% 9 % Format as Table ~ T% Delete v v ,o v Webex
B I U~ Ov A = = = £= = v —
v = < N fiZ Cell Styles v [ Format v &~
Undo Clipboard [ Font N Alignment N Number N Styles Cells Editing Sensitivity Cisco M
6o Quick Print %€ Spelling  [i7 Cell Styles v <
F2 v Jx \
A B C D E F G H J K L M N
Account # DOXXXXXXXXXX0046 -T
] |Acc0unt Description Department of Finance & Admin  |-T _|
um of Amount Statement Code [+] Statement Code Descr [+]
-1169 169 Total -/195 195 Total -1206 206 Total -1301 301 Total -1575 575 Total Grand Total
nk Date ¥ | Reconciliation Reference ID ¥ | Reconciliation Status ¥ | Miscellaneous ACH Credit Incoming Money Transfer Book Transfer Credit Commercial Deposit ZBA Debit
=0y 51 202 ErSRTGOUT ST ReECoTICEd B QOS5I BOSS5T
-13410008375 Reconciled 8732.85 8732.85 8732.8
=13410008376 Reconciled 6703.6 6703.6 6703.
=13410008377 Reconciled 238039.29  238039.29 238039.2
-13410008379 Reconciled 338464 33846.4 33846,
=3410008380 Reconciled 55018.74 59018.74 59018.7,
=13410008381 Reconciled 34231.05 34231.05 34231.0,
-13410008382 Reconciled 1113 1113 111
=122100404180104 Reconciled -422024.12 -422024.12 -422024.1
10/3/2022 Total 422024.12  422024.12 -422024.12  -422024.12 |
-110/4f2022 -122100504220122 Reconciled -3682629.78 -3682629.78 -3682629.7
-/01A036150354809 Reconciled 2328012 2328012 232801
=/01A036150354810 Reconciled 584187.27 584187.27 584187.2
-/01AD36150354811 Reconciled 232552.39 232552.39 232552.3
-/01AD36150354812 Reconciled 140854.03 140854.03 140854.0
=/01A036150354813 Reconciled 126229.09 126229.09 126229.0
-/01AD36150354814 Reconciled 100401.13 100401.13 100401.1
-/01AD36150354815 Reconciled 73884.9 73884.9 73884,
=/01A036150354816 Reconciled 43077.8 43077.8 43077.
-/01AD36150354817 Reconciled 325853.18 325953.18 325953.1
-/01AD36150354818 Reconciled 17813.12 17813.12 149 17813.1
—NIANTIATLNILARTO Rernnriled 2R7A AT 7674 27 FARTA 2

R R 2 R ¥ R U R L R S N E I & - B S R & N o) e S W L R S &

To remove all subtotals on a pivot table at one time, click somewhere in the blue area of the pivot table.




A Design option will appear. Click on it.

Filer Home |Insert Pagelayout Formulas Data Review View Automate Help ACROBAT Power Pivot PivotTable Analyze  Design

6 Commens |

‘9 v f‘lj A |Ca|ibri v”” v| A A = = |E| oy ?E’ |Genera| V| fiEl] conditional Formatting v HIngm v > v Qv v w
Paste [@ v . $ ~ 9% 9 % Format as Table v B% Delite ~ v ,O v Webex
B I U~ Oy A = = = = 2= v —
v - < % fiZ Cell Styles v f=] Format v &~
Undo Clipboard N Font ] Alignment Y Number ] Styles Cells Editing Sensitivity Cisco he
oo Quick Print 25 Spelling [ Cell Styles v =
F4 v Jx \
A B C D E F G H J K L M N
Account # DOXXXXXXXXXX0046 -T
Account Description Department of Finance & Admin |-T.
Sum of Amount Statement Code ¥ |Statement Code Descr | ¥ I _|
-/169 169 Total -/195 195 Total -1206 206 Total -/301 301 Total -I575 575 Total Grand Total
Bank Date * Reconciliation Reference ID * Reconciliation Status ¥ Miscellaneous ACH Credit Incoming Money Transfer Book Transfer Credit Commercial Deposit ZBA Debit
=110/3/2022 -13410007378 Reconciled 40339.19 40339.19 40339.1
=13410008375 Reconciled 8732.85 8732.85 8732.8,
-13410008376 Reconciled 6703.6 6703.6 6703.
-13410008377 Reconciled 238039.29 238039.29 238039.2
=13410008379 Reconciled 33846.4 33846.4 33846..
=/3410008380 Reconciled 59018.74 59018.74 59018.7,
-/3410008381 Reconciled 34231.05 34231.05 34231.0
=13410008382 Reconciled 1113 1113 111
=122100404180104 Reconciled -422024.12 -422024.12 -422024.1
10/3/2022 Total 422024.12 422024.12 -422024.12 -422024.12 !
=110/4/2022 =122100504220122 Reconciled -3682629.78  -3682629.78 -3682629.7
=I01A036150354809 Reconciled 2328012 2328012 232801
=I01A036150354810 Reconciled 584187.27 584187.27 584187.2
=I01AD36150354811 Reconciled 232552.33 232552.39 232552.3
=I01A036150354812 Reconciled 140894.03 140834.03 140894.0
=I01AD36150354813 Reconciled 126229.09 126229.09 126229.0
=I01A036150354814 Reconciled 100401.13 100401.13 100401.1
=I01A036150354815 Reconciled 73884.9 73884.9 73884.
=I01AD36150354816 Reconciled 43077.8 43077.8 43077.
=I01A036150354817 Reconciled 32953.18 32953.18 32953.1
=I01A036150354818 Reconciled 17813.12 17813.12 17813.1
=I01AD36150354819 Reconciled 2624.87 2624.87 2624.8

150



Click on Subtotals

File Home Insert Pagelayout Formulas Data Review View Automate Help ACROBAT Power Pivot PivotTable Analyze  Design

[v] Row Headers [} Banded Rows Bl E=e=mal|l == (=== —S=——-= —-=-=-= ===== |~
- - |ZZ”-”_-|ZTZZZ”ZZ ZZZZZ ZZZTZZT ZZZZZ |~
Subtotals Grand Report  Blank —m—== =====|=====|=T==== —==== —==== =====
P [v] Column Headers [] Banded Columns  —==== Z=Z==Z=|=====|Z===Z Z==== Z=-=-Z =—==== % S
3 Totals v Layout~ Rows v
¥ Layout PivotTable Style Options PivotTable Styles
e Cuick Print  25¢ Spelling  [i77 Cell Styles v =
F4 v Jx
A B C D E F G H ] K
| |Account # DOXXXXXXXXXX0046 -T
? |Account Description Department of Finance & Admin |-T
3
1 |Sum of Amount Statement Code ~ |Statement Code Descr | ¥ _|
3 =169 169 Total =195 195 Total =206 206 Total =301 301 Total
5 |Bank Date ~ | Reconciliation Reference ID * | Reconciliation Status | ¥ | Miscellaneous ACH Credit Incoming Money Transfer Book Transfer Credit Commercial Deposit
7

