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SAHARA Overview E‘

= Reconciliations are required to be completed on a monthly basis. Required in order for Annual
Certification to take place.
= Maintain supporting documentation.
= Signature acknowledgement (online).
= Reconcilers
= Account Owners
= The University of Texas System
= UTS 142.1 Policy on the Annual Financial Report: “Certification of Financial Responsibility”
= Link: https://www.utsystem.edu/sites/policy-library/policies/uts-1421-policy-annual-financial-
report
= The University of Texas at El Paso
= Handbook of Operating Procedures (HOP);
= Section VII, Financial Services, Chapter 5
= Link: https://www.utep.edu/hoop/section-7/ch-5.html
= VPBA: Business Process Guidelines:
=  Budget and Financial Accounting> Account Review
* Link: https://www.utep.edu/vpba/business-process-guidelines/budget-and-financiak
accolintine/account-review html



https://www.utep.edu/vpba/business-process-guidelines/budget-and-financial3
https://www.utep.edu/hoop/section-7/ch-5.html
https://www.utsystem.edu/sites/policy-library/policies/uts-1421-policy-annual-financial
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Business Process

Monthly

Reconcilers
perform Account
Reconciliation in

SAHARA

Information is

posted onto
SAHARA

Account Owners
approve Account

Reconciliation in
SAHARA




SAHARA Roles & Responsibilities

Cost Center Capital Sponsored

Project Projects

Reviews transactions (Reconciler)

Gathers supporting documentation
(Reconciler)

Reconciles accounts (Reconciler)

Account owners review and approve
reconciliations (Approver)




Account Reconciliation

= Reconciling is comparing information from two separate sources and providing
explanations for any differences.
= For departmental purposes, this consists of comparing the supporting
documentation retained by the department to the information recorded in the
PeopleSoft SAHARA application.
* The process encompasses two different activities/roles:
1. Reconcilers — retain the supporting documentation for department

Funding Sources & prepare the reconciliation in SAHARA.
2. Approvers/Account Owners - complete high-level review and approval of

reconciliations.



Why Reconcile? E‘

= Monthly reconciliations provide reasonable assurance that transactions are
authorized, reasonable, allowable and correct.

= To ensure that unauthorized charges have not occurred to transactions during
processing.

= Serve as an internal control to mitigate instances of fraud.

= Examples of fraud:
= East Central University employee stole $320K worth of cash and checks by
manipulating student accounts and football game receipts.
= Ex-Yale medical school employee admits to stealing $40 million in
electronics (video below).

https://youtu.be/8Dp13YWKwhc



https://youtu.be/8Dp13YWKwhc

Retaining Documentation

All documentation supporting the reconciliation is required

to be uploaded and maintained in SAHARA

" When uploading
attachments, name files by
category and include
supporting documents
within each respective file.

= Note: Accessing external
system to view supporting
documents is not acceptable
including Miner Mall,
OneDrive, personal files,
etc...
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How to Reconcile Salaries P

At a minimum, the department must comply with the following steps:

1. Create and attach spreadsheet comparing salary balances and headcounts for
both current and prior periods, based on the SAHARA reconciliation reports.

2. Attach screen shots of prior month and current month Salaries from SAHARA
reconciliation (required even if there is no change from month to month, as
evidence of review).

3. Sponsored Projects: run query UTE_BUDGET_TRANS_PAYROL W_GRNT and
compare current and prior period salaries. Review accounts such as Classified,
Student, Research Assistant salaries. Query is a required attachment.

4. For differences, attach supporting documentation explaining difference, such as:
* Appointment Actions Request e-Form
* HR Separation / Retirement e-Form
e Additional Pay Request
* Supplemental Authorization Request (SAR)



Reconciling Salaries in SAHARA
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Reconciling Salaries in SAHARA @




Reconciling Salaries in SAHARA

The Account Reconciliation Search
Page will be displayed.

Search Page
1. Enter details in the Search Criteria.

Account Reconciliation

Search Criteria kl ’ 2. Click Search.
FBusiness Unit UTEP1 |Q . .
L voar 20370, 3. Click on the Cost Center/Project.
FPeriod 7Q

Department Q ARA - Multiple CC /PRJ Approval Page

Cost Center/Project|19012345 Q

Not Reconciled (U Reconciled Not Approved

O Complete [J Reconciliation Not Required

O Budget Activity Only

(J Encumbrance Activity Only e

Personalize | Find | View All | (2] | E First (4 10of1 () Last

Cost = Fiscal . [ e
Center/Project Description Owner Type Year Period JReconciliation Status Reconciliation Approval | Actuals Rev Actuals Exp Budgets Rev Budgets Exp Encumbrance
19012345 PEOPLESOFT Jones, Davy Costcenter 2022 7 Not Reconciled 272068 53,011.60 0.00 0.00 469350

PeopleSoft Tips

*  Reconciliation Status
indicates whether period
has been
reconciled/approved.




Reconciling Salaries in

Salary GL Account will appear:

SAHARA

Account
Account 51101 SW Admin Prof Source
Reviewed Review Date
Details Journal Info Key Values | =W
Flag Employee ID Employes Name Position Job Code
1 (2 |2 6001001002 Turner, Will Assistant Director 10404
2 (O - 6001001003 Gibbs, Joshamee  Coordinator 10407
3 2 F 6001001002 Turner, il Assistant Director 10404
4 (:J I~ 6001001001 Jones, Davy Assistant VP and D 10205

Find | iV First (4) 180f8 (b Last
HR Payrall Acctg DefName  HR Payroll Definition
Account Subtotal 52279017
Personalize | Find | View All | (2 | [ First (4 1-120f12 (b Last

Pay End Date Trans Type Trans Code Paycheck Number Monetary Amount
0773172022 2100611704 $1,500.00

073172022 2100611706 17137

073172022 2100611704 $250.00

073172022 2100611702 343817

When reconciling:

1. Compare salary balances for both current and prior periods
2. If differences, research and attach supporting documents




Faculty and Staff Reconciliation: *>t

H<©®
Salary and Headcount
(B) Prior
(A) Current Month's Did you attach supporting
Month's Salaries Salaries Variance (A) - (B) Variance Explanation documention?
Faculty S
TAs, GAs S
Staff S -
Total ) - ) - S -
(A) Current (B) Prior
Month's Month's Did you attach supporting
Headcount Headcount Variance (A) - (B) Variance Explanation documention?
Faculty 0
TAs, GAs 0
Staff 0
Total 0 0 0

Note: Month to month comparison is required for all periods. In the case of Period 1 (September),
comparison is required against August from the previous fiscal year. For variances related to Merit Increases,
include comment “This month’s variance is due to merit increases approved by the University”.



Sponsored Projects: Payroll Query Navigation

Run query UTE_BUDGET_TRANS_PAYROL_W_GRNT to compare current and prior period
salaries.

NavBar: Menu : :
(3) (2) From the PeopleSoft main page:
Menu > Financials > Reporting Tools 1. Click NavBar.
=1 2. Click Menu.
HRMS ova;s Query @ 3. Click Financials.
4. Click Reporting Tools.
= Query Viewer @ P &
— 5. Click Query.
= 6. Click Query Viewer.




Sponsored Projects: Payroll Query Navigation

Query Viewer

*Search By [Query Name

v

Search

Advanced Search

Query
Query Name Description

UTE_BUDGET_TRANS_PAYROL_W_GRNT Dept Bdgt Payroll Exp

begins with

Owner Folder

Public

Enter any information you have and click Search. Leave fields blank for a list of all values. @

UTE_BUDGET TRANS_PAYROL W _GRNT

Personalize | Find | View All | (2] | L;l First 4 10of1 » Last

S#:‘:O ?:‘(Jge(lo Qxl'l‘.m Schedule Definitional References égyoltgtes

HTML Excel XML Schedule Lookup References Favorite

O

UTE_BUDGET_TRANS_PAYROL_W_GRNT - Dept Bdgt Payrolil Exp

Enter Department Number | %
Cost Centr |%
Project |226999999A
Budget Year (YYYY) |2022
Budget Period (MM) From 8
Budget Period (MM) To 8

View Results @

@

From the Query Viewer page:

7. Enter query name.

8. Click Search.

9. Click Favorite (to add to Favorites).

10. Click Excel (report will download
to Excel).

11. Enter Search Criteria
12. Click View Results.

o-¢

\
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Sponsored Projects: Payroll Query Output

UTE_BUDGET_TRANS_PAYROL_W_GRNT

G&030

GE0S0
G60S0
GE050
GEOS0
GEOSO

GOS0

50400 57103
150400 57103
750400 %7302
750400 57501
50400 57603
750400 %7701
50400 57701
50400 57701
50400 57701

§‘ §‘ §‘ §‘ §‘ §‘ §‘ §‘ §‘ §‘ §‘ §‘ §‘

226999999A 2022
2260999994 2022
226999999a 2022
2269999994 2022
226599959A 2022
2269999994 2022
2269999994 2022
2269999994 2022
226999999A 2022
2269999994 2022
2269999994 2022
2269999994 2022
2268999594 2022
2269999994 2022

Name

O 0 0 0 O ® ® 6 ® 0 0 ™ 0 ™

-1950.00 Payroll
<2444 .46 Payroll
-1347.73 Payroll
-1083.33 Payroll
-20.00 Payroll
-329.75 Payroll
-164.89 Payroll
-150,71 Payroll
-152,68 Payroll
-29.55 Payroll
-4,40 Payroll
-2.43 Payroll
-1.93 Payroll
-3.55 Payroll

