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

Department Reports

Department Reports

Select a College

:>Main Menu

:> Enterprise Analytics

60000000 COLLEGE-AGRICUL NAT RES

Select a Department 2
60000000 COLLEGE-AGRICUL NAT RES

60010000 AG-VP-AGRICULTURE NAT RES

60011000 AG-SVP-ADMINISTRATION

60013800 AG-BUDGET FINANCE

00000000 BOARD OF TRUSTEES

60013801 AG-IFAS HUMAN RESOURCES

01000000 OFFICE OF PRESIDENT

60013802 AG-EXTERMNAL MEDIA RELATIONS

02000000 OFFICE OF PROVOST

60013803 AG-GOVERNMENTAL RELATIONS

60013804 AG-CONFEREMNCES INSTITUTES

03000000 OFFICE ENROLLMENT MANAGEMENT

600138056 AG-IFAS SPECIAL PROJECTS

04000000 OFFICE OF STUDENT AFFAIRS

60013806 AG-FIELD & FORK PROGRAM




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




myyfl

Cost Center: 60353042~182 (Department~Fund)

701200
783100
783200
783300
704000
784100
709200
709400
709620
709900
7094950
B13000
B1E000

PROFESSIONAL LICEMSES
PRINTING/PHOTOCOPYING
OFFSET PRINTING

SPECIALTY PRINTING
POSTAGE

FREIGHT

AWARDS & SPMONSORSHIPS
FOOD & BEVERAGES HUMAN CONSUMP
EVENT TICEETS

MEC. OFERATIMNG EXPENSE
MET VENDDR DECOUNTS
ADMINISTRATIVE OVERHEAD
TRANSFERS WITHIN FUND

Subtotal Other Operating Expenses
Total 80353042182 (Department-Fund)

Cash Summary
AG-MARION

As of: March 31, 2021

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

14882337  SI7.51452

0.00
2,800.00
1182.35

0.00
548.04
0.00
131.00
43045
0.00
0.00
0.00
B38.11
12,050.00
$20,050.33

804,944.45

864,944.45

Revenue YTD Expense Available Balance MTD Revenue

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

=
=

$101,503.44 53,

MTD Expense

0.00
0.00
0.00
0.00
0.00
0.00
0.00

1950
0.00
.00
0.00

345.31
0.00
$427.19

Run Date: 04/07T12021

Encumbrances Avail Bal w/ Encumbrances

oo
oo
0o
oo
0o
oo
00
00
00

=~ E-N -5 =]
L= — T I — N = |

$07,122.00



Open Encumbrance Summary
myuft] AG-COUNTY OPERATIONS

As of: March 31, 2021

Flex UFID CRIS Acctg Date Encumbrance ID Encumbrance Description Encumbered Amount Open Amount

Cost Center: 80353042~182 (Department~Fund)
731400 AGRICULTURAL SUPPLIES

- 63666541 - 02/01/2021  PO#6035-2100858974 | VND#0000081021-Engineering Services & Products Co 260813 676.48
Subtotal 731400 AGRICULTURAL SUPPLIES §2,608.13 5676.43
736400 OTHER BQUIPMENT <5000

- 43810139 - 03/12/2021  PO#6035-2100871170 | VND#0000001076-Uline Inc 3,584 .00 3,594.00
Subtotal 739400 OTHER BQUIPMENT <5000 §3,504.00 §3,594.00

Total 60353042~182 (Department~Fund) $6,202.13 $4.270.48



Transaction Detail Riusn Date: OEOT/2001

myyfl AG-MARION

For Month Ending: April 30, 2021

Moot Dl Flex Code UFID CRIS Transadion 1D Encumbramc= |0 L8] De=scrptcn Detl CnBame= Doc Armaunt
Cost Contor: 60353042182 (Dopartment-Fund)
Al L REVENLUE: Rovenun Operating

440600 SALES & SERVICES - EXTERMNAL

| Swmet Potats sip, Mukcn

04M2r2021 | - 2 - DEPOSITS B35 - 7054 BOA5-TOS4 133.50
Q4052021 | - B = DEPOSITE BOIS - 7958 | Swect potato shp, Ml G035 - 7058 sB.25
040721 | - = S DEPCSITS G035 - 7864 | Sweet Potass Siip Saie G5 T a6 5.00
o4zl | - = 2 DEPOSITS G035 - 7978 | Sweet Potan Siip Sale GOES-T9TH | 10,00
a2zl | - = 3 | DEPOSITE 6035 - 7990 | Ptant sai= G =TEo 25191
o4 ZaZ] | - B 3 DEPOSITE 6035 - 7996 | Muich, MG T-Shirt & Plant Sale G- TooE 41.87
o4ilazazi | - B # DEPOSITS 6035 - 8010 | husich GOES=R0] | 125
04152021 | - = Z DEPOSITE B0IS - 8042 | Madeh G03S-8012 | 104.00
oa/18i2a21 | - = 3 | DEPOS(TE 6035 - 80T | Musch, Plant Sale G035-8017 | 100.00
04182021 | - . » DEPOSITE G035 - 8018 | Mudch, sseds, educational book GOB5-8019 a0.23
o4/16M2021 - . ¥ DEPOSITE G035 - 020 | Mutch, soil test and plant sa GOB5-8020 Z36.52
0422021 | - 5 7 DEPOSITE G035 - B026 | Mutch, Plant Sale GONS-BO2E 2730
O4aZi2021 | - - . DEPOSITE G035 - 8030 | Mudch, Sweet Potaa Stip Sale GOB5-8030 | 74.50
o421 | - . C DEPOSITE G035 - 038 Muich & Plart sale G085~ B038 | a4.93
0422021 | - z v DEPOSITS G035 - 040 | Piant sate, seeds, pH =cl GOB5-H040 20842
0423021 | - 2 ? DEPOSITS G035 - #034 | Mudch, Sweet Potata Saie G055 - B0 89,00
Oarzaraz | - = x DEPOSITS G035 - 8035 Muich, Sweet potato, Plant G035-803 | 203.00
Q4262021 - . = DEPOSITE G035 - 04T Muich GOB5-B047 ar.s0
04272021 - = x DEPOSITE G035 - BOST Mudch, swest Patato GOB5-B05T £6.00
O4/28/2021 - 5 z DEPOSITE G035 - 8060 Muich BOB5-B060 120,00
04202021 - = : DEPOSITE G035 - 068 Plant Sale G5 - H0EH a7.00
D401 | - = = DEPOSITE G035 - 072 | Plant sale, pH soil testng GO8E-H073 0818
O4/2er2021 | - . 5 DEPOSITE G035 - B0T4 Plant saks GOBS-B0T4 110.00
04302021 | - E = DEPOSITE G035 - B0TT Muich, Plant Sale BOXS-807T 6600

