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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 BLACKBOARD:
https://mycourses.utrgv.edu/webapps/blackboard/content/listContentEditable.jsp?content id= 8284114 1&c
ourse id= 61417 1

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)

The University of Texas

Finance and Fiscal Reporting RioGrande Valley
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OVERVIEW/OBIJECTIVES

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

, - - The University of Texas
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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

, - - The University of Texas
Finance and Fiscal Reporting RioGrande Valley



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

The University of Texas
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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.

, - - The University of Texas
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SAHARA ARCHITECTURE

PeopleSoft SAHARA
Daily Transactions Application

GL
KK Budget
Payables

Nightly

Batch Job* it

Grants

Time Expenses
Encumbrances
HR Payroll
Assets

ARA Monitoring

Cutoff Point

LOR

~.

* Data in SAHARA will be one day behind

. . . The University of Texas
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SAHARA - THREE MAIN COMPONENTS

AR/Billing
Grants

Time & Accounts
Expenses Payable

Account
Reconciliation

Reconciled/
Approved
Data

Application

KK Budget HR
GL Payroll

(Actuals, Budget & Encumbrance data)

CC/Project
Annual

ARA Monitoring Certification

Rewview
Status

The University of Texas
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THE MONTHLY PROCESS

Finance and Fiscal Reporting

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

The University of Texas
RioGrande Valley



AUTO NOTIFICATION VIA EMAIL - EXAMPLE

] Approval is Requested for SAHARA Account Reconciliation

£ Repl %5 Reply All Are
noreply@utsystem.edu ) ey © Reply
To Cost Center/ Project Manager

— I'I'his is to inform you that you have a SAHARA Account Reconciliation ready for approval:

Business Unit:UTRGV
Fiscal Year:2020

— Accounting Period:12

CostCenter/Project:530000010%
Funding Source Description:FY20 Chess Classes

You can navigate directly to the approval page by clicking the link below.

https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fzbih-sbx.utshare.utsystem.edu%2 Fpsp%2FZBIHSBX%2 FEMPLOYEE%2FERP%
2Fc%2FUTZ CUSTOMIZATIONS.UTZ FM ACCT RECON.GBL%3FPage3DUTZ FM RECON APPR%26Action%3DU%26ACCOUNTING PERIOD%3D12%
—EGBUSINESS UNIT%3DUTRGV%26FISCAL YEAR%3D2020%26UTZ ARA CCPRJ FL%3D5300000109&amp;data=04%7C01%7Cdavid.guerra%
A40utrgv.edu%7Cfd7a3f5e42944a0d602808d929b92680%7C390436a687df491c91249afa91f88827%7C0%7C0%7C637586697458211183%
7CUnknown%7CTWFpbGZsb3d8eyIWljoiMCAwL jAwMDAILCIQljoiV2luMzIiLCIBTil61k1 haWwil CIXVCI6Mn0%3D%
7C1000&amp;sdata=b3nSaUbkFrHHLgk18QqgrkVpcbB]bNWswIW6PH41500Q0%3D&amp;reserved=0

The University of Texas
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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.

» |f 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.

. . . The University of Texas _
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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

The University of Texas
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ABOUT RECONCILING - WAGES

Reconcilers consider the following, if applicable and if feasible:

* Provide PeopleSoft timesheet to verify total hours.

e Calculate pay (Hours x Rate).

* Validate wages are correct for each employee in SAHARA.

, - - The University of Texas
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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.

, - - The University of Texas
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ABOUT REVIEWING CONTENT IN SAHARA

Reviewer should consider the following:

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

e 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)

, - - The University of Texas
Finance and Fiscal Reporting RioGrande Valley



RECONCILIATION SUPPORT DOCUMENTATION

Review Type Supporting Documentation

Salaries .
Wages =
Fringe Benefits .
Operating Expenses =

Finance and Fiscal Reporting

HR Separation / Retirement Form

Other HR salary related forms with supporting documentation
Additional Pay Request

PAFs

PeopleSoft Time Sheet (hours entered) (if applicable)
Calculate pay amount (Hours x Rate) (if applicable)
Validate wages amount for each employee (if applicable)

No supporting documents required
Verify there is little fluctuation between months
Notify Budget Office of any discrepancies

Copies of Purchase Orders

Invoices for both PO and Non-PO Vouchers

IDT Journals with supporting documentation

Pro Card Transaction Logs (note: keep receipts separate)

Expense Reports with attachments and supporting documentation

The University of Texas

RioGrande Valley



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 UTRGV Retention Schedule Compliance

e |f retaining Hardcopy documents, create a monthly packet (by month) and
include all supporting documentation.

* |f retaining Electronic documents, create a monthly PDF packet and save to
departmental shared drive (create monthly folders).

* Include all supporting documentation.

The University of Texas
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RECONCILING WITH SAHARA

1. Login to PeopleSoft 9.2 mﬁ"‘éﬁf}‘{""ﬂrﬁﬁe}; I ® Q
2. From the Employee Self-Service drop-down menu . W ,
select Accounting & Financial Reports Employee Self Service v

A

Employee Self Service

Workforce Administrator

Accounting & Financial Reports

Commitment Control

Procurement Operations

, - - The University of Texas
Finance and Fiscal Reporting RioGrande Valley



RECONCILING WITH SAHARA

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

' SAHARA Monthly Reconciliation |

o

, - - The University of Texas
Finance and Fiscal Reporting RioGrande Valley



RECONCILING WITH SAHARA

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>>
r LEAVE BLANK

Cost Center/Project: <<one value at a time>> o

Click Search button
CC or Project will be revealed in Search

SAHARA Month

N

ly Reconciliation

Results section below

q

% Reconcile ~

If you do not see the Cost Center or Projects

Accounts Reconciliation

you are looking for please click on the & Approve v

remaining check boxes (Reconciliation Not 4 e .

Required, Budget activity Only,

Encumbrance Activity Only) ! feportng -
dy. Secunty e

"BHusiness Umt
"Year
*Period

Search Page

Account Reconciliation
Search Criteria
UTRGV |
20233
7o
{' ARA - Muttiple CC JPR. Approval Fage
a

Department
Lost LentenProject

Raconcled Not Approved
1 Recancillation Mot Required

Mot Reconciled
Complete
Budpeat Activity Only
_ Encumbrance Actrvity Only
Szarch

Finance and Fiscal Reporting

The University of Texas
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RECONCILING WITH SAHARA

l—l

Click Search bU’FﬁUQ ed NOTE: A cost center/project will show
2. CCor Project wi € revealedin “Inactive\Unauthorized” or “Reconciliation
Search Results Section t Required” b thev d th
3. Click on the Cost Center or Project ID nn. .eqmre _ecause €y do not have any
activity for the fiscal year, once they have

activity content will appear.

Search Page

Account Reconciliation

Search Criteria “Inactive\Unauthorized” or “Reconciliation
usinzss ni ”;E"’QQ not Required” will NOT allow reconciliation in
*Year .

*Perind 12|, SAHARA

Department A ARA - Multiple CC /PRJ Approval Fage

Cost Center/Project &}

@ not Reconcilea B Reconciled Not Approved Once aCtiVitv appears, RECONCILIATION will be

@ complete 4 Reconciliation Not Required allowed for the rest of the Fiscal Year.
Budget Activity only :

Encumbrance Activity Only
Search
Personaize | Find | View All | (21| & First (4 1
Cost . Fiscal q 1 FRre ) o
CenteriProject Degcription Owmar Type Year Period Reconciliation Status Actuals Rev  Actusle Exp Budgets Rev  Budgets Exp E
21000002 Recnitmant and Siafing Costeantar e A Eg;ﬂ}:'gat'” not 0o 000 0o 277488

The University of Texas
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RECONCILING WITH SAHARA

Search Page

Account Reconciliation

Search Criteria

*Business Unit UTRGY
“Year 239
*Periad 123,
Dapartmeant

ap

Cost Center/Project

Mol Reconciled Reconciled Not Approved
Complete Reconciliation Not Required
Budget Activity Only

Encumbrance Activity Only

Search
L= Description Crwmer
Center/Project P
21000073 Cific of Deputy President
310000132 University Events
31050073 DES_—D‘fc: of Deputy

President

31050097 DES-Cric of University

m Ewvents

Finance and Fiscal Reporting

ARA - Mullipe CC /PRJ Approval Page

Type

Costoenter
Costoenter

Costoenter

Costoenter

Fiscal
Year

2021
2021
2021

2021

Mew Wind

Reconciliation Status, Reconciliation,

7’
7
7
7

—____-£----:_Iss“znlpirdlmw'ﬂ‘"“:‘.|E ——

ficd Reconciliation Status Reconciliation Approval Actu,
Mot Reconciled I bz
Reconciled Not Approved 7 Q0
Complete w i I 0.0
ll Mot Reconciled l 0
\—------————ﬂr

Rev  Actuals Exp Budgets Rev

8,965.50
1081
40,07277

B, 44173

& Approval is current and up to date

1-dofd k Last

Budgets Exp Encumbrance

0.00 28.467.00 10990042
-10,000.00 10,000.00 0.00
0.00 45544000 44T131.08
0.00 20,30:0.00 7054428

The University of Texas

RioGrande Valley



RECONCILING WITH SAHARA

On the RECONCILIATION screen
1. Six (6) tabs will appear across the top

1. Search Page

2. Approval Page

3. Budget Information

4, Actuals Reconciliation

5. Encumbrance Information

6. Download Actuals

e Win

Search Page Approval Page Budget Information Actuals Reconciliation Encumbrance Information Download Actuals
Header Details
Cost Center 210000038 Description Recruitment and Stafing Oramer Department 2080320 Human Resouwrces & Talent Dawvt
Projects Start Date End Date Accounting Period 1 Fizcal Year 2021