Ref Jenlu
Ref Jmis
Ref Jnla
Ref Jenlst
Ref Jnis
Ref Jnin
Ref Jenls
Ref fnis
Ref lmnis
Ref Jmid
Ref jmis
Ref jmis
Ref jmis
Ref Jmig

HPY0616450 Checkit 2100592818 Employee 1DF 6009999990 -
HPYD616450 Checklt 2100591970 Employee 1D# 6009999991 -
HPYD616450 Checkit 2100591976 Employee 1D# 60099999592 -
HPY0616450 Check#t 2100592091 Employee 1DF 6009999993 -
HPY0616450 Checkdt 2100592818 Employee 108 6009599950 -
HPYD616450 Checkit 2100591970 Employee 1D# 6009999991 -
HPY0616450 Checkdt 2100592091 Employee 108 6009599993 -
HPY0616450 Checktt 2100592818 Employee 1D# 6009999990 -
HPYD616450 Checkst 2100592818 Employee 1D8 6009999990 -
HPY0616450 Checkd 2100592818 Employee 1D# 6009999990 -
HPY0616450 Check# 2100591970 Employee 108 6009999991 -
HPYD616450 Check® 2100591976 Employee 1DR 6009599992 -
HPY0D616450 Chacidt 2100592091 Employee 1D# 6009599993 -
HPYD616450 Checlkst 2100592818 Employee 1D# 6009999990 -

Sinatra, Frank
Dion,Celine
Miller,Glenn
Knight.Gladys
Sinatra Frank
Dion,Celine
Knight,Gladys
Sinatra, Frank
Sinatra Frank
Sinatra, Frank
Dion,Celine
Miller,Glenn
Knight,Gladys
Sinatra, Frank

51201 - SW Classified
54204 - SW Research Assistant
54204 - SW Research Assistant
54204 - SW Research Assistant
54402 - Longevity Pay

57103 - Prem Share Active - HEGI
57103 - Prem Share Active - HEGI
57302 - OAS! Employer Match
57501 - Teacher Retirement Match
57603 - VSL Assessment

57701 - Workers Compensation
57701 - Workers Compensation
57701 - Workers Compensation
57701 - Workers Compensation

Query is used for Sponsored Projects to compare current & prior period salaries. This is a required attachment.



e
How to Reconcile Wages m-o

At a minimum, the department must comply with the following steps:

1. Attach PeopleSoft Timesheet screen shot to verify total hours. All Timesheets for
different employees can be attached in one file in SAHARA.
2. Calculate pay (Hours x Rate).

3. Confirm wage expense calculated (in spreadsheet) matches the expensed amount
in the SAHARA Account Reconciliation screen.

4. Investigate any differences and attach supporting documentation to confirm
differences.

Note: If Timekeeper submits timesheet on behalf of the employee, a Time Record Form is
required to attach.



PeopleSoft - Timesheets

Time and Labor Administration

Timesheet

Manager Name  Diana Espino

Actions~

Select Another Timesheet

*View By | Calendar Period

From 08/01/2022 to 08/15/2022 @

Add Comments Day
o Mon
o Tue
D O Wed
O Thu
O Fri
®] Sat
] Sun
] Mon
] Tue

*Date | 08/01/2022

Date

an

82

a3

a/4

&/5

86

&7

8/8

8/9

e~

E

mployee 1D 6001596447

Empl Record @

Earliest C

Reported Hours  46.00

Reported Status

Approved

Approved

Approved

Approved

Approved

MNew

New

Approved

Approved

In Out

|11:00:004M| | 3:00:00PM |

[ 11:00:00av| | 4:00:00PM]

|11:00:004M| | 3:00:00PM |

|‘11:0[J:[JOAN| |3:0[J:00F'M|

|11:00:004M| | 2:00:00PM |

[ 11:00:00an| | 3:30:00PM]

|11:00:00M| | 3:00:00PM |

Empl Class Student

FTE 0.475000
Empl Type Hourly

. You can also use the Print
Timesheet option to display
Timesheet in PDF format.

Date

an

82

813

aid

&/5

&6

a7

1

819

hange Date 09/01/2022 FLSA Status  Nonexempt PeopleSoft Tips
Previous Period  Next Period
Previous Employee _Next Employes
[ e pees Tneaen
PUNCh Time Reporting Code Quantity *Taskgroup
400 | v | | PsNONCATSK
500 | M | [PsnoncaTsk
400 | v | | PsNONCATSK
400 | v/ | [PsnoncaTsk
300 | v | | PsnoNCATSK
| v| | [PsNoncATsK
| v | [PsnoNCATSK
450 | v | [PsNoNCATSK
400 | v | | PsnONCATSK

+ + + + + + + + o+




Reconciling Wages in SAHARA

The Account Reconciliation Search

Page will be displayed.
1. Enter details in the Search Criteria.
Search Page .
2. Click Search.
Account Reconciliation ] .
— 3. Click on the Cost Center /Project.
Search Criteria kl
Business Unit UTEP1 |Q
FYear 2022|Q,
FPeriod 7Q
Department Q ARA - Multiple CC /PRJ Approval Page
Cost Center/Project|19012345 Q
Not Reconciled (U Reconciled Not Approved
O Complete [J Reconciliation Not Required
O Budget Activity Only
(J Encumbrance Activity Only e

Personalize | Find | View Al | (2] ] E First (4 10f1 (b Last

Cost P Fiscal . e A
Center/Project Description Owner Type Year Period JReconciliation Status Reconciliation Approval | Actuals Rev Actuals Exp Budgets Rev Budgets Exp Encumbrance
19012345 PEOPLESOFT Jones, Davy Costcentar 2022 7 Mot Reconciled 272068 53,011.60 0.00 0.00 469350

PeopleSoft Tips

*  Reconciliation Status
indicates whether period
has been
reconciled/approved.




Reconciling Wages in SAHARA

Wage GL Account will appear:

Account

Account

Reviewed

Details

1 O
(RN
[N

o

L

£ =N ¥~ R LS

53201

Review Date

Journal Info

Flag Employee ID

6001001006
6001001005
6001001005
6001001006

SW Student

Key Values | |F=H

Employee Name
Teague, Edward
Sparrow, Jack

Sparrow, Jack

Teague, Edward

Source

Position

Undergraduate Assi
Undergraduate Assi
Undergraduate Assi

Undergraduate Assi

Job Code
10072

10072
10072
10072

HR Payraoll

Pay End Date
0711572022

0711512022
07/31/2022
07/31/2022

Find | View 1 First (4 1T of 7

Acctg Def Name  HR Payroll Definition

Account Subtotal $1,245 21

Personalize | Find | View All | &2 | [Ed First

Trans Type Trans Code Paycheck Number
111111111
111111111
111111111
111111111

i 140ofd4 (b Last

Monetary Amount
$380.63

$248.32
$275.50
$340.76

k

Last

When reconciling:

1. Calculate pay (Hours x Rate)
2. Confirm calculated amount matches the expensed amount in SAHARA
3. Research any differences and contact Payroll of findings




Student Reconciliation:
Wages and Headcount

o-¢
H<©®

Wages paid Did you attach supporting
Number of current  |Verify calculation (hours| documention (timeshsheets,
Employees month worked x rate) rate per hours)?
Student S S -
Other non-staff S S -
Total S . S -




Fringe Benefits m-®

* No supporting documentation required.

* Verify there is little fluctuation between months. Large variations may
indicate there’s a problem.

e Changes in headcount and/or salaries may explain these variances.

* Notify the Budget Office of any unexplained discrepancies in excess of 5%.



Operating Expenses

= The SAHARA module allows reconcilers to drill down on Travel and
Non-Travel Expense reports & for Non-PO Vouchers and Invoices.

When reconciling:
1. Confirm drill-down matches amount in SAHARA. If the drill down provides sufficient
backup, there is no need to attach additional documentation
2. After reviewing the expense, make sure to check the “Reviewed” box

Account 67645 Registration Fees Employes Source Accounts Payable Acctg Def Name Payables Definition

Reviewed Review Date 051222 11:12:25AM Account Subtotal $125.00
2

Personalize | Find | View All | (7] | E First (40 10of1 (» Last

Details | =W

Flag Invoice ID Invoice Date Due Date Voucher ID Voucher Line Descr  Vendor Name Customer Name PO# PO Descr onetary Amound
1 R:? I 5567090001973564_0 2022-04-12 2022-04-12 00134940 WNESTERN CITIBAMK NA 5125.00

ASSOCIATIO




Operating Expenses

The drill-down in some GL accounts may not give the reconciler all the necessary
backup. In this case, the reconciler will need to attach documentation and match
the expense amounts in the SAHARA .

Expense Type Reconciliation Steps

ProCard Transactions 1. Attach approved monthly ProCard Summary log.
2. Individual receipts should be maintained within the CitiBank ProCard
reconciliation.

Attach invoices and/or receipts from vendors.
All invoices/receipts for the period can be attached in one file in SAHARA.

Attach query UTE_DEPT_RECON_BANNER_COSTCTR (Cost Centers).
Attach query UTE_DEPT_RECON_BANNER_PROJECT (Sponsored Projects).
Attach internal reconciled worksheet(s).

Review and validate student’s names are correct.

Miner Mall Transactions
(PO Voucher)

Scholarships (Banner)

S I




Operating Expenses -
Inter-Department Transfers (IDTs)

The reconciler will need to attach supporting documentation and match the
expensed amounts in SAHARA for any SC028 Journal types.