Subtotal 440500 - SALES & SERVICES - EXTERNAL £2,404.36

445000 REGISTRATIONCONFERENCE REVENL
04122021 | - » R DEPOSITE G035 - To78 GI-BMP Class BOB5-TOTH 20.00
D402 | - = . DEPOSITE G035 - 026 Registration G55 - B0 20.00

Subtatal 445000 - REGISTRATIONCONFERENGE REVENU £40.00

463000 CREDIT CARD CHARGES - CONTRA
041062021 | - . B JE& UFLOR - UAC2 104008 2 . ELAWON Prooessing Fee Mliossti (44.00)
o401 - E i JE& UFLOR - UAC2104048 2 = BLUEFIN P2PE Autharzation and (13,109
42T | - . = JES UFLOR - UAC2104055 5 = ELAVON Processing Fee Allocati | (33.34)

Subtatal 463000 - CREDIT CARD CHARGES - CONTRA (530.44)



A232021

Mail - Hunter, Maxine B F - Outlook

You have received this email from agoonferencas@okstate.edu in responsa o wour Ur"—’EﬂIEC i'f Cgrﬂ Lék/'lff\']? { : Sg .
17

Order Receipt /gczj. <t o
Thank you for shopping at Oklahoma State Marketplace.

NATIONAL EXTENSION COMFERENCE ON VOLUNTEERISM

Your order has been submitted. You will receive a second email to confirm your registration onee yvour card has
been charged. If you do not receive a confirmation amail with in to 3-5 days aller submitting your registration
please contact our office at 405-744-65489.

Order: 649187

Store:

DatefTime: March 23, 2021 10:45:50 AM CDT
Total: $50.00

Billed Te:

Maxine Hunter

2232 ME Jacksonville Rd
Qcala, FL

34470

United States

Contact Email:
maxine32666@ufl.edu

Payment Information:

Payment Type: Credit Card

Credit Card Mumber: XI5
Reference Mumber: 20210323000048
Card Type: Visa

=% Card Not Present ***



ALL REVENUE: Revenue Oparating
240800 SALES & SERVICES - EXTERNAL

Q30 20 3 E
O30 202 E :
Q3DEEIT - :
Q00T [. I-
03042021 T Z
A0S0 [. B
Q0E02] | [- B
QRS0 | - ; 2
QX061 | - - z
OF0RE0 | - . E
oa0Eaz | - 2 =
Q1m0 | - 3 E
om112021 | - E -
Q3120 | - : r
Q3MEE0 | - e [-
03MEZ021 | - : z
Q3TN | - [- B
Qaa2az1 | - [ - 2
QA0 | - : i
0aaaz | - [~ .
032202 | - . E
QR0 | - : 5
QaEAENE | - 3 g
032312021 | - ; g
034021 | - : e
QS0 | - [. 3
QPR | - : z
Q3Z0E0H | - . =
Q32EE0 | - [~ :
QIO | - ; 2
032021 | - [- -

DEPOSITA BO35 - T775
| DEPOSITH 6035 - 7778

DEPOSITH B03S - 7702
| DEPOSITH 6035 - 7803

DEPOSIT# 6035 - 78046
| DEPOSITH 8035 - 7810
| DEPOSITY 6035 - 7812

DEPOSITY 8035 - TA1T

| DEPOSITH 8035 - 723

DEPOSITA 8035 - TEZ4

| pEPC=ITH BO3S - 7RIS

DEPOSITA B035 - TE3E

DEPOSITY 8035 - TE39

DEPOSITH 8035 - TET2
DEPOSITH 8035 - TH51
DEPCSITA B035 - TAST

| DEPOSIT# 6035 - 7859
DEPOSITH 035 - 7871

DEPOSITY 8035 - TETS

| DEPO=ITH 8035 - 7ATS
DEPOSITY 6035 - 7879

DEPOSITA 6035 - TBRE
DEPCSITH 68035 - 7901
DEPOSITA 6035 - 7902
DEPOSITH 8035 - THSR2
DEPCOSITA B035 - T
DEPOSITY 68035 - TO0E
DEPOSITH 8035 - T913

| DEPOSITH 6035 - T918

DEPOSITY 8035 - 7921

| pEPO=ITH 8035 - 7935

Subtotal 440500 - BALES & SERVICES - EXTERMNAL

Transaction Detail

AG-MARION
For Month Ending: March 34, 2021

Encumbrancs D

Description Detail

Mulch Refund

KMuich

| raweh
Mulch Sale
Mulch Sale

Mulch and Passaon Fruit Plant

| Passien Truit, plamt =ales

Plant, Passion Fruil sale

| Muich

KMulch

| Prant Sabes

Mulch and Edible Seed Sale

Piants & Mulch sale
Plant & saed safes
Sweel Potabo Shp, Mulch, Seed

Sweet Polalo Sip Sale

- Sweel Polata Ship Salke
Mulch, Sweet polato, pH Test

Plant & seed sales

| Prant s
Mulch, Sweet Potate Slip Sale

Mulch

Planl sales

Seeds & plant sales

| Mulch, Saeet Potata Sip

Daeel Polabto Sale, Mulch
Sweet Potabo Ship, Plants Sead
Plant Sales

| Prant saie
Sweel polato Sip, Mulch

Sweel Polalo Shps, Mulch

Run Date: 04/062021

(117.00}
50,00
457 00
4875
48.00
9,00
138.00
434 91
152.50
12.00
108.00
42.50
180.00
143.05
181.50
250
15.00
65.25
T0.08
£9.00
130.50
18.50
1.00
449 87
E1.20
108,50
105.18
168.67
118.00
f2.50
16100
£3,675.97



