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What is Reconciliation?

A financial reconciliation is simply the comparison of two sets of information as of the same point in
time. It is a reasonable business practice that is essential to the university. USF and
colleges/departments need assurance that all assets are safeguarded and used to the best benefit of the
university.

Why Reconcile?

Department Business Administrators have a responsibility for identifying and resolving financial problems.
It is therefore critical that Department Business Administrators understand the transaction information
contained in their ledgers. One of the most important internal controls in a business setting is to reconcile a
department’s records to source documentation ensuring revenues and expenses that have been recorded
are legitimate. This is similar to when any individual compares (or reconciles) their bank statement/online
account information to their check register. In fact, there have been several instances of errors and even
fraud at the University that would have been caught had proper and timely reconciliations taken place.

The reconciliation of departmental accounting records to the official USF financial reports is one of many
internal controls that must be in place in a department. It helps to:

o Verify the accuracy of transactions posted to the accounting system

o Identify errors or duplications

o Identify transactions that have stalled and not posted

e Ensure that the official USF financial reports (Finance Mart) provide accurate information for use in
planning and making business decisions

e Minimize risk

e Assistin fraud detection

The purpose of controls is to protect the University and protect those employees who are acting in good faith.
It is an important part of a departmental administrator’s fiduciary responsibility.

Who Does Reconciliation?
An additional internal control to consider is Separation of Duties. Reconciliations should be performed by
appropriate parties. Simply put, an individual who creates or controls a financial transaction is not the

appropriate person to reconcile those transactions.

Consider this graph when identifying whether the appropriate person is performing reconciliation.

Record Keeping/
Document Prep

Authorization
Approval

Receipt of Goods/
Custody of A ssets

Reconeiliation
prepared by

Reconciliation,
independent

Same funciion INCOMFPATIELE
utiless second person

vetifies receipt

INCOMPATIELE

unless indep approy.
of reconciliation

Authorizations
Approval

Receipt of INCOMPATIELE

Reconciliation,
independent
approver

The University Controller’s Office

INCOMPATIELE

Goodsf utless second persoan utiless second person
Custody of vetifies receipt. verifies receipt &
Aesets itden teview of
reconciliation
Reconciliation [ INCOMPATIELE INCOMFPATIELE Same funciion
prepared by unless indep approy. uniless second person
of recotciliation vetifies teceipt &

University of South Florida | 4202 E Fowler Avenue, | Tampa, FL 33620-4301

www.usf.edu/business-finance/controller


http://www.usf.edu/business-finance/controller

v

UNIVERSITY of

SOUTH FLORIDA

Reconciliation General Guidelines

These guidelines govern the reconciliation of financial information by the university. Reconciling payment
and receipt transactions to the accounting system must be performed on a regular and timely basis but no
less than monthly. Guidelines concerning this process include the following:

e Reconciliations may be performed periodically (daily, weekly), but not less frequently than
a monthly basis, depending on the needs of the department

e Inaccuracies or incomplete financial information identified during the reconciliation or verification
process must be investigated and corrected in a timely manner so the next reconciliation can
incorporate those corrections

e Reconciliation of contract and grant transactions may need to be performed at a more detailed
level for all transactions in order to satisfy the needs of the sponsor

e Business Administrators are responsible for reviewing reconciliations periodically (preferably
monthly) and documenting that review in some manner such as initial, signature or electronic
signature

e Reconciliations must be documented and an audit trail maintained. All reconciliation
documentation must be preserved in accordance with USF records retention guidance

e The term reconciliation is used broadly to include cash and deposits, vendor expenditure,
payroll, budget, PCARD purchases, travel authorizations and travel expense reimbursements,
encumbrances (both requisitions and purchase orders), customer billings, accounts receivable,
expenditure transfers, interdepartmental billings, and inventory

Questions for Departmental Managers and Accountable Officers

e Are departmental ledgers reviewed and reconciled to supporting documentation at least
monthly?

e Isthe staff performing the reconciliation separate from the staff who initiate and finalize
transactions?

e Arereconciling differences, negative balances, and/or unsupported transactions investigated and
corrected timely?

e Does management review charges recorded on the departmental ledger and inquire about unfamiliar
charges?

e Is management’s review of the departmental ledger, reconciliation, and supporting
documentation appropriately documented?

e Are encumbrances and disbursements reconciled with the departmental ledger?

