Approval Process for Cost Center Reconciliations
Log in to Galaxy
Click on Gemini Financials

This will take you to the main page of Financials.
Use the Screenshot below to access Account Reconciliation. 
Main Menu General ledger CustomAccount Reconciliation




Once you are in the Account Reconciliation, make sure to add this to your Favorites for ease of access the next time.			
Click on Add to Favorites and  a pop up will appear to name this page. Call it Account reconciliation or whatever descrition you would like to give.

Now enter the Period and the cost center number to approve the reconciliations. We began online reconciliations in Feb 11. So begin with Period 6 and your cost center number. I’m using 37155018 in my example. The screen defaults to the current reconciliation period, Period 11, so you will need to change this to 6 for February. Enter your cost center number and press Search.











Once you press Search, the cost center information will show up below the Account Reconciliation Box.
                                 

Click on the cost center to access the reconciliation information.
                                

Click on the “Approval Page”.
                  
Check the Approved Box, type in your name in the Approved By: box, click on Save and the approval is complete.
               [image: ]
              [image: ]


If you would like to see the details of the transactions of that month, they are available under the Actuals Reconciliation tab. Here you will see all transactions reconciled by me. You can go through these and verify the transactions if you wish.
[image: ]
Note: There is a comment box for each transaction in the Actuals Reconciliation page and, if you wish, you can add a comment to any transaction on which you may have some question/issues. See screenshot below:
 (
Click on View All to see all transactions.
) (
Click on the cloud to add comments.
)


To get back to the main page and continue approving your other cost centers, click on the Search page tab at the top.
                                      


image8.png
| IR hrps:/undatas. e FPRO/EMPLOYEE/ERP/</UTZ MAINMENU.UTZ FM ACCT_RECON.GBLFoderPath=PORTAL ROOT_OBJECT GENERAL LEDGER CUSTOM. '~ -

(5 bt i W il S0 gt O Vet~ O i ot ) st i ) b G

Favartes Moo enu > Geners Lagaer custom. - Account Reconciaton

FNewVindon (e [ Cusomize Page Mt
Search Page Budget Recondiaton __ Actuals Reconciston __ Encumbrance Reconcllation

Serch riiae
i DASY Tt 1 g CoConr ST YOV CRLTEN ) BusinessUnit  DALDY FiscalYeor 2011 AccountngPeriod 6 CostCenter 37165018 NOVEL THEORETICAL Depariment 307100 Matera Scisnc Enginserng
Pt rooousTE et L TN Poptoom _oric bog st o5t btttk sz Project_0ODNODALEI2172 __ Project Descrlptlon_ NOVEL THEORETICAL ProjectEndDste 08142012 BudgetStanDste 05152008 BudgetEnd Dote 08142012

1 Dave v 400 apxova e foconcilaion nd otes GG the F6conig s s cos cata's monty acty.

Aopn: Hopored 5y J——
Sadgr Rconcir NTHARAUACHANDRAN Encumbancs Reconcir NTHARAUACHANORA Al Rconclrs NTHVARANACHANGRA NTHYARAM
o e frmim [T e [ e [pemt e Budget Reconciled Date 0771111 239 36PN Encumbrance Reconciled Date 0771172011 239 4991 Actual Reconcilr Datss 071111 2 4051PM

T e omam o om  can  meamswmes s

i 0 e e e e et iy
e e e e e udges: 5000 Rev Acul: 5000
o e T s
s O owmowrs @mam v o =3 moceTus0 ama Exp Budgets: $05%,10403 Exp Actuals: 1500
0 o e [T o B [E—— Tt e 5500 [—
4 il o d e o o frme Budget Customize | Find | view A | 5 | ¥ 1or12 O |f Actuals EncumPre. Customee LI
= - P ) prms s

Accoun Descrpton Monetary Amount ccoumt Descrpton Monetary Amount
1[05021 FACULTY SALARES $I2| | e RENTALFURNS EQUP 51000

# 9. Checkthe Approved Box, Enter your name in the Approved By: box and the approval is complete
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10. If you would like to see the details of the transactions of that month, they are available under
the Actuals Reconciliation tab. Here you will see all transactions reconciled by me. You can go
through these and verify the transactions if you
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