Other Operating Expenses: Contractual Expenses
T15160 MEETINGTRAINING EXPENSE

0502021 | -

43810134 | -

PCardt UFLOR - TXMIS01 8600

Subtotal T158100 - MEETINGTRAINING EXPENSE
TITO0 LABDRATORY SERVICES

03012021 | -
Subtotal T1 7000

= LABORATORY SERVICES

JE# UFLOR - DDO3E0D0SES

Other Operating Expenses: Utilities & Communications
722300 CELLULAR PHONES & SERVICE PLAN

0G50 | -

G3666541 | -

YCHRE UFLOR - W0485534

Subtotal T22200 - CELLULAR PHOMNES & SERVICE PLAN

Oither Operating Expenses: MATERIAL
TH100 LAE SUPPLIES

OG22 | -
OG22 | -
Subiotal TI1108

E3EBE541 | -
E3EEE541 | -
= LAR SUPPLIES

Ti1400 AGRICULTURAL SUPPLIES

03012021 | -
03012021 | -
0302021 | -
03042021 | -
050a2 | -
0502021 | -
0322502 | -
03222021 | -
03222021 | -
03223021 | -
03225302 | -
OG22 | -
OG22 | -
0322502 | -
0322502 | -
03232021 | -
03232021 | -
03252021 | -
Subiotal TI1400

SRRST22S | -
B3666541 | -
E3686541 | -
E3686541 | -
OERST22S | -
438101349 | -
54135979 | -
43010139 | -
43010139 | -
43510139 | -
S3EIATIAZE | -
S3E313E | -
S3E31328 | -
GERSTIZS | -
GERSTIZS | -
E3666541 | -
OERST22S | -
00452410 | -
= AGRICULTURAL SUPPLIES

TaZ100 OFFICE SUPPLIES - GENERAL

PCardé UFLOR - TEMOS022 1591
PCardtt UFLOR - TEXNIS0224TE

PCard# UFLOR - THXMES01T138
VCHR# UFLOR - V0485113

VCHRE# UFLOR - V0485113

PCardlt UFLOR - TEMDESD1B313
PCardt UFLOR - TXNIS02EA5E
PCardt UFLOR - TEXNISD2E245
PCard#t UFLOR - TEMES023I030
PCard#t UFLOR - TXMES02E0RT
PCard#t UFLOR - TXMIS022629
PCard# UFLOR - TEMDIS025TET
PCardit UFLOR - TEMDIS02E828
PCardé UFLOR - TEMISOGIOE]
PCardt UFLOR - TEXNIS0EH0IS
PCardlt UFLOR - TEMESDE4001
PCardlt UFLOR - TEMES0GE455
PCard#t UFLOR - TXMOISOGEETT
PCardit UFLOR - TEXMES0EE 191
PCard# UFLOR - TEMES0G44E0

VCHR# UFLOR - D81045685

VCHR# UFLOR - DE10%4342
VCHR# UFLOR - DE10%342

VCHR# UFLOR - D509B518
PO# UFLOR - 035 - 2100855974
VCHRE UFLOR - D§101130
VCHR# UFLOR - 102748
VCHR# UFLOR - DE104805
VCHR#E UFLOR - 051084938
VCHR# UFLOR - DE109751
VCHR# UFLOR - DE109751
VCHR# UFLOR - DE10STE1
VCHRE UFLOR - DE10S9753
VCHR# UFLOR - 08102907
VCHR# UFLOR - 081104871
VCHR#E UFLOR - 05108804
VCHR#E UFLOR - 06110301
VCHR# UFLOR - DB111013
VCHR# UFLOR - DE1104814
VCHR# UFLOR - 8112130

EMP# 43910139 - Cannon,Emma C

INWVOICER 83686654 1-Fr21-\WDA-E

EMP# 63666541 - Hunler Maxine Ruth Floyd
EMP# 63666541 - Hunler Maxine Ruth Floyd

EMP# B8857225 « Lindsay, Dshora M
INWOICES T588709

INVDICE¥ 7588709

EMP# BIGEE541 - Hunler Maxine Ruth Floyd
EMP# DBE5T225 - Lind=ay, Debora M

EMP# 439101533 - Cannan,Emma C

EMP# 54135979 - Marek Amanda S

EMP# 43910139 - Cannan,Emma C

EMP# 43910139 - Cannan,Emma C

EMP# 43910139 - Cannan,Emma C

EMP# 93631328 - McElrath, Joyoe M

EMP# B3631328 - McElrath, Joyee M

EMP# B3631328 - McElrath, Joyee M

EMP# 88857225 « Lindsay, Debora M

EMP# 88857225 « Lindsay, Debora M

EMPE 63666541 - Hunler Maxine Ruth Floyd
EMP# BB85T225 - Lind=ay, Debora M

EMPE D0452410 - Barulez Giavanna M

EWELL EDUCATIONAL SERVIC - Meal Clinic

E2R - Inv PDC-Eenl043 - Sample

Maxine Hunber - G3866541-Fy21-\WDA

AMZM MElp US WP EKWARSA - Measuring cups and spoons s=i

Amaron.com 1JOLMAT2S - Apera inslruments 1413

SOUTHEAST SOHLS » 20 cubic yards lop shell soi

Enginesring Services & Products Co - Miscellansaus Chames: Freight
Enginesring Services & Products Co - Masier gardaner propagaion la

