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Policies/Objectives

Reconciliation refers to the matching and comparing of financial transactions
recorded against a financial account with the original source documents.

U of T Policies requires that Reconciliation be done MONTHLY

University Departments:

« Match and compare the Monthly Account Statements against various
source documents (e.g., Payroll Distribution, Facilities & Services,
Telecomm reports, invoices, expense reimbursement forms, journal entries)
to ensure transactions are recorded correctly

« promptly correct errors and locate any missing source documents

Financial Reporting Objective:
 ensure all transactions are completely and accurately recorded in the

accounting system
e ensure financial reports are reviewed/checked for accuracy against

departmental records

: Policy Guidelines:

I . Role of Departments: https://finance.utoronto.ca/policies/gtfm/financial-management/reporting/#roledepts
|

|

|

. Objectives and Responsibilities: http://finance.utoronto.ca/policies/gtim/financial-management/objective-and-
responsibilities/




Policies/Objectives

Business Officers are required to complete an Annual Administrative Accountability
Report Form, which:

. provides a quick overview of important policy topics and key items to address
. should be completed and provided to the senior administrator one level up, by June 30th
each year

QRG: Month-End Reports
o http://finance.utoronto.ca/fast/support-documentation/funds-management/reporting/month-end-reports/

Forms: Financial Accountability Report Forms
* http://ffinance.utoronto.ca/forms/accountability/




Basic Guidelines

Step 1 - During the month, transactions are processed in FIS, both manually and through various
automated processes (e.g., Payroll, F&S billing).

Step 2 - After processing transaction, source documents are filed by document number
sequence to be reconciled later (e.g., invoices, expense reimbursement forms with
back-up receipts, journal entries).

Step 3- Every month, after the last day of the month, the following reports are printed:
1)  Statement of Accounts or Monthly Pl Report
2)  Payroll Distribution Reports 3.5 should b

eports 3-5 should be

3) Budget Movement Report run as required based
4)  F&S Month-end Statement on transactions shown
5)  Telecomm Billing In Statement of

. ccounts

6) Cost Center and/or Internal Order Line Report

Step 4 - Reports 2-5 and supporting source documents are matched and compared to the

Statement of Accounts Report.

Report 6 identifies incorrect FIS account postings based on Cost Center or Internal
Order

Step 5- Any missing source documents must be located to facilitate reconciliation (e.g., vendors,
other departments) and any necessary corrections are processed as soon as possible.

Step 6 - File documents/reports using the U of T File Plan.



Month-End Reconciliation Reports

I SAP Menu Path: Accounting >> Funds Management >> Information System >> Funds Management

| Section (U of T Reports) >> Month-End Reports

1) Statement of Accounts (Funds Centers and
non-research)
OR
Monthly Pl Report - All Sponsors*
(reconciling research accounts)

Reconcile with the following reports:

2) Payroll Distribution Report

3) Budget Movement Report

4) F & S Month-end Statement

5) Telecomm Billing: Extension Detail
Statement

6) VoIP Recurring Service and Hardware

Charges Report
VolIP Long Distance Call Report

\l
N—r

| I'NOTE: Presentation will focus on reconciling
1 “Operating” Funds.

| QRG: Monthly PI Report — All Sponsors

http://finance.utoronto.ca/wp-
content/uploads/2015/11/Monthly-Pl-Report-
Converted.pdf

—

~ 3 SAP Wenu
b (3 Office
I (3 Logistics
< Accounting
I (3 Financial Accounting
(3 Controlling

I (3 Enterprise Controling
= Funds Management
b (3 Master Data
(3 Budgeting
b (3 Posting
b (3 Additional Functions
~ 3 Information System

*NOTE: The Payroll
Distribution Report is

executed as part of the
Statement of Accounts

~ 1 Funds Management Section (U of T Reports)
< Budget Analysis Reports
2 ZF13 - Budgetiactual Comparison
| ) ZFTRO55 - Budget Movernent Report for Fund Centers
0 A TRO2S FUNDS - Budget Moverment Report Tor Funds
2 ZFTU042X - Budget to Plan Reconciliation
2 ZFIU0BEX - CO Plan - Benefit Recalculation
b (3 Donation Reports
b (3 Financial Summary Reports
b (3 FM Accounts List
b (3 Management Reporting
< Month-End Reports
2 737 - F&S Customer Statement — 2014 and Prior
2 ZFVRO19A - F&S Customer Staternent — 2015 orwards
A-TROYT - Monthly Pl Heport - All Sponsors
- Payroll Distribution Kepo

rarchived data

- Payroll Distribution Report '
| @ ZF 1R 106 - Statement of Accounts (Funds Centers and non-research |

