SUMMARY RECEIPTS AND
DISBURSEMENTS

RECONCILIATION PROCESS

April 20, 2006



OVERVIEW

The Summary Receipts and Disbursements (SRD) report is a
recap of General Ledger journal activity that affects Cash account
101000.

Activities are categorized as Receipts, Expenditures, Change in
Accounts Payable, Net Payroll Withholdings, Transfers In,
Transfers Out and Changes in Investment.

The Ending Cash Balance is calculated based on the Net Debit or
Credit activity for certain General Ledger accounts during each
Accounting Period (Month).

Receipts — All accounts beginning with 4XXXXX
Expenditures — All accounts beginning with 5XXXXX
Change in Accounts Payable — All accounts beginning
with 2XXXXX

Net Payroll Withholdings — All accounts beginning with
633XXX

Transfers In — Account 631100

Transfers Out — Accounts 621000, 631200 and 499600
Balance or Changes in Investment — Account 632100



Ending Cash Balance

Calculation
Ending Cash Balance — Prior Period XXX XXX XX
ADD: Net (Credit) Activity XXXXX. XX

Change in Investments —
Investment Balance Prior Period

minus (-)
Investment Balance Current Period XX XXX XX
LESS: Net Debit Activity (XX XXX XX)

Ending Cash Balance — Current Period XXX XXX XX




RECEIPTS

Supporting Documents:
e Deposits Report
Navigation: General Ledger>General Reports>Deposits

or

e Download results of Query OCP_0058 GL (Deposits
Report) into electronic worksheet

AND

e Miscellaneous Inter/Intra Agency Payments report

AND

e OCP_JRNL_DATE_POSTED_DATE (Query)

Supporting Document Notes




Deposits Report-
e Signs (-/+) are reversed for Deposit Amounts
e Deposit/Transfer/Correction entries are based on Journal
Date.

e Only Posted/Unposted entries are included in the SRD
Receipts column

Reconciliation Process:

Deposits Report, “Posted/Unposted journals by Class Sub Total”
should equal the monthly Receipts for all classes.

Exception: Class 799xx
Deposits Report, “Posted/Unposted journals by Class Sub Total”
amount for Class 799xx

Plus (+)

Miscellaneous Inter/Intra Agency Report - Inter/intra agency
“WIR” (wire transfer) payments deposited to the agency’s
Clearing Account, usually Class 79901.



EXPENDITURES

Supporting Documents:
e 6-Digit Exp Detl by Jrnl Date report
Navigation: Accounts Payable>Reports>Vouchers

or

Download Query OCP_AP0312 VCHR_REG_X_ UNIT into
electronic worksheet

AND

¢ Download results of Query
OCP_PAYROLL _FUND_TRANSFER

or

Query OCP_PAYROLL_FUND_TRANSFER_PS
(if the agency is using PeopleSoft HRMS system)

Supporting Document Notes:

6-Digit Exp Detl by Jrnl Date
e New report listing the voucher accounting lines posted to the
General Ledger for the month by Voucher ID.
¢ Includes all voucher lines including accounts 5xxxxx,
601100, 633xxx or “TBD”

OCP_PAYROLL FUND_TRANSFER (_PS)
Summarize downloaded results amount by Class Funding
using electronic worksheet functionality, e.g., pivot tables,
subtotals or filters
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Reconciliation Process:

6-Digit Exp Detl by Jrnl Date Total by Class

+

OCP_PAYROLL_FUND_TRANSFER (_PS) Total by Class

Balance to SRD
Expenditures?

Yes

) 4

End

No

+
General Ledger Journal Entries

EXPENDITURES



Find General Ledger Journal Entries
e Use Review Ledger functionality to find journal entries effecting
Expenditure accounts

e Referto P123, Journal, Ledger, Budget Inquiry, Query and
Reports, Training Manual - Pages 14 — 16

¢ Navigation: General Ledger>Review Journal/Ledger
Data>Ledger

Enter an Inquiry Name:
3
Ledger

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

[ Find an Existing Value Y Add a MNew Value

Inquiry Name:l heging with j |

Search | | Clear | Basic Search Save Search Criteria

Enter Inquiry criteria:




Ledger Criteria

Inquiry *Unit *Ledger *Year *From *To Period Currency Stat Continue
LEDGER_ING Q JacTuas Qo004 | 12Q | 12% [a & ool
" Include Balance Forward [ Include Adjustment Period(s) " Only in Base Currency
" Include Closing Max Rows: 10000
Chartfield Criteria customize | Find | 8 First [ 113 ot 15 ("] Last Show
ChartField Value View FPer Balances by Accaunt
PRI IS% ) a W PerBalances by Acct, Dept
PerBalances by Acct, Prj
Dept I aw~ Surm by Period, Account
oper Unit | a W Sum by Period, Account, Dept
- Surm by Period, Altacct
Sub-ccount | 5% will I A M Sum by Period, Proj
Fund Type i I i
» give all . I Q LedgerElaIances/_ Click on
class-Funding| EXpenditure [ras01 QF Leduer Activity Ledger
Program Accounts | QM Activity
Clear Criteria | K
Bud Ref | QW hyperlink
Adfiliate I a W Delete Criteria |

Look for Journal ID’s that do not begin with “PY” or “AP”
e “PY”journal activity is included in the
OCP_PAYROLL_FUND_TRANSFER (_PS) query results
e “AP” journal activity is included in the 6-Digit Exp Detl by Jrnl
Date report

Sub- Fund Class-

Period Account Fcn unt Type Fundin Dept Bud Ref CFDA# Program Project Oper
12 522130 1000 19401 0300301 n4
Transaction Amt: 1,242.890 USD Base Amount: 1,242490 UsSD
Journals Customize | Find | i First [4] 13 of 3 [ Last

Journal ID Date Seq Stat Amt NR Amount Base Amount
DDDD19118? AGi30i2004 [% il 142,80 USD 142.90 USD

FEGEHETEAT 06M 52004 il 110.00 USD 110.00 LSD

APOO17497Y1  OBf25/2004 il §90.00 USD §990.00 USD

Click on the Journal ID hyperlink to open the journal:




Inquiry Unit Ledger Year From To: Curr Source JournallD Date Status Suspense Status
LEDGER_INal:IACTUALS 2004 12 12 nooo191187  06/30/2004

Go To: Inouiry Criteria = Activity

Header Msg:
v
Journal ID:  0o00191187 Date: 0Bf30/2004 Schedule: Source: CML
Ledger Grp: ACTUALS Original 0f/30/2004  Lines: 56 Occur: InterUnit BU:I:I
Date:
Status: Posted Posted: 07/16/2004 Process: MoReguest — Rewversal PMone
Balanced: [DR=CR Controls: Cirls Clk Errors: Edits Ok Reversal
Date:

Operator Id:  JyQUNGBLOOD Doc Sequence #:
Long Description: Correct account 801100 ledger balances to the correct expenditure code :I
Totals by Currency

Currency: USD DR: 130,389.37 CR: 130,399.37  Net: 000

Sub-

Class-

Line # Transaction Amount Account Account Fund Type Fundin Dept Bud Ref CFDAZ
21 142,90 USD 522130 1000 19401 0300301 04

CHANGE IN ACCOUNTS PAYABLE

Supporting Document:
Query OCP_CHANGE_IN_AP
Navigation: Reporting Tools>Query>Query Viewer
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62 I 12 1940 00023109 TO CORRECT FURD -210.00
E 12 19401 00023111 TO CORRECT FURD -685.00
ﬁ 12 1940 00023977 CORR FURMD LIME 6 -188.23
E 12 19401 Qooza0Ed -+ B e b == o) T 143500
6| 12 AT M Q0026067 ladging 22000
E Q 19401 A-CLASS TOTAL a64408.53
@ 12 'Q'B'G-Q-D\ 000128945 Telephone services, long dista -115849.60
B9 12 20000 an a0 TEENTOTE SETYITES, Oy 0=l -B57T .54
Look for the Class-Total in the query results
Reconciliation Process:

OCP_CHANGE_IN_AP Total by Class

Change in Yes
9 > End

Acctg Pay?



No

v

+
General Ledger Journal Entries

Change in Accts Pay

Find General Ledger Journal Entries
e Use Review Ledger functionality to find journal entries effecting
Expenditure accounts

e Referto P123, Journal, Ledger, Budget Inquiry, Query and
Reports, Training Manual - Pages 14 — 16

¢ Navigation: General Ledger>Review Journal/Ledger
Data>Ledger
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Enter Inquiry Name:
g
Ledger

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

[ Find an Existing Value Y Add a Mew Value

Inquiry Name:l heging with j |

Search | | Clear | Basic Search Save Search Criteria

Enter Inquiry Criteria:

Ledger Criteria

Ingquiry *Unit ‘Ledger “Year *From *To Period Currency Stat cont
teooer_na____ ] @ petoas @ [ [z [[1za [ a1«