CCALA RURAL KIMNG - Tarp HD 10212 SilvenBlack

SITECHE LANDSCAPE SUPPLY, - Sod Slaples Square lop B in 50

SEMINOLE FEED - 2quash zuchini grey

PLAMT SIGNS « 36 Sxfi inch black engraved sig

SEMINOLE FEED - T-HI-Yisld Tomals & Vegetable
SEMINOLE FEED - T-HIYisld All Purpose Ferti

SEMINOLE FEED - T-HI-Yisld Tomals & Vegetable
SOUTHERM BLADE & SUPPLY - 1/4 « 1 1/2 PFDT

LOWES 802753 - U8 CAT Raled Shealking

SOUTHERM BLADE & SLIPPLY - 7122 Milso Drill, 14x 1 12 P
LOWES #00440 - BH 50LE Screw-In Uil HG

BLLIE STAR NURSERY - Gawa Siskiyou pink, Salvia Fa
AMEM Mikip US MATLRTRGE - Pk of 20 Jule Plant Grow Mal H
LOWES #00440 - BH 50-LE Screw-In Ut HE

ULIME SHIP SUPPLIES - 3¢5 8Mi recosable bags

20.00
20000

40,00
240,00

50.00
SB0.00

&9.91
14.50
F114.41

82000
841 48
1,5G1.85
27.85
35.94
25.80
62408
{10.00)
49,90
&57.90
14.00
33.85
.72
3582
111.00
2390
{31.84)
104.08
£4,323.04



HOW TO LOOK UP

OLD PCARD
CHARGES




Other Dparating Expensss: Contractual Expensoes
T15100 MEETINGTRAINING EXPENSE

OEM0E02

438101349

PCard# UFLOR - TXMDSG01 8800

Subtotal T18100 - MEETINGTRAINING EXPENSE
TiT000 LABORATORY BERVICES

O30 021

Subtotal T1T000 - LABORATORY SERVICES

JE# UFLOR - DDO3E00SET

Other Operating Expenses: Utilities & Communications
722200 CELLULAR PHOMES & SERVICE PLAN

WVCHR# UFLOR - V0405534

PCard# UFLOR - TEXNDS022181

03RS | - BIBBESA 1
Subtotal 722200 - CELLULAR PHOMES & SERVICE PLAN
Other Operating Expenses: MATERIAL
TH 100 LAB SUPPLIES
ORI2H | . BIBBESA1
ORIZAHH | - BIBBESA 1

Subtotal TE1100 - LAR SUPPLIES
73400 AGRICULTURAL EUPPLIES

O30 021
05012021
05012021
D300
OEADEz1
Q3003
OS2
0220
OEZ203
OS2
QA0
QA0
Q&2
02203
OEF2E
OEZE03
ORI
0250

Subtotal T31400 - AGRICULTURAL SUPPLIES

SRRST 225
G3BE6541
E3BE6541
3666541
SERST2Z5
432101349
54135979
438101349
438101349
43210139
G3631328
G3631328
C3EI1AZE
CERST2ES
SERST2Z5
E3666541
SERST2ES
00452410

732100 OFFICE SUPPLIES - GENERAL

PCard® UFLOR - TEMDS0Z24 75

PCard#l UFLOR - TXMDS01 7138
WCHR# UFLOR - V0485113

WCHR# UFLOR - V0485113

PCard# UFLOR - TXMESD1B313
PCard# UFLOR - TXMIESIZBI5E
PCardl UFLOR - TXMDS02E245
PCardt UFLOR - TXMESIZ3030
PCard# UFLOR - TXMDG0Z208T
PCard® UFLOR - TXMDS0Z20629
PCard# UFLOR - TXMESDZETET
PCardl UFLOR - TXMDS0Z08 38
PCard#l UFLOR - TXMOIS0G0G81
PCard® UFLOR - TAMDS0GE2025
PCard® UFLOR - TAMDIS0GE4001
PCard UFLOR - TXMIESIGE486
PCard UFLOR - TXMISOEEETT
PCard UFLOR - TAMDS0GE1 81
PCard# UFLOR - TXMNDG0G4480

VCHRE UFLOR - D6104865

VCHR# UFLOR - 8108342
VCHR# UFLOR - 81082942

VCHR# UFLOR - DS09E518
PO#E UFLOR = 6035 - 210052974
VCHRE UFLOR - 08101130
VCHRE UFLOR - 08102748
VCHR#E UFLOR - 08104805
VCHRE UFLOR - 08109338
VCHRE UFLOR - D8108751
VCHRE UFLOR - D8108751
VCHRE UFLOR - D8105751
VCHR# UFLOR - 08108753
VCHR#E UFLOR - 08102307
VCHR# UFLOR - 08110371
VCHRE UFLOR - 8105804
VCHRE UFLOR - 08110301
VCHRE UFLOR - 08111013
VCHRE UFLOR - 06110814
VCHRE UFLOR - 06112130

EMP# 435910133 - Cannon,Emma C

INWVOICER E36886541-Fy21-\WDA-B

EMP# 63666541 « Hunisr Maxine Futh Floyd
EMP# B35666541 - Hunler Maxine Ruth Floyd