, - - The University of Texas
Finance and Fiscal Reporting RioGrande Valley



ACTUALS RECONCILIATION TAB OVERVIEW

Mew Window
Search Page Approva Page Budget Information Actuals Reconciliation Encumbrance Information Downlosd Actuals

Header Details
Cost Center 21000008  Description Recruitment and Staffing Orwmer Department 208030 Human Resources & Talent Devt
Frojects Gtart Date Cnd Date Accounting Meriod 1 Fiscal Year 2021
Month End Expense Summary Month End Revenue Summary

Revised Expense Budget 5277488 Revised Revenue Budget 30.00

YT Actuals Expense 50.00 YT Actuals Revenue 20,00

PTD Actuals Expense 20.00 PTD Actuals Revenue 30.00

Frmmnhranrs Total T2 774.28 Revenue Riurdgest Ralannes 20,00

Awailable Expense Budget 20,00

Reconciliation

Reconciliation Reconciled By Reconcile Date Reconciled Oprid
| haws recnnriled Al Arsiesls transsotinns for this rres ranter/Projert o Apninagriate snppoting dncnmensstion and nnted &l iecnncling items in the comment fisids
Save
Comments
Reconciler Comments Approver Comments
m Sawve Commnents
e b
Mo Actuals Transaction Data available for this period

The University of Texas

Finance and Fiscal Reporting RioGrande Valley




ACTUALS RECONCILIATION TAB OVERVIEW

Month End Expense Summary

Fimvined Experne Budges
YTD Aciuals Egwrce

PTD Agtusls Experse
Encumbrance Total

Expense Summary:
*YTD Actuals Expense (Fiscal YTD —2020)
*PTD Actuals Expense (Project to Date —Inception)

Revenue Summary:

*YTD Actuals Revenue (Fiscal YTD —2020)
*PTD Actuals Revenue (Project to Date —Inception)

Finance and Fiscal Reporting

Feconcile Dabs

Revenue / Expenses for the Period:
*Month to Date activity
(no transactions data notice displays if applicable)
(Note: even if no data is displayed you will need to
continue in-house tracking)

The University of Texas
RioGrande Valley



ACTUALS RECONCILIATION TAB OVERVIEW

Search Page || Acprowel Page || Budged Information || secmsals Reconciliation | Encumtwenca informedon || Dosminsd Acksts
Headar Dwdails
Praject ISI5E04 Deamipbion Disia Provensscs Aszurencs in Owmer Galea Amn Depariwsnt Pk ] Comgpuber Sci
Caoat cenders St Dale OHOSCHE En Dite 12310019 Aceoarling Pancd 4 Facal
Mosth Emd Expenss SUmmany BINEh End Revenus Summany
Foveiied] Expangn Baogat £30,000.00 it ol Birvani Butjat 5000
¥T0 Achuls Expanss 24 41261 ¥T0 Achuls Revanue
FTD Aciuals Expense Se 26 5 FTO Actuals Aevenue L
Encumbizsce Tolel 513385 Rewvenue Budgel Balsnce 552045
Pra-Ensiimbingnos Tawl .00
Arailnbln Expsnes Budpst 245,54,

Account 63001

Rewiewad Review Date

Approver Commaernts

Dietails  |T5H
x 10
1 q an

Consumable Non-Ofice Supples

Invoice Date

2019-09-16

Due Date
2012-10-18

Source

Voucher |0
N009%236

Accounts Payable

Woucher Line Descr  Vendor Name

wiler supply WATER KING

Acc

Customer N

“Reconciliation Status” allows users to confirm if a Cost Center/Project has been reconciled.
= The reconciliation check box will NOT be available until Accounting Period has officially closed.

General comments can be added to the reconciliation.
Specific comments can be added to individual lines.
Flags can also be enabled to highlight a transaction.

Finance and Fiscal Reporting
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BUDGET INFORMATION TAB OVERVIEW

Permanent Revenue Budget

ALL THE DATA IN THIS TAB IS COMING FROM COMMITMENT CONTROL

. Beginning Pe riod REU Budget Ttl :‘a:;:;.r—.an::ts“a:p:rwa..—'a;e Bucget Information || Acuals Reconcilation | Encumbrance informadon || Download Acteals

L MDnthW Rev BUdEEt Trans Ttl i“'”fc“”"" ZI000005  Description Recruitment and Stefing ?;:LEE Ja-res::rlj:: ﬁl::pam:en:r z:aca}: —|L."51:e5m|.::5&[2?': Dent
rojeets counting Period iscal Year 2

¢ End of Period Rev Revised Budget|  c.omees

Permanent Expense Budget

- sourced from KK budget data

¢ Beginning Period Exp Budget Ttl

e Monthly Exp Budget Trans Ttl

e End of Period Exp Revised Budget

Budget Activity breakdown

Reconsiler Comments

Approver Comments

Summary

Pormanent Revenua Budget

Baginning of Period Rey Sudgel Total 50,00

Maonthiy Rew Budget Transaction Total  20.00

End of Feriod Rev Revised Budget

BudgeT ACLivity
Commeants Flag Tran D
COOO284754  |OFI2/2000

O000384754 D7 2852000

Q00084253 DB/2472020
LBt LU g PR ]

CO00E42033 DB/E4Z020

Pormanent Expenso Budgot S0.00

Beginming of Period Exp Budgel Total 3000
Monthly Exp Budget Transaction Total 52774 23
End of Period Exp Revised Budgst

52 TT4EE

Eudget Entry

Tran
o Typa

Lin Jowrral 1D

Ledger Group
302 OB00KI2260

Origina

300 OBOOKIZZ50 DOrigina

300 E200035ETH Origina
Adpustment

8 ERDC0ZEEEE

Z94 EZD0OZ3ETS Origina

Fersonaize | Find | view &l | (2 | [ Firsl 4 15075 ik

Acsount Descsiption  Budget Amount

‘Wegas £7.000.00

Operating Expenses 3228 63200

Operating Espenzes  3-25,512.00

Operaing Bpenses 5277453

Wages 5-7.800.00

Last

The University of Texas

RioGrande Valley

Finance and Fiscal Reporting




BUDGET INFORMATION TAB OVERVIEW

Naw
Search Pags Approwal Page Budget Information Actuals Reconciliation Encumbrance Information Download Actuals
Header Details
Cost Center 21000008 Description Recruitment and Stafing Crvmer James Michagl 5 Department 208030 Human Resources & Talent Devt
Projects Start Date End Date Accounting Period 1 Fiscal Year 2021
Comments
Reconciler Comments Approver Comments
|
Save Comments
e
Encumbrance Summary
Beginning Balance 30,00 Met of Transactions 52 774 23 Ending Balance 3277422
PO Encumbrances
Comments Flag PO Numbes Purchase Order Date Line PO Ling Description Viendor Name Requisition 1D Requistion Date xg;‘:;::‘:l ﬁ“'?g:-'t:::_um Line
. ED Printer Paper, 8.5"x 11", 20 lbs.. . MMUS
1 L VOO0D 7455 OF/ 082020 1 Shests/Ream, 10 -lul:‘- -_'TRI 002020
Reams/Carton [TRE6058) =
I Mo transactions for Travel Expenses Encumbrances
Mo transactions for All other Encumbrances  SUICh as Payroll Encumbrances (HCM Integration) & AP Encumbrances

The University of Texas

RioGrande Valley

Finance and Fiscal Reporting




DOWNLOAD ACTUALS TAB OVERVIEW

Search Page Approval Page Budget information Actusls Reconciliation Encumbrance Infiormation Download Actuals

Header Details

Cost Center 21000008 Description Recruitment and Staffing Cramer James Michasl 5 Departrmient 208030 Human Resources & Talent Dewvt
Projects Start Date End Date Accounting Period 1 Fiscal Year 2021
Business Unit Fiscal Year  Accountng Perod — Cost Center Account Ledger Ledger Group Sowrce BAccounting Definition Name Department Monetary Amount

Personalize | Find | View Al | 2 | B3 First 4 10of1 (b Last

TR Jouirnal Line Descr TR Journal Ling Rl e

The University of Texas

Finance and Fiscal Reporting RioGrande Valley




DOWNLOAD ACTUALS TAB OVERVIEW

|
SezmhPage | ApprowalFage | Budget Inmestion || Acugls Reoonoiizton || Encamirance mfomeation
Header Dedails

Cost Cemer ZI000ME  Description Recnaiment and SEffng Dwmer James Wishasl 5 Deparment 28030 Hurran Resoumes & Taent Devt
Prajects Start Nake Erd Dt Brzounting Perind 1 Fizial Year 2021
Taf & L=
Busingss Unié  FsealYear  AccoustingParied  Cost Conber Aroaunt Ladger Ladger Graup Eourca Asacueting DefiniSios Mame Departmem Mosckry kmoust TH. Jeamal Line Deser TR Jouma Liee e MaegE

= Click on Download Actuals tab
=  Use the Download to Excel icon

, - - The University of Texas
Finance and Fiscal Reporting RioGrande Valley



DOWNLOAD ACTUALS TAB OVERVIEW

Fiscal ‘fEi: * | Accounting Peric = Cost Center: * | Accoun "I Sourci v I Departmen « Monetary Amount vl User Char 3 vl = VD uc h ers
2020 2 19080028 63633 |AP 505000 £04.44 'EOO'QBSBS
2020 2 15080028 63003 |AP 506000 1,304.74 |00099867
2020 2 19080023 67645 (AP 506000 400.00 |DQ0S99B6T
2020 2 13080028 67645 | AP 506000 40000 |DDO99267
2020 2 15080023 63633 (AP 506000 70810 (00100171
2020 2 150800238 88115 |AP 506000 25900 |MM1I2S5676