=110/3/2022 =13410007378 Reconciled 40339.19 40339.19

3 =13410008375 Reconciled 8732.85 8732.85
3 =13410008376 Reconciled 6703.6 6703.6
0 =13410008377 Reconciled 238039.29  238039.29
i =13410008379 Reconciled 33246.4 33846.4
2 =3410008380 Reconciled 59018.74 59018.74
3 =3410008381 Reconciled 34231.05 34231.05
4 =13410008382 Reconciled 1113 1113
5 =122100404180104 Reconciled

6 10/3/2022 Total 422024.12  422024.12
7 =10/4/2022 =122100504220122 Reconciled

8 =01A036150354809 Reconciled 23223012 2328012

g =01A036150354810 Reconciled 584187.27 584187.27

0 =01A036150354811 Reconciled 232552.39 232552.39

i =01A036150354812 Reconciled 140894.03 1408394.03

2 =01A036150354813 Reconciled 126229.09 126229.09

3 =01A036150354814 Reconciled 100401.13 100401.13

4 =01A036150354815 Reconciled 73824.9 73884.9

5 =01A036150354816 Reconciled 43077.8 43077.8

6 =01A036150354817 Reconciled 32953.18 32953.18

7 -/01A036150354818 Reconciled 17813.12 17812.12 151
8 =01A036150354819 Reconciled 2624.87 2624.87

—_ —— i i A i - —



Click on Do Not Show Subtotals

File Home Insert Pagelayout Formulas Data Review View Automate Help ACROBAT PowerPivot PivotTable Analyze Design
() RowHeaders () BandedRows  SE=== SZZZZ|SZZSZ|SSZS2 SSIZZ ZZZis ZZZEs
—_— — — e e e e | e s
Subtotals| Grand Report  Blank Column Headers [ Banded Columns —l=—=-= T |ZZ=Z=ZZ|ZZZZ=Z —Z=-ZZZ —-—Z=-zZ Z=—Z-ZZ= —
o Totals ¥ Layout ¥ Rows v —— | —— e —— v
— ivotTable Style Options PivotTable Styles
i ==| Do Not Show Subtotals %
F —-| Show all Subtotals at Bottom of Group
D E F G H J K
1L =
2 |i —-| Show all Subtotals at Top of Group
5 ==
1] Statement Code ¥ |Statement Code Descr | ¥ _|
5 -1169 169 Total -1195 195 Total -1206 206 Total -1301 301 Total
3 ition Status = ¥ Miscellaneous ACH Credit Incoming Money Transfer Book Transfer Credit Commercial Deposit i
7 d 40339.15  40339.19
3 =13410008375 Reconciled 8732.85 8732.85
3 =13410008376 Reconciled 6703.6 6703.6
0 =13410008377 Reconciled 233039.29  238039.29
1 =13410008379 Reconciled 33846.4 33846.4
2 =13410008380 Reconciled 59018.74  59012.74
3 =13410008381 Reconciled 34231.05 3423105
- =13410008382 Reconciled 1113 1113
5 =122100404180104 Reconciled
6 (10/3/2022 Total 42202412 422024.12
7 -10/4/ 2022 =122100504220122 Reconciled
8 -101A036150354809 Reconciled 2328012 2328012
9 =101A036150354810 Reconciled 584187.27 584187.27
0 -101A036150354811 Reconciled 232552.39 232552.39
1 =101A036150354812 Reconciled 140894.03 140894.03
2 -101A036150354813 Reconciled 126229.09 126229.09
3 =101A036150354814 Reconciled 100401.13 100401.13
4 -101A036150354815 Reconciled 72884.9 73884.9
5 -101A036150354816 Reconciled 43077.8 43077.8
6 =101A036150354817 Reconciled 32953.12 32953.18
7 =101A036150354818 Reconciled 17813.12 17813.12 152
8 =101A036150354819 Reconciled 2624.87 2624.87
4 ... | Sheet 2 NMS BANK TRANS W RECON STATUS-1 ) x|



All of the subtotals have been removed from the pivot table.

Filer Home |Insert Pagelayout Formulas Data Review View Automate Help ACROBAT
) v A . Aav o — — (o ab General v|
|:| |Ca||br| v||11 v| A A - = ‘E‘ T~ ) -
@ - — $ v % 9
Paste B I U -~ v ZEEZEE=ZExEFH
w & - - - - - - — «0 .00
00 =0
Undo Clipboard ] Font (Y] Alignment = Number Y]
o Quick Print 25 Spelling [iZZ Cell Styles v =
D2 v Jx
A B D E F
1 |Account # OOXXXXXXXKXX0046 oy _
2 |AccountDescriptic—n Department of Finance & Admin  |-T. e
3
Sum of Amount Statement Code ¥ | Statement Code Descr | ¥
-1169 -1195

4
5
& Bank Date
7
8

* Reconciliation Reference 1D

* Reconciliation Status

* Miscellaneous ACH Credit

=10/3/2022 =13410007378 Reconciled

-13410008375 Reconciled

9 -13410008376 Reconciled
10 =13410008377 Reconciled
11 =13410008379 Reconciled
12 =13410008380 Reconciled
13 -13410008381 Reconciled
14 -13410008382 Reconciled
15 =122100404180104 Reconciled
16 -110/4f2022 =1 22100504220122 Reconciled
17 -/ 01AD36150354809 Reconciled
18 -/ 01AD36150354810 Reconciled
19 -/01AD36150354811 Reconciled
20 =/01AD36150354812 Reconciled
21 =/01AD36150354813 Reconciled
22 =/01AD36150354814 Reconciled
23 =/01AD36150354815 Reconciled
24 -/01AD36150354816 Reconciled
25 -/01AD36150354817 Reconciled
26 -/01AD36150354818 Reconciled
27 -/01AD36150354819 Reconciled
28 -110/5/2022 -13410008383 Reconciled

P

—

e i m B m wm R R AN e emrm m R 1w % R

e m . k4 w1 = &

2328012
584187.27
232552.39
140854.03
126229.09
100401.13

73884.9
43077.8
32953.18
17813.12
2624.87

Incoming Money Transfer

Book Transfer Credit

=206

Power Pivot

] conditional Formatting v

B% Format as Table v

[iZ Cell Styles v
Styles

=301
Commercial Deposit
40339.19
8732.85
6703.6
238039.29
33846.4
59018.74
34231.05
1113

3615

ZBA Debit

EH Insert v
T Delete v

@ Format v
Cells

&~

Editing

=575 Grand Total

40339.19
8732.85
6703.6
238039.29
33846.4
59018.74
34231.05
1113
-422024.12
-3682629.78

-422024.12
-3682629.78

2328012
584187.27
232552.39
140894.03
126229.09
100401.13

73884.9
43077.8
32953.18
17813.12
2624.87
3615

> v 27\,
V /Ov

153



Notice how the row header/value is only be on the first row. If you want the row header/value on every
row, then go back to design.

