MONTH END RECONCILIATION

FOR INDIRECT ORGANIZATIONS GL

QuIcK REFERENCE GUIDE GL-45

The purpose of this Quick Reference Guide (QRG) is to provide a detailed description of the Month End
Reconciliation process for Indirect Organizations in the North Carolina Financial System (NCFS).

The Month End Reconciliation process is broken down into eight major tasks:

Confirm Processing of Interface File

Review Output of Interface Report INT-RTR-013

Run and Review Output of the Reconciliation Report RPT-RTR-171
Manually Enter a Clearing Journal

Run and Review Output of the Reconciliation Report RPT-RTR-171 (again)
Notify OSC of Readiness to Post

Run and Review Output of Month End Reports

Notify OSC of Readiness to Certify

PNV A WNPE

Confirm Processing of Interface File

You will receive an email indicating your INT-RTR-013 interface processed into NCFS. The email comes from
the email NCFS@ncosc.gov and will either be a Warning or a Recon report. If the email is a warning, the zip
file will contain a text file containing details of the error. If you receive a warning, the interface has not
processed. Corrections to the interface file will need to be made and the file resubmitted.

If the email contains a Recon report, the subject will contain the Interface name INT-RTR-013 and the name of
the file processed. The name of the interface process is FBR NCFS RTR-013 Import GL Balances from Agency.
An output report is generated for you.

The way INT-RTR-013 works is, when you send in detailed transactions, the interface has logic that will create
clearing budget fund reversing amounts based on the detailed amounts in the interface file. This is to prevent
duplicating amounts in the system. A successful interface will mean the detailed revenues, expenditures,
cash, etc., match in summary to what you have done on a daily basis in NCFS.

For example, if you interface in $100 in revenue account for a fund in budget code 16090, the interface will
create a negative $100 in the revenue clearing account (00004000) for clearing fund 016090. It does the
same for expenditures, cash, appropriations, etc.
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Review Output of Interface Report INT-RTR-013

1. If the report output is attached to the email, open it for review (and skip Step #2 below).

2. If you do not receive an email, you can log into NCFS to generate this INT-RTR-013 report using the
following navigation path:

Tools > Reports and Analytics > Browse Catalog > Shared > Custom > FBR Custom > Report > General
Ledger > NC GL Balances From Interface Agency Reconciliation Report (INT-RTR-013)

Parameters:

Group ID: leave blank

e Agency: select your Agency code
e Journal Source: select Univ Financial Interface
e Batch Creation — From Date: date interface was processed

e Batch Creation — To Date: date interface was processed

NC GL Balances From Interface Agency Reconciliatio. ..

Group D
Agency All v Journal Source A v
Batch Creation - From Date [igs Batch Creation - To Date  12-05-2023 (%  Apply

Note: For Journal Source, the following sources are applicable:

e Univ Financial Interface — universities

e NCEL Financial Interface — NC Education Lottery

e NCHFA Financial Interface — NC Housing Finance Authority

e DOT Financial Interface — DOT, State Ports, and Global Transpark

Sample Output:

‘ Notth Carolina Financial System
Office of State Controller
NC GL Balances From Interface Agency Recondiliation Report (INT-RTR-013)

11/39/2003 05:38:37 AN

Jourzal Name Source Carary Peod | AcnalFlg | Cosrency Barch Creaticn Duse. Line Fllenime Eanesed Debit Enered Credt | BudperCode | Agency | BudperFund | Arcoont
Uzer Fonncial Inteface Urir Faancial Entecface 013 |4 e 1172872023 1 Ire0l 30800 nocn ose momthly gl 0 iE [ 0004000
Uzsr Fonm] besecice Urss Fonamenl [eteefage [T T ! 3 [T ] 10002000
Uzér Foapmz] [ueerface Unée Fengmefl [eterfage [T [ o ] 10003000
Ur Fanncial tevface Ui oot Feerfane 023 (4 [iE) 0 2] 10005000
Ur Fanncial tevface Ui oot Feerfane 023 (4 [iE) 0 2] 1120000
Urér Fonpmsial Fpserface Unér Fenzmoi] Feterfare Dl (A D 150000 [E] 12000
Urir Fonpnal Feserface Uy Fenzneal Feteefape [T LD 45383 [ 1120000
Uzsr Fonma] Feseice Uiy Fenamenl Fetmefage Old |4 LD 279,000 [EX] 1120000
Ui Fanzncia] terfae Ui Frmancal [eecface EESEHE () [ [ 1120000
Uzsr Fonma] Feseice Old |4 LD FETEEE [EX] 1120000
Uzér Fonmz] fursrfye [T T i ] 11120000
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3. Review the contents, keeping the following in mind:

A single batch, containing a single journal is displayed. Both have the same exact name.
Journal Source = Univ Financial Interface

Journal Category = Univ Financial Interface

The interface has created clearing budget fund reversing amounts

YV VYV

Review the Output of the Reconciliation Report RPT-RTR-171

1. Runthe RPT-RTR-171 Reconciliation Report using the following navigation path:

Tools > Reports and Analytics > Browse Catalog > Shared > Custom > FBR Custom > Report > General
Ledger > NC Interface Agency Reconciliation Report (RPT-RTR-171)

Parameters:

e Ledger: NC CASH US
e Agency: select your Agency code
e Accounting Period: period being closed

NC Interface Agency Reconciliation Report (RPTRTR...