[ Include Balance Forward [ Include Adjustment Period(s) " Only in Base Currency

I Include Closing Max Rows: |1 nojpo

Chartfield Criteria Customize | Find | B8 First [ 1.13 of 13 (7] Last Show
ChartField View PerBalances by Accou
Account |2% ) a W FPerBalances by Acct, [
I FerBalances by Acct, F
DL T QA Surm by Period, Accour
Oper Unit / | (S Surm by Period, Accaur
2% will Sum by Period, Altacct
Sub-Account . | [ v ) )
glve return Sum by Period, Peai
Fund Type iahili v i
P all Liability | Q L oaner arad| Click on
Class-Funding accounts [1a401 QW Ledoe/actvity | Ledger
- T - Activity
hyperlink

Look for Journal ID’s that do not begin with “AP”
“AP” journal activity is included in the OCP_CHANGE_IN AP

query results
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Sub- Fund Class-

Period Account Account  Type Fundin Dept Bud Ref CFDAZ Program Project
12 201100 1000 18401
L\\) Transaction Amt: o.oo UsD Base Amount: 0.o0 Uso

Journals Cus H g
Stat Amt NR Amount

nal Date Seq NR Base Amount
\ Qo001 58196 Grosr2004 I 17.25 USD 17.25 USD
Q000165745 G1652004 M a0.00 UsD 3000 UsD
001693 062152004 I 16.40 USD 16.60 LUSD
Qo001 7e478  OG/2852004 ¥ 4985 LUSD 48.85 USD
APODDMS91GT  0RO&2004 I -17.24 USD -17.25 USD
APDOMES2AT  O6M&2004 I -30.00 UsD -30.00 UsSD
APDOMEQ27T 062172004 M -16.50 USD -16.50 USD
APOOMY 5415 06282004 I -449 495 USD -48.85 USD
APDOITYSA4  Oef292004 ¥ 3499 USD 3499 LUSD
Q6r29:2004 I 38749981 LUSD I87,4908.81 LUSD
JYCASH GI24i2004 ¥ =377 USD -3H1.TT USD
Click on the Journal ID hyperlink to open the journal:
v
Journal ID: 0000159136 Date: 06/02/2004 Schedule: Source: SCM

Ledger Grp:  ACTIJALS Original 0@/02/2004 Lines: 2 Occur: InterUnit BL: 46700
Date:
Status: Postad Posted: 0R/08/2004 Process: Mo Reguest Reversal:  Mone
Balanced: DR=CR Controls: Ctrls Ol Errors: Edits QK Reversal
Date:
Operator Id: BATCHPROD Doc Sequence #:
Long Description: IST&T CANCEL JOURMAL GERERATION :I

mlurnal Line

S . Sub- Class-
Linge 2 Transaction Amount Account A_ccoul it Fund Type Fundin Dept
10 17.25 LISD 201100 1000 19401

Query OCP_CH_IN_AP_JV for Journal Voucher IDs that
compose the “JVCASH” journal entry
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QCP_CH_IN_AP_JV -Journal Vehr GL Journal Entry

Unit: E Q

From Acctg Date: IM E‘]

To Acctyg Date: IM ]
Wiew Results |

Dowmnload results in . Excel SpreadSheet CS8Y TextFile (11 ki)

1-62 of 42
] ouoter | iwoice | Voucher | Acctgbate | Accoun | Classrunang | Amoun:_|
1_0002309? 001287 6-IM Jw ooo103s1 0B/0272004 202000 22000 31.950
2 00023097 0012876-IM Jv ooo103s1 0B/02r2004 202000 20000 -31.940
3 00023097 001287 6-IM Jv ooo10351 0B/M02r2004 202000 22000 31.9450
4 00023097 001287 6-IM v 00010351 0622004 202000 20000 -31.940
il 00023100 0063328 v ooozovog 0622004 202000 44000 569.700
3] oooz3100 0063328 0V goozovos 0622004 202000 44000 -569.700
T 000231 0061413 .0 000027045 0B/02r2004 202000 41000 855,000
g 0o0231m Q061413 .0 000027045 0B/02r2004 202000 41000 -855.000
9 00023107 Q000000309 Jv 00002843 0B/0272004 202000 41000 40.000
10 (00023107 Q000000309 Jv 00002843 06022004 202000 19401 -40.000
11 (00023109 0000003742 v 00022076 0B/M02r2004 202000 41000 210.000
12 (00023109 0000003742 v 00022076 0622004 202000 19401 -210.000

Download results into an electronic spreadsheet such as Excel.

