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Index Reconciliation 

ÅWe will cover: 

ïWhat index reconciliation is & why it is important 

ïBasic organizational helps 

ïReconciling non-payroll expenses 

ïReconciling payroll expenses 

ïReconciling Income accounts 
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What IS an Index? 

ÅA (relatively) small unit in which revenue and 
expenses are accumulated. 

ÅEach index has associated with it a fund and 
organization and program code, which defines 
what can be placed in the index. 

ÅWhen reconciling an index, the expenses and 
revenue entries are traced to source 
documents and verified as belonging in that 
index. 
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Why Reconcile, Anyway? 

ÅThis is the last thing you want to hear from 
your boss 

 

 

 

 

ÅThis is also the last thing your boss wants to 
hear from their boss! 
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MyReports 

ÅThe appropriate MyReports to use to help you 
reconcile will be noted.   

ïReport Examples will be given using MyReports 

ïAPEX, the new HR reporting tool will be briefly 
discussed 
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Index Reconciliation-What is it? 

ÅReconciliation means checking the source 
documents that show what expenses should 
have been charged to an index, against the 
expenses that were actually charged to that 
index. 

ÅAny deviation from what is expected is then 
researched, and any needed corrections are 
made to the accounting system. 
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One Approach 

ÅIndex Reconciliation Fundamentals goes into 
detail showing one way you can successfully 
gather and organize source document 
information to use when reconciling 

ÅThere are many ways to accomplish this; if you 
already have an organized way, keep using it  

ÅWe will review one approach 
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Flow Chart ï Document Organization 

 
Green 
Pendaflex 
Folder 

Uncleared 
Documents 
Manila folder 

Payroll 
Documents 
Manila folder 

Index 
Reconcilement 

Manila folder 

DPIs, JVs, 
Requisitions, 
Invoices, 
Other 

FNRSLBE-
shows dollars 
FNRLDST-
shows 
distribution 

For each Month, stapled 
together: 
Index Reconciliation 
Summary  
Expense report for the 
index 
Payroll Report(s) for the 
month 
Source Documents that 
cleared during the month 
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What you need to have 

ÅAccounting Reports 

 

ÅInformation on Revenue and Expenses 

 

ÅSource Documents 
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 Index Reconciliation 

 Process 
  

Determine what 
indices you are 
reconciling. 

 MyReport Expense 
Reports for each 
index. 

Collect your Source 
Documents for each 
index. 

Payroll Reports for 
each index. 

Compare each item 
on your Expense 
Report with 
documents of 
origination. 

Compare People 
and their 
percentage of Salary 
with your 
departmental staff 
list/percent of 
salary. 

MyReport Payroll 
FNRSLBE 
FNRLDST  

MyReports 
FOROLDS  

Yes 

 

Add to Index 
Reconciliation 
Summary 

Match
? 

No 

 

Done. 

Collect Reports 
for each index 

 

A 

Check 
off 
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Correct  
Discrepancy 

Yes 

 

Get Help 

No 

 

Reason 
for 

Discrepan
cy found? 

A 

Note Discrepancy 
and resolution 
on Index 
Reconciliation 
Form 

Done
. 

Note Discrepancy 
and resolution 
on Index 
Reconciliation 
Form 

Done
. 

Correct  
Discrepancy 

 Index Reconciliation Process 

(cont) 
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Getting what you need 

ÅWhich accounting reports to get and where to 
get them 

 

ÅWhere to get information on Revenue and 
Expenses relating to your index 

 

ÅHow to get copies of source documents 
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Reports you need 

ÅAccounting Reports 

 

ïMy Reports  

ÅFOROLDS ς General expenses 

ÅFNRSLBE ς Payroll detail by employee 

ÅFNRLDST ς Employee payroll distribution 
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What you need 

ÅWhere to get information on Revenue and 
Expenses relating to your index: 

ïKeep copies of all DPIs expected in your index 

ïGet copies of all invoices automatically posted 

ÅTelecom invoices 

ÅInvoices relating to contracts(water, etc.) 

ÅUtility, other regular invoices 

ïFind copies of additional posted invoices each 
month 
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What you need 

ÅHow to get copies of source documents 
ïYou can run telecom invoices; contact your supervisor 

or telecom and work through the process 

ïSome internal (and external) invoices are mailed to 
your department monthly.  Contact the person who 
opens the mail.  You only need a copy 

ïIf all else fails, contact A/P.  If they paid it, they can 
steer you toward the documents that authorized 
payment 

ïPCard information 

ïJVs 
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Reconciling Non-Payroll Expense 

ÅSource Documents 

ïInvoices 

ÅGet copies 

ïPcards 

ÅGet PCard Statements 

ïJVs 

ÅRead document text 
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How to get PCard documentation 

ÅFind out who the PCard holder is 

ïFGIBDST, FAIINVE, user ID, Directory, Name/Phone 

ÅAsk for a copy of the information they send 
Purchasing each month. 

ïCall or email 
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Banner FGIBDST 
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Banner FGIBDST 
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Banner FAIINVE  
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Banner FAIINVE  
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Directory 
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How to get JV documentation 

Å5ƻŎǳƳŜƴǘ ǎǘŀǊǘǎ ǿƛǘƘ ŀ άWέ ƛŦ ƛǘ ƛǎ ƻǊƛƎƛƴŀǘŜŘ ōȅ 
a department person 

ÅhǘƘŜǊ άW±έ ŘƻŎǳƳŜƴǘǎ Ƴŀȅ ōŜ ƛƴǘŜǊƴŀƭ 
invoices: 

ïtŀȅǊƻƭƭ ǎǘŀǊǘ ǿƛǘƘ άCлȄȄȄέ ƻǊ άWέ 

ïaŀƛƭ {ȅǎǘŜƳǎ ǎǘŀǊǘ ǿƛǘƘ άMSxxxέ 

ï¢ŜƭŜŎƻƳ ƭƛƴŜ ŎƘŀǊƎŜǎ ǎǘŀǊǘ ǿƛǘƘ άITxxxέ 

ïtt5 ǎǘŀǊǘǎ ǿƛǘƘ άPPxxxέ 
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Examples ς JV Types 
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Examples ς JV Types 
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Using the report and information 
gathered 

ÅBrief example 

ïFOROLDS 

 

ïSource Documents 

 

ïReconcilement report 
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FOROLDS 
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Source Document ς Mail Systems 
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Source Document ς for PCard 
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Source Document - Telecom 
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Reconcilement Sheet 

ÅAny Items that do not match (source 
document should match Banner amount) are 
entered in the reconcilement report for 
research. 

ÅIf the amount, index, or account is in error, the 
accounting system is corrected. 

ÅThe item on the reconcilement sheet has a 
notation added, giving the correction 
document number/other information. 
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Reconcilement Sheet 
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Reconcilement Sheet 
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Payroll Reconcilement 

ÅPayroll reconciliation is the same concept 

ÅReports differ 

ÅCorrection methods differ for errors 
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Payroll Reconcilement 

ÅReport FNRSLBE will give you payroll detail be 
employee for your index 

ÅReport FNRLDST will give you the distribution 
percentage by index for your employees 

ÅHuman Resources has APEX reports that will 
allow you to modify the reports to give you a 
variety of data 
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Report Examples - FNRSLBE 
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Report Examples - FNRSLBE 
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