Ledger MNC CASH IS v Agency TADD-NC HOUSING FINANC  w Accounting Period Dec-23 ¥  Apply

2. Take note of the two tabs at the bottom:

e NC Pre-Valid Report
e NC Budget Code Cash Summary

NC Pre-Valid Report tab (sample output):

MCFS North Carolina Financial System
e OHfice of State Controller

NC Interface Agency Reconciliation Report (RPT-RTR-171)

11,/2%/ 2033 070402 AN

.;,. Budigur Crda .é.. Baciger Creda. Dicrpres ;,. Higur rum.g.. ey .;,. .u.uuulmamn.;.. Balince .;,. ::‘::“::::.‘ ;,. |.u;.»..u|e;.r::|_m ;,| u_nkun:::-mq ;,.

ama WC CENTRAL [T 10000000 mm [T noa [t T T AR

] NC CENTRAL maaee ‘S000000 %T HWILIN4E aon (l.l. _-u?m.':g ATTTARAAS
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NC Budget Code Cash Summary tab (sample output):

NCFS

North Carolina Financial System
Office of State Controller

NC Budget Code Cash Summary Report (RPT-RTR-171)
11/29/2023 07:04:02 AN

Ledger B
Agency TR00-1C CENIRAL
UNIVERSITY
Agency Agency Description Budger Code Budget Code Description Account Unposted Interface

Journal Balance
w00 NC CENTRAL UNIVERSITY 00004 ITF-NCCU ENDOWLENT 11120000 0.00
= NC CENTRAL UMIVERSITY 00028 [NCCU STADIUA AEW FD 11120000 00
Ui NC CENTRAL UNIVERSITY 00027 NCCU/ENDOWMENT 11120000 0.00
Ui NC CENTRAL UNIVERSITY 00029 INCCU STADIUM AN RES 11120000 0.00
Ui NC CENTRAL UNIVERSITY 00062 INCCU 2019 CONST FD 0.00
Ui NC CENTRAL UNIVERSITY 00063 INCCU LATHALI FK (9 ED 0.00
Ui NC CENTRAL UNIVERSITY 00064 INCCU CONET FUND BOND 0.00

TR0

MNC CENTRAL UNIVERSITY

00710

ITF-NC CENTRAL UNIV

TR0

NC CENTRAL UNIVERSITY

16080

TIC CENTRAL

111;

Ui

NC CENTRAL UNIVERSITY

42035

INCCU CI2020

11120000

Ui

NC CENTRAL UNIVERSITY

42135

INCCU CI2021

11120000

3. For the NC Pre-Valid Report tab, filter out STIF Budget Codes since they are on the report, but not
part of the month end interface.

4. Review the report output, taking the following into consideration:

» The Balance column shows you the balance in NCFS for the month in the clearing budget
funds, where you have performed your daily NCFS transactions (deposits, requisitions,
transfers, etc.).

» The Unposted-System Journal Balance column will show any unposted journal in the system
for the period that affects the clearing budget funds that is NOT the interface INT-RTR-013.

» The Unposted Interface Journal Balance column shows the results of the interface you sent

n.

» The Calculated Ending Balance column shows the ending balance, assuming any unposted
journals were to be posted.

5. Verify that cash (11120000) zeros out in the Calculated Ending Balance column for the clearing
budget fund for each of the interfaced budget codes. If they do not, this means the detailed interface
file does not contain an equal amount of cash that is currently in NCFS for the period. You need to
determine why there is a difference, take corrective action and potentially need to resubmit your
interface.