EMP# DBEST22S5 - Lindsay, Dehora M
INVOICESR 7588708

INVOICESR 7588708

EMP# BIGEES41 - Hunler Maxine Ruth Floyd
EMP# DEEST22S - Lind=ay, Debora M

EMP# 439101353 - Cannon,Emma C

EMP# 54135978 - Marek Amanda S

EMP# 43910138 = Cannon,Emma C

EMP# 43010138 - Cannan,Emma C

EMP# 43010139 - Cannan,Emma C

EMPE 93531328 - McElrath, Joyee M

EMPE 93531328 - McElrath, Joyee M

EMP# 03531328 - McElrath, Joyce M

EMP# DBBET225 - Lind=ay, Debora M

EMP# DEEST22S - Lind=ay, Debora M

EMP# 63566541 - Hunber Maxine Ruth Floyd
EMP# BEB5T225 = Lind=say, Debora M

EMP# 00452410 = Beriter Giovanna M

EWELL EDUCATIONAL SERVIC - Meal Clinic

E2R - Ire PDC-Genl043 - Sample

Maxire Hunler - 83868541-FY21-WDA

AMZMN Mkip LS VPEKWERS3 » Measuring cups and spoons sat
Amaron.com 1JOLNIT2SE - Apera instruments 1413

SOUTHEAST SOILS - 20 cubic yards top shell soi

Engineering Services & Products Co - Miscellaneaus Charges: Freight
Engineering Services & Products Co - Masier gardensr propagaton la
OCALA RURAL KING - Tarp HD 10x12 SilverBlack

SITEOME LANDSCAPE SUPPLY, - Sod Slaples Sguare 1op B in S50
SEMINOLE FEED - squash ruchini grey

PLANT SIGMNS = 36 3xf inch black engraved sig

SEMIMOLE FEED - T-HI-Yield Tomalo & Vegetable

SEMIMOLE FEED - T-Hi-Yield All Purpose Fertili

SEMIMNOLE FEED - T-Hi-Yiekd Tomals & Vegaiable

SOUTHERM BLADE & SUPPLY - 14 x 1 172 PFDOT

LOWES 802753 - A8 CAT Rated Sheathing

SOUTHERM BLADE & SUPPLY - 7122 Nitro Drill, 14 21172 P
LOWES 800440 - BH S0LE Screw-ln Ul HG

BLUE ETAR MURSERY - Gawra Siskiyou pink, Salvia Fa

AMZM MElp US M3TLRTRGS - Pk of 20 Jule Planl Grow Mal H
LOWES 800440 - BH S0-LB Screw-In Ll HE

ULIME SHIP SUPPLIES - 3x5 GMil redosable bags

20.00
20,00

40000
40,00

50.00
£80.00

991
14.50
£114.41

B20.00
G41.48
1.5G1.85
Z7.85
E5.94
2580
624 09
{10.00)
4990
57.90
14.00
X385
P
E5.82
111.00
349
{31.84)
104.08



Reconcile Reconcile Statement

Main Menu »Financials» Purchasing»Procurement Cards

Reconcile Statement Search

Role Name |

Employee ID Q
Mame Q

Card Issuer|

Card Number
Transaction Number | TXN0O5023030
Merchant Exact Match
Sequence Number

Line Number

Billing Date (o] To a
Statement Statusi Closed |
Budget Status
Chartfield Status
Transaction Date B To 3]
Charge Type
Posted Date El To Bl
Rows Per Page 50

() Auto Save When Scrolling Through Chunks

Search | | Clear




Reconcile Statement

Fefresh OnBase Indicators

10f1

b Last

Bank Statement

Transaction || Billing ‘

Employee Name Card Issuer
1 Marek Amanda S MBMNA
4
v
= Select All Clear All
Search Purchase Details

[ save ||I‘il Notify Hﬁ Refresh |

Card Number

t**ttm*ttksg?g

Split Line

Irans Hhake Merchant

02/24/2021 PLANT SIGNS

Distribution Template

Personalize | Find | View All | (2] |

*Status

Closed

E First ' 4

Transaction
Riiaiia Currency

624.09 USD
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PCARD BEST PRACTICES

e (Clear business purpose
 What to do with food purchases

* Supporting documentation

Bank Statemep
Transaction( | Biling | [EF¥

Trans Date Merchant *Status
1 E 05/M10/2021 EB 2021 FLORIDA EXTEN Venfied A
<
Y Select Al Clear All SIS

Refresh OnBase Indicators

Personalize | Find | View All | B | (& First ‘4 10f1 "
Transaction Chartfield
Amount Currency ﬂ Category Status

50.00 USD - ﬁ 80141902 Q Valid

Verify




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)

GO TO




THE PCARD WIZARD

Happy Retirement to John Edmands!

L
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Transaction Detail Run Date: 04/06/2021
myuf] AG-FLAGLER

For Month Ending: March 31, 2021

Acctg Date Flex Code UFID CRIS Transaction ID Encumbrance ID D Description Detail Amount

Cost Center: 60352018~182 (Department~Fund)
Other Operating Expenses: OTHER
818000 TRANSFERS WITHIN FUND

03/25/2021 - 34809220 - JE# UFLOR - AGE2103693 - - ONL Moving $610 from 603520187 610.00
Subtotal 818000 - TRANSFERS WITHIN FUND $610.00
Subtotal Other Operating Expenses $610.00

60352018~182 (Department~Fund) ($610.00)



Main Menu ® General Ledger ¢ Journals ¢ Journal Entry e Create/Update Journal Entries

. Create/Update Journal Entries
Create/Update Journal Entries P

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

Find an Existing Value Keyword Search Add a New Value

Find an Existing Value Keyword Search Add a Mew Value
Search Criteria

Search Criteria

Business Unit: UFLOR Q
_ _ Journal ID: AGE103693
Business Unit: = W UFLOR i Journal Date- - -
Journal 1D: begins with v Document Sequence Number:

Journal Date: = - 5 Line Business Unit: Q
Document Sequence Mumber: | begins with Journal Header Status: [= v v
. . - i = ~ ~
Line Business Unit - v O\ Budget Checking Header Status_| | | |

- Source: -: ~ Q
Journal Header Status: [= +| [No Status - Needs to be Edited v | _ -
Entered By: I Q
Budget Checking Header Status:| = v| | v | Attachment Exist. E <] | v
Source: = w oML L Journal Class: Q
Entered By: begins with « | 840631945 2 U case sensitive
Attachment Exist: [= v| | v |

