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TECHNICAL COLLEGE SYSTEM OF GEORGIA 

ACCOUNTING PROCEDURES MANUAL

This procedure applies to technical colleges and system office

Monthly Balancing Procedures
General

Monthly system balancing is required to detect and correct any errors that may have occurred due to either system problems or data entry errors.  The college may use the PeopleSoft Reconciliation Procedures developed by the State Accounting Office.  Refer to the bank account reconciliation procedure to balance cash.  The following is a list of all Reports and Queries that are needed to complete the monthly balancing procedures.  Unless otherwise noted, all reports/queries are time sensitive and must be run the morning after month-end close before any transactions are entered.
Reports:
GLXXX044M Business Unit Trial Balance (Automatically Produced at Month End)

PYXXX018H Payroll Fringe (Automatically Produced after Payroll Release)

LDXXX001, 2, 3 Labor Distribution Reports (Automatically Produced after Payroll Release)

ARXXX0408 Cash Receipts Journal (Automatically Produced at Month End)

ARXXX0410 Outstanding AR Activity by Business Unit (Automatically Produced at Month End)

APXXX0403 Outstanding Payables (Automatically Produced at Month End)
APXXX0419 Travel (Automatically Produced at Month End)

APXXX0420 Per Diem & Fee (Automatically Produced at Month End)

GLXXX045C Budget Comparison (only on request)
Queries:
0AP004 Cash Disbursements
0AP005 Verify Expense

0AP005J AP Data for Expense Recon

0AP005K Expense Recon

0AP042 Vouchers Not Posted

0AP014 Vouchers on Hold

0AR008 Verify Revenue Customers

0AR008A Travel & Per Diem Recon

0AR009 Verify Revenue Other

0AR009A AR Data for Expense Recon

0AR009B AR Direct Journal Data for Travel & Per Diem Recon

OBD010F Ledger Data Summary

0BD010E Ledger Data Detail

0GL030 GL Manual Journal Reference
0GL042 GL Journal Recon

0GL040 TBL Encumbrance Detail

0GL041 Ledger Data AP Recon

0GL041A Ledger Data Month End Recon

0PO013FP Encumbrance thru Fiscal Period (Accounts Period)

Accounts Payable/Expense Subsystem
The steps to balance accounts payable are as follows:

· Ensure that all transactions have been processed through the Accounts Payable system and the balances and activity reconcile between accounts payable and the general ledger.

· Correct any unprocessed transactions by using the following queries: 0AP042 and 0AP043.

· Compare the totals on the Trial Balance (GL44M) and Outstanding Payables (AP0403) reports.

· Ensure balances of liability accounts 200001-299999 on the accounts payable outstanding report (AP0403) equal balances on the Trial Balance (GL44M).

· Check for journal vouchers that affected the payable accounts if there are any differences between the trial balance and accounts payable report.

The steps to balance monthly expense are as follows:

· Compare all expense account number entries in Accounts Payable, Accounts Receivable, and other journals to expenses in General Ledger by running queries 0AP005J (AP Data Expense), 0AR009A (AR Data Expense), 0GL042 (Journals entered in GL), and 0GL041 (Ledger Data).  Combine results, prepare pivot table, and analyze data.

· For travel accounts, compare totals on the Travel Expense Report (AP0419) and queries 0AP005K, 0AR009B to the GL44M.  Research any items on the AP0419 report that are marked with asterisks.
· For per diem accounts, compare totals on the Per Diem and Expense Report (AP0420) and queries 0AP005K, 0AR008A, and 0AR009B to the GL44M.  Research any items on the AP0420 report that are marked with asterisks.

Accounts Receivable/Revenue Subsystem

The steps to balance accounts receivable are as follows:

· Complete monthly bank reconciliations.

· Compare the ending totals for the receivable accounts on the trial balance (GL44M) to the totals on the outstanding accounts receivable report (AR0410).

· Check for journal vouchers to the receivable accounts if there are any differences between the trial balance and receivable report.

To balance monthly revenue, run the AR008, AR009, GL030 and AP005 (revenue account numbers) queries, combine them, and compare to the trial balance (GL44M).

Payroll
· Compare the payroll confirmation report (PY18H) to the trial balance (GL44M) and to the 0GL35 Query (LD journals only).

· Verify fringes have been paid and recorded.  Ensure the balances of clearing accounts 196050 and 196051 are zero.

General Ledger/Budget
· Compare the manual journal vouchers to the trial balance (GL8XX044M) using the GL35 Query (MAN journals only).

· Compare the Budget Detail Expenditure (GL045C Budget Comparison) to the Budget Summarized Expenditure (0BD010E).

· To ensure that the budget ledger and the actual ledger have the same expenditure data, compare budget summarized expenditure (0BD010F) to GL summarized expenditure (0GL041A).  Performance of this reconciliation will facilitate simplification of year end CAFR required reporting.

Purchasing (PO)/Encumbrances
· Monitor the outstanding encumbrances by comparing the total on 0PO013FP, to ‘reserved’ account 328001 on (GL8XX044M) Trial Balance.  The balance on the query 0GL040 should agree with outstanding encumbrance on Trial Balance.
With the exception of monthly payroll balancing, all of the monthly balancing procedures should be performed by the Accounts Receivable Supervisor, Accounts Payable Supervisor and reviewed by the Director of Accounting.  The Payroll Technician performs the monthly payroll balancing procedures which are then reviewed by the Director of Accounting.  Positions examples are shown but the duties and titles may vary from College to College.
