








Confirmation
of

Ageney Reconcifiation

Administrative Manual

Adding a New Confirmation, Continued

Add Confirmation (continued)

Cancel

This selection is available on the
page with the statement “To the
Comptroller”. It will take the user to
the View Confirmations page.

) Add New Confirmation - Micresoft Internet Explorer provided by Department of Accounts

File Edit View Favorites Toaols Help

'#'l

Confirmation

of

Agency Reconciliation

Add New Confirmation

[¢ on of Agency Reconciliation to CARS Reporis
Demonstration Agency (Agency 987)

To the Compiroller:

Felp Cour sgency accounting records for Demonstration Agency (987} for the period of Hoversher, 2004 (dus on 12/30/2004) have besn verified and reconciled to CARS,
and when any stbmaitted & TW's have posted to CARS andior itews showm below (if ang) are processed, our internal reconds will be in agrestent with thase
Contact Us reported in CARS for sach of the follawing:
Log Off
A1l cash bakenees (by fundifund detail Total expenditures {bry fundifimdidetail, program, object)
Al appropriations (by fundifund detail, program) Het Reverues (by findfund detail, revenue sowre code)
Al allottments (b fundfund detail, program) Fixed Assets (by fund/fund dtal)

Submitted by: John O Do on 0171002005

1o not have exceptions ("1 have exceptions

&) Done

% Local intranet

Office of the Comptroller

Continued on next page
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lgeney Reconciliation

View Confirmations, Continued

View Confirmations (continued)

Step Action

2 Select the period and agency of the Confirmation to be viewed
from the drop down menus or choose directly from the list that
comes up automatically with the page based on the user access.
3 Click on the ‘Detail’ button beside the selected Confirmation.

Continued on next page
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of Administrative Manual

Ageney Reconcifiation

View Confirmations, Continued

View Confirmations (continued)

If Then
The Confirmation is from a | The user can view the Date
prior month and the due Submitted, the Submitted By
date has passed information and Exceptions, if any.
Also the user can select ‘Print
Summary’ to print a copy of the
Confirmation.

22 Yiew Confirmations - Microsoft Internet Explorer, provided by Department of Accounts E”E‘E|

File Edit WView Favorites Tools Help Iz

Confirmation

of

Agency Reconciliation

View Confirmations

sgoney: 7 Perial: 02.2004
Date Submitied: 1111972004 Submitied hy: John Q) Do

LTI ...

Contact Us There were no exceptions submitied for this register.
Log Off

&) Done &4 Local intranet

Continued on next page
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of Administrative Manual

lgeney Reconciliation

View Confirmations, Continued

View Confirmations (continued)

If Then
The Confirmation is for the | The user can select from ‘Print
month currently due and the | Summary’, ‘Add Exceptions’,
due date has not passed ‘Delete Confirmation’ and ‘View
Confirmations’. The ‘Edit/Delete’
option is also available to the user.
‘Add Exceptions’, ‘Delete
Confirmation’ and the ‘Edit/Delete’
options are not available after the due
date has passed.

3 View Confirmations - Microsoft Internet Explorer provided by Department of Accounts

File Edit Wiew Favorites Tools Help l','

Confirmation
of
Agency Reconciliution
View Confirmations
Agoney: 527 Perial: 2204
Date Submitted: 011102005 Submitted by: John Q Doe
Exceptions:

Ttems appearing on ACTRO401 report, bui did not helong 1o agency:

Batch Agy Batch Date Batch Type Batch # Amount 401 Date 401 Page

[Edit] [Delete] 987 120352004 1 987 987.00 120352004 987
test data
& % Local intranet
Step Action
. . 5 .
4 Select ‘View Confirmations’ to return and select a different
Confirmation to view.

Continued on next page
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lgeney Reconciliation

View Confirmations, Continued

Navigation Navigation buttons located in the left margin of the page link to other pages
or perform requested functions as described in the section below.
Button Description
Print Summary | Provides a summary of the Confirmation that can be printed by
the agency for their records.
Add Exception | Links to the Add Exception(s) page and allows the user to add
exceptions to previously entered data up to the due date.
Delete Allows the user to Delete the entire Confirmation and any
Confirmation related exceptions previously entered into the system up to the
due date.
View Displays a listing of Confirmations previously entered into the
Confirmation system.
Edit/Delete To the left of the exceptions listed on the page. The user can
update an existing exception or delete it up to the due date.
Main Menu Links the user to the Main Menu page. This is the central
navigation page for Confirmation of Agency Reconciliation.
Help Links the user to detailed information about the current page
and the selections available on the page.
Contact Us Allows the user to send an e-mail with suggestions and/or
questions to DOA.
Log Off Returns the user to the Log On page and signs the user out of the
Confirmation of Agency Reconciliation.
Continued on next page
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