What Do You Reconcile?

For Salary Expense verify:

The salary is charged to the correct chart field string(s)
The person paid is one of your staff

The amount (or percentage) of distribution is correct
That RETs have cleared and posted correctly

A helpful GEMS query is U_PAYROLL_POSTING_ABRIDGED

Auditing Departmental Ledgers

It is important to audit Departmental Ledgers on a monthly basis. Run Payroll Registers and compare
the totals from your register to your Departmental Ledger to complete the monthly audit.
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For Operating Expenses verify:

The expense was recorded to the correct chart field string.

Expenditure transfers previously prepared have cleared and posted correctly
Auxiliary overhead has been charged correctly

Interdepartmental purchases have been posted correctly

For Purchase Orders and Requisitions verify:

All requisitions have been processed with purchase orders issued

New encumbrance amounts are correct

If partial payments have been made, the encumbrance balance is correct
Encumbrance is recorded with the correct chart field string

All change order requests have been applied

POs for which final vendor payment has been made have been closed

For Revenue verify:

Revenue to all outside customers has been recorded to the correct chart field string (GL account 44xxx)
Interdepartmental revenue has been recorded correctly (using GL account 74xxx)

Revenue amounts are correct, matching support documents

All revenue and/or AR adjustments have been posted correctly

Revenue has been credited to both the AR module and general ledger

Correcting entries from previous reconciliations have been posted correctly

For Cash entries verify:

All deposits sent by the department to the Cashier have been posted
Payments received directly by the Cashier/Lockbox were applied to the correct customer invoice
Correction entries from previous reconciliations have been posted correctly

For Budget verify:

The correct amount was released to the chart field string
All budget transfers have been posted to the correct chart field strings
RSA balances on chart field strings show no negative balances

Reconciliation Process

Since department size and complexity varies significantly, there is not one set of specific fiscal procedures
that fits all departments. Departments are advised to select the reconciliation format that best suits their need and use
that format consistently. Options are available on the University Controller’s Office (UCO) web site. For sponsored research
projects, consider the Rapid Reconciliation Tool™ found on the Sponsored Research web site, . An adaptation of that tool is
available for non-research funds on the UCO web site. A third tool designed for paperless reconciliation is also available on
the same web site; this tool is most suitable for small volume departments or auxiliary funds.

The official financial reporting of USF is found in the Finance Mart reports. These reports are provided for
business analysis and for reconciliation. Finance Mart reports are updated every evening from the data in
FAST.

If discrepancies are noted during reconciliation and corrective action is required, these corrections must be
taken in the accounting system (FAST).
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Finance Mart Report

