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BANK RECONCILIATION OVERVIEW

PeopleSoft Bank Reconciliation allows you to reconcile payments that have cleared your bank to
disbursements created in PeopleSoft Accounts Payable. It helps ensure a timely reconciliation of
General Ledger cash for your business unit.

AP — Bank Reconciliation Page 3 of 14
MAXIMUS, Inc.& — Proprietary & Confidential — Unauthorized reproduction prohibited.




CONUEC
Mﬁﬁﬁgus N

North Dakota University System

STEP1: DOWNLOAD STATEMENTSFROM BANK OF NORTH DAKOTA

Each campus will need to log into BND Direct and download the electronic accounts payable bank
statement file. The file should be created and saved in .bai format. The file name should use the
following naming convention:

Digits 1 — 4: Business Unit Name (ex. vcsu = Valley City)
Digits 5 — 6: Year (ex. 04 = 2004)

Digits 7 — 8: Month (ex. 02 = February)

Digits 9 — 16: GenAcct

For example, Valley City’s downloaded file for the month of February, 2004 would be saved as:
vesu0402GenAcct.bai

Note: A standard naming convention is needed in order to ensure that the correct files are being
processed.

Reformat BAI File

Bank reconciliation files are retrieved in .BAI format. The .BAl files must be translated to a PeopleSoft
Business Document (PSBD) in order to be loaded into PeopleSoft. The Reformat BAI File process does
this by creating a copy of the .BAI file provided by the Bank of North Dakota or other bank, and saving the
data in PSBD format.

Be sure to save the file to your PC after it has downloaded.
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STEP2: COPY BANK FILESTO THE SERVER

Your .bai file must be copied from your PC to the PeopleSoft Process Server in order to complete further
processing.

North Dakota University System

Navigation: NDU Utilities & Interfaces > ND Attach to Process

Note: A migration request can be used to move the files if the File Attachment process is not available
for use.

ND File Attachment Page

Search

Click to select a Run Control ID.

If you are running this process for the first time a new Run Control will need to be added.

This brings you to the NDU Attachment page.
File Attach to PRC Page

Click on f to Add an Attachment

If you have previously run this process you will need to click the O icon to delete the previous
attachment from the Attach File field.

Click Browse button to begin the search for your bank file that was saved to your computer.

Double click to select your bank file

Click Upload button

File Attach to PRC

Enter interfaces state\inbound\ into the Enter path\filename to append to selected directory:
fieldSelect the o Developers......(Psoft\Developers) Radio Button

Click s Save

Click Run button
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Process Scheduler Request Page

click __2&_|

This will take you back to the File Attach to PRC page. There you will see that a Process Instance
number has appeared.

North Dakota University System

Process Monitor Run

Process Instance: 37079

Click the Process Monitor hyperlink.

Process List Tab

Click Refresh until the status says “Success.”
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STEP 3: REFORMAT THE BANK FILETO “.PSBD” FORMAT

This file will have to be translated into a PeopleSoft Business Document Format or PSBD. A PeopleSoft
Business Document is a layout describing the fields that comprise the electronic banking file—including
field name, type, length, format, short name, long name, and so on. You define a PeopleSoft Business
Document with PeopleTools EDI Manager. The EDI Manager will use this information to verify that your

bank file is loaded correctly.

Navigation: Banking >NDU Reformat BAI File

Note: The file needs to be reformatted in order to be loaded into PeopleSoft. This process will create a

copy of the .bai file and save it in .psbd format.

Click —223¢h

Control may be needed.

to select a Run Control ID. If you are running this process for the first time a new Run

{ Hdu D027 Ap Bunctl
Run Control ID:  BaAl Eeport Manager Process Monitor R

Bal FileMame and Path:
IC:IF‘SOFT‘tDE\"’ELOF'ERS'I.INTERFACES_STATEIINEIOUNDIMASUD4DQGENACCT.EIAI

B Szve 1 Return to Search) +Z MNextin List] EINotify [Feadd

BAI Filename and Path: Enter the full name of your file (Example:
c:\psoft\developers\interfaces_State\Inbound\vcsu0402GenAcct.bai)

Click B save].

Run

Click 4 This brings you to the Process Scheduler Request Page
Select PSNT as the Server Name

Select the checkbox next to Reformat BAI to PSBD format if it is not already checked.
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Click __2X__| This will take you back to the NDU 0027 AP RunCtl Page. There you will see that a
Process Instance number has appeared.

Process Monitor Run

Frocess Instance: 37079

Click the Process Monitor hyperlink. This will bring you to the Process List page.

Click until the status says “Success.”
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STEP4: LOAD THE EDI FILEUSING THE EDI MANAGER

Importing with EDI Manager

EDI manager is used to pick up the electronic statement and the inbound EC agent is run to load the

statement into the staging tables Inbound map definition.

Navigation: PeopleTools>EDI Manager> onitor EDI Processing>Schedule Inbound EC Agent

Inbound EC Agent Page

Click ﬂl to return a list of existing Run Control ID’s. A new Run Control will need to be added if

you are running this process for the first time.

Select Run Control from Search Results. This brings you to the Inbound EC Agent Page.

/" Run Control Parameters

Single Instance

Run Control ID: INBOURD Beport Manager Process Monitor A i
" File List Driven Single File Path: I |
= Single File Single File Name: I vesu0402GenAcct . pshd |
~

% Do MNotForce
{998 or 999 in file)

7 Force with Map
Infarmation {988}

 Force with Partner
Infarmation {389)

E Sa\.re:l QReturn to Search:I @_Nu‘tify ]

[T Suppress Rowid

T comma
Separated
Format

Bk aad | [

Run Option: Single File

Inbound Agent Parameters

Single File Path: c:\psoft\developers\interfaces_state\inbound\
Single File Name: vcsu0402GenAcct.psbd

Click B save]

Click —24n

To view the status of the file load, go to the Business Document Summary page.
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Business Document Summary
You can review the loading of our Business Documents from this page.