I Fiscal Yez = | Accounting Perid = Cost Center ~ | Accoun - | Source v.l Departmen = Monetary Amount v] User Char 3 ~ Exp DoclD 1| = E}{pense | D

2020 2 19080028 67645 |EX 506000 200.00 233718
2020 2 19080028 63004 |EX 506000 8142 234483
2020 2 19080025 62102 |EX 506000 1160 235743

Fiscal Yee ~ | Accounting Peric ~ Cost Cenler ~ | Accoun ~ | Sourct = I Departmen ~ Monctar\rﬂmuunt.*“ User Char 3| = I ExpDoclD | - l Journal ID .T]. = JDU rnals
2020 2 19080028 63801107 206000 13.20 SCO28F5001
2020 2 10080028 67606 )1DT S06000 2.00 SCO2BHROOL
2020 2 15080028 67606 |1DT 506000 8.00 SCO2BHROOL
2020 2 19080028 67106|1DT 506000 806.25 5C02850D01
2020 2 19080028 63632 10T 506000 00e SC028T1135

Note: Once all documents identified, gather all supporting documentation that supports transactions

The University of Texas

Finance and Fiscal Reporting RioGrande Valley




DOWNLOAD ACTUALS TAB OVERVIEW

Apply Filter for specific Account reconciliation.

I Fiscal Yez ~ | Accounting Peric = Cost Center | i | partmen « Monetary A.mnunt: =] Exp Line Descr « Exp DocID |~ | Exp Emp Name ~

} 2020 2 19080028 S0e000 145.00 [Lodging 235818|Lugo
2020 2 19080028 62106 208000 61.00 |Meals 235818 |Lugo
2020 2 19080028 62106 206000 45.75 |Meals 235818 Lugo
2020 2 19080028 62106 S06000 £1.00 |Meals 235818|Lugo
2020 2 19080028 62106 506000 61.00 |Meals 235818 |Lugo
2020 2 19080028 62106 506000 45.75 |Meals 235818|Llugo
2020 2 19080028 62106 506000 14500 |Lodging 235818|Lugo
2020 2 19080028 62106 506000 13550 (Lodg 235818 |lugo
2020 2 19080028 62106 S06000 61.00 |Meals 236010|Pitcher
2020 2 19080028 62106 506000 45.75 |Meals 236010|Pitcher,
2020 2 19080028 62106 506000 61.00 |Meals 236010|Pitcher,
2020 2 19080028 62106 609000 13550 |Lodging Over Per D 236010|Pitcher
2020 2 19080028 62106 S06000 145.00 |Lodging 236010|Pitcher
2020 2 19080028 62106 506000 £1.00 |Meals 236010|Pitcher
2020 2 19080028 62106 S0e000 45,75 |Meals 236010|Pitcher

2

. 2020 19080028 62106 605000 I‘ -. Bl 0dging 236010|Pitcher

Verify total to SAHARA reconciliation GL Account #.

. . . The University of Texas
Finance and Fiscal Reporting RioGrande Valley



ACTUALS RECONCILIATION TAB — ACCOUNTS — REVIEWED CHECK BOX

Account 62106 Trvl In St Meals Lodging Source Expensas i ef Naine enece Dot
Reviewed | Review Date
Personalize | Find | View 10 | (0| £ First (4 116 0f16 » Last
Details | [F=kW
Flag Em%ﬁ[ o Emplid Employee Name Approval Date Sheet Name Expense Type Merchant Line Descr Monetary Amount
1 02 F 0000236010 1011112019 Digital Frontiers  TRO0429 Meals 54575
2 O Staylo Lodging 514500
3 (| Staylo EEE;PE'D‘E”‘ 5135 50
4 QI Review by Account Meals 54575
5 8|1 Review Account Subtotal Slarlo odaing S0
6 0 | ! o Meals $61.00
7 O] Review SpECIfIC amounts Staylo Lodging 5145 00
8 | Once reviewed, click “Reviewed” check box leals $57.00
g (I 1 Iaals $61.00
10 00| Meals 545.75
1 (2 0000235818 v 1011172018 Digital Frontiers  TRO0129 Meals 545 75
12 (O I 0000235818 1011112018 Dightal Frontiers  TRO0129 Meals 361.00
13 (0 = 0000235818 1011172019 Digital Frontiers  TRO0129 Meals 564.00
14 ':::' I~ 0000236010 101172015 Digital Frontiers  TRO0125 Meals 361.00
15 '::' I~ 0000236010 101172015 Digital Frontiers  TRO012F Staylo Lodging 514500
1% O ' 0000236010 1001172019 Digital Frontiers ~ TROD127 Staylo b“dﬂi”ﬂ':"’a' $135.50

, - - The University of Texas
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ACTUALS RECONCILIATION TAB — ADDING COMMENTS

search Pape Appraval Page Budget [ nformation

Aciuals Reconciligtion Encumirance Infarmation Drvwnilaad Aciuals I v
Header Details
Cost Center 21000204 Descrplion Economics and Finance Owemer . .
Projects start e wme @) General comments can be added in the Reconciler
Expense Summary Revenue Summarny comments box
Revised Expense Budgal 2, 73013 Reviged Aevenie Budgel - .
Y‘:nre:::u DntL:A::ml.s ::pansa :222:;4 1' Y‘aars:n D:la Actuals ::varlua b} CI ICk Save com me nts b Utton to rEta I n com me nts
S e c) To leave specific comment on individual accounts, click
Avatablo Exposo Busgor 5724320 on the comments bubble (don’t forget to click that
Reconciliation SEVE bUttUn]
| hawe recanciled all Actuals ransactions for this Cost CenlenProject 1o approprale supporting documentatizn and noted all reconcing tems in the comment Telds.
Reconciiation [ Reconciled By

Reconcile Date
Save

Comments

Reconciler Comments

Save Commanis

Attachments

Personalize | Find | View All | (21 E First (4) 1-20f 2
Details | [F=H

» Last
g e |0 Iwoice Date Due Daie Woucher 1D Voucher Line Descr  Vendor Name Cusiomer Name FO# PO Descr Monetary Amount
aﬁs-:uzz 2013-09-06 2019-00-05 MM231027 ESTIMATE 24691, asTsioNs 2020158945 SRR, amse

. . . The University of Texas
Finance and Fiscal Reporting RioGrande Valley



ACTUALS RECONCILIATION TAB — FLAGGING A TRANSACTION

Account 63001 Consumable Mon-Office Supplies source Accounts Payable ACe H [ H /
’ v Flags enabled by Reconcilers to highlight transactions.
Reviewsad Review Date Acc
g
Details  [TT°H . , .
oice [0 Invoice Date Due Date Youcher 1D Voucher Line Descr  Vendor Name Customer N3 Please add co mmems bEfO re ﬂagglng 1h|5 transa Ctlnn

1\ 24490 2019-09-16 2019-10-16 O009B236 waker supply WATER KING
Reconciliation Comments ‘ OK ‘ ‘ Cancel ‘
Header Details
CostCentar 000204 Dascription  Econamics and Finance Owner Dapartment 410915 Economics & Finance

Frojecis Start Dats End Date Accounting Peried 11 Elscal Year 2029

1) Select the transaction to flag by clicking

Employee D:

oSk Par Tine. Lecate on the Ll flag

Job Code: 10052

Papcheck Wiksber 4106265022 2) Pop up appears: “Please add comments

Jowrnal 10: HPYDDS0637

Monetary Amouat: 1124 26 before flagging this transaction.” click OK.

Chartields 3) NEW ADDITION: LINE DETAILS (to ensure
you are on the correct line item to flag)
[ testuwoses oo oo st ptsted et 10221 22| 4) Add your comment (s).
5) Please note user’s name and the date &
time stamp for when comment was made.
6) Click on Save and Return to Previous Page

Retum 1o Previous Page Save bUtton

“Plesse do nof use Double quotes, Single Quotes and Commas n the CoMMENS.  Sj————————

, - - The University of Texas
Finance and Fiscal Reporting RioGrande Valley



ACTUALS RECONCILIATION TAB — FLAGGING A TRANSACTION

Account G300 Consumable Mon-Office Supples source Accounts Pavable Acc

Reviewsad Review Date Acc

Invoice Date Dhee Diafe Voucher 1D Voucher Line Descr Vendor Mame Customer N

20019-N9-16 201519016 0098236 water supply YWATER KING

The flag has now turned RED

Account 64101 Copying/Printing Saervices Source Accounts Payable Acctg Def Name Payables Definition
Reviewad Review Date Account Subtotal £406.50
Personalize | Find | View AR | (2| Firsl 4 120f2 & Last
Details | [T
Irvoice Date Due Date Voucher ID Voucher Line Descr  Vendor Name Customer Name PO & PO Descr Monetary Amouwnt
ESTIMATE 34691 ESTIMATE 34691

20119-09-06 2019-09-06 MM231027 FASTSIGNS 2020158946 $387.50

uT uT

, - - The University of Texas
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ACTUALS RECONCILIATION TAB — REMOVING A FLAGGED TRANSACTION

Account G410 Copying/Prining Services Source Accounts Payable Accig Def Hame  Payables Defindion
Reviewed Review Dale Account Subtotal 5406 50
Personalize | Find | vievAl | 30| B First & 12012 & Last
Detas | [FEH

Flag Invgce ID Invoice Date Due Cate Voucher 1D ‘Woucher Line Descr  Vendor Hame

| o e e ) click on the red Flag (flagged account)
Accoust 64101 CoringPrining Seivices Source Accourss Payable 2) Pop up appears, click YES to remove flag
e e e Unflag comments required, click YES to

peats | (=9 Ave You 3ur3 you want fo remove this fam from your Flagged llems st add those comments

T T o Update or Remove(???) comment

Click on Save and Return to Previous Page
Message b u ttﬂ n

Please update the comment before un-flagging this transacton.