Journal Class: begins with ~ Q Search Clear Basic Search Ell‘g] Save Search Criteria

[l case Sensitive

Find an Existing Value | Keyword Search | Add a New Value

Search Clear Basic Search |_Q Save Search Criteria



Header || Lines || Totals || Errors || Approval

Unit UFLOR

Joumal IDD AGEZ103603

Date 03/25/2021

Long Description | DML Moving $610 from 60352018-182-3300-CRRNT (Flagler) to 60352054-182-3300-CRRENT (Bl

(Putnam) UFID 2480-9220

149 characiers remaining
*Ledger Group ACTUALS

Ledger
*Source | DML
Reference Number 91472175
Joumal Class

Transaction Code CASH

S5JE Type
Currency Defaults: USD f CRRMNT /1

Attachments (1)

Reversal: Do Mot Generate Reversal

Old Documents

Entered By 91472175

Entered On 03/25/2021 2:36:02PM
Last Updated On 03/26/2021 10:30:32AM

\[§]save ||[@r Returnto Search | [Z] Motify | % Refresh

Header | Lines | Totals | Errors | Approwval

o

Adjusting Entry | Mon-Adjusting Entry L
Fiscal Year 2021
Period L2

ADB Date | 03/25/2021

Auto Generate Lines

Save Joumal Incomplete Status
Autobalance on 0 Amount Line

CTA

Commitment Control

Smith Alexander H

Eh Add | Update/Display



Header || Lines || Totals || Ermors || Approval

Unit UFLOR Joumal ID AGE2103693 Date 03/25/2021 Errors Only
Template List Search Criteria View Audit Logs
*Process | Edit Journal v | | Process =] [Z] Line| 50 [7] [x]
w Lines Personalize | Find | 2] | &
Select Line SpeedType Account Source Fund Dept Program Bud Ref CRIS PC Bus Unit Project
2 Q. 218000 182 603520138 3300 CRENT
4 Q, 571800 182 60352054 3300 CRENT
4] Q112000 182 60352018
] Q. 112000 132 60352054
4 3
W Totals Personalize | Find | View All | (2] | @ First (4, 10of1 (» Last
Unit Total Lines Total Debits Total Credits Journal Status Budget Status
UFLOR 4 1,220.00 1,220.00 F W
[§lsave ||[@r Returnto Search ||[=] Motify | & Refresh Eh Add | Update/Display

Header | Lines | Totals | Errors | Approval
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m}fuﬂ LL ummcufgcmo tail Run Date: 08072021

For Month Ending: April 30, 2021

Acclg Date | FlexCode | UFID | CRIS | | Encumbrance 10 o Description Detail | OnBaseDoc | Amoe

440800 SALES & SERVICES - ENXTERMAL
o420z | - | 14paEas | . | DEPOSITY 6035 - TaT4 = - Visa, MC & Disc. CC PlaniSale B05-Ta74 BO5.96
045012021 | - 14048215 | - | DEPOSIT# 8035 . 7975 B - am ex used for plant sale-PASC EOAS-TaTs 2191

O4S0TF0Z1 | - G5918500 - | PCand# UFLOR - TXNOSOM6808 | WCHRS UFLOR - 06118327  EMPS 85318500 - Mol James J AGRICULTURAL CONFERE OSU - regasbration for James Mol fo ITENCSO4a 05 S0L00

TI1400 AGRICULTURAL SUPPLIES

o470 | - 46103700 | - | PCard# UFLOR - THNOS0435T0 | WCHRS UFLOR - 08118628 | EMP# 48103750 - Canciro, Christophes A | LOWES $01806 - leman tree, orbil spray nazsle TXNOS043ST0 | 118,00
OdM0T 03 -- -m-- ;mm-w-mmmnﬂ-mnm'Elﬂiitmazm-n-u-.{h—-n -mmusm-nudmm-ﬂu— I m 240 O
04072021 | - | GDE3I004D - | PCard® UFLOR - TXNOS04TE04 | WCHRS UFLOR - 08118072  EMP# 50630040 - Elmore, Whilney C | LOWES 802238 - 2- descasna’s, 8- dusty miller | TXNOS04TE04 | ETE T
O Er IO -- .-l.ﬂ“wm- - Em-ﬂm-m!‘hﬂmmm:ﬂ1m.mﬂmmLm.mA-LMEm=pﬁthﬂihw | m‘_ Taa
04132021 | - | 1448315 - Epﬂ-ﬂtﬂ_ﬂﬂ-mil | WCHRSE UFLOR - 08120738 | EMP# 14948215 - Reich, Grace | AMZM Mkip LIS BZ58520S3 - 12- B ql plastc bugs | storag | IXNOSIEI61S | 2584
O 14503 l- --l.ﬂ“:lﬂ'!ﬂ:l- - ;Pﬂ-ﬂm-W“ 'wmm-muim mﬂmm-m.ml-mlmmmﬁ“’;‘s-mh—'hdh’hm | w. 15 98
O4/14/2021 | - | asioaTo0 | - | PCards UFLOR - TXNOS050000 | WCHRS UFLOR - 06121884 | EMPS 45103750 - Cansiro, Christophes A | SPRING HILL RURAL KING S - twine, herbs, labebs, fersiiz | IENCEOSO00S | 12707
DO | | 4s103780 | . | PCard® UFLOR - TXNOSOS0018 | VEHRS UFLOR - 06121884 | EMPS 45103750 - Cameiro, Christophes A | LOWES 801606 - lomato, peppers and hesb plant | Ixmosossoie | vesaa
04142021 | - | 4@0a7en - | PCard® UFLOR - TXNOSOSOTTO | WCHRS UFLOR - 08121713 | EMP# 28103790 - Cameire. Christophes A | THE HOME DEPOT #0281 - ane p—— loupe | TxnososoTIn | 1582
0412021 | - | 1agam21s | . | PCamis UFLOR - TXNOS053060 | WCHRS UFLOR - 06123645 | EMP# 14848215 - Reich, Gracs | AMZN Mkip US PBEVI3803 - 144-2 WSS tubes. alcohol & | Ixnps0s3Iseo | 7o.08
o4/ 1802021 | - 14848215 | - | PCard# UFLOR - TXNDS0S4045 | WEHRS UFLOR - 06123645 | EMP# 14848215 - Reich, Graon | ABMZN Mkip US SLZVWAIND - one roll 80x1 grafing tape | Ixnososepss | Ba7
O4/20v2021 | - | 4g103780 | - | PCard® UFLOR - TXNOSO54476 | VCHRS UFLOR - 06124320  EMP# 45103790 - Cansro Chiistophes & LOWES #07608 - 2-4xdx8l lumbes. 3- Zx10. 4-6x8 | IsNos0ssa7s | vese0
Da/2w2021 | . 14048215 | - | PCardt UFLOR - TXMDS0SE11S | WCHRS UFLOR - DE126350  EMPS 14948215 - Reich, Grace AMZM Mkip US CPTIG45WS - 3 dissecting kits | rsmocsosaiis | 2297
o4/2n2021 | - | ap1037800 | - | PCard# UFLOR - TXNOSOSE4E6 | VCHRS UFLOR - DS126263  EMPS 25103750 - Cansre Chwstophes A LOWES §01606 - 3 SMx8x8 deck lumber boards | Ixncsosass | 20.94
D401 | - 14848215 - | PCand#f UFLOR - TXNOSOSS0ME | WCHRS UFLOR - 081206250 | EMPE 14948215 - Reich, Grson Amazon.com §1IAKANGS - 2 screens 884 IXNOSOS8018 3382
04/27/2021 | - 48103790 | - | PCawd#l UFLOR - TXNOS0E1878 | VCHRS UFLOR - DB12T561  EMPS 48103750 - Camero, Crinstophes A | Southem Landscaging - 1.5 yds poting sail mix | Dsnocsoeiazs | 84.50
Sublotal TI1400 - AGRICULTURAL SUPPLIES $1,188.78
72100 OFFICE SUPPLIES - GENERAL
O4M0TBAZT | « 14848215 | - | PCard UFLOR - TXNOS0S4058 | VCHRE UFLOR - 06118224 | EMPE 14948215 - Reich, Grace Amazon, com IKZEWS00D - 1- 18234 frame LANCS42055 2198
Subtotal TA2100 - OFFICE SUPPLIES - GENERAL g : ; ; © satee

