SAHARA- Attachments

Follow the steps below for instructions on how to attach supporting documentation in SAHARA.

Employee Self Service ~

Employee Self Service

Analytics & Reporting

Waorkforce Administrator

Accounting & Financial Reports

Commitment Control il

SAHARA Account Reconciliation

o}

1. From the Employee Self -Service
dropdown menu, select Accounting
& Financial Reports.

. Select the SAHARA Account
Reconciliation tile.

3. Enter details in the Search Criteria.

4. Select Search.

Search Page

Account Reconciliation

Search Criteria

5. Select on the Cost Center.

*Business Unit  |UTEP1 |Q
*Year 2020|Q
“Posiod 2o Multiple Cost Center/Project Approval Page
Department Q
Cost Center/Project 19080028 Q
o
Personalize | Find | View All | (2] | E First (4 10f1 (» Last
ggﬁienproject Description Owner Type \Eiesacrai Period Reconciliation Status Reconciliation Approval Actuals Rev Actuals Exp Budgets Rev Budgets Exp Encumbrance
19080028 i ot MULTIMED Costcenter 2020 2 NotReconciled 0.00 9341557 0.00 000 -50434.33
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Search Page Approval Page Budget Information Actuals Reconciliation Encumbrance Information Download Actuals

Header Details

Cost Center 29266260 Description ATHL-SPORTS MEDICINE Owner Senter James Department 208000 Athletics

Projects Start Date End Date Accounting Period 5 Fiscal Year 2021
Month End Expense Summary Month End Revenue Summary

Revised Expense Budget $803,109.00 Revised Revenue Budget $0.00

YTD Actuals Expense $343,002.01 YTD Actuals Revenue $0.00

PTD Actuals Expense $343,002.01 PTD Actuals Revenue $0.00

Encumbrance Total $352,243.08 Revenue Budget Balance $0.00

Available Expense Budget $107,863.91

Reconciliation
Reconciliation Reconciled By Reconcile Date Reconciled Oprid

| have reconciled all Actuals transactions for this cost center/Project to appropriate supporting documentation and noted all reconciling items in the comment fields

Save

Comments
Reconciler Comments Approver Comments
Save Comments

Attachments

N

77\
\6) 6. Click on the Attachments link
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Business Unit UTEP1 Cost Center 29266260

Details
d File Name Description User ID e
Browse... || No file selected.
View

Upload
9

Cancel
Adding large attachments can take some time to upload, therefore, it

transaction before adding large attachments.

SAHARA Attachments

5  Fiscal Year 2021

ze | Find | ViewAll | 2| B First (4 10f1 ) Last

Date/Time Stamp

=

Add Attachment

Save
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Return to Previous F;age ]

Help

Details

File Name

8. Click Choose File.
9. Select Upload.

7. Click Add Attachment.

Description User ID Name

Filename
Salaries-Longevity.xlsx

600111111 Hector Amparan

Adding large attachments can take some time to upload, therefore, it is advisable to save the

transaction before adding large attachments 11
I Return to Previous Page

Add Attachment

I Save

Personalize | Find | View All | &0 | (&

6001111112021-06-25.Salaries-Longevity.xlsx

First (4 1of
Date/Time Stamp

06/17/2021
11:37:25AM
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10. Select Save.

11. Select Return to Previous Page.

12. The number of attachments will appear
and the attachments are now saved.
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