DK

Raconciler Comments
Received receipl

Save and Retumn 1o Frevious Fage

, - - The University of Texas
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ATTACHMENTS

Approve

SAHARA now allows attaching files at Header level. r—
SAHARA Reconcilers/Managers able to upload
attachments at the Header level ,

Attachmenis

Attachments link with counter Attachments (1) to be added to Approval Page tab, Budget
Information tab, Actuals Reconciliation tab, and Encumbrance Information tab.

Approval Page | Budget Information || Actuals Reconciliation || Encumbrance Information

REGARDING UPLOADS
Please follow IT policy on storing information
(https://www.utrgv.edu/is/ files/documents/data-storage-guide.pdf)
DO NOT UPLOAD anything containing confidential information onto SAHARA
DO NOT UPLOAD anything that will violate HIPAA and/or FERPA onto SAHARA
Upload Specific Reconciling Items
Upload Specific Documents that have signatures, such as forms requiring approval.

The University of Texas

Finance and Fiscal Reporting RioGrande Valley



DRILL DOWN TO SOURCE

Ability to drilldown into a source transaction - the ck Number Monetary Amount
user shquld have the ability to select a relevant 0021 5714 82

transaction (voucher, expense report, journal, etc.)
to see the detail of that transaction and the p4157 $201.06
attachments on that transaction.

20982 $645.96
23278 ©730.58
n ARA - Accounts Reconciliation o [55] Regular Ertry B <+ E D 93 2 !E 1 i Bg 4 | "-;1 :l I'I Etal:l:.'. Am CI'..l Ht
[ ﬁ‘ i zbfi-uatutshare.utsystem.edy pep/ZEFIUAT_1/EMPLOYEESERP/c/ENTER_VOUCHER_INFORMATI

b el 3 i Lo s B T
Regular Entry

| Invaice Infarmation

NOTICE:
Business Unit  UTRGV veiee o asopmicr Monetary Amount links do not go outside of General Ledger
Voucher I R)120261 Accounting Date 01725201 (will not go to iShop)
Woucher Style  Regular Vioucher Pay Terms O
Invoice Date  04/04/2024 Basis Date Type Inv Date

For Journal Entries results will not take you to specific line.

, - - The University of Texas
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RECONCILIATION

Seanch Page Approval Page

e e | s 4 e
Budget Infarm o mirance Infarmalion Drovwnload Acluals
Header Details
Cost Center 29000204 Descrption Economics and Finance Owmer Department 410115 Econamics & Finance
Projects Start Date End Date

Accounting Peniod 11 Fiscal Year 2021
Expense Summary Revanue Summary

Rewised Expense Budged 5290573012 || Revised Revense Budgel
Year To Date Actuals Expense

£0.00

£2 TRE 29413 | Year To Date Actuals Revenue £0.00

Project To Date Actuals Expense 52,766,294.13 | Project To Date Actuals Revenue 50.00

Encumibrance Total 568,026 70 Revenue Budget Balance 50.00
Available Expense Budget

572,453 30

Reconciliation

| have reconciled all &ctuals ransaclions for this Cost CenlenProject to appropriale supporing documenksiicn and noled all reconciing t=ms in the comment felds.

Reconciliation 7] Raconciled By Reercon cile Dute Rercon ciled Oprid

Save
-ammen

Reconcller Comments

Approver Comments
Bawe Commenis

i Attachmenta
5

» Once transactions have been reviewed, scroll to top of page (Reconciliation section)
» Read the revised acknowledgement statement

» Click “Reconciliation” box & click on Save button (failing to click SAVE will NOT lock the
Reconciliation checkbox, please click SAVE).

Finance and Fiscal Reporting

The University of Texas
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APPROVAL PAGE TAB

Approval Info
Approved check box
Approved by
Approval date
Approver NetlD

Finance and Fiscal Reporting

SeaichFaga || Approwsi Page || Budget Informator ACt_Gic Feeonciiator EnCumaance Infomaion

Header Details

Cost Cerdar Z200000E Desaription Serunvent =rd SEfteg

Approval Info

Dm0zl Acduals

“ | rava raviewad and sppeosvad the eoon sl i@ion and notms sagarding tha recaneding s b this oot eanier =/Froao s moathly a0y,

Approeed | Approoved By

Reconoiler

Mt Menthly As

Fevenus Budgsd 2000
Expense Budged 52.774.35

Account Sunemanes

Toksl Budgets 52 774 B3

Persoralzs | Fnd | viewad | 3 | R First 4

Apeount Dvisaii plices

1 AnZd i

Tranaaciion Commenis

Budget! Comments

Aosount Rsgorciar Comments

Actuals Comments

Aosount Resoncler Comments

Encambrance Commenis

Ascount Aeconoler Comments

Bppreresd Date

Reconciliaiion Cate

Fmvwrme Achasks 30,00

Encumbramcis 52,
Expense Acbaals 50,00

Tatal Achmls 5000

s hfinchorer

Depantment e e ST R snyroes 8

wert Dt

Fiecounting Bercd 1 Finosl Year

Appraver NetD

Total Encumbrances 52 774 B3

= Frraz Encismbrance Famonaizs | Find | view 82 | 0] R
i fAotd b Las= Accouints i 1at2 b
Acnoark D szraphion Wonstary Amount Acmoun Dlasee rigksn Monstary Armcunt

Approver Cormens

A EITYEr Commens

Pgprover Comments

Offics Computer Suppiiss Eltass

Facacnalice | Find | sl | 02 | R First & fofi (b Lust

Fisd (4 1of1 b Lasd

Peraonalzs | Find | Wit | 00 | B Frst & 1cf1 (} Last

A=

The University of Texas
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RECONCILIATION REMINDER

RECONCILERS ENSURE YOU ARE RECONCILING USING SAHARA.

The first reconciling period is FISCAL YEAR 2021 PERIOD 1
(September 2020)

Finance and Fiscal Reporting



SAHARA MONTHLY RECONCILIATION - APPROVAL

' SAHARA Monthly Reconciliation |

o

The following process is for Cost Center and/or Project Managers ONLY

, - - The University of Texas
Finance and Fiscal Reporting RioGrande Valley



SAHARA MONTHLY RECONCILIATION - APPROVAL

%mv‘:’;hv Menu Seart

Employee Self Service v Navigate _
Employee Self Senvice PEOp|ESOﬁ >

| ' i
YWorkforce Administrator | Employee SElf SEWICE >
Accounting & Financial Reports >

Accounting & | rlf'.rtsh A
R SAHARA Monthly Reconciliation >
Commitment Contro Reconc"e >
Procurement Operations ACCOUHtS RECOHCIhatIOI"I

Search Page

SAHARA Monthly Reconciliation Account Reconcliation

Search Criteria

‘Business Unit UTRGV |3

A S Year 222G
% *Period 12|13,
q Department a ARA - Multiple CC /PRJ Approval Page
: Cost Center/Project Q

Not Reconcliea Reconclied Not Approved
@ complete Reconciliation Not Requirad
Budget Activity Only

Encumbrance Activity Only

Search

, - - The University of Texas
Finance and Fiscal Reporting RioGrande Valley



SAHARA MONTHLY RECONCILIATION - APPROVAL

NOTE: A cost center/project will show
“Inactive\Unauthorized” or “Reconciliation
not Required” because they do not have any
activity for the fiscal year, once they have
activity content will appear.

Search Page

Account Reconciliation

Search Criteria

" - = " i HH H

-Business Uit [UTRGV |Q, Inactive\Unauthorized” or “Reconciliation
“Year 2021/, [ —— not Required” will NOT allow reconciliation in
*Period 1Q » Fi earch Criteria
epartment a SR, . SAHARA.