Suitable for Reconciliation of

Funding Source

RSA Summary

Budget

Any Funding Source

Budget Detail

Budget

Any Funding Source

Financial Report Summary

Revenue and Expenses

Auxiliaries and Research

Expense Detail

Expenses

Auxiliaries and Research

Revenue Detail

Revenue

Auxiliaries and Research

Encumbrance Summary

Purchases Orders

Any Funding Source

Encumbrance Detail

Purchase Orders

Any Funding Source

Balance Sheet Summary

Cash Receivables

Auxiliaries and Research

Balance Sheet Detail

Cash Receivables

Auxiliaries and Research

Examples of Finance Ma

rt Reports

RSA Summary

University of South Florida

RSA Summary Display Query
For Month Ended Aug 31 2020
Selection Criteria:
[operating unit [Department [Fund [Product [Initiative [Project [Fiscal Period [Include Balance FWD [Last Closed Period |
|nis |o20600 |10000 s s s |Year-Date [rauE |Fr 2020 Period 538 |
[ou: usF HEALTH Fund: 10000 GENERAL REVENUE Dept: 020500 UNIVERSITY CONTROLLERS OFFICE Product: UCOAPI Initiative: 0000000
| ACCOUNT | ACCT DESC | BUDGET_AMT | ENCUMBRANCE | PENDING ACTUAL ACTUAL AMT | RSA | % OF RSA AMT
E2021- STAFF
52,755.00)
83,769.00 75,103 16| 89.66)
C NGE - MATCHING
27,058.00)
131515
17.60)
£45.13
27,058.00) 2,485.12) 23,572.83] 87.12)
|Grand Totals 110,827.00] 12,150.96 98,676.04] 89.04|
University of South Florida
Financial Report Summary Display Query
For Month Ended Aug 31 2020
Selection Criterias
i premrn - -
Unit [Department [Fund [Product [Initiative [Project [Fiscal Period [include Balance FwD [Report Dt. [Last Closed Period |
[ [p20800 [z0000 | S [r/s | S [rear-pate [rrus [o8/25/2020 [FY 2020 perind 538 |
Revenue
[There is no data for this chartfield combination
Expenditure
[0U: USF HEALTH Fund: 10000 GENERAL REVENUE Dept: 020600 UNIVERSITY CONTROLLERS OFFICE Praduct: UCGAP! Initiative: 0000000
[ COUNT | ACCT_DESC [ BUDGET AMT ENCUMBRANCE PENDING ACTUAL ACTUAL AMT RSA % OF RSA AMT
£3,782.00)
5,255.59
3,210.25
83,769.00) 8,665.84] 75,103.16| 89,66
FRINGE - MATCHING
27,058.00)
1,815,145
50710 500.54)
50720
725 17.80)
730 62513
[Totals 27,058.00| 3,485.12] 23,572.83| 87.12]
[Grand Totals 110,827.00| 12,150.20] 08,676.04] 89.04]
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Balance Sheet Summary

University of South Florida
Balance Sheet Summary Display Query
For Month Ended Aug 31 2020
Selection Criteria:
[operating uni [Fund [Project |Fiscal Period [Tnclude Balance FWD [Report DE. |Last Closed Period |
[wrs |10000 [t |Year-Date |TruE losr2s/2020 |Fr 2020 period 538 |
ACCOUNT T ACCT DESC ACTUAL_ANT
[TOTAL ASSETS
10355 [roTaL cask 18,502,021.46
12000 [AccounTs Re 547.23]
12010 [accounTs R 22.83]
12410 [Travel Module Advances 24,404.10)
13000 [ALLow DoUETFUL ACCT OAS 54722
13010 [ALLOW DOUBTFUL ACCT FAST 5.00)
[Totals 18,526,453.50
[TOTAL LIABILITIES
20000 558,954.67)
[Totals 558,004.87|
[TOTAL EQUITY
31000 [ S UNRESTRICTED FUNDS 25,685.53
[Totals | 20,620.03
Encumbrance Summary
University of South Florida
Encumbrance Summary Display Query
For Month Ended Aug 31 2020
Selection Criteria:
[0perating unit [Department [Fund [Product [Project [Fiscal pe: [Include Balance FWD [Report Dt. [Last Closed Period ]
s [ozos00 |20000 s | [TrRuE [osr25/2020 Fy 2020 Pericd 598 |
OU: USF TaMPA Fund: 10000 GENERAL REVENUE Dept: 020500 UNIVERSITY CONTROLLERS OFFICE Product: 000000 Initiative:
Requisition Amount Amount Amt Balance
50000020780 HIMES ELECTRIC CO INC 0.00} 963.00 0.00 962.00
50000050257 - GIACT SYSTEMS LLC 0.00} 2,828,00) 500.00 2,825.00)
[Totals 0.00 3,702.00 500.00 3,792.00
[Totals 0.00) 3,792.00 500.00 3,792.00

