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Step1. 

You will receive a (monthly) email from financial services to confirm that the month end close has been 

finalized and that nVision reports are available and ready to be reconciled see image below 
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NOTE:  For demonstration purposes, the following steps reconciles the PeopleSoft reports 

for the month of November 

 

Step2. 

Run the DAT & DPR reports for the month in which you are reconciling (i.e. November 30, 2014) 

 see image below 
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Step3. 

Open your Budget Reconciliation Template and enter the report date in the heading of the “Summary” 

sheet (this example is reconciling the month of November) see image below  
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Step4.  

Open the DAT report and select the "Budget Balance" tab see image below 
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Step5.   

Refer to the "Revised Budget" column on the DAT to update your budget on the “Summary” sheet of the 

Budget Reconciliation Template see image below and Step6  

 

DAT Revised Budget column 
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Step6. 

Using the DAT report, update the “Revised Budget” column of the Budget Reconciliation Template 

“Summary” sheet see image below 

(Note:  The shaded areas have prewritten formulas that will update as you enter your monthly activity.  

These fields are locked)  
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Step7. 

Refer to the "Fiscal YTD" column on the DAT report to update the “YTD Actual Expenses” column on 

the “Summary” sheet of the Budget Reconciliation Template see image below and Step8 

 

DAT report Fiscal YTD column  
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Step8. 

Update the “YTD Actual Expense” column on the “Summary” sheet of the Budget Reconciliation 

Template 
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Step9. 

Refer to the "Current Month Actuals" column on the DAT report to update the “Operating Encumbrance” 

sheet of the Budget Reconciliation Template see image below and Step10 

 

 

 DAT Current Month Actuals column 
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Step10. 

Select the “Operating Encumbrance” tab of the Budget Reconciliation Template.  Using the DAT report, 

enter operating expenses that hit for the month  
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Step11. 

Refer to the "Rev & Exp Trans" tab on the DAT report to reconcile the expenses that hit for the month. 

(i.e. November = period 5)  *Use the drop down box to select the period in which you are reconciling  

 

Think of this as a bank statement for balancing your checkbook each month. Did the check deposit? Were 

you charged for something you shouldn’t have been charged for? etc. see image below 
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Step12. 

Open the DPR report and select the "Payroll Employee-Month" tab see image below 

 

 

 

Step13. 

Select the "Labor Distribution" tab on the Budget Reconciliation Template.  Using the DPR report, update 

the payroll expenses for each payee that hit for the month see image below 
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Step14. 

Once your template has been updated for the month, review your Summary sheet to ensure the variance is 

zero see image below 

 

 

Note: If the variance is not zero, refer back to your reports to verify that the data was entered correctly on 

your Budget Reconciliation Template 

 