6. Review the remaining balances in the Calculated Ending Balances column. These amounts should net
to zero at the budget code level. You need this information to prepare the manual clearing entry.
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7. The RPT-RTR-171 Calculated ending balance column may contain two types of balances.

a. Balances that net against each other such as revenue and expenditure clearing. In the event
these net against each other, the entry can simply be an appropriate debit and credit in the
clearing budget fund.

b. Balances that need to be reclassified from the clearing budget fund to a detailed budget fund.
Examples of this are Allotted Revenues (66390100/66890100) and Allotted Expenditures
(77390100/77890100). If there are balances remaining here, they should be reversed from
the clearing budget fund and posted to the control budget fund in the General Fund budget

code.
Agency Agency Description Budget Code Budget Code Deseription Budget Fund Account Account Deseription Balance Unposted - System Unposted Interface Caleulated Ending
b J -] = Journals Balance | ~ Journal Balance  ~ Balance

U700 NC A&T STATE UNIVERSITY 16070 NC A&T 016070 00004000  |REVENUE CLEARING 11,778,094.58) 0.00 (11,896,071.42) (23,674,166.00)
[ACCOUNT

U700 NC A&T STATE UNIVERSITY 16070 INC A&T 016070 00005000  [EXPENDITURE 42,244,999.92] 0.00 (18,570,853.92) 25,674,166.00
CLEARING ACCOUNT

U700 NC A&T STATE UNIVERSITY 16070 NC A&T 016070 11120000  |CONSOLIDATED (2.958,857.34) 0.00 295888734 0.00)
BUDGET CODE CASH

U700 NC A&T STATE UNIVERSITY 1669 NC A&T 016070 49100000  [STATE (27.508,018.00) 0.00 27.508,018.00) 000
|APPROPRIATIONS

U700 NC A&T STATE UNIVERSITY 16070 NC A&T 016070 66390100  |GENERAL FUND 21.916,111.00| 0.00 0.00) 21,916,111.00)
|ALLOTTED REVENUES :

U700 INC A&T STATE UNIVERSITY 16070 NC A&T 016070 66590100  |GENERAL FUND (21,916,111.00) 0.00 0.00) (21,916,111.00)
|ALLOTTED REVENUES
OFFSET

U700 NC A&T STATE UNIVERSITY 16070 NC A&T 016070 77390100 |GENERAL FUND (49,424,129.00) 0.00 0.00) (49,424,129.00)
IALLOTTED
[EXPENDITURE

U700 NC A&T STATE UNIVERSITY 16070 NC A&T 016070 77690100 |GENERAL FUND 49.424,129.00) 0.00 0.00) 49.424,129.00)
IALLOTTED
[EXPENDITURE OFESET

Note: If the Calculated Ending Balance column is a negative amount, you will need to key a debit to
clear. If it is a positive amount, you will need to key a credit to clear.

8. If the batch has errors, Delete it under the Batch Actions.

I e N

Batch Actions w

Projected Balanc

PTD w Total w

C selected.
2 Manual Delete
5 Regquired ~heck F -
5 Mot attempted O e -
5  Unposted - . R -
5 Incomplete - o
Request Approval
~ + N
{ | USD US Dollar Print
2 2/28/24
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Manually Enter Clearing Journal

1. Enter a new journal, using either method (Create Journal page or ADFDI Spreadsheet).

¢ Journal Batch name should begin with your 4-digit agency code (ex: U900) followed by some
verbiage that makes sense to you but identifies the period and what is being done.
e Journal Category: Select ‘Univ Financials Interface’ (or the appropriate interface category for your

agency).

Sample Clearing Journal (ADFDI):
Group 1D

1 Access Set NC CASH US

Joumal /90D Oct-23 month end clesring *Source Sprescshest Total Entered Debit 48,350,694.68
Description *Category Liniv Financial Interface Total Entared Credit  48,359,634.68
*Ladger NC CASH US Reversal Pariod Total Accounted Debit 0.00
unting D=te 10/31/2023 Reversal Date Total Accountad Credit 0.00
sting Period Reference Date
theet Status Soumal Validation Status
nes

nged Row Stztus *Agency [..] thni A l"!ﬂl:ﬂt/-l *Agency Mgt Unit [..]
Us00 016050 00002000 0000000
US00 016050 (00005000 0000000 0000000

2. Be sure to enter 2 journal lines for each unique Budget Fund, including Cls but excluding STIF. Each

budget fund must be in balance.

For EACH Budget Fund:

e Debit to Revenue Clearing: Budget Fund Oxxxxx / Account 00040000
e Credit to Expense Clearing: Budget Fund Oxxxxx / Account 00050000

3. Forthe balances that need to be reclassified to a detailed fund, each row on the RPT-RTR-171 report
will require 2 lines. One to reverse the existing balance, and a second line to post the existing

balance to a detailed budget fund.

