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MAXIMUS

BANK RECONCILIATION

OVERVIEW

This chapter defines the Student Refund check reconciliation
process.

OBJECTIVES

After completing this section, you will be able to:

1. Understand how the check reconciliation program works in
Peoplesoft

2. Run the check reconciliation report

Manually reconciling checks

4. Complete the check reconcilation process for your institution.

w
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CHECK RECONCILIATION PROGRAM

On the last working day of each month, the Bank of North Dakota
prepares an electronic dataset that consists of a listing of all
payroll checks that have cleared through your account at the Bank
of North Dakota and the date that each was processed.

HECN then automatically runs the Check Reconciliation Process

(PAY015A) on the second working day of each month. This

process will electronically transfer the Bank of North Dakota

dataset to the Student Admin Peoplesoft server and then compare
the file received from Bank of North Dakota to the information in

Peoplesoft for all higher education institutions. This comparison

includes the identification of all:

e Computer and manual checks, including check reversals, that
the Bank of North Dakota processed during the current period
and indicates their status as such in Peoplesoft.

e Outstanding checks; that is, all checks that are confirmed, are
not reversing entries, and are not yet cashed.

e Unprocessed manual checks.

CHECK RECONCILIATION REPORT

After the first working day of the month, the institution runs a
Check Reconciliation Report (PAY015B). This report is located at:
Home>Design Student Administration>Define Student
Financials>Compensate Employees>Report Payroll Info(US)>
Report>Check Reconciliation Report.
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[ Campus Websites

[ Applicant Self-Senvice Check Reconciliation Report

[ Administer Financial Aid

[> Build Community

[ Manage Student Financials

= Design Student

Administration Run Contral 1D:

= Define Student Financials
[» Administer Workforce

Find an Existing Value

[ case Sensitive

< Compensate Searc Clear | Basic Search
e
[ Maintain Payroll Data
sy Add a New Value
[ Manage Annual Tax
Rptg (US)

[: Manage Global
Payroll Process

[> Manage Payroll Al
Process (US)

~ Report Payroll Info
usy

Reconciliation
Report

Click Add a New Value to create a new Run Control ID or enter
your personal Run Control ID and click on the button.

The Run Control Page Displays:

[» Campus Websites
[» Applicant Self-Semvice { Check Reconciliation Report
[» Administer Financial Aid
[> Build Community
[> Manage Student Financials Run Control ID:  CheckRecon Report Manager Process Monitor Run
I~ Design Student
Administration
= Define Student Financials
I> Administer Workforce
= Compensate
Employees
[> Maintain Payroll Data
(US)
[ Manage Annual Tax
Rptg (US)
[ Manage Global
Payroll Process
[ Manage Payroll -
Process (US)
= Report Payrall Info
us)
= Report
— Check
Reconciliation
Process
— Check

Reconciliation (B save B Add) [ UpdateiDisplay

Report
I» Nafina Aneinace Rulas I"]

Fun

Click on the button.

The Process Scheduler Request page displays:

Student Finance
Bank Reconciliation — Page 3



MAXIMUS

CONMEC
N

[ Campus Websites

[> Applicant Self-Service Process Scheduler Request
[> Administer Financial Aid
[ Build Community User ID: athoreson Run Control ID: CheckRecon

[> Manage Student Financials
- Design Student : : =
Administration Server Name: PENT ~| Run Date:
= Define Student Financials Recurrence: Run Time: 11:19:35AM

[» Administer Workforce =
= Compensate Time Zone: —IRESQt D& TEHEIENE
Employees

(> Maintain Payroll Data

EJ

{Us) Select Description Process Hame Process Type *Ty
[> Manage Annual Tax Check Reconciliation Report PAY0158 SQR Report
Rptg (US)

[ Manage Global
Payroll Process

[ Manage Payroll 4
Process (US)

= Report Payroll Info
ws)

Process

Reconciliation

Report
[+ Define Business Rules [ﬂ

Verify the following values are as indicated:
Server Name: PSNT
Type: Web
Format: PDF

Click button.

Click Process Monitor and the Process Request Page displays:

[]
[> Campus Websites
I+ Applicant Self-Senvice Pracess List
[» Administer Financial Aid
[> Build Community
[: Manage Student Financials

I Design Student UserlD: Bthoreson  |Q] process | Last: 1 |[Days [+|__Refresh

Administration Type:
 Deline Student Financials | Server process instance: to
[ Administer Workforce E Name: Run Status:
T Ene [ view Job Items Save On Refrash
Employees
[> Maintain Payroll Data
Us:
B ,Eﬂan)agem”ual - Instance Seq. Process Type Process Name  User Run DateTime: Run Status  Details
Rptg (US) 119254 SOR Report PAY015B athoreson | /022004 T11835AM by Details
[ Manage Global csT

Payroll Process
[> Manage Payroll L
Process (US)
= Report Payroll Infa
us)

Go back to Check Reconciliation Report

Reconciliation

Report ) (S
v

[» Define Business Rules

s _

The first line under the solid blue box is the job that you are
currently running. If the Run Status is not Success, click

Refresh - : .
li‘ periodically until the Run Status is Success.
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Note: If Run Status shows Error, the process did not work.
Click on Return to the Check Reconciliation Report page and
then click start over with a new Run Control ID. If this process still

does not work, call the Help Desk.