Payroll Detail

on Criteria:

University of South Florida
Payroll Detail
For Month Ended Aug 31 2020

Disolay Query

Last Closed Pericd ]

s
[preatna U

Department [Fund [Product [
020600 20000 /s N

Project [Fiscal Period
/s [rear-pee

[Include Balance FWD
[TRUE

[Report Dt
[08/25/2020

[Fv 2620 period 558 ]

By Employee

10000 020600

TPA 10000 020600 UCK
10000 020600
10000 020600
10000 020600
020600
020600
020600
020600
020600
020600
020600
020600
020600
020600
020600
020600
020600
020600
020600
020600 UG
10000 020600
10000 020600
10000 020600
10000 020600
10000 020600
10000 020600
10000 020600
020600
020600
020600

10000 020600
10000 020600
10000 020600

CHARTFIELD
GAPLOU0000D

020600 UCOPALCOODOT
020600 UCoPALCTOCOET
020600 UCoPALCTOCOET
020600 UCoPALCTOCOET
020600 UCOPALCTOCOET

10000 020600 UCOTR100000G0
10000 020600 UCOTR10000000
10000 020600 UCOTR10000000
10000 020600 UCOTR10000000 ETERLIUARGAR:

T CLTENT_NARE

CLIENT RPT.

Salary Wage:

Transfers Awards

E

STROUP,LORINDA MORAN

020600 UCOPALGOGOGOD [WILLIAMS.NICOLE
020600 UCOPR10000000
020600 UCOPR10000000
020600 510000000
020600 UCORF10000000
020600 0000000
020600 UCORFL0000000

TEE

AN T
[BARKER JERELVN KATHERINE
ET

E00000131415

[Grand Totals
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Expense Detail

University of South Florida
Expense Detail Displyy Query,
For Month Ended Aug 31 2020

lchlnmlnl Fund Inmduu Initiative Praject Fiscal Period

]unn ot
20600 10050 hule e ear-Sate

Fv 2020 Period 358

PO0O000

[suncer ami[neg anrlenc ani|FEnDInG ACTUAL AMT [ACTUAL AMT|
sl Expunsw Budget g3.768.00] 0.0 0.09] 2.
Richard 1

[Hasdarson Tarmaia L

[Foocancinazo fiou-aoL-zoz0 [

[ o.od]
| ccol owo] 0 coel 20305
ool oed — ood

= Richard 3
[Hasdarson Tarmaia L
< Richard 3

Handarion Tamain L 3 JFon-au-2azo [kan
co12672311 EuD |ERG Ininial Exoense Budget
477 (i [CCLEMAN RICHARE 1 [aleman.Richard J
|Erpusgariy v [cossman, RIEHARD J < wuchard J
477, (i [CCLEMAN RICHARE 1 [aleman.Richard J
|ERusaiiy EH [costuan mEHaRD J [elamaniichard 3
477, (i [CCLEWAN RICHARD 1 [aleman.Richard J FO8-1UL-2020 |KS700864
par AL NOTRSON, TIMEKA L Handarion, Tamat &
(i [HENDEASON.TEMERA L
par AL O REON, TIMTKA L o Jre i zoza
(i [HENDERSON.TEMERA L
oL 0z