Filee Home |Insert Pagelayout Formulas Data Review View Automate Help ACROBAT Power Pivot

z) A ﬁ A |Calibri v||11 v| A A = = ‘_‘ o gg |Genera| V| &l conditional Formatting ~ &H Insert > ?? -
E@ v $ + % 9 [iZ Format as Table v 2% Delete v v O
Paste B I U v = = = €= 5= v
¥ '\$ - S (_OB _EB @ Cell Styles v~ @ Format v 6> v
Undo Clipboard =~ Font N Alignment K| Number K| Styles Cells Editing
f@]“ Quick Print ¢ Spelling [i7 Cell Stylesv =
D2 v Jx
A B C D E F G H

1 |Account # QOXXHHX XX XA K 004G T —

2 |Acc0unt Description Department of Finance & Admin |-T e _|

3

4 Sum of Amount Statement Code + | Statement Code Descr | ¥

5 -1169 -1195 -1 206 -1301 -1575 Grand Total

& Bank Date * Reconciliation Reference ID * Reconciliation Status | ¥ Miscellaneous ACH Credit Incoming Money Transfer Book Transfer Credit Commercial Deposit ZBA Debit

7 -110/3/2022 -13410007378 Reconciled 40339.19 40339.19

8 =13410008375 Reconciled 8732.85 8732.85

9 =13410008376 Reconciled 6703.6 6703.6
10 -13410008377 Reconciled 238039.29 238039.29
11 -13410008379 Reconciled 33846.4 33846.4
12 -13410008380 Reconciled 59018.74 59018.74
13 =13410008381 Reconciled 34231.05 34231.05
14 =13410008382 Reconciled 1113 1113
15 =122100404180104 Reconciled -422024.12 -422024.12
16 -110/4/2022 =122100504220122 Reconciled -3682629.78 -3682629.78

7 =01AD36150354800 Reconciled 2328012 2328012
18 =/01A036150354810 Reconciled 584187.27 584187.27
19 =01AD036150354811 Reconciled 232552.39 232552.39
20 =/01A036150354812 Reconciled 140854.03 140854.03
21 =01AD36150354813 Reconciled 126225.05 126229.09
22 =I01AD036150354814 Reconciled 100401.13 100401.13
23 =/01A036150354815 Reconciled 73884.9 73884.9
24 =01AD36150354816 Reconciled 43077.8 43077.8
25 =I0IAD36150354817 Reconciled 32953.18 32953.18
26 =/01A036150354818 Reconciled 17813.12 17813.12
27 =01AD036150354819 Reconciled 2624.87 2624.87 154
28

-10/5/2022 -13410008383 Reconciled 3615 3615

P — B IR mm rm A R o An e e m B 4w 1 R o o B 1 e e 1 e —



Click

1
2
3
4
5
6
7
8

9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28

on Report Layout

File Home Insert Pagelayout Formulas

Row Headers [] Banded Rows '%%' =====
Subtotals  Grand poil Column Headers [_] Banded Columns —====
v Totals v | Layout ¥ Rows v EE=—=
Layout PivotTable Style Options
% Quick Print f/b‘ Spel ng @ Cell Styles~ =
F4 v Jx
A B D E
Account # ODXXXOOOHAN 0046 -T
Account Description Department of Finance & Admin |-T
Sum of Amount Statement Code * Statement Code Descr |~
-1169 =195
Bank Date * | Reconciliation Reference ID ~ |Reconciliation Status | ¥ Miscellaneous ACH Credit Incoming Money Transfer
=110/3/ 2022 =13410007378 Reconciled
=13410008375 Reconciled
=13410008376 Reconciled
=13410008377 Reconciled
=13410008379 Reconciled
=13410008380 Reconciled
=13410008381 Reconciled
=13410008382 Reconciled
=122100404180104 Reconciled
-110/a/2022 =122100504220122 Reconciled
=0IA036150354809 Reconciled 2328012
=I01AD36150354810 Reconciled 584187.27
=I0IA036150354811 Reconciled 232552.39
=I01AD36150354812 Reconciled 140854.03
=I0IA036150354813 Reconciled 126229.09
=I01AD36150354814 Reconciled 100401.13
=I0IA036150354815 Reconciled 73884.9
=I01AD36150354816 Reconciled 43077.8
=I0IA036150354817 Reconciled 32953.18
=I01AD36150354818 Reconciled 17813.12
=I0IA036150354819 Reconciled 2624.87
=110/5/2022 =13410008383 Reconciled
4 ... | Sheet 2 NMS BANK TRANS W RECON STATUS-1 (+)

Review View Automate Help

ACROBAT  Power Pivot

PivotTable Styles

Book Transfer Credit

-1206

-1301
Commercial Deposit
40339.19
8732.85
6703.6
2380359.29
33840.4
59018.74
34231.05
1113

3615

PivotTable Analyze

ZBA Debit

Design

-1575 Grand Total

-422024.12
-3682629.78

40339.19
8732.85
6703.6
238039.29
33840.4
59018.74
34231.05
1113
-422024.12
-3682629.78
2328012
584187.27
232552.39
140854.03
126229.09
100401.13
73884.9
43077.8
32953.18
17813.12
2624.87
3615

155



Click on Report Layout

File Home Insert Pagelayout Formulas Data Review View Automate Help ACROBAT Power Pivot PivotTable Analyze Design

— == = == [v] Row Headers [} Banded Rows EeE=eatlE==== ===z |===== ===== =—==-== ===== |~
e (e W
Subtotals Grand | Report | Blank Column Headers [] Banded Columns = —=———- ———--|————-|ZZ--Z ZZZZZ ZZZZZ —--ZZ _
v Totals ¥ |Layout ¥ | Rows v mm— S sttt R v
Layot — tyle Options PivotTable Styles
% Quick Print é:l;': g =" | Show in Compact Form
F4 g —~| Show in Outline Form
A D E F G H
1 |Account # 00X! —-—=
2 |Account Description  Dep -==| Show in Tabular Form
3
4 |Sum of Amount Statement Code ¥ |Statement Code Descr | ¥ _|
5 === -1169 -1195 -206 -1301 -1575 Grand Total
6 |Bank Date ¥ | Rec === Bepeat All Item Labels b | ¥ | Miscellaneous ACH Credit Incoming Money Transfer Book Transfer Credit Commercial Deposit ZBA Debit
7 -110/3/2022 40339.19 40339.19
8 — 8732.85 8732.85
: -=2| Do Not Repeat Item Labels 6703.6 6703.6
10 238039.29 238039.29
11 = 3G LUUUSS Iy RECUNCIEY 335846.4 33846.4
12 -13410008380 Reconciled 59018.74 59018.74
13 -13410008381 Reconciled 34231.05 34231.05
14 =13410008382 Reconciled 1113 1113
15 =122100404180104 Reconciled -422024.12  -422024.12
16 -110/4/2022 =122100504220122 Reconciled -3682629.78  -3682629.78
17 = 01A036150354809 Reconciled 2328012 2328012
18 =01A036150354810 Reconciled 584187.27 584187.27
19 =01A036150354811 Reconciled 232552.39 232552.39
20 = 01A036150354812 Reconciled 140894.03 140894.03
21 = 01A036150354813 Reconciled 126229.09 126223.09
22 =01A036150354814 Reconciled 100401.13 100401.13
23 =/01A036150354815 Reconciled 73884.9 73884.9
24 =/01A036150354816 Reconciled 43077.8 43077.8
25 =01A036150354817 Reconciled 32953.18 32953.18
26 = 01A036150354818 Reconciled 17813.12 17813.12 o
27 = 01A036150354819 Reconciled 2624.87 2624.9;[