)

TG ZF TR0 - StEtls P VIGHTY ROL Review Dy P
M’H:‘\ St bdonth cnd Domante inthe B leoronn A

2 ZTC1 - Telecomm Billing: Extension Detail Staternent
) 2V C2 - VolP Recurring Service Charges

A Wnle L ong Dictance Call Banart

2 ZFTR110 - Divisional Income Statement



1. Statement of Accounts (Funds Centers & Non-Research)

I SAP Menu Path: Accounting >> Funds Management >> Information System >> Funds Management Section (U of T |
I Reports) >> Month-End Reports >> Statement of Accounts (Funds Centers and non-research |
I Transaction Code: ZFTR106 |

Single Parent FC or
list of individual FCs

Default = Blank (to
include Funds) -

Enter month

and calendar year Check to include |
student fees details

*Recommended _< * *
criteria for report
output * *




1. Statement of Accounts

Summary Page:
Focus on Reconciling for the Month:

« Changes in Budget — change from previous month to current Month

« Current Month Actuals — revenue & expense transactions posted for the month

« OQutstanding Commitments — payroll reserves, PO & PR and Manual Reserves at the end of the
month

» Detailed listing of Actuals & Outstanding Commitments.

 YTD Values will be discussed in Review section




1. Statement of Accounts




2. Reconcile Payroll Distribution Actuals to Statement of Accounts
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2. Reconcile Payroll Distribution Commitments to Statement of Accounts

L] L]



Statement of Accounts — Actuals Detall

Click | Actuals Detail for listing of “actual” financial transactions.

Note: Can be used to Reconcile with Source Documents.
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Statement of Accounts — Outstanding Commitments

Click | Outstanding Cormmit-s | for listing of Outstanding Commitments.

Note: Can be used to Reconcile with Source Documents.
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3. Budget Movement Report

I SAP Menu Path: Accounting >> Funds Management >> Information System >> Funds Management Section

I Transaction Code: ZFTR05

-

|

: (UofT Reports) >> Budget Analysis Reports >> Budget Movement Report for Fund Centers :
|

]

/ Enter Fiscal Year

Select Budget
version: “0" =
Current Budget

Enter Funds
Center

First and last date of the month

14



3. Reconcile Budget Changes to Statement of Accounts

=

—
—
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4. F & S (Facilities & Services) Customer Statement

1 SAP Menu Path: Accounting >> Funds Management >> Information System >> Funds Management Section (U
: of T Reports) >> Month-End Reports >> F&S Customer Statement :
I I
| Transaction Code: ZFVRO19A !

F&S Customer Statement - 2015 Onwards
Select to Include: o H

» Total # of hours (for listed date)

| Click here to clear all entries in this selection screen |

» Date of service
o Trade service type L1 Display Labour Details I [ Do not print/display selection criteria Ent.er dYear and
® HOUI’ly rate Enter single Fiscal year-period O erl O-
. Total labour Charge Year to e this report for fiscal year 2015 af (req ul red)
Period & to Please use report ZV37 (F&S Customer Stafement - 2014 and Prior) for

fiscal years 2014 and prior.

Customer Account

Service Order with option to Sf‘“me“““““”t © |
include all sub-orders |

Service Order fo |
[Jand all sub-ord
Funds Center ndalsborer®
(single, multiple, range or a hierarchy) OR
. . Funds center to
Fund (single, multiple or range) “Jand all subordinate

OR
Cost Center Group Fund o =3 |
OR
Cost Center Cost Center Group |
(single, multiple or range) -
Cost Center value(s) fo =3 I

Internal Order

OR
(Single, mUIUpIe or I’ange) Internal Order number to \i’

| e http://finance.utoronto.ca/wp-content/uploads/2016/01/FS Customer Statement.pdf [

I.————________________________________________________________________|16




4. Reconcile F&S Month-end to Statement of Accounts




5. Telecomm Billing: Extension Detalil St

atement

. SAP Menu Path: Accounting >> Funds Management >> Information System >> Funds Management

1
1
I Section (U of T Reports) >> Month-End Reports >> Telecomm Billing: Extension Detail Statement :
1
1
]

Enter “Billing date”

?

