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NOTICE

BEFORE BEGINNING THE MONTHLY FINANCIAL RECONCILIATION PROCESS USING SAHARA, PLEASE REVIEW THE 
CONTENTS OF THIS TRAINING DOCUMENT.

Please Periodically Check For UPDATES, REVISIONS, or MODIFICATIONS to this Document on BRIGHTSPACE: 
https://brightspace.utrgv.edu/d2l/home/11896 

Accounting & Reporting Resources Webpage: 
https://www.utrgv.edu/finance-and-fiscal-reporting/departments/accounting-and-
reporting/resources/index.htm   

If you have any comments, concerns, or questions please do not hesitate to contact 
Training Coordinator (accountingandtimekeepingtraining@utrgv.edu) or 
Accounting and Reporting (accountingandreporting@utrgv.edu)  
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OVERVIEW/OBJECTIVES

In this document:
• Introduction
• How To Acknowledge Reconciliation
• How To Acknowledge Approval of Reconciliation
• Track Flagged Items
• Review Account Reconciliations & Approvals
• Conducting Annual Financial Certifications (Managers Only)
• How To Acquire Access for Managers, Reconcilers, Inquiry

Until further notice please use SANDBOX for training:
https://zbih-sbx.utshare.utsystem.edu/psp/ZBIHSBX/?cmd=start
If are already logged into a different instance of PeopleSoft (PRD, RPT, TRN) please use a DIFFERENT browser 
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INTRODUCTION

Why SAHARA?
UTRGV’s continued compliance with UTS 142 policy (Segregation of Duties & Accounts Reconciliation)
Facilitate faster and accurate Reconciliation & Approval process
To expedite the Manager’s role in the Annual Financial Certification Process. 

How is this happening?
All Reconciliation data on one screen w/multiple tabs

ONLY Reconcilers & Managers have access to SAHARA to Reconcile or Approve 
Important to keep KEY MEMBER listing up-to-date

Comment & Flag Transaction(s)

Those with INQUIRY ONLY access can view specific CC/Project content
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INTRODUCTION

What has NOT changed?
Reconciliations continue to be done on a monthly basis
ONLY after accounting period has closed

Maintain In-House Tracking (i.e., your department excel file)You are reconciling what 
UTRGV (SAHARA) says your CC/Proj has against what your department tracking says 
you have.

Maintaining Supporting Documentation

All Reports will continue to be available

Formerly Signature Acknowledgement: NOW ONLINE & ELECTRONIC Reconcilers & 
Managers ONLY 

6



Finance and Fiscal Reporting

MONITORING REQUIREMENTS

In accordance with University of Texas System Policy 142, Segregation of Duties and Account Reconciliations, 
to provide an annual certification of compliance with financial reporting requirements:

Cost Center/Project Reconcilers are required to reconcile accounts on a monthly basis, shortly after the 
month-end close, in accordance with UTS 142. This ensures any errors are identified and corrected in a 
timely manner.

Cost Center/Project Managers are required to approve account reconciliations on a monthly basis, shortly 
after the month-end close, in accordance with UTS142. This ensures any errors are identified and availability 
of funds is determined.

Management requires that all certifiers and reconcilers attend training for the Monthly Financial 
Reconciliation Process on a fiscal year basis.
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SAHARA ARCHITECTURE
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SAHARA – THREE MAIN COMPONENTS

9



Finance and Fiscal Reporting

SAHARA – The ABC Process of Reconciliation & Approval
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A
Reconciliation Approval Complete

Financial Entries are noted in 
PeopleSoft FMS

Once Posted to General Ledger
Entries appear in SAHARA

Accounting 
Period 
Closes

IN SAHARA

The CC/Project Reconciler must RECONCILE before the CC/Project Manager can APPROVE.
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THE MONTHLY PROCESS