Data Access Set NC CASH US Group ID
Journal U700 Oct-23 month end clear *Source spreadsheet Total Entered 166,172,646.00
Description *Category Univ Financial Interface Total Entered 166,172,646.00
*Ledger NC CASH US Reversal Period Total Accounted 0.00
ing Date 10/31/2023 Reversal Date Total Accounted 0.00
Adjusting Period| > Reference Date
Worksheet Status [ Journal Validation Status
Journal Lines
**Entered  **Entered Conversia
Changed Row Status *Agency[..]  *Budget Fund [..] *Account [..] kd Mgmt ( *Agency Progrz *Funding ject[..]  *Inter Fun *Future 1 *Future i *Future 3 *Currenc Debit Credit Date

A U0 016070 00004000 0000000 0000000 0000 0000000000 000000 0000 000000 00000  |USD 25,674,166.00
A U0 016070 00005000 0000000 0000000 |0000 0000000000 (000000 0000 000000 00000 |USD 23,674,166.00
A U700 016070 66390100 0000000 0000000 0000 0000000000 000000 0000 000000 00000 |USD 21,916,111.00
A 700 016070 66390100 0000000 0000000 |0000 0000000000 000000 0000 000000 00000 |USD 21,916,111.00.
A U700 016070 77390100 0000000 0000000 0000 0000000000 000000 10000 000000 00000 usb 49,424,129.00
A U0 016070 77890100 0000000 0000000 0000 000000 0000 000000 00000 |USD 49,424,129.00
A U700 151400 66390100 0000000 0000000 0000 0000000000 (000000 0000 000000 (00000 |USD 21,916,111.00
A 1700 151400 66590100 0000000 0000000 0000 0000000000 000000 0000 000000 00000 |USD 21,916,111.00
A 700 151400 77390100 0000000 0000000 0000 0000000000 000000 0000 000000 00000 |USD 49,242,129.00
A U700 151400 77890100 0000000 0000000 0000 0000000000 000000 10000 000000 00000 usbD 49,242,129.00

4. Save and complete your journal. Do NOT request approval yet.

Run and Review Output of Reconciliation Report RPTRTR171 (again)

1. Rerunthe RPT-RTR-171 report to ensure the ending balances are now zero.

2. Verify that the manually created journal you just keyed shows up in the Unposted - System Journals

Balance column.

3. Verify that the automatically created interface journal shows up in the Unposted - Interface Journals

Balance column.
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4. Verify that the final column of Calculated Ending Balance now contains all zeros.

5. Using the Manage Journals page, find both your journals:

e Interfaced Journal

e Manual Clearing Entry

6. Foryourinterfaced journal, Request Approval via the Batch Actions dropdown menu.

7. For your manual clearing journal, Request Approval via the Batch Actions dropdown menu.

Notify OSC of Readiness to Post

1. Enter an OSC Contact Center ticket (NCFS@ncosc.gov) saying you have completed your review and
entered all clearing journals, and you request approval on both journal batches.

Notes: OSC staff will review and if all looks good, will approve the journals. Once approved, your
journals will get picked up in the 1 pm Autopost. Once posted, you can then go run the month end
reports (701, 702, 704, 725) and review them.

Run and Review Month End Reports (Posted Balances)

NCFS NCAS NCFS Title Notes/Comments/Tips
Report Equivalent
Number
BE-012 BD702 NC Allotments to Cash Availability o Catalog Folder: Budget
(702) Report (RPTBE012)
BE-006 BD701 NC Budget to Actual (701) Certified o Catalog Folder: Budget
Certified Report (RPTBE0O6)
RTR-152 BD701 Org | NC Budget to Actual (701) Detailed o Catalog Folder: General Ledger
Mask Report (RPTRTR152)
RTR-019 BD701 NC Budget to Actual (701) Excel o Catalog Folder: General Ledger
Excel Report (RPTRTR019)
RTR-014 BD725 NC Capital Improvements (725) o Catalog Folder: General Ledger
Detailed Detail Report (RPTRTR014)
RTR-137 BD725 NC Capital Improvements (725) o Catalog Folder: General Ledger
Report (RPTRTR137)
RTR-015 BD704 NC Cash Receipts Disbursements and | o Catalog Folder: General Ledger
Balance by Budget Fund (704) Report | o Filter on PTD or YTD
(RPTRTRO15) o Difference column should always
be zero
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Notify OSC of Readiness for Certification

1. Once you have reviewed all reports and are ready to certify the month, complete the month end
certification form on the OSC website.

Office of the State Controller Month End Certification

2. OSC staff will review your reports and if you are deemed in balance, you will be marked as certified
for the period.

Additional Materials

Related QRGs: NCFS Help Documents | OSC

e GL-02 Create Journals

e GL-03 Create Journals Through Spreadsheet
e  GL-09 Run Custom Pre-Built Reports

e GL-32 Month End Reports

Submitting a Ticket to the OSC Contact Center

If additional assistance is needed, please send your request to: ncfs@ncosc.gov
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https://forms.office.com/Pages/ResponsePage.aspx?id=SD_0of5UP0OTeJaLRbxmZTdUfA83Eo5HmGYvW2gNs6tUOUJWSVc4OTkzOUU1TUlXUkRJOUdMMU1UQSQlQCN0PWcu
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