IDT Type Reconciliation Steps

Facility Service Work Orders | 1. Go to Facilities website https://tma.utep.edu/servicedesk to access
workorders/invoices for amounts expensed.

2. Attach invoice/bill that details the service provided and amounts
charged.

Long Distance Log 1. Attach long distance logs detailing phone calls charged to your
department.

2. Email ITBilling@utep.edu for supporting documentation if logs are not
available in your department.

HR Criminal Background 1. Attach screenshot of the completed Background Check Request form.

Checks 2. Contact HR to obtain supporting documentation if not available in your
department.

Sodexo 1. Attach Sodexo invoice

Use query UTE_DEPT_RECON_IDT_COSTCTR (Cost Centers) or UTE_DEPT_RECON_IDT_PROJECT
(Sponsored Projects) for additional detail on transactions.



Reconciling Operating Expenses in SAHARA

The Account Reconciliation Search L
Search Page Page will be displayed.
Account Reconciliation 1. Enter details in the Search Criteria.
Search Criteria kl } 5 Click S h
FBusiness Unit UTEP1 |Q ’ e etk
[Yoar 2022/Q 3. Click on the Cost Center/Project.
FPeriod 7Q
Department Q ARA - Multiple CC /PRJ Approval Page
Cost Center/Project|19012345 Q
Not Reconciled (U Reconciled Not Approved
O Complete [J Reconciliation Not Required
O Budget Activity Only
(J Encumbrance Activity Only e
Personalize | Find | View All | (2] | E First (4 10of1 () Last
gg:}er.'Project Description Owner Type E’chral Period JReconciliation Status Reconciliation Approval | Actuals Rev Actuals Exp Budgets Rev Budgets Exp Encumbrance
PEOPLESOFT Jones, Davy Costcenter 2022 7 Not Reconciled 272068 53,011.60 0.00 0.00 469350

PeopleSoft Tips

*  Reconciliation Status
indicates whether period
has been
reconciled/approved.




Reconciling Operating Expenses in SAHARA

Search Page Approval Page Budget Information I Actuals Reconciliation I Encumbrance Information Download Actuals

Header Details

Cost Center 19080000

Projects

Description TECHMOLOGY FEE INCOME Hernandez Luis E

Department

500000 VP for Information Resources

Accounting Period 7 Fiscal Year 2022

Expense Summary

Encumbrance Total

Revenue Summary

$8,323,414 68 | Revised Revenue Budget
$13,833,029.39

$13,833,029.39

Revised Expense Budget

Year To Date Actuals Expense Year To Date Actuals Revenue

Project To Date Actuals Expense Project To Date Actuals Revenue

Revenue Budget Balance

Available Expense Budget $-5,531,804.21

$14,091,328.00
512,184 ,535.60

$12,184 535.60
31,906,755.40

Reconciliation

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

Reconciliation

Comments

Reconciler Comments

Reconciled By Reconcile Date

Reconciled Oprid

Approver Comments

Expense Summary: YTD
Actuals Expense (Fiscal YTD -
2020). PTD Actuals Expense
(Project to Date - Inception)

Revenue Summary: YTD
Actuals Revenue (Fiscal YTD -
2020). PTD Actuals Revenue
(Project to Date - Inception).

Revenue / Expenses for the
Period: Month to Date activity

Save Comments

Revenue for the period 52,720.68

Expenses for the Period




Reconciling Operating Expenses in SAHARA-Download

Search Page || Approval Page Budget Information Actuals Reconciliation Encumbrance Information Download Actuals

Header Details Personalize | Find | View 100 | (2] |

Cost Center 19080000  Description TECHNOLOGY FEE INCOME Owner Department 500000 VP ation Resources
Projects Start Date End Date Accounting Period 7 Iscal Year 2022
Expense Summary Revenue Summary

Revised Expense Budget $8,323,414.68 Revised Revenue Budget $14.091.323.00 '7 Download Actuals

Year To Date Actuals Expense $13,833,029.39 | Year To Date Actuals Revenue $12,184,539.60

Project To Date Actuals Expense $13,833,029.39 | | Project To Date Actuals Revenue $12,184 539 60 8. Download to Excel.

Encumbrance Total 5§22 18950 Revenue Budget Balance 51,906,788 40

Available Expense Budget $-5,531,804.21

Reconciliation

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

Reconciliation [ Reconciled By Reconcile Date Reconciled Oprid

Save

Comments

Reconciler Comments Approver Comments

Save Comments

Attachments

Revenue for the period $2,720.68 Expenses for the Period $53,011.60




Reconciling Operating Expenses in SAHARA-Download

©
N

(o) (10)
. . . Nt N
Fiscal Year = |  Accounting Period v| Account v | Department v| CostCenter | Source | MonetaryAmount v| UserChar3 »| ExpDoclD +| JournalID v
 [Place filters on all Headers. To see [p4L 500000  19080000|AP 12,659.00 |MM295546
all documents, sort (A-Z) by: 3822 500000 19080000| 4P 150000 |MM296208
—19. User Char 3 (Vouchers). F
0103 500000 19080000(AP 865.50 0099867
—10. Exp Doc ID (Expense ¥
Reports). 3821 500000 19080000 (AP 5,770.00 [0098585
11. Journal ID (Journals) 7645 500000 19080000|EX 300.00 230718
2022 ] 63004 500000 18080000|EX 8142 234483
2022 ] 62102 500000 19080000|EX 1160 235748
2022 ] 67707 500000 19080000107 1604 5C028F5001
2021 ] 67707 500000 190800001107 2408 5C028HRO0L
Hivh 63632 500000 18080000) 107 75.00 502850001

Note: Once all documents
identified, gather all
supporting documentation
that supports transactions.




Reconciling Operating Expenses in SAHARA-D

()

\

onlnad

12. Cross check by filtering
on Account column.

13. Verify total to SAHARA

|’ Fiscal Yez v Accounting Peri( » Cost Center‘:v \'/Aocount IY“ Departmeri-v. Monetary Amount v“ Exp Line Descr-v_ Exp DocID ¥

’ 2020 2 19080028 62106 506000 145.00 |Lodging { 23581| Feconciliation GL Account #.
2020 2 15080028 62106 506000 61.00 |Meals 2358l b=

’ 2020 2 19080028 62106 506000 45.75 |Meals 235818|Lugo Nevarez, Hecto

’ 2020 2 19080028 62106 506000 61.00 |Meals 235818 |Lugo Nevarez Hecto

I\ 2020 2 195080028 62106 506000 61.00 |Meals 235818 |Lugo Nevarez, Hecto

I\ 2020 2 15080028 62106 506000 45.75 |Meals 235818|Lugo Nevarez Hecto

|\ 2020 2 19080028 62106 506000 145.00 |Lodging 235818|Lugo Nevarez Hecto

T 2020 2 15080028 62106 506000 135.50 |Lodg 235818 |Lugo Nevarez Hecto
2020 2 15080028 62106 506000 61.00 |Meals 236010|Pitcher,Michael T
2020 2 19080028 62106 506000 4575 [Meals 236010|Pitcher,Michael T
2020 2 195080028 62106 506000 61.00 |Meals 236010|Pitcher,Michael T

\ 2020 2 195080028 62106 609CC0 135.50 [Lodging Over Per D 236010|Pitcher,Michael T

’ 2020 2 19080028 62106 506000 145.00 |Lodging 236010|Pitcher,Michael T

I"' 2020 2 19080028 62106 506000 61.00 |Meals 236010|Pitcher,Michael T

[ 2020 2 15080028 62106 506000 4575 |Meals 23601C|Pitcher,Michael T

Ii{ 2020 2 19080028 62106 6059000 145.00 Lﬂging 236010|Pitcher, Michael T

] 1,400.00 (13

N



Reconciling Operatmg Expenses in SAHARA

Review by GL Account number.

15. Review Subtotal.

Account 62106 Trvl In St Meals_Lodging . Acctg Def Name Expenses Definition
Reviewed Review Date 16 REVleW Amounts IAccount Subtotal $1.400.00 I
17. Once Reviewed, click “Reviewed” box
halize | Find | View 10 | (2 | E First (4 1-16 of 16 (» Last
Details | [F=¥
Flag E}égﬁrr:?:r?t D Emplid Employee Name Approval Date Sheet Name Expense Type Merchant Line Descr
1 ':::) I~ 0000236010 6001012603 Pitcher, Michael T 10/11/2019 Digital Frontiers TR00129 Meals 54575
2 R:’ I 0000235818 6001009258 Lugo Nevarez Hecto 10/11/2019 Digital Frontiers TRO0127 Staylo Lodging $145.00
3 (0 | 0000235818 6001009258 Lugo Nevarez,Hecto 10/11/2019 Digital Frontiers  TR00127 Staylo E;’jgr PerDiem  J¢435 59
4 Q:’ I 0000235818 6001009258 Lugo Nevarez,Hecto 10/11/2019 Digital Frontiers TR00129 Meals $45.75
5 ‘:) I 0000236010 6001012603 Pitcher,Michael T 10/11/2019 Digital Frontiers  TRO0127 Staylo Lodging $145.00
6 t:_;’ I 0000236010 6001012603 Pitcher,Michael T 10/11/2019 Digital Frontiers TR00129 Meals $61.00
7 K:’ I~ 0000235818 6001009258 Lugo MNevarez Hecto 10/11/2019 Digital Frontiers  TRO0127 Staylo Lodging $145.00
8 '1::«:' I 0000235318 6001009258 Lugo Nevarez Hecto 10/11/2019 Digital Frontiers TR00129 Meals $61.00
9 ﬁ:’ k- 0000236010 6001012603 Pitcher,Michael T 10/11/2019 Digital Frontiers TR00129 Meals $61.00
10 ':::) I~ 0000236010 6001012603 Pitcher, Michael T 10/11/2019 Digital Frontiers TR00129 Meals 54575
1 L:) I 0000235818 6001009258 Lugo Nevarez,Hecto 10/11/2019 Digital Frontiers  TR00129 Meals $45.75
12 R:’ I~ 0000235818 6001009258 Lugo Nevarez Hecto 10/11/2019 Digital Frontiers  TR0O0129 Meals 561.00
13 t:_,_:’ I 0000235818 6001009258 Lugo Nevarez, Hecto 10/11/2019 Digital Frontiers TR00129 Meals $61.00
14 Q:’ k- 0000236010 6001012603 Pitcher,Michael T 10/11/2019 Digital Frontiers TR00129 Meals $61.00
15 ':::«:' I~ 0000236010 6001012603 Pitcher Michael T 10/11/2019 Digital Frontiers  TRO0127 Staylo Lodging $145.00
16 O F 0000236010 6001012603 Pitcher Michael T 10/11/2019 Digital Frontiers  TR00127 Staylo podging Over Per J5+35 50