28 =110/5/2022 =13410008383 Reconciled 3615 3615



The Row Labels are now on each row

File Home Insert Pagelayout Formulas Data Review View Automate Help ACROBAT Power Pivot PivotTable Analyze Design

() Row Headers (] Banded Rows = ==l ==k
—_ ] —_ — = — e e e | e ] D L M w
subtotals Grand - Report - Blank (0] Column Headers [ Banded Columns |~ —iZ——— S====|SZSZSZ|SSSSS SSSSS SIS ZSZDS o
v Totals ¥ Layout ¥ Rows v = N
Layout PivotTable Style Options PivotTable Styles
lf@]“ Quick Print P‘f}‘ Spelling @ Cell Stylesv =
F4 v Jx
A B C D E F G H
1 |Account # OO X XXX 0040 -T
2 |Account Description Department of Finance & Admin  |-T
3
4 | Sum of Amount Statement Code ¥ |Statement Code Descr |+ _|
5 -1169 =195 =206 =301 -1575 Grand Total
5 Bank Date ¥ | Reconciliation Reference ID ¥ Reconciliation Status | ¥ Miscellaneous ACH Credit Incoming Money Transfer Book Transfer Credit Commercial Deposit ZBA Debit
7 =110/3/2022 =13410007378 Reconciled 40339.19 40339.19
8 10/3/2022 =3410008375 Reconciled 8732.85 8732.85
9 10/3/2022 =3410008376 Reconciled 6703.6 6703.6
10 10/3/2022 =13410008377 Reconciled 238039.29 238039.29
11 10/3/2022 =3410008379 Reconciled 33846.4 33846.4
12 10/3/2022 =13410008380 Reconciled 39018.74 29018.74
13 10/3/2022 =3410008381 Reconciled 34231.05 34231.05
14 10/3/2022 -13410008382 Reconciled 1113 1113
15 10/3/2022 =122100404180104 Reconciled -422024.12 -422024.12
16 =110/4/2022 =122100504220122 Reconciled -3682629.78 -3682629.78
7 10/4/2022 = 01A036150354809 Reconciled 2328012 2328012
18 10/4/2022 - 01A036150354810 Reconciled 584187.27 584187.27
19 10/4/2022 -01A036150354811 Reconciled 232552.39 232552.39
20 10/4/2022 = 01A036150354812 Reconciled 140854.03 140854.03
21 10/4/2022 -01A036150354813 Reconciled 126229.09 126229.09
22 10/4/2022 = 01A036150354814 Reconciled 100401.13 100401.13
23 10/4/2022 = 01A036150354815 Reconciled 73884.9 73884.9
24 10/4/2022 =01A036150354816 Reconciled 43077.8 43077.8
25 10/4/2022 - 01A036150354817 Reconciled 32953.18 325953.18
26 10/4/2022 -01A036150354818 Reconciled 17813.12 1781327
27 10/4/2022 = 01A036150354819 Reconciled 2624.87 2624.87
28 =110/5/2022 -13410008383 Reconciled 3615 3615



Collapse on the “Bank Date” field. Right Click on “Bank Date” and hover over Expand/Collapse.

A B L D E F G H

Account#
Accountl | Search the menus

Sum of Al I:ia Copy " Statement Code ¥ Statement Code Descr |
B -1169 =195 =206 =301 -/575 Grand Total
|Bank Dat Format Cells teconciliation Status | ¥ | Miscellaneous ACH Credit Incoming Money Transfer Book Transfer Credit Commercial Deposit ZBA Debit
- ieconciled 40339.19 40339.19
teconciled 8732.85 8732.85
[,% Refresh teconciled 6703.6 6703.6
Reconciled 238039.29 238035.29
Sort » leconciled 33846.4 33846.4
ieconciled 59018.74 59018.74
Filter S5 Reconciled 34231.05 34231.05
- teconciled 1113 1113
Reconciled -422024.12 -422024.12
Subtotal "Bank Date" teconciled -3682629.78  -3682629.78
teconciled 2328012 2328012
Expandj(:o"apse > leconciled 584187.27 SB4187.27
ieconciled 232552.39 232552.39
I Reconciled 140894.03 140894.03
E"E ﬁl’OUp... ieconciled 126229.09 126229.09
" Reconciled 100401.13 100401.13
48 Ungroup... teconciled 73884.9 73884.9
teconciled 43077.8 43077.8
Move > econciled 32953.18 32953.18
ieconciled 17813.12 17813.12
>< Remove "Bank Date" teconciled 2624.87 2624.87
teconciled 3615 3615
—_ . teconciled 2493 2493
*= Show Dgtalls teconciled 5038.92 5038.92
teconciled 14220 14220
I Field Settings... teconciled 123.75 123.75
teconciled 48.53 48.53
PivotTable thions_" ieconciled 297.24 297.24
4 W_RECON_STATUS-1 @ e |

cady 2| Show Field List 158 255



Collapse the Bank Date field. Right Click on “Bank Date”

A B C D E F G H

Account #
Account Descripti Search the menus

Statement Code ¥ | Statement Code Descr | ¥

Sum of Amount Da Copy

-1160 -1195 -1206 -1301 -1575 Grand Total
|Bank Date F t Cell iation Status | ¥ Miscellaneous ACH Credit Incoming Money Transfer Book Transfer Credit Commercial Deposit
=110/ rormat Lells... ed 40339.19 40339.19
10/ ed 8732.85 8732.85
10/ l__:’“_, Refresh ed 6703.6 6703.6
) 10/ ed 238039.29 238039.29
10/ Sort ed 33846.4 33846.4
' 10/ - ed 59018.74 59018.74
: 10/ Filter ed 34231.05 34231.05
| 10/ - ed 1113 1113
; 10/ ed -422024.12  -422024.12
; =10/ Subtotal "Bank Date ed 3682629.78  -3682629.78
r 10!- -] AAONRTNT 2328012
5 10,(- E}(pand!Co"apse +_: Egpand S584187.27
) 10/. 232552.39
) 10/ = — 140894.03
E = Collapse
10/. 12 Group... oflap 126229.09
' 10/ - — 100401.13
+_- - -
i 10/ 2H Ungroup... = Expand Entire Field 3884.9
| 10/. . 43077.8
3 10/, Move = Collapse Entire Field % 32953.18
; 10/. 17813.12
' 10/ > Remove "Bank Date" Collapse to "Bank Date” 2624.87
} 10/ 3615 3615
) 10/ — " I . 2493 2493
+= i Expand to "Reconciliation Reference 1D
) 10/ = Show Details b 5038.92 5038.92
10/ 14220 14220
=l . . " T "
' 10/ |I4& Field Settings... Expand to "Reconciliation Status 123.75 123.75
; 10/ ed 48.53 48.53
| 10/ PivotTable Options... ed 297.24 297.24
4 e | S CON _STATUS-1 @ 4 G