T ] N I R VLT

T (EERIRETE

[Coleman. Aichard 1
“clarman Michasd 1

132.66)

ear I TUMIKA L
par [HENDERSON, TEMENA |
ear AL NOERSON, TIMEKA L
par [HENDERSON, TEMENA |
ear AL NOTRSON, TIMEKA L 3 [Fot- a6 2020 [kar172
Revenue Detail
University of South Florida
Revenue Detail Display Queny
For Month En Aug 31 2020
u, I [Fund [Product [Pruject [Fiseal Puricd [Rupurt DL Las! Closwd Puriod
[Nz | T3 |FETH | 5D [mis [rear-Date og/25/2020
1 A s CLIENT_HPT | DOC NUM 1 RET | DOC NUM 2 RET
|HEC/BARSETE Aux Initial Rwvesus Budget EoeTosa3coz
[Arwy ROTE, ] R F-
4000 [Foghes, Coban 3rd Purty Credit =~ (R F-
4000 [FF] [Scannar. Willam [Tumian - Grad Transpartatien EEEE) F
84000 i 07/28/2020 LAl Kiyumi. Amur Abdullah Amir [Tunion-Transoortatan Cne USF Fas17725 &
84000 i EnROS05AEE 07/28/2010__|BNR LAl Kiyumi. Amur Abdullah Amir [Tunion - UG Transpartatien Fas17725 &
ns00a 1 202 nun [Tumion & 6 r:
=000 f (e o
=000 f (e o
+000
4000
4000
4000
4000 ution - UG Transpartatien
84000 i 07/28/2020 [Tunion - UG Transpartatien &
84000 i 07/28/2020 [Tunion-Transoortatan Cne USF &
ns00a 1 07/29/2020 [Turion Transportation One USE r:
=000 f (e [EEE) o
=000 f (e [EEE) o
e=00a 0 03/29(2020 Tomar Tranapartsten Gne ol i
Bance 0 07/25/2020 [Tt F-
Bance 0 07/25/2020 [Tt F-
Ean00 A [Tt po 3 F-
84000 i 07/28/2020 [Cobbins. Maurice [Tunion-Transoortatan Cne USF @
84000 0 07/28/2020 [Farin. Luana [Tutian - UG Transpartatien &
84000 i [Farin. Lzana [Tunion-Transoortatan Cne USF &
2000 f ragela, Gl o
=000 f rageis, Gl o
=000 f o
e=00a 0 Fasrave: i
Bance 0 07/25/2020 pa53z807 F-
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Budget Detail

University of South Florida
Budget Detail Dusplay_Query,
For Month Ended Aug 31 2020

Selection Criteria:

[operating unit [pepartment [Fund [Product [tnitiative [Project [Fiscal Period [include Balance FWD [Report Dt. [Last Closed Period |
[nrs | R [10000 [nrs [nis /s [fear-Date [TRuE FY 2020 Pericd 938 |
0U: USF HEALTH Fund: 10000 GENERAL REVENUE Dept: 020600 UNIVERSITY CONTROLLERS OFFICE Product: UCOAR! Initiative: 0000000
BUD ACCT PERIOD JOURNAL POSTED DATE DESCRIPTION DOC NUM 1 RPT BUDGET AMT

83021 01-3UL-20 0012672311 STAFF B0BTO502883 83,769.00
Totals 83,760.00)
88027 JUL-20 oo12672311 2020 FRINGE - MATCHING B0BT0502883 27,058.00

otals 27,058.00
‘ou: USF HEALTH Fund: 10000 GENERAL REVENUE Dept: 020600 UNIVERSITY CONTROLLERS OFFICE Product: UCOAST Initiative: 0000000
83021 01-1uL-20 0012672311 STAFF B0BT0602683 26.441.00
Totals 26,441.00)
23027 1UL-20 oot2e7az1s FRINGE - MATCHING BcsT0s02888 14,575.00
Totals 14,575.00]

Balance Sheet Detail

University of South Florida
Balance Sheet Detail Display Query
For Month Ended Aug 31 2020

Selection Criteria:

[operating unit [Fund [Project [Fiscal Period [Include Balance FWD [Report Dt. [Last Closed Period |
s J1000 Tz [yearo [tauE [oas25/2020 |FY 2020 periad 558 |
ACC OUNT FISCAL YEAR PER 10D JOURNAL POSTED DATE TRANSC_DESC DOC NUM 1 RPT DOC NUM 2 RPT ACTUAL AMT
1 ARCO503374 Dac4568/070220 187,33
1 ARCO503650 D42005755-CA:
10011 1 ARCO504531 042005764
1 ARCO805288 DE£4565/072320
1 ARCO805€80 D42005770-C0
1 ARCO805€80 D21053544/073¢
= ARCOB0E75: 042005778
H ARC0E07255 042005785
2 ARC0607235 D42005783-5PL
1 APPOS0Z027 RICOK USA, INC V011902 KC2sE113
1 APPOS0Z027 CINTAS CORPORATION vvao11g4s [SeEEFCES
1 APPOG03037 FLORIDA DEPARTMENT OF HEALTH V011459 KC723979
1 APPOG03037 E INTERNATIONAL INC V0011093 KC2se121
1 APPOG03037 ECHNOLOGIES INC voize5122 KC2sE122
1 APPOG03037 KELLY SERVICES INC vvoo11831 KC2se124
1 APP0G03027 SUNCOAST WORKFORCE BOARD INC o Kcase1zs
1 APP0G03027 o
1 APP0G03027 o
1 APP0G03027 B o
1 APPOG03027 AIRGAS, INC. vo12ss9es
1 APPOG02027 [SPRINGSHARE LLC V0011556
1 APPOG02027 FEEDING AMERICA TAMPA BAY INC VWao11215
1 APPOG02027 ADT SECURITY SERVICES V0011268 KC783550
1 APPOG02027 ANTHONY POWELL V0011045 Kc2sE
1 APPOG03037 OTTER.AL V01286035 KC000000
1 APPOG03037 M1 EDOKSTORE V01278606 KC000000
1 APPOG03037 AMAZON.COM*TL3ZR5713 V01278606 KC000000
1 APPOG03037 OFFICE DEPOT 1165 vo1 KC000000
1 APPOG0Z027 CLOUDRESEARCH LABE V01285028 KC000000
1 APPOS0Z027 [TIMES SUBSCRIPTIONS V01285027 KCoooooo
1 APPOS0Z027 MECHANICAL TURK V01285028 KCoooooo
1 APPOS0Z027 65 V01278606 KCoooooo
1 APPOG03037 GOCGLE LLC™ ADSE924542031 V01285041 KCoooooo
1 APPOG03037 SHELL OIL 57542537006 V01285048 KCoooooo
1 APPOG03037 E}»E_. OIL 57542537006 V01285048 kcouoooo
Encumbrance Detail
University of South Florida
Encumbrance Detail Display Query,
For Month Ended Aug 31 2020
Selection Criteria:
[operating Unit [Department [Fund [Product [Project [Fiscal Period [Include Balance FWD [Report Dt. [Last Closed Period |
/s Joz0800 |10000 [nrs iz [Year-Date |rruUE 020 |Fr 2020 Periad 538 |
OU: USF TAMPA Fund: 10000 GENERAL REVENUE Dept: 020500 UNIVERSITY CONTROL £ Product: 000000 Ini 000000
Document No. n No Ref No Invoice | Bud Acct | Account | Posted Date Amount | Di Amt Balance |
50000020780 HIMES ELECTRIC CC INC Purchase Order- OPOD0003433 oPoooon343s gas10 54950 02/2020 963.00) 0.00 953.00)
[Totals 96300 009 96300
Grand Totals | 0.00|
50000030257 Purchase Order- OPOD0D05334 oro00005334 25250 0.00
50000090257 Purchase Order- OPOD [CEEREETEEES] 23250 0.00
50000090257 Purchase Order- oPoooo0s3z4 ga250 15/2020 0.00
50000090257 Purchass Ordar- 21653 [ssz50 08/12/2020 250.00
50000030257 Purchase Order- 2ses1  |sa250 08/14/2020 250.00
[Totals 500.00
Grand Totals 500.00
Grand Totals 500.00 3,792.00|
Grand Totals 3,792.00] 500.00 3,792.00]
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Basic Reconciliation Steps