: : . » Business Unit
Cost Center/Project a o

. . » Year

v i + i %= . 1 1 1

£ ot Reconcilea - B Reconciled Not Approved > Period Once activity appears, RECONCILIATION will be

“omplete | Reconciliation Mot Required .
[ Budget Activity Only » Department or CC/Project allowed for the rest of the Fiscal Year.
J Encumbrance Activity Only :} CIle Search

Search

» Select the Cost Center/Project appearing in results

Persd
Cost S Fiscal . —— I ,
CenterfProject Description Owner Type Year Period Reconciliation Status Reconciliation Approval Acty
- Mt 0se AC mic Ok - - .
70000020 LSIpurpose Acade Salinas- Project 2021 1 Mot Reconciled

Bidg

The University of Texas

Finance and Fiscal Reporting RioGrande Valley




SAHARA MONTHLY RECONCILIATION - APPROVAL

e Wind
Search Page

Account Reconciliation

Search Criteria

= Reconciliation Status, Reconciliation,
e —TY & Approval is current and up to date
:_’::‘::;::me . : Mukiple Cost CanterProject Aopraval Page /

ot Reconci econciled Not Approy

znltnr:.lle te - [} :H:on ci:iauti:n 1?:::?Rau:ﬁed ,

— Budpet Activity Only /

— Encumbrance Activity Only

Search /

-—----‘----:-r- liza | Find | Viewal | (21| B

First (4 1-dofd (k) Last
Ez::er-'iject Description Chmer Type E:E:';al fiud Reconciliation Status Reconciliation  Approval P.cruSs Fev Actuals Exp BudpgetsRev Budpsts Exp Encumbrance
21200073 Cfic of Deputy President Costoenter 2021 Not Reconciled 000 8.86550 0.00 2946700 10980042
31000013 University Events Costoanter 2021 Reconciled Mot Approved I 000 1021 -10,000.00  10,000.00 0.00
3tpsop7s  ES-Ofe of Denuty Costoetter 2021 Complete v v loss s00m2r D00 45644000 44712108
31050087 EE;[C"" of University Costoenter 221 1' Not Reconcled ! 000 B441TE 000 2030000  70.844.28
m = \-----------J

. . . The University of Texas
Finance and Fiscal Reporting 2
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SAHARA MONTHLY RECONCILIATION - APPROVAL

» Click on the Approval Page tab
» The approval process will be completed by checking the “Approved” checkbox
» Click on Save button

Search Page Approval Page Budget Information Actuals Reconciliation Encumbrance Information Download Actuals

Header Details

Project 5400001080 Description Increasing Owner Department
Cost Centers Start Date 07/01/2019 End Date 07/15/2022 Accounting Period 12

Approval Info

* | have reviewed and approved the reconciliation and notes regarding the reconciling items for thiz cost centers/Project's monthly activity.
Approved [ Approved By Save Approval Date Approver NetlD

Reconciliation Info

Reconciler Reconciliation Date 09/23/22 9:51:37AM Reconciler NetlD

Note: failing to click SAVE will NOT lock the Approved checkbox. Please click SAVE button.

The University of Texas

Finance and Fiscal Reporting RioGrande Valley



SAHARA MONTHLY RECONCILIATION - APPROVAL

APPROVAL cannot be completed until
Cost Center/Project is reconciled

Expense Actuals 3134775

Cannot Approve Actuals are not reconciled

The PeopleCode program execuied an Error siatement, which has produced this message

o

1 83102 Purchase OFf Buildings $1.347.75 183101

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.

The University of Texas

Finance and Fiscal Reporting RioGrande Valley



ADDING COMMENTS — MANAGERS ONLY

Seanch Pags | Aponoval Page Budget Infemakion | Aclwals Reconcilation Encuniancs Informalien Db Actuals

Heador Datal a) General comments can be added in the Approver

Cost Centes 6240710 Description SEUP-ROAD SHOWS AND SPECIAL EV Owner Depart

Projects ikt CE e : G Start Dato End Datg J".::oun comments box
Manth End Expense Summany Month End Hevenue Summary b) Click Saue comments button to retain comments

Rensed Expence Hudgst B3 B4E 452 M Rewvigad Hevenue Budgel £11, 420,500 0% e ) L. .
dessreisiony o pempa ~ w1 ¢) To leave specific comment on individual accounts, click
ctuals Expense ctuals Revenue 53,376,144 72
Encumbrance Total £274,240 11 Reverus Budget Balanca 58,063,355, 23 on the comments bubble (don’t fo rget to c"ck that
#Available Eapense Bedosi 531,309, 141 46

save button)

Reconciliation

Aeconcilaton Reconciled By Reconcile Date Reconcibed Oprid

1 e reconailed sl AoURES WARSSCHES for this coat cemterPreect b BRHTORAME SUppOting Secumentaton and nalzd all resonaling dems in he commen feids

Save
Comments
Recondiler Comments Approver Comiments
Revenue for the panod  5-652.541 .56
Account 6410 Copying/Printing Services Source Accounts Payabla Accty Def Name Fayablas Dafinitian
Reviewed Review Date Account Subtotal 406

Personalize | Find | View All | (21| [ First (40 1-20f2 ) Last

Detalls | [F=H
s |0 Involce Date Dupe: Dt Woucher ID Vouches Line Descr  Vendor Name Customer Hame PO # PO Descr Monetary Amouni
I 16| Isse-:uz: 2019-00-06 2010-00-05 Mu231027 CTIMATE 24691, EAsToIGNS 2020158945 CETMATE 240U% 1gae7 50

The University of Texas
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MULTIPLE COST CENTER/PROJECT APPROVAL PAGE

< Accounting & Financial Reports SAHARA Monthly Reconciliation

.* Reconcile A
S Search Page

Accounts Reconciliation Account Reconciliation

Search Criteria

o Approve v *Business Unit UTRGV |Q

*Year 2021 |Q

*Period 1Q,
@ Monitor v Department Q Multiple Cost Center/Project Approval Page

Cost Center/Project Q
=) Reporting v Not Reconciled Reconciled Not Approved

Complete |:| Reconciliation Not Required
o ) [ Budget Activity Only
s Administration e () Encumbrance Activity Only
l rv— MANAGERS ONLY

4. Security v Click Here

The University of Texas
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MULTIPLE COST CENTER/PROJECT APPROVAL PAGE

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

ARA Multiple CC/PRJ Approval A

Account Recon Summary Approval

In connection with the preparation of the financial

Business Unit UTRGVY Fiscal Year 2022 Accounting Period S Department [statements for UTRGV for the accounting period mentioned
i above. I confirm, to the best of my knowledge and belief, the
*Filter Cost Cemers-Prmecls! Al Cost Centers 1I Update Results following:

All Cost Centers

I Py — I 1. My team has reconciled all transactions for the
TR meonth and all transactions were appropriate, v
All Projects e
Select All For Multiple Approvals Deselect All for Multiple Approvals Approve Selected Rows
Personal
Cost Center/Project Description Reconciled Approved Reconciliation Status Actuals Rew Actuals Exp Budget Rew Budget Exp Encumbrance Multiple Approwval Approve
1 Reconcied Not Approved 0.00 0.00 0.00 0.00 0.00 B Approve

, - - The University of Texas
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MULTIPLE COST CENTER/PROJECT APPROVAL PAGE

Click the “Select All for Multiple Approvals” button. All the rows under the “Multiple Approval” column will be checked.
Click the “Approve Selected Rows” button to approve the cost centers/projects selected.

ARA Multiple CC/PRJ Approval
Account Recon Summary Approval
) _ ”
In connection with the preparation of the financial
Business Unit UTRGV Fiscal Year 2022 Accounting Period 5 Department statements for UTRGV for the accounting period mentioned
above, I confirm, to the best of my knowledge and belief, the
*Filter Cost Centers/Projects | Al Cost Centers/Projects v Update Results following:
1. My team has reconciled all transactions for the
month and all transactions were appropriate, W
S_E_-_I_g_:ct Al For I'|'Iu ltiple App[_l_:_r_vals Deselect All for Multiple Approvals Approve Selected Rows
p
Cost Center/Project Description Reconciled Approved Reconciliation 5 Actuals Rew Actuals Exp Budget Rew Budget Exp ncumbrance Multiple Approwal Approve
1 5100001000 HEERF M - Technology Reconciled Not Approved -12,162.18 12,162.18 0.00 0.00 0.00 5100001000
oK Cancel Apply

, - - The University of Texas
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MULTIPLE COST CENTER/PROJECT APPROVAL PAGE

The approval statement will appear, please read and Click “yes”.

In connection with the preparation of the ﬁnanl‘l\ﬁl statements for UTRGV for the accounting period mentioned above, I confirm,
to the best of my knowledge and belief, the following:

1. My team has reconciled all transactions for the month and all transactions were appropriate, allowable, and properly
recorded.
2. All reconciling items have been adjusted or satisfactorily resolved and/or in the process of being resolved.

3. I understand my responsibilities for establishing and maintaining effective internal controls, and my requirement to report
all suspected fraud.

4 T am aware that by using the “Approve Selected Rows™ option, all the lines with the checkbox will be Approved and will
reflect my employee ID.

Select Yes to continue to Approve all lines selected through the ‘Approve Selected Rows' option

, - - The University of Texas
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MULTIPLE COST CENTER/PROJECT APPROVAL PAGE

The “Approve” button will now be gray and your name will show under the “User ID” column. Click the “Apply” button and
click the “x” button to exit the screen and return to the Account Reconciliation screen.

OK

Cancel

Apply

1. My team has reconciled all transactions for the
month and all transactions were appropriate,

11 el 4

Select All For Multiple Approvals Desslect All for Multiple Approvals Approve Selected Rows

K ARA Multiple CC/PRJ Approval X
Account Recon Summary Approwval L
”~
In connection with the tion of the financial
Business Unit UTRGV Fiscal Accounting Period 5 Department istatements for UTRGV for the accounting period mentioned
Year jabove, I confirm_ to the best of my knowledge and belief,
*Filler Cost CenlersJ'Pm]er_'tsI All Cost Centers/Projects | Updste Results the ﬁ)uo“'iﬁ-g:

Personalize | Find | View All | 2] E
Ef::er"Pro,leci Description Reconciled Approved Reconciliation Status Actuals Rev Actuals Exp Budget Rev Budget Exp Encumbrance Multiple Approval Approve User ID Approve?
- HEERF Il - . - - Eduvina
1 5100001000 Reconciled Not Approved -12.162.18 12,182.18 0.00 0.00 0.00 L
Technology e ) G Rodriguez

Finance and Fiscal Reporting
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APPROVE RANGE OF COST CENTERS

< Accounting & Financial Reports

71 Reconcile ~

MANAGERS ONLY PROCESS
Using this option will display all assigned cost centers

Accounts Re and/or projects assigned to you.

Displays list of assigned Cost Centers / Projects with the
ability to look up CC/Projs ready for your approval (after
reconciliation by Reconciler)

&7 Approve

Approve Range of CostCenters

L=

Additionally, Manager can review the reconciliation
details for the CC/Project listed.