Show Field List
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Click on Collapse Entire Field

A B C D E F G H

Account #
Account Descripti | Search the menus

Sum of Amount Da Co py Statement Code ¥ | Statement Code Descr | ¥
= -1160 -1195 -1206 -1301 -1575 Grand Total
|Bank Date iation Status | ¥ Miscellaneous ACH Credit Incoming Money Transfer Book Transfer Credit Commercial Deposit ZBA Debit
=110/ Format Cells... ed 40339.19 40339.19
10/ ed 8732.85 8732.85
10/ l__:’“_, Refresh ed 6703.6 6703.6
) 10/ ed 238039.29 238039.29
10/ Sort ed 33846.4 33846.4
' 10/ ed 59018.74 59018.74
: 10/ Filter ed 34231.05 34231.05
| 10/ - ed 1113 1113
; 10/ ed -422024.12  -422024.12
; =10/ Subtotal "Bank Date” ed 3682629.78  -3682629.78
r 10!: -] AAONRTNT 2328012
3 10/ Expand/Collapse = Expand 584187.27
) 10/. 232552.39
) 10/ = — 140894.03
10:_: aH Group... = Collapse 12629505
' 10/ - — o 100401.13
i 10/ 2H Ungroup... = Expand Entire Field 3884.9
| 10/. . 43077.8
3 10/, Move = Collapse Entire Field b 32953.18
; 10/. 17813.12
[ 10/ 3 Remove "Bank Date" Collapse to "Bank Date” 2624.87
} 10/ 3615 3615
) 10 — . I . 2493 2493
] 10:: += Show Details Expand to "Reconciliation Reference 1D 033,90 033,90
10/ 14220 14220
=l . . " T "
' 10/ |I4& Field Settings... Expand to "Reconciliation Status 123.75 123.75
; 10/ ed 48.53 48.53
| 10/ PivotTable Options... ed 297.24 297.24
4 o | Y CON _STATUS-1 @ 4 G

Show Field List
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]

The pivot table displays the data by the date. If you need to expand it, you can click on a specific date to
expand. Click the “+” icon to add a new tab.

Account #
Account Description

Sum of Amount

Bank Date v
+10/3f2022
+10/4f2022
+10/5/2022
+10/6f2022

+10/11/2022
+10/12/2022
+10/13/2022
+10/14/2022
+10f17/2022
+10/18/2022
+10/19/2022
+10/20/2022
+10/21/2022
+10/24/2022
+10/27/2022
+10/28/2022

. Grand Total

L

OO OO 0040
Department of Finance & Admin

Reconciliation Reference ID

. g

Statement Code

¥ Reconciliation Status | * Miscellaneous ACH Credit

3,682,629.78
57,358.49
14,911.14
270,006.18

28,675.42
5,285.27
1,018,794.60
50,898.00
254,754.71
5,028.22
14,716.19

5,403,058.00

¥ | Statement Code Descr
=169

3,000.00

3,000.00

L

-1195

Incoming Money Transfer Book Transfer Credit

=206 -1301

Commercial Deposit
422,024.12

68,573.11
310,736,307.00 23,972.31
95,061.44

1,006,935.88
5,489.05

8,803.39

65,397.11

405,123.27
15,195.46

310,742,296.05 2,118,090.09

-/575 Grand Total

(422,024.12)
(3,682,629.78)
(125,931.60)
(14,911.14)
(311,030,785.43)
(98,061.44)
(1,006,935.88)
(34,164.47)
(5,285.27)
{1,027,597.99)
{50,898.00)
(254,754.71)
(73,425.33)
(14,716.19)
(405,123.27)
(19,199.46)
(318,266,444.14)

0.00
0.00
(0.00)
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00



Schedule the NMS_AR_DJ _ENTRIES CASH REMED query for the month you are reconciling.

¢ Query Viewer Schedule Query

Schedule Query

Run Control 1D NMS_AR_DJ_ENTRIES_CASH_REMED RE.‘I‘_'II:II"t r-.‘lanager Process Monitor

Query Name ~NMS_AR_DJ_ENTRIES_CASH_REMED

*Description | CASH_REMED

Update Parameiers

Prompt Name Value
ACCOUNTING_DT | 2022-10-01 ,;;|
ACCOUNTING_DT |2022-10-31 Y
BANK ACCOUNT NUM |nn‘;{xm{xm{x‘x}mndﬁ .#:|
b

e

162



Copy the NMS_AR_DJ _CASH_REMED query results and paste them on the new tab in your workbook.