SAHARA —Adding

Attachments

Search Page
Header Details
Cost Center 209266260

Projects
Month End Expense Summary

Revised Expense Budget
¥TD Actuals Expense
PTD Actuals Expense
Encumbrance Total

Available Expense Budget

Reconciliation

Reconciliation Reconciled By

Approval Page Budget Information Actuals Reconciliation

Encumbrance Information

Description ATHL-SFORTS MEDICINE Owner

Start Date

Senter James

Download Actuals

End Date

Month End Revenue Summary

3803,1058.00 Revised Revenue Budget
5343,002.01 YTD Actuals Revenue
$343.002.01 PTD Actuals Revenue
$352,243.08 Revenue Budget Balance
$107,863.91

Reconcile Date

50.00
$0.00
50.00
50.00

Reconciled Oprid

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

Comments
Reconciler Comments

Save

Save Comments

@ Attachments
A

Approver Comments

Department

208000

Accounting Period 5

Athletics
Fiscal Year 2021

1. Click on Attachments link.




SAHARA -Adding Attachments

e LT .ﬂl ERIND
SAHARA Attachments
Heip
Business Unit UTEP1 Cost Center 29266260 .. Department, 208000 Fiscal Year 2021 2. Click Add Attachment.
o ol Fnd|vewai @3- Click Choose File.
i File Name Description User ID ame 4., Upload file.
View 5. Select Save.
Adding large attachments can take some time to upload, therefore; it 6 SeleCt Return to Pl'EVlOllS Page'
fransaction before adding large atiachments.
7. The number of attachments
Add Attachment ||| save | | RetumtoPrevious Page | saved will appear.
Details Personalize | Find | View All | &1 | [l First (0 10f1 (b Last
File Mame Description User ID Name Filename Date/Time Stamp
Test_Attachment_Voucher docx 6001001003 Gibbs, Joshamee 60011427772021-06-17-11.35.47 688 Test_Aitachment_WVoucher docx Lillieott j

11:37:25AM

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

Add Attachment I Save I I Return to Previous Pagel

©, ©

I Attachments (1)




Reconciling in SAHARA —Adding Comments

Search Page Approval Page Budget Information Actuals Reconciliation Encumbrance information Downioad Acluals

Header Detalls

Cost Center 29249710 Description SEUP-ROAD SHOWS AND SPECIAL EVOwner Deparniment 302350 Special Events
Projects Start Date End Date Accounting Period 2 Fiscal Year 2020
Month End Expense Summary Month End Revenue Summary 1 El’ltel" gel’leral Coml’nel’ltS undel"
Revised Expense Budget Revised Revenue Budget $11.439,500.00 ReconCiler comments Sectlon
YTD Actuals Expense YTD Actuals Revenue $3.376,144.72 ( o

optional).
PTD Actuals Expense PTD Actuals Revenue $3,376,144.72 p
Encumbrance Total Revenue Budget Balance $8.06 78 2 Save Comments
Available Expense Budget $31,309.141 45

3. To leave specific comments on
Reconciliation g R =
individual accounts, click on the
Reconciliation Reconciled By Reconcile Date Reconciled Oprid t g
ext box icon.

| have reconciled all Actuais transactions for this cost center/Project 10 approprate supporting documentation and noted all reconciling fams in e comment fieids

Save

77N\

Comments 1
Reconciler Comments

Approver Comments

Save Comments

Revenue for the period §-652.643 56 Expenses for the Perlod $32,069.15
Account 64101 Copylng/Printing Services Source Accounts Payable Acctg Def Name Payables Definition
Reviewed Review Date Account Subtotal $406.50

Personalize | Find | Viesv All | {21 | [_; First 4 1-20f2 » Last

invoice Date Due Date Voucher 1D Voucher Line Descr  Vendor Name Customer Name PO# PO Descr Monetary Amount
v ~ IMATE 3 S
2019-09-06 20190906  MM231027 ESTIMATE 3691, |pasteions 2020158945 ESTMATESMON,, Igag7.50
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Reconciling in SAHARA — Adding Flag

Reconciliation Comments

Header Details

Cost Center 29249710  Description SEUP-ROAD SHOWS AND SPECIAL EV Owner Department 302350 Special Events
Projects Start Date End Date Accounting Period 2 Clagasys 2004
Chartfields 1. Enter specific comment under
Reconciler Comments.
*Please do not use Double quotes, Single Quotes and Commas in the comments 2 Save and Return
e olor CMments 3. Click on the flag - This allows the
ending receip
@ account to be “Flagged.”
|

| Save | @ | Save and Return to Previous Page |

Account 64101 Copying/Prinfing Services Source Accounts Payable Acctg Def Name  Payables Definition

Reviewed Review Date Account Subtotal $406.50

Personalize | Find | ViewAl | (21| 5 Fist & 1202 ) Last

Details | [T
Flag Invoicz ID invoice Date Due Date Voucher 1D Voucher Line Descr  Vendor Name Customer Name PO# PO Descr Monetary Amount
- - - o STIMATE 34691 - . e IMA 6 e
513682020 20190906 20190906  MM231027 ESTIMATE 34991, Fassions 2020158946 izt B S
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Reconciling in SAHARA — Removing Flag

Account 54101 Copying/Printing Services Source Accounts Payable
Reviewed Review Date
Details | [F9)
Flag Invoice ID Invoice Date Due Date Voucher ID Voucher Line Descr Vendor Name
1 & 2019-09-06 2019-09-06 MM231027 E?T"'“'“E 34691,  LASTSIGNS
Account Copying/Printing Services Source Accounts Payable
Reviewed | Review Date Message
| Detaiis = Are you sure you want to remove this item from your Flagged liems kst?

Flag Invoice ID
1 O M g1358-2020

Invoice Date

No
2019-09-06

Message

Please update the comment before un-flagging this transaciion

OK

Reconciler Comments
Received receipt

Save

I Save and Return to Previous Page I

Acctg Def Name Payables Definition

Account Subtotal 540650

Personalize | Find | View All | (2| &5

First 4

2. Click “Yes” to remove flag.
3. Click “OK”

4. Update or remove comment.

5. Save and Return to Previous Page

Customer Name PO & PO Descr Monetary Amount
2020158946 E?TW‘F‘TE 34691, 387,50

Acctg Def Name Payabiles Definition

Account Subtotal $406:50
Personalize | Find | View All | (21| 3 First 4 1-20f2

Customer Name PO 2 PO Descr Monetary Amount
2020153946 b NESR, is3ar 0
1. Click on Flag.

1-2012

»

»

Last

Last




Reconciling in SAHARA

Zearch Page Approval Page
Header Details

Budget Information Encumbrance Information Download Actuals

Actuals Reconciliation

Cost Center 25245710 Description SEUP-ROAD SHOWS AND SPECIAL EV Owner

Start Date End Date

Projects

Month End Expense Summary Month End Revenue Summary

Revizsed Expense Budget 531,646,458 .21 Revized Revenue Budget

¥TD Actuals Expense ¥TD Actuals Revenue

262 476.64

PTD Actuals Expense S62 476.64 PTD Actuals Revenue

Encumbrance Total 3274 834011

531,309,141 448

Revenue Budget Balance

Available Expense Budget

(1)

Department 302350 Special Events

Accounting Period 2 Fiscal Year 2020

511,439,500.00
53,376,144.72
53,376,144.72
58,063,355.28

Reconciliation N’

Reconciliation I Reconciled By Valerie Vanessa Sanchez Reconcile Date

2

| Save

04172020 1:56:12PM

ave reconaciled all Actuals fransactions for this cost centerProject to appropriste supporting documnentation and ﬁnteOncil ng items in the comment fislds.
3

Reconciled Oprid 8001134673

1. Once transactions have been

reviewed, scroll to top of page

(Reconciliation section).
2. Click “Reconciliation” box.

3. Save.
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Review Checklist

Reviewers should consider the following:

1. Do the transactions appear appropriate for department/University
business?

Are there any suspicious transactions?

Is there documented evidence of review (i.e. the reviewer has
noted transactions)?