(=} Reporting v
=4 Administration v
4. Security v

The University of Texas
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APPROVE RANGE OF COST CENTERS

< Accounting & Financial Reports SAHARA Monthly Reconciliation
.57 Reconcile ~ i i .
ARA - Multiple CC Approval In the Approve menu option is the
Accounts Reconciliation Enter any information you have and click Search. Leave fields blank for a list of all values. Ap prove Range Of COStcenterS su bmen u
oo Exiating Voiug option to reveal the ARA — Multiple CC
</ Approve ~ —
Search Criteria Approval screen.
Approve Range of CostCenters Business Llr'it &}
Fiscal vear[=_ v] Q There are four fields in the Search
=3 Monit Accounting Period| = b . . . .
@ Monitor i bepartment[agis v <] & Criteria of which three (3) are required
=) Reparting v entry.
Search Clear | Basic Search |QE] Save Search Criteria
i Administration v n
4. Security -

The University of Texas
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APPROVE RANGE OF COST CENTERS

ARA - Multiple CC Approval
Enter any information you have and click Search. Leave fields blank for a list of all values In the Search Criteria

Business Unit = UTRGV (required)

Fiscal Year = 2021 or current fiscal year (required)
Accounting Period = any current or past period (required)

Find an Existing Value

Search Criteria

Business Unit[ begins with v |[UTRGV Q Department = department code
Fiscal Year[=__ w| 2020/Q (required for FY 2021 Periods 1 & 2)
Accounting Period| = v 5Q,
Department| begins with v | Q

Once entry fields are present, click on SEARCH button and
results will appear below.

=
Search Clear Basic Search [&" Save Search Criteria

The University of Texas

Finance and Fiscal Reporting RioGrande Valley



APPROVE RANGE OF COST CENTERS

SAHARA Monthly Reconciliation a Q

ARA, - Multiple CC Approval

Enter any information you have and cick Search Leave fields blank for a list of all values

Find an Existing Value

Search Criteria

Business Unit] begins with ~ | UTRGV 6}
Fieal Year[=  +| 2020)Q
Accounting Periudlﬁ 13
Depm[ruenl o'}
Jearch Clear Basic Search E{IF Save Jearch Crieria

No matching values were found.

No matching values were found

This notice shows reconciliation information is not present (i.e., selecting a period that has not yet
closed, not yet occurred, or not yet reconciled by reconciler).

Check the required entry fields and adjust accordingly.

, - - The University of Texas
Finance and Fiscal Reporting RioGrande Valley



APPROVE RANGE OF COST CENTERS

SAHARA Monthly Reconciliation

.
hew Windaw | Help | Personalize Page = §

Search results display ALL Cost Centers &

ACcount RECon Summary Approval
{ Projects assigned to you whether they are ready
Business Unit UTRGY  Fiscal Year 2020 Accounting Parind 5 Department fo r a pp rova I 0 r not.
"Filter Cost CentersiProjects | A Lot Centars =l Update Results

T s peaeyed and appeoed e IEcanciiabon ang rotes repandng he reoonclling fems forthis cost

If you have numerous assigned Cost
Centers/Projects, please use the

Cosi Cenber/Propect Descnption Achuals Approved Aciuals Rev Aciuals Exp Budpet Rev
1 00000000 b10 #Filter Cost Center/Projects
n 2 21000100 &G Rovenuos 0TS TR 22320000 - drop down option to narrow the content

3 21000001 Ofc of Inst Advencement 0.00 4524787 oo 1,048 87 dis P I aye d.

4 21000002 Development Services 000 158,222 55 0.00 207043

5 21000003 Gavemment Relations 0.00 23,766.18 0,00 1578282

& 21000004 Community Engagement 0.00 10805 iG] -244 037 63

T 21000005 ;:“ Comm 000 68,805 55 000 03 T304

& 4000007 foven J,zfﬂ:'”r‘es = 000 22476072 0.0 18,018.24

9 21000003 Recruitment and Staffing 0.00 3.460.30 0.00 220,56

>
4 vl

The University of Texas
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APPROVE RANGE OF COST CENTERS

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

ARA Multiple CC/PRJ Approval A

Account Recon Summary Approval

In connection with the preparation of the financial

Business Unit UTRGVY Fiscal Year 2022 Accounting Period S Department [statements for UTRGV for the accounting period mentioned
i above. I confirm, to the best of my knowledge and belief, the
*Filter Cost Cemers-Prmecls! Al Cost Centers 1I Update Results following:

All Cost Centers

I Py — I 1. My team has reconciled all transactions for the
TR meonth and all transactions were appropriate, v
All Projects e
Select All For Multiple Approvals Deselect All for Multiple Approvals Approve Selected Rows
Personal
Cost Center/Project Description Reconciled Approved Reconciliation Status Actuals Rew Actuals Exp Budget Rew Budget Exp Encumbrance Multiple Approwval Approve
1 Reconcied Not Approved 0.00 0.00 0.00 0.00 0.00 B Approve

, - - The University of Texas
Finance and Fiscal Reporting RioGrande Valley



APPROVE RANGE OF COST CENTERS

Click the “Select All for Multiple Approvals” button. All the rows under the “Multiple Approval” column will be checked.
Click the “Approve Selected Rows” button to approve the cost centers/projects selected.

ARA Multiple CC/PRJ Approval
Account Recon Summary Approval
) _ ) ~
In connection with the preparation of the financial
Business Unit UTRGV Fiscal Year 2022 Accounting Period 5 Department istatements for UTRGV for the accounting pgrigd mentioned
above, I confirm, to the best of my knowledge and belief, the
*Filter Cost Centers/Projects | Al Cost Centers/Projects ™ Update Results following:
1. My team has reconciled all transactions for the
month and all transactions were appropriate, W
5__&_-_I_§_=ct Al For I'|'Iu ltiple App[_l_:_r_vals Deselect All for Multiple Approvals Approve Selected Rows
P
Cost Center/Project Description Reconciled Approved Reconciliation 5 Actuals Rew Actuals Exp Budget Rew Budget Exp ncumbrance Multiple Approwal Approve
1 5100001000 HEERF M - Technology Reconciled Not Approved -12,162.18 12,162.18 0.00 0.00 0.00 5100001000
oK Cancel Apply

, - - The University of Texas
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APPROVE RANGE OF COST CENTERS

The approval statement will appear, please read and Click “yes”.

In connection with the preparation of the ﬁnanl‘l\ﬁl statements for UTRGV for the accounting period mentioned above, I confirm,
to the best of my knowledge and belief, the following:

1. My team has reconciled all transactions for the month and all transactions were appropriate, allowable, and properly
recorded.
2. All reconciling items have been adjusted or satisfactorily resolved and/or in the process of being resolved.

3. I understand my responsibilities for establishing and maintaining effective internal controls, and my requirement to report
all suspected fraud.

4 T am aware that by using the “Approve Selected Rows™ option, all the lines with the checkbox will be Approved and will
reflect my employee ID.

Select Yes to continue to Approve all lines selected through the ‘Approve Selected Rows' option

, - - The University of Texas
Finance and Fiscal Reporting RioGrande Valley



APPROVE RANGE OF COST CENTERS

The “Approve” button will now be gray and your name will show under the “User ID” column. Click the “Apply” button and
click the “x” button to exit the screen and return to the Account Reconciliation screen.

OK

Cancel

Apply

1. My team has reconciled all transactions for the
month and all transactions were appropriate,

11 el 4

Select All For Multiple Approvals Desslect All for Multiple Approvals Approve Selected Rows

K ARA Multiple CC/PRJ Approval X
Account Recon Summary Approwval L
”~
In connection with the tion of the financial
Business Unit UTRGV Fiscal Accounting Period 5 Department istatements for UTRGV for the accounting period mentioned
Year jabove, I confirm_ to the best of my knowledge and belief,
*Filler Cost CenlersJ'Pm]er_'tsI All Cost Centers/Projects | Updste Results the ﬁ)uo“'iﬁ-g:

Personalize | Find | View All | 2] E
Ef::er"Pro,leci Description Reconciled Approved Reconciliation Status Actuals Rev Actuals Exp Budget Rev Budget Exp Encumbrance Multiple Approval Approve User ID Approve?
- HEERF Il - . - - Eduvina
1 5100001000 Reconciled Not Approved -12.162.18 12,182.18 0.00 0.00 0.00 L
Technology e ) G Rodriguez

Finance and Fiscal Reporting

The University of Texas
RioGrande Valley




APPROVE RANGE OF COST CENTERS

Clicking on the Link to Details link will open a
NEW browser tab revealing the ARA Accounts
Reconciliation page for that CC/Project
mentioned in the link.

Personalize | Find | View All | (2 | &

Encumbrance Approve User ID Approv, Link to Details

Details for
21100099

-22.79414 | 21100099 Approv

In the NEW browser tab, the ARA Accounts
. Approve Range of CostCenters X = @ ARA - Accounts Reconciliation X -+ Reconciliation page, will dlspla‘y‘ ALL
& C (Y @& zbih-sbxutshareutsystem.edu/psp/ZBIHSBX_2/EMPLOYEE reconciliation data (in tabs) for you to review,

" comment, flag, and approve.
< SAHARA Monthly Reconciliation

When done with reviewing, close the ARA

Search Page Approval Page Budget Information Actuals Reconciliation Encum o
Accounts Reconciliation browser tab.

