Division of Student Affairs

Account Reconciliation Overview

Time Guidelines:

All reconciliation for the previous month is to be completed by the end of the following month. Each period usually closes by the 15th of the following month. At this time, the detail report from GLOW should be printed and reconciled. All discrepancies are to be discussed with the appropriate supervisor and final reconciliation is to be complete by the end of the month and filed appropriately according to the WMU record retention policy.

Report Preparation:

-Get into GLOW and enter your user name and password.

-Go to “Detail Information”.

-In “Dates” click on customized period range.

-In Fund/Cost Centers, click on specific fund and cost center.

-In Object Codes, click on all object codes.

-In Ledger Activity, click on all ledgers.

-In Internal Document Number, click on all document numbers.

-Click, “click to continue” button.

-In Dates, select the fiscal year and month to generate the detail report for.

-In Fund and Cost Center, type in the fund and cost center for the account you wish to generate the report for.

-Click, “click to continue” button.

The detail information should show up on your screen at this time. Print the information and be sure to scroll down to the bottom of the page to check for additional records. If you see the statement, “Click here for additional 250 detail lines”, then you should click it and print out the next records. Continue with this step until the statement no longer shows at the bottom of the screen.

Reconciliation Procedures:

-Get all the pending account back-up your department files.

-Use this information to match each transaction to the GLOW detail report.

-Take one set of back up from the folder at a time. Verify all coinciding data between the back-up and the detail line. If this matches, highlight the detail line and put a check mark (or some way to signify that item has been reconciled) on the transaction back-up.

-Reconciliation is complete when every piece of back-up material has been cross-referenced and verified with each detail line on GLOW.

-If there are miscellaneous detail lines or pieces of documentation that are not matching up, contact the appropriate staff member within your department or the vendor involved in the transaction.

-When all detail lines, pieces of back-up information and discrepancies have been reconciled, place the detail sheets on top of the related back-up materials, place a rubber band around the entire set of materials and file accordingly.
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