Enter “Billing No.™

e OR

T

“Customer Account”

*HINT: Billing No. found on Statement of Accounts.

There may be more than one Billing No. for a customer account.




5. Reconcile Telecomm Billing to Statement of Accounts
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6. VOoIP Recurring Service and Hardware Charges Report

. SAP Menu Path: Accounting >> Funds Management >> Information System >> Funds Management :
I Section (U of T Reports) >> Month-End Reports >> VoIP Recurring Service Charges Report :
1
1
]

VoIP Recurring Service and Hardware Charges Report Sel eCt| on Cr | €
o .
Billing yyyymm 202008/ o > | =] Single or range billing periods
VolP Bilings to 3 (yyyymm)
(Example: 123456-001) p - -
Custorner - Pe%tcl)?tnghglljtte'”a to narrow
YolP User 1D {Local # + ext) to = | ..
(Exampls 1 4169789999) « VolIP Billing # (9 digit code
(Example 2: 4169789999x9999) . @Lg{g?ﬁgjrnr']t&mber (5 digit
i Aros UOFT [\ & code for dept./faculty)
Funds Center o \ * ?]/SI!TITng’S)eHD (phone
— = « Funds Center (or
| Include Funds Center Hierarchy o ::nc(illllj(ljjg(lj:)(: hierarch
Hierarchy Yariant 0ooo o Standard/Reject ané/
Customized layouts
Layout /REC-HDW- CHG available

Default Layout /RED-
HDW-CHG shows posted

| ZVC2 - VoIP Recurring Service Charges Report: }fef].‘gggg'ggg-ﬁ,gsv'ggve

“/REC-HDW-REJ” layout

20



6. VOIP Recurring Service and Hardware Charges Report

Output Features:

« Customizable line item format which consolidates all data relevant to monthly recurring and
equipment/hardware charges

» Can easily be compared to the Month End Statement of Accounts/Monthly Pl Report by running
using the same FM Accounts (FC or FC/Fund). Sub-totaled by VoIP Billing# and SKU Type -
Recurring and Equipment

21



/7. VoIP Long Distance Call Report

. SAP Menu Path: Accounting >> Funds Management >> Information System >> Funds Management

I
1
I Section (U of T Reports) >> Month-End Reports >> VoIP Long Distance Call Report :
1
1
]

ZVC3 —VoIP Long Distance Call Report
e Simulation

« Reference Guide

VoIP Long Distance Call Report Selection Criteria
® (same as ZVC2)
 Biling ywymm 202005|[2) o e Single or range billing periods
VoIP Biling## to =3 (yyyymm)
(Exarnple: 123456-001) Optional Criteria to narrow
Customer 10 e report output:
VolP User ID (Local # + ext) to «  VoIP Billing # (9 digit code
(Example 1: 4169759999) for dept/unit)
(Example 2: 4169789999x9999) o Customer number (5 digit
Vg,—\ code for dept./faculty)
FM Ares UOFT . VoIPbUs)erID (phone
Funds Cent t number
Fi:dg — tz * Funds Center (or
FC/Fund)
| * Include FC hierarchy
L1 Include Funds Center Hierarchy . Standard/Reject and
Hierarchy Yariant 0101010/ Customized Iayouts
available
Layout /LONGDIS CHG

Default Layout /RED-
HDW-CHG shows posted
transactions. To view
rejected postings, use
“/REC-HDW-REJ” layout
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7. VoIP Long Distance Call Report

23



6. Cost Center and/or Internal Order Line Item Report

w

%2

I
AP Menu Path: Accounting >> Controlling >> Cost Center Accounting >> Information System >> !
Reports for Internal Orders >> Line items >> Orders: Actual Line Items !
i
|
|

AP Menu Path: Accounting >> Controlling >> Cost Center Accounting >> Information System >>
Reports for Cost Center Accounting (UofT) >> Line items >>Cost Centers: Actual Line Items

CC and IO Line Item Reports:

Used to reconcile between Cost Centers and Internal Orders and FM
accounts

Easily identifies documents incorrectly posted against the Funds
Center or Cost Center and or Internal Order

Drilldown capabilities to document overview

24



6. Cost Center Line Item Report (cont’'d)

Output Screen:

4

Enter Cost Center
Group

Enter Reporting
Period

—

‘

Select Variant

Note: Use “/CC
ME REC”

Listing by CC & FC

25



Missing Source Documents- User ID

To obtain missing source documents identified during the reconciliation process, the processor
of the document must be contacted.

