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End of Term Procedures
NOTE:  It is very important that data is not entered in Banner during the following process.  Banner web payments, authorizations and any other online processes such as online applications should be disabled.  Changes in any of this data will effect balancing.
 Clean Up
· Using an AR Detail report (requested in Memo mode by person) from the TCSG-Business Office Menu 
· Verify all students with balances have proper holds placed on their accounts. 
· Correct payments or charges posted to wrong term.
· Run ZSRJV01 with the following parameters:
Please note parameters #1 & 2 will be term that you are closing. 3 & 4 are non-applicable.
· Research and analyze negative balances or other application of payment problems that appear on the ZSRJV01.  To obtain details for account analysis rerun the ZSRJV01 changing the following parameters:
· Parameter 6 will be “N” to get a detail listing by ID #.
· Parameter 8 will be the payment detail code (the code in the left hand column of the ZSRJV01 report).
· Parameter 9 will be the charge detail code (the code in the right hand column of the ZSRJV01 report).
· Parameter 10 will be % to include all data (unfed & fed) on the report.  
Please see example of Print Screen below:
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· After all application of payment problems have been identified and resolved, rerun ZSRJV01 using the parameters shown on page 1.  Re-analyze this report for any other application of payment issues (example: negative balances, payments married up to incorrect charges, etc).  
· After making all adjustments run End of Day process.  This will apply and feed all transactions.  This process is necessary to have clean data for reports used in balancing.
Balancing TGRRCON and AGING reports
· Run TGRRCON using following parameters:
Parameters 4 & 7 can vary depending on individual school processes.  

· Parameter 4 – Y if college uses Miscellaneous transactions.

· Parameter 7 – Y if college uses Deposits.
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· Run Negative Aging Report using the following parameters. NOTE:  Parameter 8 should be today’s date (aging will be based on this date).
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· Run Positive Aging Report using the following parameters.  NOTE:  Parameter 8 is today’s date. (Aging will be based on this date.)
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The Negative & Positive Aging report can be combined. Use -99999999.99 for Parameter 5 and 9999999999.99 for Parameter 6.

Entering a specific detail code on Parameter 7 will provide detail of totals shown on the TGRRCON.

The following should balance: 
POSITIVE AGING + NEGATIVE AGING  =  A+B (OPEN CHARGES + OPEN RECEIVABLES) ON TGRRCON