4. Has the reviewer explained any unrecognized transactions?



Demo



A p p rove r SAHARA Monthly Reconciliation

y |
Things to Know: <

1. To access the approval page, select the SAHARA Monthly
Reconciliation tile and fill in “Search Criteria.”

_ 1
. . % Reconcile ~
2. The approval process will be completed by checking the e
“ ” . . “ ”
Approved bOX ad nd CI |Ck| ng Save . Accounts Reconciliation I S
earch Page
UTZ OneClick Account Reconciliation
Search Criteria
o Approve o *Business Unit  UTEFP1 |
“Year 20201Cy
(& Monitor v <Period 1o,
&) Reporting o Department Q
o Do Budget Information Actuals Reconciation Encumbrance Information Download Actuats Cost Center/Project 29249710 Q
Header Details e Search
Cost Center 29249710  Description SEUP.ROAD SHOWS AND SPECIAL EV Owner Department 302350 Special Events
Projects — Start Date End Date Accounting Period 1 Fiscal Year 2020

Approval Info 2

* | hava reviewsd 30d 30p0ved the reconcliation and Notes regarting the reconciing 2ems for this cost canter' s Project's monthly activity

Approved ¥ Approved By Melody Vasquez Approval Date 04/28/20 12 51:.28PM Approver NetlD 6001444444

Reconciliation Info

Reconciler Alejandra Torres Reconciliation Date 01/2920 11:13.25AM Reconciler NetlD 6001555555

Net Monthly Activity

42




SAHARA — ARA Query

Follow the steps below on how to run the ARA Query Report.

| Employee Self Service ~ |

Employee Self Service

Workforce Administrator

®

| Accounting & Financial Reports |

Commitment Control

Procurement Operations

v Accounting & Financial Reports

Journal Inquiry

3l

GL Reporting

||il

SAHARA Account Reconciliation

Budgets Overview

- e |

SAHARA Monthly Reconciliation

®

oo
s

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

2. Select the SAHARA Monthly
Reconciliation tile.
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SAHARA - ARA Query

Accounting & Financial Reports

.-* Reconcile A
3. Click on Reporting.
Accounts Reconciliation ARA Query 4. Click on ARA Query.
@ 5. Click on Add a New Value.
UTZ OneClick Find an Existing Value I Add a New Value I 6. Enter the name of your query.
7. Click Add.
&# Approve e Run Control ID [Name |

& Monitor v
Add @

‘E‘ Reporting @ A

Find an Existing Value | Add a New Value
ARA Query @

Query Viewer




SAHARA - ARA Query
— ARA Query @

Run Control ID Name Report Manager Process Monitor

*Business Unit LLZS
*Fiscal Year | 2023 8. Enter Business Unit / Fiscal
Acctg Def Q Year.

Include 9. Enter Acct Period, Dept or

P _— T e : Cost Center /Project.

Dot From Q To a @ 10. Click on Hide Blank

Cost Center/Project:  prom 7654321 Q 1, 7654321  Q Columns box.

Account : From Q To Q 11. Save.

12. Run.
Hide Blank Columnsl
Exclude
Field Name Value
1 [COSTCENTER/PROJECT |Q q ==

11




SAHARA - ARA Query

Process Scheduler Request

User ID 6001142777

Server Name
Recurrence

Time Zone Q

Process List
Select Descnption

G?D E New ARA Extract Actuals Report |

]  ARAExtract Actuais

Run Control ID Name

v Run Date 12/2012022 4
v Run Time | 12 04 48PM

Process Name Process Type *Type

Help

Reset to Current Date/Time

UTZ_ARA_NQRY  Application Engine |Web

UTZ_ARA_QRY  Application Engine [Web

*Format Distnbution
v || TXT v | Distribution
v ||[TXT v | Distribution

13. Select New ARA Extract
Actuals Report.

14. Click OK.
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SAHARA — ARA Query

ARA Query
ARA Query
Run Control ID Name Report Manager

*Business Unit UTERt |&
*Fiscal Year 2023
Acctg Det Q

Include

Acct Period : *From 1 *To 1

Dept : From Q To Q

Cost CenterlProject:  prom!7654321 QR 1,/7654321 Q

From

Q To

Account :

Hide Blank Columns

Exclude

Field Name Value

1 |COSTCENTER/PROJECT |1QQ Q

Process Monitor

Process Instance 11177387

Process List

Run

Server List

View Process Request For

User ID B001142777
Server| _

Run Status|

rocess List

1177387

77347

1177320

15. Process Instance # will
appear (write it down).

16. Click on Process Monitor.

17. Locate your Instance #.

18. Verify Run Status = Success
and Distribution Status =
Posted (click Refresh to update
status).

19. Click on Report Manager.

Q- Toe 2] (- — | )
v|  Name @ Instance From 1 To Clear
f ,|
v|  Distribution Status V] Save On Refresh Report Managet Rese!
Personalize | ViewAl | (31| B§  First & 140f4 » Last
Process Type Process Name User Run Date/Time Run Status (S):::":N"o" toils Actions

Applcation Engine
Apphcation Engine
Applcation Engine

Applscation Engene

Success Posted 2tz v Acbons

UTZ_ARA_NORY 6001142777 12/202022 12.04.48PM CST

UTZ_ARA_NQRY 6001142777 12/20/2022 11.02:33AM CST 91ails » Actions

210

UTZ_ARA_NQRY 6001142777 127202022 1053 24AM CST  Success Posted Details ~ Actions
UTZ_ARA_NORY 6001142777 122072022 10.44.18AM CST  Success Posted Details v Achons
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SAHARA — ARA Query

List Explorer Administration Archlves

View Reports For

Folder; v E Instance to j Refrgsh
Name Created On By |Last v 1/|Days ~
- 20. Locate your Process
Reports Personalize | Find | View Al | (3 | 3 First 4/ 14014 (}) Last .
Instance # (click on
Report Report Description Folder Name gao:nplenon Report ID
e/Time Instance 0
————— . UTZ_ARA_NQRY link).
| UTZ_ARA_NQRY NEVVA iJ General 1220022 12505322 117738
VA ACTUALS REPORT 12.07PM 21. Click
7 . 1CK On
2 UTZ_ARA_NQRyY NEW ARAEXTRACT General 12/20/22 12505287 1177347
ACTUALS REPORT 11:04AM NEW_ARA_DNLD_ACTLS.csv
NEW ARA EXTRACT 12120122 . . - - -
3 UTZ_ARA_NQRY , ~xi 141 'e REPORT General {055AM 12505265 11177320 link.
NEW ARA EXTRACT 12120722
4 UTZ_ARA_NQRY ACTUALS REPORT General 10-46AM 12505262 11177317
Report
ReportID 12505322 Process Instance 11177387 iMessage Log]
Name UTZ_ARA_NQRY Process Type Application Engine
Run Status Success
New ARA Extract Actuals Report
Distribution Details
Distribution Node PS-HTTP Expiration Date 02/03/2023
File List
Name File Size (bytes) Datetime Created
A NORY 11177387 lng 485 12120/2022 12:07-28 33 <
NEW_ARA_DNLD_ACTLS.csv 0 122012022 12:07:28.333447PM CSTI

NEW_ARA_DNLD_ACTLS.log 16 12720/2022 12:07:28.333447PM CST




SAHARA — ARA Query
®

\UTEPL
UTEP)
IUTEP)
UTER
UTEP1
UTEPL
UTEPL
UTEPI
UTEP)
UTER)
UTEP2
UTEPL
UTEPY
UTEPL
UTERL
UTEPL
UTEP)
UTEP]
\UTEPE
UTEP
UTEPL
UTEPL
UTEPL
|UTEPL
UTEP)
UTEP
UTEP]
UTEP)
UTEPL

2023
023
223
2023
2023
2023
2023
2023
2023
2023
2023
2023
2023
2023
2023
2023
2023
2023
2023
2023
2023
2023
023
2023
2023
023
023
2023
2023

e T e )

Business Unit Fiscal Year Accounting Period Cost Center CC DESC

7654321 Otfice of Energy
7654321 Office of Enargy
7654321 Office of Energy
7654321 Office of Energy
7654321 Office of Energy
7654321 Office of Energy
7634321 Office of Energy
7654321 Office of Energy
7654321 Office of Energy
7654321 Office of Energy
7654321 Office of Energy
7654321 Office of Energy
7654321 Office of Energy
7654321 Office of Energy
7654321 Office of Energy
7654321 Office of Energy
7654321 Office of Energy
7654321 Office of Energy
7654321 Office of Energy
7654321 Office of Energy
7654321 Office of Energy
7654321 Office of Energy
76533121 Office of Enorgy
7654321 Office of Energy
7654321 Office of Energy
7654321 Office of Energy
7654321 Office of Enargy
7654321 Office of Enargy
7654321 Office of Energy

Account Account Desc

51101 SW Admin Prod

51101 SW Acmin Prod

51101 SW Admn Prot

53201 SW Studem

53201 SW Student

53201 SW Student

53201 SW Student

57302 OASI Employer Match
54802 Longevity Pay

57302 OASI Employer Match
57302 QASI Employer Match
57603 VSL Assessment

57302 OAS! Employer Match
57101 Prem Share Active Suppl
57302 OASI Employer Match
57302 OASI Employer Match
57701 Workars Compensation
57302 OASI Employer Match
57701 Workers Compensation
STN01 Workers Compensation
STN01 Workers Compensation
$7302 OAS| Employer Match
$7302 OASI Employer Match
57302 OASI Employer Match
57701 Workers Compensation