| Othor Oparating Expenses: OTHER
T000 MEMBERSHIFS & DUES

o400T2021 | - | ap1zror | - | PCards UFLOR - TXMNOS0ME22S | WCHRS UFLOR - 08118413 | EMPS 30127071 - Reighter, Shayia Marie | PAYPAL FLORIDAIHFD - 4h state council dues for conf LXNCEQ4a225 ao.00

o4s072021 | - | sorzTaTy | - | PO UFLOR - TXNOSOWT1B1 | WCHRS UFLOR - 001158330  EMPE 30137071 - Reighter, Shayis Marie | AGRICULTURAL COMFERE OSLU - volunteeriam conlersnce regaat | TENOE04T 151 | S0u00
Subtotal TE1000 - MEMBERSHIPS & DUES ' i ~ smo.0e
TH4000 POSTAGE

O4082021 | - BES1ES00 | - | veHRS UFLOR - vDB12287 | . INVOICEM 732205280 FrdEx Cusiom Critical - Shipping- Ext Bus Ser Jaime | MDS12257-UFLOR | 1331

Subiolal TH4000 - POSTAGE 133



Accounts Regular

Voucher

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

Find an Existing Value | | Keyword Search

= Search Criteria

Business Unit: =~ |UFLOR [}
Voucher ID: [ begins with v | V0512257 |
Invoice Number: | begins with ~ || |
Invoice Date: [= ~| ||E

Short Supplier Name:| begins with ~ || |
Supplier 1D: [ begins with ~ || |Q
begins with ~ || |

Supplier Name:

|
Voucher Style: [= ~| |
Related Voucher: | begins with ~ || |
Entry Status: [= ~ | ~ |
Voucher Source: [= ~| | ~ |
Incomplete Voucher: | = ~| ~

[J case Sensitive

o
| Search || Clear Basic Search [&" save Search Criteria




| Summarnry || Related Documents || Invoice Information || Payments || Voucher Aftributes || Error Summary |
Business Unit UFLOR Invoice No | 7-322-65250 Invoice Total Mon Merchandise Summary
Voucher ID 0512257 Accounting Date 04/05/2021 Line Total 13.31 Session Defaults
Voucher Style Regular Voucher *Pay Terms |30 Met 30 ~Currency USD Comments(0}
Invoice Date |03/3002021 Basis Date Type Inv Date Miscellaneous ﬁttal:hmem_:s oy
Invoice Received Freight Template List
Advanced Supplier Search
FedEx Custom Criti . .
-------------------------- Total 13.31 Supplier Hierarchy
Supplier ID 0000133851 Difference 0.00 Supplier 360

ShortName FEDEXCUSTO-001
Location 001
*Address 1

| Documents (1) |

Save Action | | Run | | Calculate | | Print |

w Copy From Source Document

PO Unit PO Number Copy PO Copy From Mone ~ Go
Invoice Lines (%) Find | View All First (4! 10of1 (») Last
Line SpeedChart
! Copy Down One Asset
*Distribute by  Amount - Ship To RO00004029
Item Description | Shipping- Ext Bus Serv: Jaime Calculate
Quantity | 1.0000 Packing Slip
uUOomM EA
Unit Price | 1321000
Line Amount 1321
~ Distribution Lines Personalize | Find | View Al | (2] B2 First (1) 10f1 (b Last