1. Gather your resources

a. Previous months reconciliation

b. Finance Mart Report

¢. Departmental source documents
2. Review outstanding items from previous month; confirm the items cleared;
carryover to current month if not
Compare source documents to Finance Mart Reports
Add items that did not clear to the list of outstanding items
Identify any errors
Balance departmental records with Finance Mart Report
Research outstanding items and errors

Prepare documents to address errors

© & 3 s W

Sign and date the reconciliation
10.Have your supervisor sign and sate the reconciliation; Preserve the records for

potential audit

The University Controller’s Office
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Frequently Asked Questions

o Are the duties for initiating requisitions, receiving purchased items, processing of invoices for
payment, and reconciliation of the ledgers separated between two or more employees?

Separation of duties must be observed. This is achieved through FAST security roles. Separate
security roles exist for requisition initiator, requisition receiver, and requisition approver. Itis
appropriate for a user to hold both the requisition initiator (USF_PO_REQINIT) and requisition
receiver roles (USF_PO_RECVRTV). However, a user holding the requisition approver role
(USF_PO_REQAPPR) may not also hold the receiver role.

Does management review charges recorded on the ledger and inquire about unfamiliar charges?

Best practices indicate that management must review charges that are recorded on the ledger and ask
for more information about unfamiliar charges as part of the monthly reconciliation process.

o How is management’sreview of the ledger, reconciliation, and supporting documentation
appropriately documented?

Management’s monthly review must be documented with a signature (electronic signature is acceptable).

¢ Are encumbrances and disbursements reconciled with FAST /Finance Mart?

Encumbrances and disbursements must be reconciled with Fast and/or Finance Mart. The
disbursements are the vouchers that are created during the spending of funds from the chart
fields. Encumbrances are commitments created when a Purchase Order or Travel Authorization
has been issued. Finance Mart is the official financial reporting resource for USF.

What if there is a Voucher transaction that I do not recognize?

The voucher ID can be reviewed in FAST in the Accounts Payable module. The path is Accounts
Payable > Review Accounts Payable Info > Vouchers > Voucher. Be sure to use Business Unit “USF01”
and type in the voucher number in the “Voucher ID” field; make sure to include the two leading zeros.
Click Search and the detailed voucher information will appear at the bottom of the screen. ( For more
information on this task view the training section of the UCO web site). The voucher will display the
vendor invoice number, invoice date, vendor ID, accounting entries, matching status, matching notes on
the workbench, payment information, and an image of the vendor invoice.

e What do I do if there is a payroll transaction for an employee that is not in my department?

University Payroll can offer help in getting errors resolved. A payroll retroactive expenditure transfer
(RET) may be needed to correct a payroll error.

e Are descriptions I am using in my transactions helping me reconcile my department reports?

It is essential that a good detailed description be used when entering your department’s transactions.
For example, you could not find out what particular computer software was if you just typed “computer
software”. Giving a description of “Microsoft Office software” or “Dr. Whoever” would help

you to identify a purchase.
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Resources / Contact Information

Office of the Controller
Phone: (813) 974-6061
Fax: (813) 974-4485

https://www.usf.edu/business-finance/controller

General Accounting
Fax: (813) 974-2622

http://www.usf.edu /business-finance/controller/accounting-reporting/index.aspx

Tax Advisory Services
Phone: (813) 233-2398 (Anne Jetmundsen)

Phone: (813) 835-2264 (Michelle Verdisco)
Fax: (813) 974-4485
http://www.usf.edu/business-finance/controller/payroll /tax.aspx

Pavment Services

aphelp@usf.edu (Accounts Payable questions)
travelhelp@usf.edu (Travel questions)

http://www.usf.edu/business-finance/controller/payment-services/index.aspx
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