Navigation: PeopleTools > EDI Manager > View EDI Audit Trail > Business Document Summary

Search

Click to return a list of EC Business Document ID’s. Your process should be the highest or
very near the highest numbered process.

Select your process from the Search Results. This brings you to the Business Document Summary page.

Business Document Summary
Enter any information vou hawve and click Search. Leave fields blank far a list of all values.

|/ Find an Existing Value

Search Results

Search by: |EC Business Document 1D x| =]

Search | Advanced Search

EC Business Document ID Inbound / Outhound Switch Status EC Inbound File Hame
2B Inbaound Loaded CATEMPWIB2 4 b

28 Inbhound Mot Found CATEMPUWABZ At

24 Inbhound Loaded  CATEMPIEDI-layoutd b
23 Inbhound Loaded  CATEMPIEDI-layouts
22 Inbaound Loaded CATEMPWIB2 4 b

21 Inbhound Loaded  CATEMPpratimaz 4 tx
20 Inbhound Error fiprocardtest? b

The Status should be “loaded.”
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STEP 5. LOAD STATEMENTS

North Dakota University System

Load the Bank Reconciliation Tables using TR_BSP_LOAD
Navigation: Banking > Banks Statements > Load Electronic Statements

Select your User ID if it does not default into the User ID field.

Click Search to return a list of Run Control ID’s. If this is the first time that you are running this
process a new Run Control ID may be needed.

TR_BSP_LOAD should default in as the Program Name with an existing Run Control ID. If a new Run
Control ID is created you will need to select TR_BSP_LOAD for the Program Name.

Electronic Statement Load page

Electronic Statement Load

User ID: dleland Run ControlID:  STMT_LOAD

Program Name: TR_BSP_LOAD BSP Trangaction Loader Frocess Monitor AU

-
Pracess Frequency: | Once E Process Instance:

Market: U5 hd Process Origin: Othar

As Of Date: |U5125f2'3'34 E Status: Pending

Bl szve]l  ([ElNotity [E4dd | (8 UpdaterDisplay |

Process Frequency: Once
Market: U.S. (default)
As Of Date: Current Date (default)

Click ' Bsave]

Click —4n

Process Scheduler Request Page
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click __2<__|

This will take you back to the Electronic Statement Load page. There you will see that a Process
Instance number has appeared.

North Dakota University System

Process Manitor Run

Process Instance: 37079

Click on the Process Monitor link.

Process List Tab

Click Refresh until the status says “Success.”
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STEP 6: RECONCILE STATEMENTS USING AUTORECON

The Auto Recon Manager page is where you can manage your loaded bank statements.

Navigation: Banking>Reconcile Statements>Automatic Reconciliation

AutoRecon Manager
BankID: [0@1300z85 | Account#  [05-10-326 =Y
From: lm Thru: M Control 1ID: W [=X]
Bank Statements C ize | Eind | oo | BE First [4] 1.25 of 120 DI Last

Select Bank ID Account # Sttt ID Load Date and Time Trans Reconciled Cyvcle Status
(| 0891300285 05-10-326 111 032022/2004 4:08:05PM 3 u] Ready Exceptions
- 091320028245 05-10-326 110 0202252004 4:02:05PM 22 12 Ready Exceptions
- 091300285 05-10-326 109 032252004 4:02:05PM 19 14 Feady Exceptions
[ ] 091300285 05-10-326 108 032252004 4:08:05PM 36 31 Ready Exceptions
(| 0591300285 05-10-326 107 02022/2004 4:08:05FPM 22 18 Ready Exceptions
[ ] 091300285 05-10-326 108 03922r2004 4:08:05PM 31 25 Feady Exceptions
- 091300285 05-10-326 108 032252004 4:08:05PM 31 28 Ready Exceptions
O 0891300285 05-10-326 104 0202272004 4:08:05FPM 19 12 Ready Exceptions
- 09130028245 05-10-326 103 032022/2004 4:02:05PM 45 32 Ready Exceptions
[ ] 091300285 05-10-326 102 0392252004 4:08:05PM 24 19 Feady Exceptions
(| 0813002535 05-10-326 101 0392272004 4:083:05FM 38 34 Ready Exceptions
- 091320028245 05-10-326 =k 0202252004 4:02:05PM 26 20 Ready Exceptions
- 091300285 05-10-326 a7 0395222004 4:02:05PM 26 24 Feady Exceptions
(] 091300285 05-10-326 96 0312252004 4:058:05PM 19 14 Ready Exceptions

Select your values for the following fields:
- Bank ID:
Account #:
From and Thru Dates:
Run Control ID:

Note: The From and Thru dates should be the first and last dates of the month for the statement that you
are processing.

Bank Statements Section

The search will return a row with a unique Statement ID for each business day that had check clearing or
funds transfer activity.

Click on the checkbox in the Select column for each Statement ID that you want to reconcile.

Click Reconcile button.

Click on S to refresh the page and update the status of each Statement ID. You will need to

reselect a Run Control ID in order to search.

Note: An Exceptions link will appear to the right side of the page for any rows with reconciliation
exceptions.

Click on the Exceptions link to review reconciliation exceptions. This will bring you to the AutoRecon
Exceptions page.
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STEP 7. REVIEW THE EXCEPTIONSAND OVERRIDE THE EXCEPTIONS

Review the exceptions and determine if exceptions can be over-ridden.

North Dakota University System

Click checkbox if the exception can be over-ridden.

Click the Recon icon to complete the process

Click Return to Automatic Reconciliation link to return to AutoRecon Manager page.
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