File Home Insert Pagelayout Formulas Data Review View Automate Help ACROBAT Power Pivot | {J Comments |
) v f["j X ‘Calibri v||11 v| Ay = = |;| o 32: \General v [} conditional Formatting v &H Insert ~ > v bv~ w
Paste E@ v B I U-<lteldre A = = = = — 5 $ ~ % 9 % Format as Table v T% Delete ~ v ,O ~ Webex
v ‘6? a _ - - - “OH _93 ﬁ Cell Styles ~ @ Format v é) v
Undo Clipboard ] Font Y] Alignment [ Number Y Styles Cells Editing Sensitivity Cisco ™
B Quick Print %% Spelling [ Cell Stylesv =
Al v ﬁc Account # h
A B C D E F G H | J K L M N ]
1 [Account # |Deposit Unit GL Unit DepositID  Payment ID Acctg Date Journal Date Journal ID  GL Distribution Status Amount Fund Account Sub Acct Dept Bud Ref (
2 |DDXXXXXXXXXX0046 34100 34100 9.41608E+14 3410007378 10/3/2022 10/3/2022 DJ03195366 Distributed 40339.19 56000 101800
3 |DOXXXXXXXXXX0046 34100 34100 9.41608E+14 3410008375 10/3/2022 10/3/2022 DJ03195366 Distributed 8732.85 80000 101800
4 DOXXXXXXXXXX0046 34100 34100 9.41608E+14 3410008377 10/3/2022 10/3/2022 DJ03195366 Distributed 238039.29 56000 101800
5 | DOXXXXXXXXXX0046 34100 34100 9.41608E+14 3410008376 10/3/2022 10/3/2022 DJ03195366 Distributed 6703.6 80000 101800
6 |00XXXXXXXXXX0046 34100 34100 9.41608E+14 3410008380 10/3/2022 10/3/2022 DJ03195366 Distributed 59018.74 56000 101800
7 |0DXXXXXXXXXX0046 34100 34100 9.41608E+14 3410008382 10/3/2022 10/3/2022 DJ03195366 Distributed 1113 72090 101800
8 |DDXXXXXXXXXX0046 34100 34100 9.41608E+14 3410008379 10/3/2022 10/3/2022 DJ03195366 Distributed 33846.4 56000 101800
9 |D0XXXXXXXXXX0046 34100 34100 9.41608E+14 3410008381 10/3/2022 10/3/2022 DJ03197366 Distributed 34231.05 56000 101800
10 | 00XXXXXXXXXX0046 34100 34100 9.41608E+14 01A036150354817 10/4/2022 10/4/2022 DJ03195370 Distributed 32953.18 8800 101800
11 | 00XXXXXXXXXX0046 34100 34100 9.41608E+14 0lA036150354810 10/4/2022 10/4/2022 DJ03195370 Distributed 584187.27 8800 101800
12 | 00XXXXXXXXXX0046 34100 34100 9.41608E+14 0lA036150354813 10/4/2022 10/4/2022 DJ03195370 Distributed 126229.09 8800 101800
13 | 00XXXXXXXXXX0046 34100 34100 9.41608E+14 01A036150354814 10/4/2022 10/4/2022 DJ03195370 Distributed 100401.13 8800 101800
14 | 00XXXXXXXXXX0046 34100 34100 9.41608E+14 01A036150354818 10/4/2022 10/4/2022 DJ03195370 Distributed 17813.12 8800 101800
15 | 00XXXXXXXXXX0046 34100 34100 9.41608E+14 01A036150354816 10/4/2022 10/4/2022 DJ03195370 Distributed 43077.8 8800 101800
16 | 00XXXXXXXXXX0046 34100 34100 9.41608E+14 0IA036150354815 10/4/2022 10/4/2022 DJ03195370 Distributed 73884.9 8800 101800
17 | 00XXXXXXXXXX0046 34100 34100 9.41608E+14 0lA036150354811 10/4/2022 10/4/2022 DJ03195370 Distributed 232552.39 8800 101800
18 | 00XXXXXXXXXX0046 34100 34100 9.41608E+14 0IA036150354812 10/4/2022 10/4/2022 DJ03195370 Distributed 140894.03 8800 101800
19 | 00XXXXXXXXXX0046 34100 34100 9.41608E+14 0IA036150354819 10/4/2022 10/4/2022 DJ03195370 Distributed 2624.87 8800 101800
20 | 00XXXXXXXXXX0046 34100 34100 9.41608E+14 0IA036150354809 10/4/2022 10/4/2022 DJ03195370 Distributed 2328012 8800 101800
27 | 00XXXXXXXXXX0046 34100 34100 9.41608E+14 3410008404 10/5/2022 10/5/2022 DJ03195367 Distributed 1000 72090 101800
22 | D0XXXXXXXXXX0046 34100 34100 9.41608E+14 3410008408 10/5/2022 10/5/2022 DJ03195367 Distributed 400.42 72400 101800
23 | 0OXXXXXXXXXX0046 34100 34100 9.41608E+14 3410008398 10/5/2022 10/5/2022 DJ03195367 Distributed 384 72090 Normal 163
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Rename the Sheet and make sure the data is configured so that you can understand it. If you can’t read
the raw data, you won’t be able to read the data on the pivot table.

File Home Insert Pagelayout Formulas Data Review View Automate Help ACROBAT Power Pivot | IJ Comments |
Z) hd fi] & Calibri Jir A A == |£| e ab, |Number v| [ Conditional Formatting ¥ &H Insert ~ 2. 2? hd w
Paste EB v B T U-Ylmiuione AL — = = = — 5 $ v 9% 9 % Format as Table ¥ TX Delete v v ,o v Webex
e '6? - - = - - - = — | = %E _EE @ Cell Styles ~ @ Format v 6> v
Undo Clipboard ] Font K] Alignment [ Number [ Styles Cells Editing Sensitivity Cisco M

b Quick Print 25 Spelling  [Z Cell Styles v =
D1 v fx DepositID v

A B C D E F G H | J K L M N o
1 |Account # Deposit Unit GL Unit|Deposit ID |Payment ID Acctg Date Journal Date Journal ID  GL Distribution Status Amount Fund Account Sub Acct Dept B .
2 |DOXXXXXXXXXX0046 34100 34100 941608080599276 3410007378 10/3/2022 10/3/2022 DJ03195366 Distributed 40339.19 56000 101800
3 | DOXXXXXXXXXX0046 34100 34100 941608080599276 3410008375 10/3/2022 10/3/2022 DJ03195366 Distributed 8732.85 80000 101800
4 |00XXXXXXXXXX0046 34100 34100 941608080599276 3410008377 10/3/2022 10/3/2022 DJ03195366 Distributed 238039.29 56000 101800
5 00XXXXXXXXXX0046 34100 34100 941608080599276 3410008376 10/3/2022 10/3/2022 DJ03195366 Distributed 6703.6 80000 101800
6 |0OXXXXXXXXXX0046 34100 34100 941608080599276 3410008380 10/3/2022 10/3/2022 DJ03195366 Distributed 59018.74 56000 101800
7 | 00XXXXXXXXXX0046 34100 34100 941608080599276 3410008382 10/3/2022 10/3/2022 DJ03195366 Distributed 1113 72090 101800
8 |DOXXXXXXXXXX0046 34100 34100 941608080599276 3410008379 10/3/2022 10/3/2022 DJ03195366 Distributed 33846.4 56000 101800
9 | DDXXXXXXXXXX0046 34100 34100 941608080599276 3410008381 10/3/2022 10/3/2022 DJ03197366 Distributed 34231.05 56000 101800
10 | 00XXXXXXXXXX0046 34100 34100 941608080599278 01A036150354817 10/4/2022 10/4/2022 DJ03195370 Distributed 32953.18 8800 101800
11 | 00XXXXXXXXXX0046 34100 34100 941608080599278 0IA036150354810 10/4/2022 10/4/2022 DJ03195370 Distributed 584187.27 8800 101800
12 | D0XXXXXXXXXX0046 34100 34100 941608080599278 0IA036150354813 10/4/2022 10/4/2022 DJ03195370 Distributed 126229.09 8800 101800
13 | 0OXXXXXXXXXX0046 34100 34100 941608080599278 01A036150354814 10/4/2022 10/4/2022 DJ03195370 Distributed 100401.13 8800 101800
14 | 00XXXXXXXXXX0046 34100 34100 941608080599278 0IA036150354818 10/4/2022 10/4/2022 DJ03195370 Distributed 17813.12 8800 101800
15 | 00XXXXXXXXXX0046 34100 34100 941608080599278 01A036150354816 10/4/2022 10/4/2022 DJ03195370 Distributed 43077.8 8800 101800
16 | 00XXXXXXXXXX0046 34100 34100 941608080599278 0DIA036150354815 10/4/2022 10/4/2022 DJ03195370 Distributed 73884.9 8800 101800
17 | 00XXXXXXXXXX0046 34100 34100 941608080599278 01A036150354811 10/4/2022 10/4/2022 DJ03195370 Distributed 232552.39 8800 101800
18 | 00XXXXXXXXXX0046 34100 34100 941608080599278 0IA036150354812 10/4/2022 10/4/2022 DJ03195370 Distributed 140894.03 8800 101800
19 | 00XXXXXXXXXX0046 34100 34100 941608080599278 01A036150354819 10/4/2022 10/4/2022 DJ03195370 Distributed 2624.87 8800 101800
20 | 00XXXXXXXXXX0046 34100 34100 941608080599278 0IA036150354809 10/4/2022 10/4/2022 DJ03195370 Distributed 2328012 8300 101800
21 | 00XXXXXXXXXX0046 34100 34100 941608080599279 3410008404 10/5/2022 10/5/2022 DJ03195367 Distributed 1000 72090 101800
22 | 00XXXXXXXXXX0046 34100 34100 941608080599279 3410008408 10/5/2022 10/5/2022 DJ03195367 Distributed 400.42 72400 101800
23 | 00XXXXXXXXXX0046 34100 34100 941608080599279 3410008398 10/5/2022 10/5/2022 DJ03195367 Distributed 384 72090 101800 164
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Use the tools you learned earlier to create and format a pivot table for the
NMS BANK_ TRANS W_RECON_STATUS query.

