
MONTHLY 
RECONCILIATIONS

PRESENTED BY: CAITLYN LEE 
& CARREE MUSGROVE 



WHAT ARE WE COVERING?

 How to access monthly reports

 How to pull closed pcard 
transactions

 How to pull up voucher 
information

 How to pull up a journal entry



WHAT ARE RECONCILIATIONS AND WHY DO WE NEED THEM?

• Ensures transactions are accurate, allowable, and complete

• Prevents and detects fraud

• Assists in assigning accountability

• Better of track where funds are being spent

• Breaks down available balance by program area/agent



FISCAL RESPONSIBILITIES

• Tiers of Responsibility

• Tier 1: reconciles and reviews the monthly financial reports

• Tier 2: conducts a deep sampling and thorough review

• Tier 3: looks for activity that is unanticipated or unreasonable



ACCESSING DEPARTMENT REPORTS

Sign on to MyUFL Main Menu Enterprise Analytics

Department Reports



THERE IS SO MUCH HERE! ARE THERE REPORTS WE NEED TO FOCUS 
ON? 















HOW TO LOOK UP 
OLD PCARD 

CHARGES





Main Menu Financials Purchasing Procurement Cards Reconcile Reconcile Statement







PCARD BEST PRACTICES

• Clear business purpose

• What to do with food purchases

• Supporting documentation



PCARD BEST PRACTICES

• PCard Team is reviewing a lot more transactions

• List of allowable, conditional, and non-allowable purchases available 
on web

• Charges are to be verified and approved within 15 days (or less)



THE PCARD WIZARD

Happy Retirement to John Edmands!



QUESTIONS SO 
FAR?



HOW TO VIEW JOURNAL ENTRIES





Main Menu•General Ledger•Journals•Journal Entry•Create/Update Journal Entries
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HOW TO LOOK UP VOUCHERS





Main Menu Accounts 
Payable Vouchers Add/Update Regular 

Entry







QUESTIONS?



WHAT TO DO 
AFTER YOU 
FINISHED 

RECONCILING











PRO302 The 
Color of Money

PST130
Reconciliation

PRO303 Internal 
Controls at UF

PRO304 Basic 
Accounting 

Concepts for 
UF Administrators

PRO950 Budget 
and Commitment 

Control



QUESTIONS?
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