Throughout the month Expenses & Revenues are entered 
into Peoplesoft FMS

After Accounting Period Close Announcement is made & 
using SAHARA

Reconcilers perform Account Reconciliation

Auto notification to Managers is sent via email

Managers review & approve the monthly reconciliation

NOTE: At the time of Accounting Period Close 
Notification, you are ready to proceed in SAHARA
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AUTO NOTIFICATION VIA EMAIL - EXAMPLE
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ACCOUNTING PERIODS
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SAHARA FOR RECONCILERS
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HOW TO REQUEST ACCESS – COST CENTER / PROJECT RECONCILERS ONLY

a. Ensure your assignment as Cost Center and/or Project Reconciler is confirmed

b. Please login at http://SUPPORT.UTRGV.EDU

c. Click on the blue INFORMATION TECHNOLOGY button

d. Click on Get Access

e. In the following fields (below your name) please enter the associated information:

a. Category: PeopleSoft – Financials

b. Resource: PeopleSoft – General Ledger

c. Description: As a Cost Center/Project RECONCILER, I am requesting

access to SAHARA with the role: UTZ_FI_GL_SAHARA_RECONCILER

f. Click on REQUEST (blue button at the bottom of screen)

g. EULA agreement: Check Your Email 
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THE MONTHLY PROCESS

Throughout the month Expenses & Revenues are entered 
into Peoplesoft FMS

After Accounting Period Close Announcement is made & 
using SAHARA

Reconcilers perform Account Reconciliation

Auto notification to Managers is sent via email

Managers review & approve the monthly reconciliation

NOTE: At the time of Accounting Period Close 
Notification, you are ready to proceed in SAHARA
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AUTO NOTIFICATION VIA EMAIL - EXAMPLE
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ABOUT RECONCILING - SALARIES

Reconcilers consider the following, if applicable and if feasible:
• Review SAHARA reconciliation reports for both current and prior periods.
• Compare Salary balances between the two months.
• If differences, identify transactions causing discrepancies and include supporting documentation 

(PAF, Additional Pay Requests, Separation/Retirement forms, etc.). 
• Re: Separated Employees: identify & confirm if any such employees exist from CC/Project Manager 

on a monthly basis prior to actual reconciliation & take immediate action on these type of 
discrepancies

• If no differences, include screenshots of prior month and current month Salaries showing no 
change between periods. 
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ABOUT RECONCILING – SALARIES – PAYROLL COSTS REMINDERS

1. Payroll expenses should be charged to the correct cost center/project and accounting period. This 

validation is required every month.

2. Obtain from your supervisor/manager a current roster/listing of employees in your department. This list 

should be updated each month the department has a new hire, or an employee separates from the 

department.

3. Confirm that the employees from the list above (Step #2) are being charged to the cost centers/projects 

and only expenses for those employees are present.

4. Confirm that payments agree to the budgeted position, ePAF or cPAF.

5. Take immediate action with HR when discrepancies are identified.Employees being charged incorrectly to 

a cost center/project is a RED FLAG that something is wrong and requires prompt action to resolve.

6. Ensure employee Separations are submitted timely 
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ABOUT RECONCILING - WAGES

Reconcilers consider the following, if applicable and if feasible: 

• Provide PeopleSoft timesheet to verify total hours.

• Calculate pay (Hours x Rate).

• Validate wages are correct for each employee in SAHARA. 
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ABOUT RECONCILING - EXPENSES

Reconcilers consider the following, if applicable and if feasible :

• Review transactions in SAHARA and gather documentation that support the transactions.

• Types of documents to include are Expense Reports (travel and non-travel), Vouchers (PO and 

Non-PO invoices), ProCard(Citibank) summary page and Journal Entries. 

• In Reporting environment queries such as UTZ_ADHOC_TRANS_HR_AP_EX, 

UTZ_GL_ADHOC_JOURNALS_RPT_ALL, UTRGV_PO_ENCUMB_RECON_ALL, etc. may be utilized

• Once transactions are validated, complete reconciliation process by clicking on Reconciliation 

check box in SAHARA.
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ABOUT REVIEWING CONTENT IN SAHARA

Reviewer should consider the following:

• Do the transactions appear appropriate for department/University business?