File Home Insert Pagelayout Formulas Data Review View Automate Help ACROBAT Power Pivot PivotTable Analyze Design | i Comments |
ﬁ Active Field: . @ Insert Slicer P [i |ﬁz>| ii_?,! Fields, ltems, & Sets v~ ﬁ'_‘ ﬁ'_,:) . Field List
= 3 5 L p ~, t + _
PivotTable = i [ Insert Tmalipe Refresh Change Data ~ Actions L PivotChart Recommended Fb RS i
v @ . 7 f_~_ ¥ Source ¥ ¥ [4‘_1 PivotTables _ Field Headers |
Active Field Group Filter Data Calculations Tools Show pd

E{:‘(;\ Quick Print  ®¢ Speling [ Cell Styles~ =

A3 vl I v
A B C D E F G H J K L M N & . .
2 Choose fields to add to report: & "
= ] i : 0 report: _
i l Pivot 1 Search ,O‘
5
6 To build a report, choose i [ Account # o
7 fields from the PivotTable [] Deposit Unit I
8 Field List | |E| GL}; i
g nit
10 . [] Deposit ID
11 P O Payment I1D "
12| #8528 D
13 —_———
gaEl [ Drag fields between areas below:
14 [V
15 ] — . T Filters lll" Columns
16
17
18 .
19 = Rows Z Values
20 |
21 |
22
23 | 165
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PivotTable Fields

Drag fields between areas below:

Y Filters

Il Columns

Account #

Account

Rows
GL Unit

2. Values

Acctg Date

Sum of Amount

Deposit ID

Payment ID

Journal ID

Chartfield Combo Edit Status

‘ Budget Checking Header Status

(J Defer Layout Updat%




Copy one pivot table and paste it next to the other. In this example, | copied the
NMS_BANK TRANS_W_RECON_STATUS pivot table and pasted next to the NMS __
AR_DJ_ENTRIES_CASH_REMED pivot table. | also used the filter to select the totals for each pivot table.

Beeount# DIXKOUODOO0N0AE Becount # DIOOCONNI0AE ¥
Account Description Dapartment of Finance & Admin r

Sum of Amount Account x

GL Unit ¥ Acctg Date - Deposit ID - Payment ID - Journal ID - Chartfield Combao Edit Status - Budget Checking Header Status £ 101800 Grand Total Sum of Amount Statement Code ¥ Statement Code Descr >
34100 1032022 159 135 206 301 Grand Total
34100 < 1nafa022 Bank Data Recondiation Reference 10 Reconcillation Status * Miscallaneous ACH Credit Incaming Monay Transfar Book Transfer Credit Commarcial Depesit
34100 10y5f 2022 10302 42202412
34100 10/6/2022 +10/4/2022
34100 10/11/2022 1o/5/2022 68,572.11
34100 104122022 + 10/f8/2022
34100 £10f13/2023 10/11/2002
34100 10/18/2022 10/12/2022
34100 £ 10/17/2022 10/13/2022
34100 10/18/2022 10/14/2022 5,469,05
34100 +10f19/2022 1017/ 2022
34100 10202002 Loy/18/k0d2 880335
34100 = 10/21/2022 10/19/2022
34100 10/24/2022 104202022
34100 10/27/2022 /212022 65,397.11
34100 102812002 19 19, 1024/ 2002

Grand Tatal 318,265,057.32 318,265,057.32 =10/27/2022 405,17

104282022 19,199.46

Grand Total 5,403,058.00 3,000.00 310.742,296.05 2.118,090.0% 318,766,444,14



Create a formula to compare the total amount posted in the AR module (NMS_
AR _DJ ENTRIES _CASH_REMED) by day to the amount posted to the bank account
(NMS_BANK_TRANS W _RECON_STATUS).

Account # DOXXXXXKXKXKODLE

Account Description

Grand Total

422,024.12 |=I5-R7

3,682,629.78
125,931.60
14561114
311,030,785.49
98,061.44
1,006,935.88
34,164 .47
528527
1,027,597.99
50,8598.00
25475471
7342533
14,716.19
403,736.45
15,159.46
318,265,057.32

Sum of Amount

Bank Date * | Reconciliation Reference ID
+10/3/2022
+10/4/2022
+10/5/2022
+10/6/2022

+10/11/2022
+10/12/2022
+10/13/2022
+10/14/2022
+10/17/2022
+110/18/2022
+10/19/2022
+10/20/2022
+10/21/2022
+110/24/2022
+10/27/2022
+10/28/2022
Grand Total

Department of Finance & Admin

M

* | Reconciliation Status

Statement Code T
-1169
* | Miscellaneous ACH Credit

3,682,629.78
57,358.45
14911.14
270,006.18

28,675.42
5,285.27
1,018,794.60
50,858.00
254,754.71
5,028.22
1471615

5,403,058.00

statement Code Descr

Incoming Money Transfer

v

=I185

3,000.00

3,000.00

-1206
Book Transfer Credit

310,736,807.00

5,489.05

310,742,296.05

-1301 Grand Total

Commercial Deposit

|
422,024.12 |
| |
£8,573.11
23,972.31

98,061.44
1,006,935.88

8,803.39

65,357.11

405,123.27
19,109.46
2,118,090.09

422,024.12 I
3,682,620.78
125,931.60
14,911.14
311,030,785.49
98,061.44
1,006,935 88
34,164.47
5,285.27
1,027,597.99
50,398.00
254,754.71
73,425.33
14,716.19
405,123.27
19,199.46
318,266,444.14



If there is a difference between what was worked in the AR module and what posted to the bank you will need to
research what the issue is.

Some issues could be: Deposit was not worked at all.

