GENERAL LEDGER RECONCILIATION PROCESS
(Using  EBI and the Weblinks General Ledger)

1. Print appropriate G/L ledger for month to be reconciled. 

2. Bring up reconciliation window in Ebi for appropriate account & month to be reconciled 
3. Match ledger items with AP entries making sure that amounts, etc. are correct.
4. If no match then copy over item from ledger into EBI
 (Also, make note of unusual or incorrect expenses to funds and follow up appropriately after reconciliation, e.g. cost transfer, accounting department, etc.)
5. After all items have been reconciled, proceed to discrepancy window, and correct any items that are discrepant
6. Proceed to additional items not included in reconciliation, add if necessary, reconcile, and proceed to report printing dialog
7. Print LEDGER REPORT and PENDING REPORT. Highlight any items on the report that do not have backup attached.

8. Print, from WebLinks, the G/L REPORT, EXPENDITURE SUMMARY REPORT, and DPE
9. Attach all reports together with LEDGER REPORT and PENDING REPORT as coversheets
10. Review the PENDING REPORT for out of date or misallocated items (reprint if necessary after changes, deletions, etc. & re-reconciliation)
11. Attach backup to ledgers corresponding to each entry (expense, etc) and check off item from WebLinks G/L REPORT, e.g. invoices, check requests, TEV's, telephone bills, copies of recharges, etc.  (Remember to check for dates, invoice numbers, dollar amounts, EBI numbers, subcontract numbers, etc. in order to make a correct match)
12. Make note of missing items and follow up with the appropriate person, office or vendor and obtain the necessary backup. Initiate cost transfers or other journals as necessary. 
13. Generally, each outside vendor should have 3 pieces of paper: order, invoice, and packing slip
14. Missing or otherwise unavailable backup will necessitate getting microfiche photocopies for backup from the accounting office
 

It is a good idea to conduct a "big" review of the pending items for each fund every 3 mos. or so in order to filter out all of those various EBI records which are sometimes generated but never used, and to review any of the ADV (travel advances) entries which may have cleared or need follow up.