Header Details
Cost Center 22000007 Description Lab Fees - Art Ow

The University of Texas

Finance and Fiscal Reporting RioGrande Valley




TRACK FLAGGED ITEMS

v Employee Self Service

v Accounting & Financial Reports

SAHARA Monthly Reconciliation

Finance and Fiscal Reporting

Navigate -

Peoplesoft >

Employee Self Service >
Accounting & Financial Reports >
SAHARA Monthly Reconciliation >
Monitor >

Track Flagged Items

2 Aecondks

o Fppeove

15 Manitor

Track Flagped hems
=} Raporing
Mt ADTENERENON

& Security

Rescontiiabion Summary

..........

Ceatt ContorProgect Fral

Flagged by Het ID

Rriuab

a3
"
hgai

Flg Sear  Pariad
.

CarmarPromet

Daparimast Ta

= 4 Cond Centsnrojec
Enarch
P oo s o
0 G PO
CokCamerfigect Accoss Dsgafimes Tram D L T T — Lockger i o BT gt i -

Cow CamePraec

Casd " y & L g re wuy [noriphoe worph ony

- partment  fourrs Horme Domursert 10 Diske T — r bnerp
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TRACK FLAGGED ITEMS

Flapged Itzms. Field Referance

Business Unit UTRGWY | O,

Fiscal Year 2020)0
Department From

Cost Center'Project From

Flagged by Net ID

Actuals

ag Year Period

Dr
i

Cost Centar'Project

QL Depariment To L&}
aQ Cost CenterProject To aQ
Q

------------------------

Account Depertment Source Name  Document ID Date vendorEmployes Name

2020 12 5300000109 534 4205320 HR Fayral AT 446 2020-05-31 Rajes
Budget
ST n n = Budget Entry
Flag Year Pariod Cosat Cenier/Project Account Depariment Tran ID Tran Date TranLing  Journal 1D Ledger Graug Type L
1 P 2020 5 21000242 AT000 410605 0000863205 01/28/2020 2 DODDOZSOEY  OPE Xlar Oig.
Encumbrance
Flag ‘“ear Period CostCenler/Project Account Department Source Mame Document|D Date VendonEmployee Name Limg Degcription
1 2020 3 31000317 AADDD 210530 Voucher VODDO4ED1S

Finance and Fiscal Reporting

* Business Unit: UTRGV

* Fiscal Year: (i.e. 2020)

* Cost Center or Department ID (not both)
* orleave CC & Dept fields blank

Click Search —YTD results will appear below

Deacription

Accourt Dascrigiion

Slal Sakaries

Scroll to the Right

Degription

FY20 (97149 - BI31720) 368

The University of Texas

RioGrande Valley

]



TRACK FLAGGED ITEMS

Last Five (5) columns contain flagging information
Reconciler Comments

Approver Comments

Flagged by NetID (EIN)

Flagged by User

Flag Date/Time

I

Personalize | Find | View All | {21 | [E First (4 10f1 (» Last
D Amount Reconciler Comments Approver Comments Flagged by NeflD Flagged by User  Flag DateMime
e N s i r
10080 574,00 DE/O7: adding comments on David G Cuerra 080721

this flagged item 312PM

Personalize | Find | ViewAl | 31| [  First (4 1of1 ' Last
iion Amaount Reconciler Comments Approver Comments Flagged by NetlD Flappea by User Flag Cat/Time

0807121

gty adaing comments ta this |
313PM

58,750.00 flagged femz

David & Guemra

Personalize | Find | View All | (2| £ First (4 1011 (») Lasl
Amount Reconciler Comments Approver Comments Flagged by Netll Flapged by User  Flag DateTime

D8/07 - adding commeants to QBMTI21

19-8/31/20) 358 E 58889 45 nagged tems as reconciler DavId G GUBITa 5.4 4ppy

The University of Texas
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SAHARA ANNUAL CERTIFICATION — MANAGERS ONLY

SAHARA Annual Certification

O

This process opens after the last accounting period
of the fiscal year has closed.

This process is only for Cost Center and/or Project Managers

, - - The University of Texas
Finance and Fiscal Reporting RioGrande Valley



SAHARA ANNUAL CERTIFICATION — MANAGERS ONLY

SAHARA Monthly Reconciliation SAHARA Annual Certification

A

ke I o

Feeds into the
SAHARA Annual Certification

All Reconciled & Approved Data For Cost Center/Project Managers
from Period 1 through 12 of the to certify as part of
current fiscal year. ANNUAL CERTIFICATION process.

NOTE: CC/Project Managers will be
certifying for ALL CC/Projects at one time

The University of Texas

Finance and Fiscal Reporting RioGrande Valley



SAHARA ANNUAL CERTIFICATION — MANAGERS ONLY

Navigate -
SAHARA Annual Certification Peoplesoft >
Employee Self Service >
Q Owner Certification e LOR Search Page Recon Status and Comments Certification Statement ACCOUHtIng & F|nanCia| REpOI‘tS >
CCl/Project Owner Certification Search Parameters SAHARA Annual Certification >
_ *Businese Unit  UTRGV a, OWHEI‘ 'Certlf|cat|on >
peanDivfead cemicaton catvea  [30F CC/Project Owner Certification

Search

LOR Search Fage | Recon Siatus and Comments | Cerlification Statement

* To the right Default Data is populated

* Click Search button

* Content in Recon Status and Comments tab
will appear.

Finance and Fiscal Reporting




SAHARA ANNUAL CERTIFICATION — MANAGERS ONLY

LOR Search Page Recon Status and Comments Certification Statement

Search Parameters

‘Business Unit |UTRGV Q
*Fiscal Year 2021
Search

LOR Search Page | Recon Status and Comments | Certification Statement

Finance and Fiscal Reporting

In the LOR Search Page tab

Business Unit = UTRGV

Fiscal Year = (i.e., 2021)

Click Search button

Content in Recon Status and Comments tab
will appear.

The University of Texas

RioGrande Valley



SAHARA ANNUAL CERTIFICATION — MANAGERS ONLY

Reaon Bvhus and Commentt || Co Sustor Sl ko

THEUMIVERGITY OF TENA S AT RHI GRANDE VALLEY

Lo o v, . CC/Project Manager will be able to see
ALL CC and/or Projects assigned and
OR—— e their reconciled & approval status for the

o 02 0 MM 5 08 OF M M M 11 12 D| D m -'J. a5 b 07 & 03 10 11 12

FrerErrErEErE rErrerrrer / entire fiscal year.
S00E1 F Ily Do'(:{up&EA.c l=nos Depariment: Otcd’FacLll,- Suuoen &Drv Comiments

5 4 Prnod
12(!11‘.\-.'502!!?311! 0103-:Lbh385|1||
[] rrror rrrrFrrFrrrr 'C

omments may be added

32000034 Uity - DEHS Degariment. Emy Hesith Sty & Ris Mgt Camments .

..I-._.\:I--N-c. cimd Paricds SI-I:_;:—A..lo.n-.I-o.u 'CIle Save com ments button
rrr rrr rrr rrr rrr r
S300000108 F\"’.’UC s Classes Deganmant Siud Rights & Responsibities Comments:

Siad @ |.J Pariod: $labus - Agprovied Porkeds

[

Pririee EE AR e TRFFFFT e _ When ready click on
SSIMOST ey Safely Corler Degariment: Haibiay Safey Conler Comments GO To cErtiﬁcation Page button

Regancied Perio Status — ARDIoVED PEric
o o0z m oM ‘.\ s 0F m ? w11 o2 D'I 2 | M 03 0E O IE 5 i 1 12
o == = I === = O = = = reErFFFFEFFFFEFEF
Flease nole any commenls or concemns below, or indicate *Hone. Optiona| Fevie Spproval by o MULL

, - - The University of Texas
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SAHARA ANNUAL CERTIFICATION — MANAGERS ONLY

LG Semch P ][ e Skt Commmer | [ Eriicaion et - When the CC/Project Manager is ready to complete
Ty OF Toxks AT RIO GRANDE VALLEY the ANNUAL CERTIFICATION process for the entire

LETTER OF REFRESENTATION

Fiscal Year 2020 fiscal year.
Descrption David G Guerra

—— . y = i 3 M
n preparaion of he finsncal Salemants for f8cal wear fding Asdust 31, 2020, | confirt, 1o e Deg of My Knowheode and belisl ine fllowing are yue, alcurale and
ngreser » s ' ' . s After reading the “Letter of Representation” the
spansble i =hin " for the 5 and i = uredar my 3 ; ity T rels ine y i i
e o oo T ot s e Manager will then click on the CERTIFY Flag check

2 My beam has reconcisd 2l iransacions for each of the manihs thraugh Augqust 31, 2030 Al farsaictions ware sppropriale. alowable, and property recordad. box
All reconciing ilems nave Deen sljustéd of Sasfacony ressved L

3 A3 departmant managar, | ravigsad and apgrovad & racenthatong, or delagated such reviaw and aoproval, for the departmantsl cost cenhers and projecis
through Awgusi 31, 2020, Ta the bast of my knowiedge, thera ara no messialements or omissions n the departmant cost canters or projacis for which | am

responsioi
I 4. A5 UADAMMENL MaNSJRY, | eNSUTSE M O MAFNEINGY 30BIUSLE SEFECNCN O 1LAES. MO SINJIS GTEICYSS NS SCAnSILty or SNIng raNGacnons NOTE: The Annual Certification is for ALL
approving fransacions, receiving cazh and recanciing cost centerfproecs. | understand my re=panzibikies for esiablizhing and mainkaning efiecwe internal
corkiols, and my requirement to report all suspected raud. To the best of my knewledge, there has baan m: ccjproj ects a ssigned to the m a nager The
.