Click on the Details hyperlink on the same line.

-~
[> Campus Websites
[> Applicant Self-Service Process Detail
[» Administer Financial Aid
[> Build Community
[» Manage Student Financials
L Design Student Instance: 119254 Type: SQR Report
LTI Name: PAY015B Description: Check Reconciliation Report
= Define Student Financials
[ Administer Workforce =
= Compensate
Employees Run Control ID: CheckRecon
[ Maintain Payroll Data
us) Location: Server
[ Manage Annual Tax Server; PSNT
Rptg (US) C Delete Request
[» Manage Global Recurrence:
Payroll Process
[ Manage Payroll
Process (US)
= ?JSD)O” PRIl Request Created On: 11/02/2004 11:21:07AM CST Parameters  Transfer
< Report Run Anytime After;  11/02/2004 11:19:354AM CST Message Log
% Began Process At:  11/02/2004 11:21:26AM CST Batch Timings
Process Ended Process At:  11/02/2004 11:21:48AM CST View LogTrace
— Check

Reconciliation aK | Cancel

Click View Log/Trace
The qulort/Log Viewer page displays:

% Report/iLog Viewer

Instance: 119234 Type:

Name: PAY015B Run Cnil ID:
Status: Success Submitted By:
Server: PSNT Recurrence:

SQR Report
CheckRecon
athoreson

Check Reconciliation Report

Trace File 29 bytes
PAY015B 119254.PDE 127577 bytes
Message Log 1541 bytes

Tue Nov 02 11:21:26 2004
Tue Nov 02 11:21:28 2004
Tue Nov 02 11:21:26 2004

Click on the second hyperlink, which has an extension of .PDF.
The Check Reconciliation Report is displayed for all higher
education institutions.
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Identify your institution’s section by using the Edit-Find command
on this page to search for the Account Number. The Account
Number is listed on each page of the report, immediately under the
Report ID number in the upper left hand corner. Print your section
of the report, by using the range of pages print command. The
report will indicate the Checks Reconciled From the Bank,
Outstanding Checks and Manual Checks (if there are any).

NOTE: This report will not be available after the next month’s
reconciliation is run.

Since the Check Reconciliation process identifies the checks that
have cleared the bank in Peoplesoft and provides you with a list of
all outstanding checks, you will generally only need the total of
outstanding checks and manual checks from this report. The
following template can be used to reconcile your account (attach
Check Reconciliation Report to back of Template).

NOTE: Bank of North Dakota computes interest on account
balances. If requested they will set up an automatic transfer of the
monthly accrued interest from your payroll bank account to your
general operating bank account on the first working day of each
month. The previous month’s interest will still be included in the
bank account balance, but can easily be subtracted out during the
reconciliation process above.

Using your Bank Statement and your report complete the
following:
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Institution:

Month

Current Bank Statement Balance $
Outstanding Checks Total -
Outstanding Deposits +
Interest Included in Account Balance -

Corrections Required +

Adjusted Bank Statement Balance =$ 0.00
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MANUALLY RECONCILING CHECKS

If there are checks that did not clear in the automated
reconciliation process and should have you'll use this process to

clear (negotiate) them.

Home>Design student Administration>Define Student
Financials>Compensate Employees>Report Payroll Info(US)>
Report>NDU Check Recon — PS Checks

MNDU Check Recon - PS Checks

Find an Existing Value

Search By:| Company v
Company: | STR|

Advanced Search

Search Results

15 of &

HED Higher Education for Finance
ot Mayville State University

Al Minot State University

SThi Manrville State University

STR “alley City State University
wos Yalley City State University

Press Enter

Company: STR  Valley City State University

PayEndDate  Check# CheckDate  EmpliD Name

Net Refund Paycheck Cashed

08i0472003 0000018 090472003
09/04r2003 0000027 090472003
09i0472003 0000035 090472003
09i0472003 0000036 090472003
09i0472003 0000043 090472003
09i0472003 0000063 090472003
09i0472003 0000064 090472003
09/04r2003 0000068 090472003
09/0472003 0000034 090472003
09i0472003 0000037 09042003
09/052003 0000098 09/M05/2003
09i0572003 0000039 0905/2003
09i05/2003 0000100 0905/2003
09i05/2003 0000101 090572003

1976.95

e 1674.84
2227
141427
48177
T136.77
54327
174827
919.27
84.02
1436.27
ra.nn
51877
271.86

] e ] ] ] e i ]

Mark each check that needs to be manually reconciled

Click Save

When you run your next reconciliation report these checks will no

longer be outstanding.
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