57501 Teacher Retirement Match
63001 Consumable Non-Office Supples

63810 Maint Repaic Furniture
63510 Maint Repair Furniture

Budget Account Scurce Accounting Definition Name  Department Monetary Amount

AL1000
ALD00
AL10D0
AL200
AL1200
A1200
A1200
A3000
A3000
A3000
A3000

HR
HR
HR
HR
HR
HR
HR
HR
HR
HR
HR
HR
HR
HR
HR
HR
HR
HR
HR
HR
HR
HR
HR
HR
HR
HR
AP
AP
AP

PAYROLL
PAYROLL
PAYROLL
PAYROLL
PAYROLL
PAYROLL
PAYROLL
PAYROLL
PAYROLL
PAYROLL
PAYROLL
PAYROLL
PAYROLL
PAYROLL
PAYROLL
PAYROLL
PAYROLL
PAYROLL
PAYROLL
PAYROLL
PAYROLL
PAYROLL
PAYROLL
PAYROLL
PAYROLL
PAYROLL
APDEFN

APDEFN

APDEFN

123455
123456
123456
123456
123456
12385
123454
12348%6
123456
123456
123356

123456

123455
123456
123456
123456
123456
123456
12345

1,800.32
450.30
41100
3113
22100
16052
21985

20%
1600
(6.20)

073
4.0

L10

52144
a3

217

043

585.656

045
15.93

0SS
[26.52)

Q.72
13697

[ o)
75.00
.35
10.80
1555

22. Report will download to an
Excel file. Sort, delete/add
columns to your preference.
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SAHARA - Summary Report

Follow the steps below on how to run the SAHARA Summary Report.

| Employee Self Service ~ |

Employee Self Service

Workforce Administrator

| Accounting & Financial Reports |

Commitment Control

Procurement Operations

v Accounting & Financial Reports

Journal Inquiry

3l

GL Reporting

||il

SAHARA Account Reconciliation

Budgets Overview

- e |

SAHARA Monthly Reconciliation

®

oo
s

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

2. Select the SAHARA Monthly
Reconciliation tile.
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SAHARA Summary Report

Accounting & Financial Reports

.+* Reconcile A : .
— 3. Click on Reporting.
- Sahara Summary Report 4. Click on Sahara Summary
Accounts Reconciliation @ Report.
Find an Existing Value Add a New Value i
UTZ OneClick isting LAdd a New Value | 5. Click on Add a New Value.
6. Enter a name for your report.
«# Approve v Run Control ID[Report | 7. Click Add.
& Monitor v
| Add |
‘E Reporting @ A ‘ @
ARA Query Find an Existing Value | Add a New Value
Sahara Summary Report @ ‘
Query Viewer
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SAHARA — Summary Report

ARA Summary Report

Run Control ID Sah Report Manager  Process Monitor @

Account Reconciliation Summary Report
Search Filter

Business Unit HIEPY. IQ, 8. Enter Busines Unit / Fiscal
Department From Q @ Department To Q 9. Enter Department or Cost
Cost Center/Project From 12345678 Q Cost Center/Project To 13345678 Q Center/PFOiect.
e ipaa Q 10. Click on All Periods.
Manager 1D Q 11. Save
Alt Manager 1D Q 12. Run.
Reconciler ID Q
Reconciliation Status Q. Approved Status Q
|4 Return to Search =] Notify _» Add

@




SAHARA Summary Report

User 1D 8001142777

Server Name
Recurrence
Time Zone

Process List
Select Description

UTZ_ARA_SMRT I

13

Process Scheduler Request

Run Control ID Sah

Help

Reseat to Current Date/Time

v Run Date 02/16/2023 W
v Run Time 11.45.38AM
Process Name Process Type *Type

UTZ_ARA_SMRT  Application Engine | |Web

*Format istribution
v |{XLS v |Pistribution

13. Select UTZ_ARA_SMRT.
14. Click OK.
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SAHARA Summary Report

ARA Summary Report

Run Control ID  Sah

Account Reconciliation Summary Report
Search Filter

Business Unit UTEP1 Q
Fiscal Year 2023.Q
Department From Q

Cost Center/Project From 12345678

CC Owner ID

Manager 1D

Alt Manager ID

Reconciler ID

Reconciliation Status A Approved Status

15. Process Instance # will
appear (write it down).

16. Click on Process Monitor.

Report Manager Run
B | 17. Locate your Instance #.

@ 18. Verify Run Status = Success
and Distribution Status =
& Al Periods Posted (Clle Refresh to update

Department To Q Status)
Cost Center/Project To 12345678 Q 0
19. Click on Report Manager.
Process List Server List
Q View Process Request For
Setverf—" Name Q. Instance From Ins Clear
Run Status T v Distribution Status [ Reset

Save On Refresh

@ Process List Personalize | Find | View Al | (71| B First 4 180of8 0 Last
Solocl Instance |8 Process Type Process Noamw User Run Date/Time @ Dsstribuior Details Actions
11676474

Status

Application Engine UTZ_ARA_SMRT 6001142777 02/16/2023 11 45:38AM C5T | Success Posted Detalls » Actions
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SAHARA Summary Report

List Explorer Administration Archives

View Reports For

Folder| V_’ Instance to Refresh
Name Created On 3y |Last v | 1 [Days |
Reports Personalize | Find | View All | 3 | B First ¢ 1110of11 & Last

Repon Report Description
20

Completion Process
Folder Name Dale.?ﬁme ReportiD I lnstancel

1 UTZ_ARA_SMRT UTZ_ARA_SMRT General ?12’4‘;’33 13030478 11676474'
Report
Report ID 13030478 Process Instance 11676474 Message Log

Name UTZ_ARA_SMRT

Run Status Success

UTZ_ARA_SMRT
Distribution Details

Distribution Node PS-HTTP

Process Type Application Engine

Expiration Date 02/23/2023

File List

Name File Size (bytes) Datetime Created

AE UTZ ARA SMRT 11676474 1o 334 02/16/2023 11:47-11. 157018AM CST
ARA_SUMMARY_REPORT.csv 656 02/16/2023 11:47:11.157018AM CST I

20. Locate your Process
Instance # (click on

UTZ_ARA_SMRT link).
21. Click on

ARA_SUMMARY_REPORT.csv
link.
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SAHARA Summary Report

©,

Buwm\ Unst Fiscal Year Cost Centr CC/Project Descr CC/Project Owner Department Reconciled Periogdl Reconciled Period? Reconciled Periodl Approved Penodl Approved Penodl Approved Penod)

UTEM

2021

12345678 Wally Waorld

Grswold, Clark

123456 ~

¥ Y

Y

Y

22. Report will download to an
Excel file. Sort, delete/add
columns to your preference.
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Questions?
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	UTS 142.1 Policy on the Annual Financial Report: “Certification of Financial Responsibility” 
	

	Link: 
	
	https://www.utsystem.edu/sites/policy-library/policies/uts-1421-policy-annual-financial
	-
	report 


	
	
	
	
	

	The University of Texas at El Paso 


	
	
	
	
	
	

	Handbook of Operating Procedures (HOP); 

	Section VII, Financial Services, Chapter 5 
	

	Link: 
	
	https://www.utep.edu/hoop/section-7/ch-5.html 



	
	
	
	
	

	VPBA: Business Process Guidelines: 


	
	
	
	
	

	Budget and Financial Accounting> Account Review 


	
	
	

	3accounting/account-review.html 
	Link: 
	https://www.utep.edu/vpba/business-process-guidelines/budget-and-

	financial
	-
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	HR Payroll KK Budget Grants GL Encumbrances Banner Time Expenses Payables Assets 
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	Information is posted onto SAHARA Reconcilers perform Account Reconciliation in SAHARA Account Owners approve Account Reconciliation in SAHARA 
	Information is posted onto SAHARA Reconcilers perform Account Reconciliation in SAHARA Account Owners approve Account Reconciliation in SAHARA 
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	Business Process​
	TD
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	Monthly 
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	Figure



	• 1 
	SAHARA Roles & Responsibilities 
	Figure
	Sect
	Table
	TR
	Cost Center 
	Capital Project 
	Sponsored Projects 

	Reviews transactions (Reconciler) 
	Reviews transactions (Reconciler) 
	TD
	Figure

	TD
	Figure

	TD
	Figure


	Gathers supporting documentation (Reconciler) 
	Gathers supporting documentation (Reconciler) 
	TD
	Figure

	TD
	Figure

	TD
	Figure


	Reconciles accounts (Reconciler) 
	Reconciles accounts (Reconciler) 
	TD
	Figure

	TD
	Figure

	TD
	Figure


	Account owners review and approve reconciliations (Approver) 
	Account owners review and approve reconciliations (Approver) 
	TD
	Figure

	TD
	Figure

	TD
	Figure




	• 1 
	• 1 
	Account Reconciliation. 
	Figure
	Reconciling is comparing information from two separate sources and providing .
	Reconciling is comparing information from two separate sources and providing .
	

	explanations for any differences.​ 
	
	
	
	

	For departmental purposes, this consists of comparing the supporting documentation retained by the department to the information recorded in the PeopleSoft SAHARA application. 

	
	
	
	

	The process encompasses two different activities/roles: 

	1.. 
	1.. 
	1.. 
	Reconcilers – retain the supporting documentation for department .Funding Sources & prepare the reconciliation in SAHARA.. 

	2.. 
	2.. 
	Approvers/Account Owners -complete high-level review and approval of reconciliations. 




	7. 

	• 1 
	• 1 
	• 1 


	Why Reconcile?. 
	Why Reconcile?. 
	Figure
	
	
	
	
	

	Monthly reconciliations provide reasonable assurance that transactions are authorized, reasonable, allowable and correct. 