» Fraud imvoiving any emplayes that hess nal been appropratedy identified and investigatied. or
= Fraud imioking others (hat could hawe a signiicant efhact on the Sneniial slalaments thal has nol been appropriately identiied and vvesligalad

certification is all or nothing.

NOTE: A pop-up notice will appear if any
CC/Projects are NOT reconciled and/or approved. It
will allow you to proceed with Annual Certification.

By chacking tha box and zaving your certification, you agrea to the above statemants, with any axcapticns noted on the "Racon Status and Commeants” page.
Cedlity Flag Descripion Byetion Taksn by DateTime

Lastly, click the Save Certification button to save
and lock down the Certification for this fiscal year.

The University of Texas

Finance and Fiscal Reporting RioGrande Valley




SAHARA SUMMARY REPORT

Q N i
¢ 1of9 > | Notifications NavBar Navigate to & click NAVBAR on the far-right side of
o | Actions | Avens | the Employee Self Service tab and click on the
Jaggaer iShop Sign In G) MENU Option
Approval is requested for Field Re| Recently Visited
0000006809
@E&H © 08 May at 2:48 PM
UTRGV -
-@
Approvals
Y

Personal Details Favorites

£ -

, - - The University of Texas
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SAHARA SUMMARY REPORT

R
- NavBar: Menu The screen will change revealing a vertical menu on the right
side of the screen. Click on the menu options in the following
Menu » Financials » UTZ Customizations >
- ® order:
: General Ledger » Sahara a. FINANCIALS
ecenty Visted b. UTZ CUSTOMIZATIONS
Reports
c. GENERAL LEDGER
EED = Sahara Summary Report d. SAHARA
Approvals e. REPORTS
= LOR Certification Report f. SAHARA SUMMARY REPORT
O = Dean Certification Report
B Favorites

‘ E ARA Query

The University of Texas

Finance and Fiscal Reporting RioGrande Valley



SAHARA SUMMARY REPORT

Sahara Summary Report
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. Inthe Run Control ID box enter:
Sahara_Summary_Report

c. Click on the Add button

Find an Existing Value Add a New Value

Run Control 1D

Add

Find an Existing Value | Add a New Value

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.

, - - The University of Texas
Finance and Fiscal Reporting RioGrande Valley



SAHARA SUMMARY REPORT

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

. 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)

Finance and Fiscal Reporting

ARA Summary Report

Run Control ID  SAHARA_SUMMARY_RPT

Account Reconciliation Summary Report
Search Filter

Report Manager Procass Monitor

*Business UTRGV [Q
Unit B
Fiscal Year 2022l Accounting Period ) All Periods
Department From a, Department To ‘ (s}
Cost Center/Project From Q Cost Center/Project To Q
CC Cwmer 1D Q
Manager ID Q
Alt Manager ID Q
Reconciler ID Q
Reconciliation Status Q Approved Status Q

[Z" Return to Search || =] Notify

The University of Texas
RioGrande Valley




SAHARA SUMMARY REPORT

Once you have made your selection(s) click on Save button.

i Save | l3" Return to Search || =] Notify B Add || 58 Update

L
I

%]

Next click on the Run button (upper right side)

ARA Summary Report

Run Control ID SAHARA SUMMARY RFT Report Manager  Froocass Monitor I | Run | |

Account Reconciliation Summary Report

, - - The University of Texas
Finance and Fiscal Reporting RioGrande Valley



SAHARA SUMMARY REPORT

A pop-up window will appear. As there is only one option click on the OK button

Process Scheduler Request

User D S001125413 Run Control ID SAHARA SUMMARY RPFT
Server Name W Run Date |p1/19/2022 "
Recurrence W Run Time | 10:47-17AM Reszat to Current DateTime
Time Zone QL
Process List
Select Description Process Name Process Type =Type *Format Distribution
UTZ_ARA SMRT UTZ_ARA_SMRT  Application Engine |[Web V|| TXT v | Distribution

Ok I Cancel
| B

, - - The University of Texas
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SAHARA SUMMARY REPORT

The pop-up will disappear. Next, click on the Process Monitor link (just to the left of Run button)
ARA Summary Report

Run Control ID

SAHARA_SUMMARY_RPT

Report Manager

Frocess Monitor |
Account Reconciliation Summary Repor't

Run |

The screen will then change, periodically click on the Refresh button, and monitor the Run Status & Distribution
Status columns until you see Success and Posted, respectively. Click on the link: Report Manager

‘ Process List ‘ Server List
View Process Request For
UseriD 6001138413 Q Type v Last v 1 Days v Refresh
Sarver A Name Q  Instance From Instance To Report Manager
Run Status b Distribution Status v L) Save On Refresh
Process List
= Q 112 0f 12 v View Al
Select Instance  Seq. Process Type Process Name User Run Date/Time Run Status 2;:22”"“" Details
1843890 Application Engine UTZ_ARA_SMRT 6001136413 01/19/2022 10:47:1TAM CST Success Posted Details
Finance and Fiscal Reporting

The University of Texas
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SAHARA SUMMARY REPORT

On the new screen changes, click on the Administration tab. In the Report List section (center of screen) look
for and click on UTZ_ARA_SMRT in the Description field. This will begin the downloading of the file titled:
ARA_SUMMARY_REPORT.csv

List Explorer ' Administration ‘ ‘ Archives ‘
View Reports For
User ID 6001136413 Type w Last W 1 Days L¥ Refresh
v | Instance to
Status Folder
Report List
P#'JHQ| 1-16 of 16 v | View Al
Report Prcs L g Request P
Select D instance Description Date/Time Format Status Details
‘ STy \ 01/19/2022 Text Files
2050668 1843890 UTZ_ARA_SMRT 10-48: 11 AM * txt) Posted Details

, - - The University of Texas
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SAHARA SUMMARY REPORT

- The ARA_SUMMARY_REPORT.csv file will open using Microsoft Excel. Based on criteria entered, the Search
Result will return requested information. The file content depicts:
a. N:Pending reconciliation/Approval
b. Y:Reconciled/Approved
c. --: Reconciliation not required

Columns A-F will show the cost center/project detail

A B C D E F

Business Unit Fiscal Year Cost Centr CC/Project Descr CC/Project Owner Department

Columns G-R will show the reconciler status

G H I ] K L M N O P Q R

Reconciled Reconciled Reconciled Reconciled Reconciled Reconciled Reconciled Reconciled Reconciled Reconciled Reconciled Reconciled
Periodl Period2 Period3 Period4 Period5s Period6b Period7 Period8 Period9 Period10 Periodll Periodl2
- -- Y Y N N N N N N N N

Columns S-AD will show the managers approval status

T . U . \ | W . X Y . Z Al | AB . AC | AD
Approved Approved Approved Approved Approved Approved Approved Approved Approved Approved Approved
Period2 Period3 Period4 Period5 Period6 Period7 Period8 Period9 Periodl0 Periodll Periodl2
-- Y Y N N N N N N N N

, - - The University of Texas
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ACCOUNTING PERIODS

Accounting Periods

1 SEPTEMBER
OCTOBER
NOVEMBER
DECEMBER
JANUARY
FEBRUARY
MARCH
APRIL

MAY

JUNE

JULY
AUGUST

w o N o B oW~

e =
N Ok O

, - - The University of Texas
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HOW TO REQUEST ACCESS — COST CENTER / PROJECT MANAGERS ONLY

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

b. Click on the blue INFORMATION TECHNOLOGY button
c. Click on Get Access!
d. Then click on REQUEST ACCESS button
e. Inthe following fields please enter the associated information:
a. Category: PeopleSoft —Financials
b. Resource: PeopleSoft —General Ledger
c. Description: As a Cost Center/Project MANAGER, | 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

, - - The University of Texas
Finance and Fiscal Reporting RioGrande Valley


http://support.utrgv.edu/

HOW TO REQUEST ACCESS — COST CENTER / PROJECT RECONCILERS ONLY

a. Please login at http://SUPPORT.UTRGV.EDU
b. Click on the blue INFORMATION TECHNOLOGY button

c. Click on Get Access!
d. Then click on REQUEST ACCESS button
e. Inthe following fields please enter the associated information:
a. Category: PeopleSoft —Financials
b. Resource: PeopleSoft —General Ledger
c. Description: As a Cost Center/Project RECONCILER, | 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

, - - The University of Texas
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http://support.utrgv.edu/

HOW TO REQUEST ACCESS - INQUIRY ONLY

Please login at http://SUPPORT.UTRGV.EDU
Click on the blue INFORMATION TECHNOLOGY button
Click on Get Access!
Then click on REQUEST ACCESS button
In the following fields please enter the associated information:
a. Category: PeopleSoft —Financials
b. Resource: PeopleSoft —General Ledger
c. Description: | am requesting access to SAHARA with the role:
UTZ_FI_GL_SAHARA_INQUIRY
f. Click on REQUEST (blue button at the bottom of screen)
g. EULA agreement: Check Your Email
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 respect CC/Project Managers’ approval

© Qoo

>

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

, - - The University of Texas
Finance and Fiscal Reporting RioGrande Valley


http://support.utrgv.edu/
mailto:AccountingandReporting@utrgv.edu

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

The University of Texas

RioGra nde Valley

Finance and Fiscal Reporting


mailto:AccountingandTimekeepingTraining@utrgv.edu
mailto:AccountingandReporting@utrgv.edu
https://www.utrgv.edu/finance-and-fiscal-reporting/departments/accounting-and-reporting/index.htm
https://www.utrgv.edu/finance-and-fiscal-reporting/departments/accounting-and-reporting/index.htm
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