GL Chart || Exchange Rate || Statistics || Assets

SDW Lire Merchandizse Amt  Quantity GL Unit Account Source Fund Dept Program Bud Ref CRIS PC Bus Unit Project
1 1331 1.0000 UFLOR To4000 182 60353051 3300 CRRNT
y >
| Save |

|I§“ Return to Search ||IEI Moty ||S Refresh |

Summary | Related Documents | Invoice Information | Payments | Voucher Attributes | Error Summary



| Summary || Related Documenis || Invoice Information || Payments || Voucher Attributes || Errar Summary |
Business Unit UFLOR Invoice Mo | 7-322-65250
Voucher ID W0512257 Invoice Date |03/30/2021 Action o Run
Voucher Style Regular Voucher
Total Amount 1331 *Pay Terms 30 Met 30 Schedule Paymentis
Supplier Name FedEx Custom Critical
Payment Information Find | View All First (4) 10of1 (» Last
+
Payment 1 E|
*Remit to 0000133351 @& Gross Amount 13.31 | UsD Scheduled Due 04/29/2021 Payment Inguiry
Location 001 Discount 0.00 UsSD Net Due 04/29/2021 Express Payment
*Address 2 Discount Due Payment Mote(0)
Accounting Date | 04/29/2021 Holiday/Currency

FedEx Custom Critical
PO Box 645135
Pittsburgh, PA 15264-5135

Payment Options

*Bank WFEBE Pay Group *Netting | Mot Applicable  ~ Messages
=account | 0001 *Handling Mo Special Handling - LiC 1D Hold Payment
*Method | CHK Check Hold Reason ~ Separate Payment
- Actions
Message

Message will appear on remittance advice.

Schedule Payment

*Action  Schedule Fayment - Payment Date | 04/29/2021
Pay Reference | 0001512762

5

| Save |

||§I‘ Return to Search ||E| Motify ||$ Refresh |

Summary | Related Documents | Invoice Information | Payments | Voucher Attributes | Error Summary




QUESTIONS?




WHAT TO DO
AFTER YOU

FINISHED
RECONCILING




SAMPLE MONTHLY FINANCIAL RECONCILIATION CERTIFICATION

Department Name: Accounting Period:

List all Dept IDs and Fund Codes to certify they have been reconciled. For larger units, you may just include the first 4-digits of the Dept
1D (or include the list as a separate attachment). If any departments have not been completed, please list the Dept ID/Fund under the
comments section and include a justification. You can provide comments next to a particular Dept ID/Fund or use the additional
comment section. Please submit any support documentation.

Dept ID Fund Code Comments/Justification

Additional Comments:

By this submittal, | am certifying the following:
e Delivered Monthly Financial Reports, Final Paylists and P-card Aging Reports have been reviewed/verified for accuracy.
e For any errors that have been detected, corrections have been made and/or requested and are pending adjustments.
=  Monthly Financial Reports have been reconciled to source documents and the amounts appear to be reasonable and properly
recorded.
* | am aware of the requirements to report all suspected fraud to my supervisor, Audit, UF Police Department or the Vice
President’s Office to ensure it is appropriately addressed.

Reconciled By:
Name Title
Signature Date
Certified By:
Name Title
Signature Date
Reviewed By:

Name Title




SharePoint
Shared County Folders
Reconciliations and Financial Records
Roll-Out Training
08/20/2020

SharePoint Shared County Folders

Reconciliations and Financial Records Roll-...

PowerPoint Slides and Detail Chat Q & A

Waters Janet G August 28, 2020
619 views

Quick links

4

?5.

S

S

-3

SharePoint Notifications Uploads Form

SharePoint Training Slides & Chat 08/20/2020

SharePoint Training Recording 08/20/2020

SharePoint Cheat Sheet

SharePoint-Q-A-Recording-03-11-2021

15t Revision Monthly Financial Certification-Fillable
Sample

UF|IFAS Extension Administration Business Services

Instruction Guides




MENU ABOUT BUSINESS SERVICES
* Awards and Recognitions Administrative support for UF/IFAS Extension is our mission. To that end,
« Careers resources you need to navigate key processes for tracking and reporting a

« Office of Human Resources, Diversity and variety of business functions applicable to UF/IFAS Extension

Inclusion Administration have been provided in the links below. We hope you find
these tools useful.

s Strategic Initiatives

For Assistance, Submit BUSINESS SERVICES MENU
R « Meet the Team/Contact Us
CONTACT US « International Activities
UF/IFAS Business Services « Fiscal

PO Box 110250

) _ « 4-H Youth, Families & Communities - Business Services
Gainesville, FL 32611-0250

352-392-1788 « Sponsored Projects/Grants
IFAS-EBS @ifasufledu

« Human Resources

« Contracts/MOUs/MOAs

« Travel/Expenses

+ Postage

« Florida Extension Business Professionals Conference

Extension Administration Memos Archive




Home » Knowledge Base » Internal Controls and Quality Assurance » Tiers of Fiscal Responsibility

TIERS OF FISCAL RESPONSIBILITY

Search Directives and Procedures SEARCH

The titles of fiscal personnel across campus vary greatly. In order to create a common language and consistent responsibilities, the University
Controller's Office has defined tiers of fiscal responsibility.

TIER1 RESOURCES ..., TIER 2 RESOURCES ... TIER 3 RESOURCES ......

> viewall 2> Viewall > Vviewall

ADDITIONAL DIRECTIVES AND INFORMATION

3 Tiers of Responsibility

Overview The titles of fiscal personnel

across campus vary greatly. In order to
create a common language and

consistent responsibilities, ...




]
A myi'RAININGi'

— Timeline. Useit to find, cancel, or start all assigned

¢ : = training, current enroliments, or past due assignments.
Introducing new
Search. Use it to search the catalog for online or
f eatures on th g in-person training offered by UF and UF Health Shands.

lﬂJVTRAINING\‘ A T
Dashboard... 3

e .
-
Activity Search Training Transcript Schedule / Calendar
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