	
	
	

	To ensure that unauthorized charges have not occurred to transactions during processing. 

	
	
	

	Serve as an internal control to mitigate instances of fraud. 

	
	
	
	

	Examples of fraud: 

	
	
	
	

	East Central University employee stole $320K worth of cash and checks by manipulating student accounts and football game receipts. 

	
	
	

	Ex-Yale medical school employee admits to stealing $40 million in. electronics (video below). .




	https://youtu.be/8Dp13YWKwhc. 
	https://youtu.be/8Dp13YWKwhc. 

	8. 
	8. 
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	Retaining Documentation. 
	Retaining Documentation. 
	Figure
	All documentation supporting the reconciliation is required .to be uploaded and maintained in SAHARA. 
	All documentation supporting the reconciliation is required .to be uploaded and maintained in SAHARA. 
	When uploading attachments, name files by category and include supporting documents within each respective file. 
	

	Note: Accessing external system to view supporting documents is not acceptable including Miner Mall, OneDrive, personal files, 
	

	etc… 
	Gibbs, Joshamee 6001001003 Gibbs, Joshamee 6001001003 Gibbs, Joshamee 6001001003 Gibbs, Joshamee 6001001003 Gibbs, Joshamee 6001001003 19091234 512345 

	• 1 
	• 1 
	• 1 

	How to Reconcile Salaries. 
	Figure
	At a minimum, the department must comply with the following steps: 
	At a minimum, the department must comply with the following steps: 
	1.. 
	1.. 
	1.. 
	Create and attach spreadsheet comparing salary balances and headcounts for both current and prior periods, based on the SAHARA reconciliation reports. 

	2.. 
	2.. 
	Attach screen shots of prior month and current month Salaries from SAHARA reconciliation (required even if there is no change from month to month, as evidence of review). 

	3.. 
	3.. 
	Sponsored Projects: run query UTE_BUDGET_TRANS_PAYROL_W_GRNT and compare current and prior period salaries. Review accounts such as Classified, Student, Research Assistant salaries.  Query is a required attachment. 

	4.. 
	4.. 
	4.. 
	For differences, attach supporting documentation explaining difference, such as: 

	• 
	• 
	• 
	Appointment Actions Request e-Form 

	• 
	• 
	HR Separation / Retirement e-Form 

	• 
	• 
	Additional Pay Request 

	• 
	• 
	Supplemental Authorization Request (SAR) 





	• 1 
	• 1 
	• 1 

	Reconciling Salaries in SAHARA. 
	Sect
	Figure
	Figure
	11. 

	• 1. 
	• 1 
	Reconciling Salaries in SAHARA. 
	Sect
	Figure

	Reconciler Tile 
	12. 
	12. 

	• 1. 
	• 1 
	Reconciling Salaries in SAHARA 
	. The Account Reconciliation Search Page will be displayed. 1. Enter details in the Search Criteria. 2. Click Search. 3. Click on the Cost Center/Project. 1 2 3 PEOPLESOFT Jones, Davy 19012345 19012345 
	PeopleSoft Tips 
	PeopleSoft Tips 
	PeopleSoft Tips 
	•. Reconciliation Status indicates whether period has been reconciled/approved. 

	• 1 
	Figure
	• 1 
	Reconciling Salaries in SAHARA 
	Salary GL Account will appear: 
	6001001002 Turner, Will 6001001003 Gibbs, Joshamee 6001001002 Turner, Will 
	6001001002 Turner, Will 6001001003 Gibbs, Joshamee 6001001002 Turner, Will 
	6001001001 
	6001001001 
	Jones, Davy 



	When reconciling: 
	When reconciling: 
	When reconciling: 
	1. 
	1. 
	1. 
	Compare salary balances for both current and prior periods 

	2. 
	2. 
	If differences, research and attach supporting documents 



	• 1 
	• 1 
	Faculty and Staff Reconciliation: Salary and Headcount 
	Figure
	Figure
	Note: Month to month comparison is required for all periods. In the case of Period 1 (September), comparison is required against August from the previous fiscal year. For variances related to Merit Increases, 

	include comment “This month’s variance is due to merit increases approved by the University”. 
	include comment “This month’s variance is due to merit increases approved by the University”. 
	include comment “This month’s variance is due to merit increases approved by the University”. 

	• 1 
	• 1 

	Sponsored Projects: Payroll Query Navigation. 
	Sponsored Projects: Payroll Query Navigation. 
	Sponsored Projects: Payroll Query Navigation. 
	Run query UTE_BUDGET_TRANS_PAYROL_W_GRNT to compare current and prior period salaries. 

	1 
	2 
	2 
	3 4 5 6 
	From the PeopleSoft main page: 
	1. 
	1. 
	1. 
	Click NavBar. 

	2. 
	2. 
	Click Menu. 


	3. 
	3. 
	3. 
	Click Financials. 

	4. 
	4. 
	Click Reporting Tools. 

	5. 
	5. 
	Click Query. 

	6. 
	6. 
	Click Query Viewer. 
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	Sponsored Projects: Payroll Query Navigation 
	Sponsored Projects: Payroll Query Navigation 

	Figure
	7 8 
	7 8 
	910 11 12 From the Query Viewer page: 7. Enter query name. 8. Click Search. 9. Click Favorite (to add to Favorites). 10. Click Excel (report will download to Excel). 11. Enter Search Criteria 12. Click View Results. 

	• 1. 
	• 1 


	Sponsored Projects: Payroll Query Output. 
	Sponsored Projects: Payroll Query Output. 
	UTE_BUDGET_TRANS_PAYROL_W_GRNT. 
	UTE_BUDGET_TRANS_PAYROL_W_GRNT. 

	Figure
	Query is used for Sponsored Projects to compare current & prior period salaries. This is a required attachment.. 
	Query is used for Sponsored Projects to compare current & prior period salaries. This is a required attachment.. 
	• 1 
	• 1 
	• 1 

	How to Reconcile Wages. 
	Figure
	At a minimum, the department must comply with the following steps: 
	At a minimum, the department must comply with the following steps: 

	1.. 
	1.. 
	1.. 
	1.. 
	Attach PeopleSoft Timesheet screen shot to verify total hours. All Timesheets for different employees can be attached in one file in SAHARA.   

	2.. 
	2.. 
	Calculate pay (Hours x Rate). 


	3.. 
	3.. 
	Confirm wage expense calculated (in spreadsheet) matches the expensed amount in the SAHARA Account Reconciliation screen. 

	4.. 
	4.. 
	4.. 
	Investigate any differences and attach supporting documentation to confirm differences. 



	Note: If Timekeeper submits timesheet on behalf of the employee, a Time Record Form is required to attach. 
	• 1 
	PeopleSoft -Timesheets Teague, Edward PeopleSoft Tips • You can also use the Print Timesheet option to display Timesheet in PDF format. 
	• 1 
	Reconciling Wages in SAHARA. 
	. The Account Reconciliation Search Page will be displayed. 1. Enter details in the Search Criteria. 2. Click Search. 3. Click on the Cost Center/Project.1 2 3 19012345 Jones, Davy 19012345 PEOPLESOFT 
	PeopleSoft Tips 
	PeopleSoft Tips 
	PeopleSoft Tips 
	•. Reconciliation Status indicates whether period has been reconciled/approved. 

	• 1 
	• 1 



	Reconciling Wages in SAHARA. 
	Reconciling Wages in SAHARA. 
	Wage GL Account will appear: 
	Teague, Edward 6001001006 Sparrow, Jack Sparrow, Jack 6001001005 6001001005 Teague, Edward 6001001006 111111111 111111111 111111111 111111111 
	When reconciling: 
	When reconciling: 
	1. 
	1. 
	1. 
	1. 
	1. 
	Calculate pay (Hours x Rate) 


	2. 
	2. 
	2. 
	Confirm calculated amount matches the expensed amount in SAHARA 


	3. 
	3. 
	Research any differences and contact Payroll of findings 
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	Figure
	Student Reconciliation: Wages and Headcount 
	Figure
	• 1 
	• 1 
	• 1 

	Fringe Benefits. 
	Figure
	• 
	• 
	• 
	• 
	No supporting documentation required. 

	• 
	• 
	Verify there is little fluctuation between months. Large variations may 


	indicate there’s a problem. 
	• 
	• 
	• 
	Changes in headcount and/or salaries may explain these variances. 

	• 
	• 
	Notify the Budget Office of any unexplained discrepancies in excess of 5%.. 
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	Operating Expenses. 
	Operating Expenses. 
	The SAHARA module allows reconcilers to drill down on Travel and. Non-Travel Expense reports & for Non-PO Vouchers and Invoices.. 
	The SAHARA module allows reconcilers to drill down on Travel and. Non-Travel Expense reports & for Non-PO Vouchers and Invoices.. 
	


	When reconciling: 
	When reconciling: 
	When reconciling: 
	1.. 
	1.. 
	1.. 
	Confirm drill-down matches amount in SAHARA.  If the drill down provides sufficient backup, there is no need to attach additional documentation 

	2.. 
	2.. 
	!fter reviewing the expense, make sure to check the “Reviewed” box 



	1 2 
	• 1 
	• 1 
	• 1 



	Operating Expenses. 
	Operating Expenses. 
	Figure
	The drill-down in some GL accounts may not give the reconciler all the necessary backup. In this case, the reconciler will need to attach documentation and match the expense amounts in the SAHARA . 
	The drill-down in some GL accounts may not give the reconciler all the necessary backup. In this case, the reconciler will need to attach documentation and match the expense amounts in the SAHARA . 