Summarize downloaded results amount by Class Funding using
functionality, e.g., pivot tables, subtotals or filters

This example is a pivot table

Sum of Amount
Class-Funding/| Total

18401 | 3117
20000 131067

~

~—

22000 3.9
41000 935
44000 0
FO0E00 -1124 .44
70300 -43.43
Grand Total -1167 .87
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NET PAYROLL WITHHOLDING

Supporting Documents:
e 6-Digit Exp Detl by Jrnl Date
Navigation: Accounts Payable>Reports>Vouchers
and
e Query OCP_PR_WH_ACCT_BAL DETAIL
or
e Query OCP_PR_WH_ACCT_DETL_BY_PERIOD

6-Digit Exp Detl by Jrnl Date- Class 99400

., State of Oklahoma
& Wt’ Office ¢ ate Finan
2 ;-r'fl'.l_.; _4:_ Six Digit Detai | R eport 5/9/2005
AT From June 01, 2004 To June 30, 2004 6:01:02 AM
Page 169
Business Bud Sub Journal
I—:I Class Dept Refl  Noucher Acet  Account Date PO 1d CFDA Number Amount  Vendor Name Vendor 1D
994010
04
00026141 633190 06/28/2004 9573 DEPARTMENT OF HUMAN SERY 0000000830
00026142 533190 DE/28/2004 2739  DEPAR]T f\-1[ NT OF HUMAN SERM 0000000 ]?ﬂ(}
00026143 533190 D6/28/2004 35200 ARK 8 4
00026144 633190 06/28/2004 50000 OFF ](‘]'. OF CHAPTER 13 L 73
00026145 633190 06/28/2004 87770 UNITED STATES MARSHALS SE tJ.J[I[: 035
00026147 633190 06/28/2004 9618 DEPARTMENT OF HUMAN SERM 0000000830
Bud Ref Total 253,803.12
Dept Total 253.803.12
Class Total 25380312

Query results - OCP_PR_WH_ACCT_BAL_DETAIL
Unit [ Journal ID [Date Year |[Period |Status |Budget|Account Class-Funding Amount
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45200 | APDD154426 6/172004) 2004 12|P 4 633190 92400 2414.400
45200 APOD156451 B/3/2004 2004 12|P 4 533130 53400 926.9710
45200 APOD1587S2 B/7/2004 2004 12 P u 633190 92400 420120
45200 APOD1E1Z44 B/972004 2004 12|P 4 533100 83400 240.000
45200 APOD1B1Z44 6272004 2004 12 F u 633110 93400 5796.2490
45200 APOD1E1Z44 6/272004 2004 12|P 4 633125 92400 220.260
45200 APODME1Z44 BAL2004 2004 12|P K B33130 52400 101610.700
45200 APOD161 6272004 2004 12|P 4 633190 92400 3897 .980
45200 APOD161550 692004 2004 12|P 4 533130 53400 3791.610
45200 PY00157309 6/11/2004 2004 12 P 4 633100 92400 -365.000
45200 PY00157309 6/11/2004 2004 12|P 4 633110 83400 -5743.130
45200 PYD0157309 6/1172004 2004 12 F u E33120 93400 -220.260
45200 PY00157309 6/11£2004 2004 12|P 4 633130 92400 -101610.700

Reconciliation Process:
Download query results into an electronic spreadsheet such as
Excel.

Summarize downloaded results amount by Class Funding, Fiscal
Year and Period using functionality, e.g., pivot tables, subtotals or
filters

This example is a pivot table

Sum of Amount
Class-Funding
99400

Feriod | Tatal
2004 7 -3099 .41
8 -1381.32
322919
-1461.37
— 50T
4061.3
——=2 1
288.02
-1271.03
1335.49
-388E.78
-122294 51
126069.13
1733.42
-2160.53
122525.74
-124290.31
-121356.5
-124407 86

fear

Net activity to
accounts 633xxx for
the Accounting
Period

—
O

SN

2004 Taotal
2005

— O 0 00~ 00 m b k=

—_

2005 Total

53400 Total

-1265599 66

Grand Taotal

-126599 66
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Supporting Document Notes

Query results - OCP_PR_WH_ACCT_BAL_DETAIL

[Unit_JJournal ID_|Date |Year |[Period |[Status [Budget|Account [Class-Funding [Amount I
00154 BA1/2004 2004 12 F kY E33120 99400 2414400
APO0155451 G352004 2004 12 P k% 33120 59400 926.970
APO0158792 B/ 2004 2004 12 F kY E33120 99400 420120
APO0TET244 B./9,2004 2004 12|P kY E33100 59400 260.000
APO01E1244 BAos2004 2004 12 P kY E33110 598400 57965290
APO0TE1244 B./9,2004 2004 12|P A% E33125 599400 220,260
E/9,°2004 2004 12 P k% E33130 599400 101610.700
B/9,2004 2004 12|P A% E33150 599400 3897 930
G/9,2004 2004 12 P k% 33120 59400 3791610
BA11,2004 2004 12 F kY E33100 99400 -365.000
PY00157309 B/11,2004 2004 12|P A% E33110 59400 -A743.130
PY00157309 BA11,,2004 2004 12 P kY F33120 598400 -220.260
PY00157309 B/1152004 2004 12|P A% E33130 599400 -101610.700

e Journals that begin with “PY” are Payroll claims that move
employee payroll withholdings into the 99400 class funding