• Are there any suspicious looking transactions?

• Does it appear the accounts have been reviewed (i.e., the Reconciler has noted transactions)?

• Has the Reconciler explained any unrecognized transactions? 

• Using Comment(s) and/or Flag(s)
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RECONCILIATION SUPPORT DOCUMENTATION
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ABOUT RETAINING DOCUMENTATION

Documents may be retained in any manner deemed most efficient by each 
department so long as the documentation may be easily accessed and produced on 
request.

• Ensure continued compliance with UTRGV Retention Schedule

• If retaining Hardcopy documents, create a monthly packet (by month) and 

include all supporting documentation.

• If retaining Electronic documents, create a monthly PDF packet and save to 

departmental shared drive (create monthly folders). 

• Include all supporting documentation.
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RECONCILING WITH SAHARA

1. Login to PeopleSoft 9.2
2. From the Employee Self-Service drop-down menu 

select Accounting & Financial Reports
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On the Accounting & Financial Reports screen
Click on SAHARA Monthly Reconciliation tile
The Account Reconciliation Search page will open

RECONCILING WITH SAHARA
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Click Search button
CC or Project will be revealed in Search 
Results section below

If you do not see the Cost Center or Projects 
you are looking for please click on the 
remaining check boxes (Reconciliation Not 
Required, Budget activity Only, 
Encumbrance Activity Only)

The Account Reconciliation Search page opens. 
Enter the Search Criteria information:
Business Unit: UTRGV
Year: <<defaults current fiscal year>>
Period: <<defaults to most recent closed accounting period>>
Department: <<optional or enter Department ID number & leave Cost Center/Project field blank>>
Cost Center/Project: <<one value at a time>> or LEAVE BLANK

RECONCILING WITH SAHARA
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RECONCILING WITH SAHARA
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RECONCILING WITH SAHARA
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RECONCILING WITH SAHARA
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ACTUALS RECONCILIATION TAB OVERVIEW
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ACTUALS RECONCILIATION TAB OVERVIEW
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ACTUALS RECONCILIATION TAB OVERVIEW
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BUDGET INFORMATION TAB OVERVIEW

ALL THE DATA IN THIS TAB IS COMING FROM COMMITMENT CONTROL
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ENCUMBRANCE INFORMATION TAB OVERVIEW
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DOWNLOAD ACTUALS TAB OVERVIEW
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DOWNLOAD ACTUALS TAB OVERVIEW
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DOWNLOAD ACTUALS TAB OVERVIEW
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DOWNLOAD ACTUALS TAB OVERVIEW
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ACTUALS RECONCILIATION TAB – ACCOUNTS – REVIEWED CHECK BOX
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ACTUALS RECONCILIATION TAB – ADDING COMMENTS
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ACTUALS RECONCILIATION TAB – FLAGGING A TRANSACTION
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ACTUALS RECONCILIATION TAB – FLAGGING A TRANSACTION
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ACTUALS RECONCILIATION TAB – REMOVING A FLAGGED TRANSACTION
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RECONCILIATION
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SAHARA FOR MANAGERS
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HOW TO REQUEST ACCESS – COST CENTER / PROJECT MANAGERS ONLY

a. Ensure your assignment as Cost Center and/or Project Manager is confirmed.

b. Please login at http://SUPPORT.UTRGV.EDU

c. Click on the blue INFORMATION TECHNOLOGY button.

d. Click on Get Access

e. In the following fields please enter the associated information:

a. Category: PeopleSoft –Financials

b. Resource: PeopleSoft –General Ledger

c. Description: As a Cost Center/Project MANAGER, I am requesting 

access to SAHARA with the role: UTZ_FI_GL_SAHARA_APPROVER

f. Click on REQUEST (blue button at the bottom of screen).

g. EULA agreement: Check Your Email 
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ABOUT REVIEWING CONTENT IN SAHARA

Reviewer should consider the following:

• Do the transactions appear appropriate for department/University business?