To find processor’s User ID:
1. Identify User ID on the Statement of Accounts

2. IfUserID is:
a) Not = ‘PROCNTL use:

SAP Menu Path:Office >> AMS User Display OR Transaction Code: ZF05

Program Edit Goto System Help

(¥ a0 @@ DHE fDOan BE @B
Display User: Name & Address

D& H

User | to

User Name (ie. Surname,Given

Enter UserlID in User Field then @

b) PROCNTL use FAQ to identify appropriate contact:
http://finance.utoronto.ca/faqs/procntl-entries-and-document-types/

NOTE: User’s responsibility to keep User Profile up-to-date.

26



Additional Reports for Reconciliation

If reconciling Funds and budget changes have occurred use the:

Budget Movement Report for Funds

Provides the same budget document information as the report above for research and non-
research FC/Funds.

1
1
1
. http.//flnance.utoronto.ca/wp content/uploads/2016/02/ZFTR055 Funds-Budget-Movement-Report- :

For-Funds.pdf :

Payroll Redirects from Funds to Fund Centers

* Monthly pay, payroll postings intended for restricted research or other funds with an end date in
the past or a ‘no posting status’ will be redirected away from the Fund and into the related FC.

« If payroll redirects were indicated on the Payroll Distribution Report, additional information
about the process as well as corrective action can be found at:

MEMO: Research and Innovation - Communication ]
« http://www.research.utoronto.ca/wp-content/uploads/2011/11/Redirecting-Payroll-Postings-Away-from- |
|

1

Invalid-Funds.pdf




Reviewing Reports

Statement of Accounts/Monthly Pl Report Summary Page:
« provide a monthly overall summary of account status and financial activity
« only report that provides a point in time view of FC’s and Funds

Monthly Management Reports:
 Cheques Payable to Person Processing Payment Report
* Financial Transaction Exception Report
 HR: New Hire/Termination Report by top-level Funds Center
 HR: Payroll Exception by Top Level CFC Report
» List of Payments Report

Provide Senior Administrators snapshot reports that would highlight anomalies in an
easy-to-view format.

Reports should be reviewed by the Head of the Department (e.g., Chair, Director,
Manager, Principal or Dean) and are outlined in the annual Administrative
Accountability Report for each Head of the Department.

Note: If anomalies are found, it is the responsibility of the Head of the Department to
follow-up on those items and resolve the issue.

28



Policies/Objectives

Should be completed and provided to the senior administrator one level up,
by June 30th each year.

1
I Annual Administrative Accountability Reports: :
» http://finance.utoronto.ca/forms/accountability/ E
]
|
|

QRG: Funds Management Reports

1
1
1
:
I o http://[finance.utoronto.ca/fast/support-documentation/funds-management/




Statement of Accounts

Reviewing:
e Budget — Original Budget & CARRYFWD, Opening Budget plus or minus supplements, return or
transfers

 YTD Actuals — running total of all transactions processed for the Fiscal Year

 YTD Actuals & Outstanding Commitments
* Funds Available — Difference between Budget and YTD Actuals & Commitments

o Total Expense is money available to spend

[ 1 [ T T 1

30



Management Reports (cont’'d)

SAP Menu Path: Accounting >> Funds Management >> Information System >> Funds
| Management Section (U of T Reports) >> Management Reporting

Management Reporting

~ 1 SAP Menu

b (3 Office

I (3 Logistics

7 3 Accounting
I (3 Financial Accounting
I (3 Controlling
I (3 Enterprise Controlling
~ 3 Funds Management

I (J Master Data
I (3 Budgeting
I (3 Posting
I (3 Additional Functions
~ 3 Information System
~ 3 Funds Management Section (U of T Reports)
I (3 Budget Analysis Reports
b (3 Donation Reports
I (3 Financial Summary Reports
b (3 FM Accounts List
~ 3 Management Reporting
~ 1) ZFTR076 - Cheques payable to person processing payment
2 ZFTRO75 - Financial Transaction Exception Report
—_ © ZHMR_ZHMRO42T - HR:New Hire/Termination Report by top level Funds Center
) ZHIR_ZHMR048 - HR:Payroll Exception Report by top level Funds Center
~— ) ZFPRO04 - List of payments

31



1. Cheques Payable to Person Processing Payment

Report Features:

» Lists FIS payments made to a payee whose name matches the AMS User ID of
the transaction processor

 Payee, AMS User ID and amount is displayed

« Payment will not appear on this report unless an actual cheque has been
Issued

Note: An ERDD will not appear.