¢ Journals that begin with “AP” are generated from the
Accounts Payable subsystem

e The total of the “AP” entries = 6-Digit Exp Detl by Jrnl Date-
Class 99400
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State of Oklahoma

;)\i{% Office of State Finance
e - S Dagit Expenduture Detml Report 5/9/2005
R 1
M From June 01, 2004 To June 30, 2004 60102 AM
Page 169
Business Bud Sub Journal
Class Dept Ref  Noucher Acct  Account Date 2 1d CFDA Number Amount  Vendor Name Vendor 1Ty
00400
04
000Z6141 633190 9573 DEPARTMENT OF HUMAN SERM 0000000830
00026142 633190 739  DEPARTMENT OF HUMAN SERM 0000000830
00026143 633190 35200 ARKANSAS DEPARTMENT OF F 0000191741
00026144 633190 30000 OFFICE OF CHAPTER 13 Q000188731
00026145 533190 UNITED STATES MARSHALS SE 0000165035
00026147 633190 PARTMENT OF HUMAN SERM (000000830
Bud Ref Toial 25380312
Dept Total 803,12
Class Total 53,803.12
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TRANSFERS IN
TRANSFERS OUT
CHANGES IN INVESTMENT

All activity in these columns result from manual Journal
Entries entered directly into the General Ledger. They are
not from any Subsystem interface into the general ledger,
e.g., Accounts Payable and Payroll.

Inquire the Ledger activity to find the journal entries. Use
the Account parameters listed under the column headings on
the Summary Receipts and Disbursements report.

CLAM 1% Transfers Out
Change n Net Payroll i D‘d,)l:. i Changes In
Receipls Expenditures Acet Pay Withhalding Translers In 621000, 631200 [nvesiment Ending
Accounting — (Coedit) Debit— {Creduf] Debnt {lnce) Decr (Credit) Deby (Credit) ;md {Credif) Dbt Cash
Period dixy SEKx ooy b33x b31100 499600 632100 Balange
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ENDING CASH BALANCE

e The calculated Ending Cash Balance for the accounting
period is referred to as the “Above Line” Cash balance

CLASS 194 1 '|'anst‘er__a Out Balance Or
Change in Net Payroll ) D‘zb'f ) Changes In
Receipts Expenditures. Acet Pay Withholdings Iransfers In EATUGPICS LG Iwgestment Ending
Accounting (Credit) Debit (Credit) Debit (Incr) Decr (Credit) Debit (Credit) and ) (Credy) Debit Cash
Period Ao FRANAK IRRNNK 633%%x 631100 e 632N Balance

12-Jun 000 1012439791 56421046 000 (12,08483200) 0.0 000
(lass/Fund Balances 000 ( 17,091,19236

e Class/Fund Balances ending cash balance is the Ledger
amount in Cash account 101000. This is referred to as the
“Below Line” Cash balance

“Above Line” Cash Balance
minus (--)

“Below Line” Cash Balance

$0.00
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“Above Line” is not equal to the “Below Line”

“Above Line” amount greater than “Below Line”

Expenditure/voucher transactions are probably
recorded with improper account codes

= TBD

= 601100

= Not “5xxxxx”

Refer to the 6-Digit Exp Detl by Jrnl Date report for the month.

Look for voucher accounts that do not begin with “5xxxxx” or
“633xxX”

Journal Vouchers should be processed to correct vouchers with
incorrect account codes.

“Above Line” amount is less than “Below Line”

Receipt or Revenue transaction is recorded with
improper account code

Refer to the Deposits report for the month

Look for transactions with account codes other than “4xxxxx”
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Submit a Form 76 to the State Treasurer’s Office if a

Deposit/Transfer/Correction transaction was recorded with an
account other than “4xxxxx”

All other corrections will require a Journal Entry. Submit a
Helpdesk case and have it assigned to the General Ledger
provider group. Please note the Class Funding and
accounting period that needs correcting. Email any
supporting documentation, with your case, e.g., the SRD
report, worksheets, etc.
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