• Are there any suspicious looking transactions?

• Does it appear the accounts have been reviewed (i.e., the Reconciler has noted transactions)?

• Has the Reconciler explained any unrecognized transactions? 

• Using Comment(s) and/or Flag(s)

• Supporting documentation

• Follow-up emails
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ABOUT RETAINING DOCUMENTATION

Documents may be retained in any manner deemed most efficient by each 
department so long as the documentation may be easily accessed and produced on 
request.

• Ensure continued compliance with UTRGV Retention Schedule

• If retaining Hardcopy documents, create a monthly packet (by month) and 

include all supporting documentation.

• If retaining Electronic documents, create a monthly PDF packet and save to 

departmental shared drive (create monthly folders). 

• Include all supporting documentation.
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SAHARA MONTHLY RECONCILIATION - APPROVAL

The following process is for Cost Center and/or Project Managers ONLY
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SAHARA MONTHLY RECONCILIATION - APPROVAL
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SAHARA MONTHLY RECONCILIATION - APPROVAL
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SAHARA MONTHLY RECONCILIATION - APPROVAL
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SAHARA MONTHLY RECONCILIATION - APPROVAL
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Note: failing to click SAVE will NOT lock the Approved checkbox. Please click SAVE button.

 Click on the Approval Page tab
 The approval process will be completed by checking the “Approved” checkbox
 Click on Save button 
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SAHARA MONTHLY RECONCILIATION - APPROVAL

SAHARA RECONCILIATION & APPROVAL IS AN A-B-C PROCESS
A = Reconciler Reconciles CC/Project
B = Manager Reviews and Approves Reconciliation of CC or Project
C = Process is complete.
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ADDING COMMENTS – MANAGERS ONLY
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MULTIPLE COST CENTER/PROJECT APPROVAL PAGE
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Select “All Cost Centers/Projects” in the drop-down menu and Click Update results. This will update the 
table to show all the cost centers/projects that have been reconciled and are ready for your approval 

MULTIPLE COST CENTER/PROJECT APPROVAL PAGE
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MULTIPLE COST CENTER/PROJECT APPROVAL PAGE
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MULTIPLE COST CENTER/PROJECT APPROVAL PAGE
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MULTIPLE COST CENTER/PROJECT APPROVAL PAGE

61



Finance and Fiscal Reporting

APPROVE RANGE OF COST CENTERS
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APPROVE RANGE OF COST CENTERS
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APPROVE RANGE OF COST CENTERS
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APPROVE RANGE OF COST CENTERS
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APPROVE RANGE OF COST CENTERS
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Select “All Cost Centers/Projects” in the drop-down menu and Click Update results. This will update the 
table to show all the cost centers/projects that have been reconciled and are ready for your approval 

APPROVE RANGE OF COST CENTERS
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APPROVE RANGE OF COST CENTERS
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APPROVE RANGE OF COST CENTERS
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APPROVE RANGE OF COST CENTERS
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APPROVE RANGE OF COST CENTERS
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SAHARA ANNUAL CERTIFICATION – MANAGERS ONLY
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SAHARA ANNUAL CERTIFICATION – MANAGERS ONLY
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SAHARA ANNUAL CERTIFICATION – MANAGERS ONLY
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SAHARA ANNUAL CERTIFICATION – MANAGERS ONLY
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SAHARA ANNUAL CERTIFICATION – MANAGERS ONLY
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SAHARA ANNUAL CERTIFICATION – MANAGERS ONLY
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SAHARA FOR INQUIRY ONLY
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a. Please login at http://SUPPORT.UTRGV.EDU
b. Click on the blue INFORMATION TECHNOLOGY button
c. Click on Get Access!
d. In the following fields please enter the associated information:

a. Category: PeopleSoft –Financials
b. Resource: PeopleSoft –General Ledger
c. Description: I am requesting access to SAHARA with the role: 