- Grand Total

4w o —

(e g

422,024.12
3,682,629.78
125,531.60
1451114
311,030,785.49
98,061.44
1,006,935.88
34,164.47
5,285.27
1,027,597.95
50,858.00
254,754.71
73,42533
14716.15
403,736.45
15,199.46
318,265,057.32

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

{1,386.582)
0.00

{1,386.82)

Account#
Account Description

Sum of Amount

Bank Date v
+10/3/2022
+10/4/2022
+10/5/2022
+10/6/2022

+10/11/2022
+10/12/2022
+10/13/2022
+10/14/2022
+10/17/2022
+10/18/2022
+10/19/2022
+10/20/2022
+10/21/2022
+10/24/2022
+10/27/2022
- +10/28/2022
i Total

Deposit was completed and not budget checked. View under Modify Accounting Entries.

A Return Item was not manually worked.
A Return Item was entered with the wrong date or bank account.

DOXXXXKXKKXNODL6
Department of Finance & Admin

Reconciliation Reference ID

* | Reconciliation Status

Statement Code

~ | Miscellaneous ACH Credit

-T | Statement Code Descr
=169
Incoming Money Transfer

3,682,629.78
57,358.45
1491114
270,006.18

28,675.42
5,285.27
1,018,794.60
50,898.00
25475471
502822
14,716.19

5,403,058.00

-

=195

3,000.00

3,000.00

Book Transfer Credit

=1206 =/301 Grand Total
Commercial Deposit
42202412 432202412
3,682,62978
68,573.11 125,931.60
14911.14
310,736,807.00 23,972.31 311,030,785.49
98,061.44 S58,061.44
1,006,935.88 1,006,935.38
5,489.05 34,164 .47
5,285.27
8,803.39 1,027,597.99
50,898.00
25475471
65,397 .11 73,42533
14716.19
405,123.27 405,123.27
15,199.45 19,199.45

310,742,296.05 2,118,090.09

318,266,444.14
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You can click on the + next to the date to expand the data in the pivot table.

Grand Total
43202413
3,682,629.78
125983160
1491114
311,080,785.49
98,061.44
1,006,935 88
34,164.47
5,285.27
1,027,597.99
50,898.00
25475471
73,425.33
14,716.19
403,736.45
19,199.45
318,265,057.32

Account # DOXXXXKXKXKKODLE -

Account Description Department of Finance & Admin T
Sum of Amount Statement Code T
0.00 =168
0.00 Bank Date * | Reconciliation Reference ID *  Reconciliation Status * | Miscellaneous ACH Credit
0.00 +10/3/2022
0.00 +10/4/2022 3,682,629.78
0.00 +10/5/2022 57,358.49
0.00 +10/6/2022 1491114
0.00 +10/11/2022 270,006.18
0.00 +10/12/2022
0.00 +10/13/2022
0.00 +10/14/2022 28,675.42
0.00 +10/17/2022 5,285.27
0.00 +10/18/2022 1,018,794.60
0.00 +10/19/2022 50,898.00
0.00 +10/20/2022 25475471
(1,386.82) +10/21/2022 5,028.22
0.00 +10/24/2022 14,716.19
(1,386.82) +10/27/2022
+10/28/2022
i Total 5,403,058.00

Statement Code Descr v
=195
Incoming Money Transfer

3,000.00

3,000.00

=206
Book Transfer Credit

310,736,807.00

5,485.05

310,742,296.05

=1301 Grand Total

Commercial Deposit
42202412

68,573.11
2397231

98,061.44
1,006,935.88

8,803.39

65,397.11

405,123.27
19,199.46
2,118,090.09

42202412
3,682,629.78
12593160
1491114
311,030,785.49
98,061.44
1,006,935.88
34,164.47
5,285.27
1,027,597.99
50,858.00
254,754.71
73,425.33
14,716.19
405,123.27
15,199.46
318,266,444.14



Once you have identified the transactions, you can take the appropriate steps fix them. Once the
missing transactions have been addressed, you can re-run the affected queries to ensure everything
balances to Zero.

NOTE: If you are an Agency that uses worksheets (see below), you will need to run additional
gueries to perform your reconciliation. CYFD, DFA — Local Government, DOIT, DPS, DWS, ECECD

J K L M N QO P Q R
10/27/2022 =/3410008497 Reconciled 2,064.00 2,064.00
10/27/2022 -/3410008498 Reconciled 1,074.20 1,074.20
10/27/2022 -/3410008499 Reconciled 4,400.00 4,400.00
10/27/2022 -/3410008500 Reconciled 4,145.00 4,145 .00
10/27/2022 -/3410008501 Reconciled 30,458.93 30,45893
10/27/2022 -/3410008502 Reconciled 78,934.10 78,934.10
10/27/2022 -/3410008503 Reconciled 2,832.45 2,832.45
10/27/2022 -/3410008504 Reconciled 2,530.00 2,530.00
10/27/2022 -/3410008505 Reconciled 1,755.00 1,755.00
10/27/2022 -/3410008506 Reconciled 6,950.00 6,990.00
10/27/2022 -/3410008507 Reconciled 2,660.00 2,660.00
10/27/2022 -/3410008508 Reconciled 93.39 93.39
10/27/2022 -/3410008509 Reconciled 118,642.57 118,642.57
10/27/2022 =/3410008510 Reconciled 66,598.58 66,598.58
10/27/2022 =/3410008511 Reconciled 2,500.00 2,500.00
10/27/2022 =/3410008512 Reconciled 5,528.36 5,528.36
10/27/2022 =/3410008513 Reconciled 587.30 587.30
10/27/2022 =/3410008514 Reconciled 11,750.15 11,750.15

'T.I? ; | 10/27/2022 =/3410008515 Reconciled 4,925.02 492502
{% 10/27/2022 -/3410008516 Reconciled 3,779.80 3,779.80
10/27/2022 -/3410008517 Reconciled 431471 431471

10/27/2022 -/3410008518 Reconciled 2,660.44 2,660.44

10/27/2022 -/3410008519 Reconciled 1,800.00 1,800.00

10/27/2022 -/3410008520 Reconciled 957.00 957.00

10/27/2022 -/3410008521 Reconciled 2,004.00 2,004.00

10/27/2022 -/3410008522 Reconciled 3,004.90 3,004.50

10/27/2022 -/3410008523 Reconciled 3,060.00 3,060.00

10/27/2022 -/3410008524 Reconciled 3,160.00 3,160.00

10/27/2022 -/3410008525 Reconciled 975.00 975.00

10/27/2022 -/3410008526 Reconciled 3,349.00 3,349.00

10/27/2022 -/3410008527 Reconciled 968.00 968.00

10/27/2022 =/3410008528 Reconciled 2,128.00 2,128.00

10/27/2022 =/3410008529 Reconciled 955.00 955.00

10/27/2022 =/3410008530 Reconciled 5,247.18 5,247.18

10/27/2022 =/3410008531 Reconciled 4,136.37 4,136.37

10/27/2022 -/3410008532 Reconciled 1,158.41 1,158.41

10/27/2022 -/3410008533 Reconciled 22841 22849

+10/28/2022 158,159.46 18,199.46

Grand Total 5,403,058.00 3,000.00 310,742,296.05 2,118,090.09 318,266,444.14