I QRG: Cheques Payable to Person Processing Payment

!« http://finance.utoronto.ca/wp-content/uploads/2015/11/Cheques-Payable-to-Person-Processing-
|

|

Transaction-Converted.pdf




2. Financial Transaction Exception Report

Report Features:

* Provides a list of non-payroll financial transactions posted to a Funds Center
and all subordinate Funds Centers, which match or exceed a particular dollar
value

« Document threshold amount is determined by the Funds Center owner
(usually a Department Head) and the Business Officer

I QRG: Financial Transaction Exception Report :
I« http://finance.utoronto.ca/wp-content/uploads/2015/11/Financial-Transaction-Exception-Report- !
! Converted.pdf :




3. HR: New Hire/Termination Report by Top-Level Funds Center

Report Features:
* Tracks new hires and terminations within a particular organizational group

« Displays posting “change date” (hire or termination date) and NOT effective date
of new hire or termination

* e.g., Effective date of New Hire: 02/01/20, transaction posting date is 01/30/20; New
Hire would appear on January 2020 report, not February 2020 report.

r
I QRG: HR: New Hire/Termination Report by Top Level CFC :
: . http://www.hrandequity.utoronto.ca/Assets/HR+Digital+Assets/HRIS+Training/NEW+HIRE+TERMINATION+R I
I EPORT+BY+TOP+LEVEL+CFC.pdf !




4. HR: Payroll Exception by Top Level Funds Center

Report Features:
« Track payments greater or less than a specified percentage

o e.g., Enter 10.0 “Limit for Reporting Variance”, the report will show you any
employee pay amounts that either increased or decreased by 10% from the
previous month.

« “Limit for Reporting Variance” defaults to 10.0

! QRG: HR - Payroll Exception by Top Level CFC Report
!« http://dirssywz8ozqgw.cloudfront.net/wp-content/uploads/sites/31/2017/09/12.29-Payroll-Exception-by-Top-
: Level-CFC-Report.pdf




5. List of Payments Report

Report Features:

» |dentifies vendors who have been paid out of a specified Funds Center
Including employee (vendor number in the 8xxxxx series)

« States the value of each payment to vendor as well as frequency of
payments within a specific period

r
I QRG: List of Payments Report

I« http://finance.utoronto.ca/wp-content/uploads/2015/11/List-of-Payments-Converted.pdf




WEB Documentation

» Reference Guides
http://finance.utoronto.ca/fast/support-documentation/

= Month-End Reports:

http://finance.utoronto.ca/fast/support-documentation/funds-management/reporting/month-
end-reports/

= Submit Month-End Reports in the Background: http://finance.utoronto.ca/wp-
content/uploads/2015/11/Submit_Month-End Reports in_the Background.pdf

* Policy & Documentation
http://finance.utoronto.ca/policies/gtfm/

= Source Document and the Audit Trail: http://finance.utoronto.ca/policies/gtfm/financial-
management/source-documents-and-the-audit-trail/

= Records Management, Archiving and Destruction of Records:
http://finance.utoronto.ca/policies/gtfm/financial-management/source-documents-and-the-
audit-trail/records-management-archiving-and-destruction-of-records/

 UofT File Plan
http://utarms.library.utoronto.ca/university-administrators/uoftfileplan

» Setting up an RPT Instance on your Desktop
https://easi.its.utoronto.ca/help/rpt-instance-desktop-setup/ 37




NEED HELP?

h

ttps://easl.its.utoronto.ca/ams-help-form/

Help is a facility for all AMS subsystems:

e Use the WEB form found at the above address
 Select the appropriate AMS module

(e.g., FIS: FAST Team)
e Complete all the information required on the form
 Click on the Send it! button

Mail box is monitored Monday to Friday
9:00 a.m. - 5:00 p.m.
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