UTZ_FI_GL_SAHARA_INQUIRY
e. Click on REQUEST (blue button at the bottom of screen)
f. EULA agreement: Check Your Email 

g.  IMPORTANT: Once access is granted by I.T. you must do the
following to get access to view the CC/Projects.

a. Send an email to AccountingandReporting@utrgv.edu with the
following information:

a. Your Name & Employee ID Number
b. The list of Cost Centers and/or Projects you want to view
c. The respective CC/Project Managers’ approval

b. Delaying this email will delay your access to view CC/Projects 

HOW TO REQUEST ACCESS – INQUIRY ONLY
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SAHARA FOR INQUIRY ONLY
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Individuals with SAHARA FOR INQUIRY ONLY are limited to the following:
1. Able to view all financial data posted in SAHARA
2. Able to view attachments uploaded by the Reconciler and/or Manager
3. Ability to view comments on flagged items as well as general comments in the Budget 

Information, Actuals Reconciliations, and Encumbrances tabs

SAHARA FOR INQUIRY ONLY access has these additional limitations:
1. Cannot Reconcile on behalf of the Reconciler
2. Cannot Approve reconciliations on behalf of the Manager
3. Cannot initiate Flagging of transactions
4. Cannot remove flags on transactions
5. Cannot upload attachments
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SAHARA PROCESSES & REPORTS
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UPLOADING ATTACHMENTS
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DRILL DOWN TO SOURCE
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SAHARA SUMMARY REPORT

Navigate to & click NAVBAR on the far-right side of 
the Employee Self Service tab and click on the 
MENU option 
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The screen will change revealing a vertical menu on the right 
side of the screen. Click on the menu options in the following 
order: 
a. FINANCIALS
b. UTZ CUSTOMIZATIONS
c. GENERAL LEDGER
d. SAHARA
e. REPORTS
f. SAHARA SUMMARY REPORT 

SAHARA SUMMARY REPORT
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The center workspace will change to SAHARA Summary 
Report screen. FIRST TIME USERS: You will need to 
create a RUN CONTROL ID. Follow the steps in this order 
to do so: 
a. Click on the “Add a New Value” tab
b. In the Run Control ID box enter: 

Sahara_Summary_Report 
c. Click on the Add button 

After you add search criteria and click on the SAVE button (see next step) you will NOT need to create a new 
Run Control ID. Click on the Find an Existing Value tab and then click on Search button, revealing the saved 
search criteria. 

SAHARA SUMMARY REPORT
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The screen will then change to reveal the 
Account Reconciliation Summary Report. To 
create the report, you will need to populate 
the following fields: 
a. REQUIRED: Business Unit field will be 

pre-populated with UTRGV 
b. REQUIRED: Fiscal Year 
c. REQUIRED: Accounting Period or check 

the All Periods 
d. OPTIONAL: Department From & 

Department To
e. OPTIONAL: Cost Center/Project From & 

Cost Center/Project To
f. OPTIONAL: CC Owner ID (Manager 

Employee ID Number)
g. OPTIONAL: Reconciler ID (Reconciler 

Employee ID Number) 
h. OPTIONAL: Reconciliation Status (Y or N)
i. OPTIONAL: Approved Status (Y or N) 

SAHARA SUMMARY REPORT
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SAHARA SUMMARY REPORT
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SAHARA SUMMARY REPORT
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SAHARA SUMMARY REPORT
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SAHARA SUMMARY REPORT
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SAHARA SUMMARY REPORT
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TRACK FLAGGED ITEMS
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TRACK FLAGGED ITEMS
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TRACK FLAGGED ITEMS
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Contact Us:
Training Coordinator: AccountingandTimekeepingTraining@utrgv.edu

Accounting and Reporting: AccountingandReporting@utrgv.edu

WWW:  https://www.utrgv.edu/finance-and-fiscal-reporting/departments/accounting-and-
reporting/index.htm  
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