	Expense Type 
	Expense Type 
	Expense Type 
	Reconciliation Steps 

	ProCard Transactions 
	ProCard Transactions 
	1. Attach approved monthly ProCard Summary log. 2. Individual receipts should be maintained within the CitiBank ProCard reconciliation. 

	Miner Mall Transactions (PO Voucher) 
	Miner Mall Transactions (PO Voucher) 
	1. Attach invoices and/or receipts from vendors. 2. All invoices/receipts for the period can be attached in one file in SAHARA. 

	Scholarships (Banner) 
	Scholarships (Banner) 
	1. Attach query UTE_DEPT_RECON_BANNER_COSTCTR (Cost Centers). 2. Attach query UTE_DEPT_RECON_BANNER_PROJECT (Sponsored Projects). 3. Attach internal reconciled worksheet(s). 4. Review and validate student’s names are correct. 


	• 1 
	• 1 
	• 1 

	Operating Expenses Inter-Department Transfers (IDTs) 
	-

	The reconciler will need to attach supporting documentation and match the expensed amounts in SAHARA for any SC028 Journal types. 
	The reconciler will need to attach supporting documentation and match the expensed amounts in SAHARA for any SC028 Journal types. 

	IDT Type 
	IDT Type 
	IDT Type 
	Reconciliation Steps 

	Facility Service Work Orders 
	Facility Service Work Orders 
	1. Go to Facilities website https://tma.utep.edu/servicedesk to access workorders/invoices for amounts expensed. 2. Attach invoice/bill that details the service provided and amounts charged. 

	Long Distance Log 
	Long Distance Log 
	1. Attach long distance logs detailing phone calls charged to your department. 2. Email ITBilling@utep.edu for supporting documentation if logs are not available in your department. 

	HR Criminal Background Checks 
	HR Criminal Background Checks 
	1. Attach screenshot of the completed Background Check Request form. 2. Contact HR to obtain supporting documentation if not available in your department. 

	Sodexo 
	Sodexo 
	1. Attach Sodexo invoice 


	Use query UTE_DEPT_RECON_IDT_COSTCTR (Cost Centers) or UTE_DEPT_RECON_IDT_PROJECT. (Sponsored Projects) for additional detail on transactions.. 
	Use query UTE_DEPT_RECON_IDT_COSTCTR (Cost Centers) or UTE_DEPT_RECON_IDT_PROJECT. (Sponsored Projects) for additional detail on transactions.. 

	• 1 
	Reconciling Operating Expenses in SAHARA. 
	. The Account Reconciliation Search Page will be displayed. 1. Enter details in the Search Criteria. 2. Click Search. 3. Click on the Cost Center/Project. 1 2 3 19012345 Jones, Davy 19012345 PEOPLESOFT 
	PeopleSoft Tips 
	PeopleSoft Tips 
	PeopleSoft Tips 
	•. Reconciliation Status indicates whether period has been reconciled/approved. 
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	Reconciling Operating Expenses in SAHARA 
	Reconciling Operating Expenses in SAHARA 
	Reconciling Operating Expenses in SAHARA 
	Figure
	4 5 

	4.. 
	4.. 
	4.. 
	Expense Summary: YTD Actuals Expense (Fiscal YTD – 2020). PTD Actuals Expense (Project to Date – Inception) 

	5.. 
	5.. 
	Revenue Summary: YTD Actuals Revenue (Fiscal YTD – 2020). PTD Actuals Revenue (Project to Date – Inception). 

	6.. 
	6.. 
	Revenue / Expenses for the Period: Month to Date activity 


	• 1 
	• 1 
	• 1 

	6 
	6 

	Reconciling Operating Expenses in SAHARA-Download. 
	Reconciling Operating Expenses in SAHARA-Download. 

	7. Download Actuals. 8. Download to Excel. 7 8 
	• 1. 
	• 1 
	Reconciling Operating Expenses in SAHARA-Download 
	Reconciling Operating Expenses in SAHARA-Download 

	Place filters on all Headers. To see all documents, sort (A-Z) by: 9. User Char 3 (Vouchers). 10. Exp Doc ID (Expense Reports). 11. Journal ID (Journals) 9 10 11 Note: Once all documents identified, gather all supporting documentation that supports transactions. 
	• 1 
	Reconciling Operating Expenses in SAHARA-Download 
	Reconciling Operating Expenses in SAHARA-Download 

	12. Cross check by filtering on Account column. 13. Verify total to SAHARA reconciliation GL Account #. 12 13 
	• 1 
	Reconciling Operating Expenses in SAHARA. 
	Reconciling Operating Expenses in SAHARA. 

	14. Review by GL Account number. 15. Review Subtotal. 16. Review Amounts 17. Once Reviewed, click “Reviewed” box 15 16 17 14 
	• 1. 
	• 1 
	SAHARA –Adding Attachments. 
	Figure
	1. Click on Attachments link. 1 
	• 1. 
	• 1 
	SAHARA –Adding Attachments. 
	Figure
	2 3 4 5 6 7 2. Click Add Attachment. 3. Click Choose File. 4. Upload file. 5. Select Save. 6. Select Return to Previous Page. 7. The number of attachments saved will appear. Gibbs, Joshamee 6001001003 
	• 1. 
	• 1 
	Reconciling in SAHARA –Adding Comments. 
	1 2 3 1. Enter general comments under Reconciler Comments section (optional). 2. Save Comments 3. To leave specific comments on individual accounts, click on the text box icon. 
	• 1. 
	• 1 
	Reconciling in SAHARA – Adding Flag. 
	37 1 2 3 1. Enter specific comment under Reconciler Comments. 2. Save and Return. 3. Click on the flag -This allows the account to be “Flagged.” 
	• 1. 
	• 1 
	Reconciling in SAHARA – Removing Flag. 
	Reconciling in SAHARA – Removing Flag. 

	1. Click on Flag. 2. Click “Yes” to remove flag. 3. Click “OK” 4. Update or remove comment. 5. Save and Return to Previous Page 1 2 3 4 5 
	• 1. 
	• 1 
	Reconciling in SAHARA. 
	1 2 3 1. Once transactions have been reviewed, scroll to top of page (Reconciliation section). 2. Click “Reconciliation” box. 3. Save. 
	• 1. 
	• 1 
	Review Checklist 
	Reviewers should consider the following: 
	Reviewers should consider the following: 
	Reviewers should consider the following: 

	1.. 
	1.. 
	1.. 
	Do the transactions appear appropriate for department/University business? 

	2.. 
	2.. 
	2.. 
	Are there any suspicious transactions? 

	3.. 
	3.. 
	Is there documented evidence of review (i.e. the reviewer has noted transactions)? 

	4.. 
	4.. 
	Has the reviewer explained any unrecognized transactions? 



	• 1 
	• 
	• 
	• 
	1 

	TR
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	TR
	41 


	• 
	• 
	• 
	1 

	• 
	• 
	1 


	Approver 42 • 1 Things to Know: 1. To access the approval page, select the SAHARA Monthly Reconciliation tile and fill in “Search Criteria.” 2. The approval process will be completed by checking the “!pproved” box and clicking “Save”. Melody Vasquez 6001444444 Alejandra Torres 6001555555 1 2 
	• 1 
	SAHARA – ARA Query 
	SAHARA – ARA Query 
	Follow the steps below on how to run the ARA Query Report. 
	1 2 
	1. From the Employee Self-Service dropdown menu, select 
	Accounting & Financial Reports. 
	2. Select the SAHARA Monthly Reconciliation tile. 
	43 
	43 
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	• 1 

	SAHARA – ARA Query 
	Sect
	Figure

	3 4 5 6 7 
	3. 
	3. 
	3. 
	3. 
	Click on Reporting. 

	4. 
	4. 
	Click on ARA Query. 

	5. 
	5. 
	Click on Add a New Value. 


	6. 
	6. 
	Enter the name of your query. 

	7. 
	7. 
	7. 
	Click Add. 



	• 1 
	• 1 
	SAHARA – ARA Query. 
	Sect
	Figure

	8 9 10 11 12 
	8. 
	8. 
	8. 
	8. 
	Enter Business Unit / Fiscal Year. 

	9. 
	9. 
	Enter Acct Period, Dept or Cost Center/Project. 

	10. 
	10. 
	Click on Hide Blank Columns box. 

	11. 
	11. 
	Save. 

	12. 
	12. 
	Run. 


	45 

	• 1 
	• 1 
	SAHARA – ARA Query 
	Sect
	Figure
	13 14 

	13. 
	13. 
	13. 
	Select New ARA Extract Actuals Report. 

	14. 
	14. 
	14. 
	Click OK. 
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	SAHARA – ARA Query 15 16 17 18 19 15. Process Instance # will appear (write it down). 16. Click on Process Monitor. 17. Locate your Instance #. 18. Verify Run Status = Success and Distribution Status = Posted (click Refresh to update status). 19. Click on Report Manager. 
	47. 
	47. 

	• 1. 
	• 1 


	SAHARA – ARA Query. 
	SAHARA – ARA Query. 
	Sect
	Figure

	20 21 
	20. Locate your Process 
	20. Locate your Process 
	Instance # (click on UTZ_ARA_NQRY link). 
	21. Click on 
	NEW_ARA_DNLD_ACTLS.csv 
	link. 
	48. 

	• 1 
	• 1 

	SAHARA – ARA Query 
	SAHARA – ARA Query 
	Sect
	Figure

	22 
	22. Report will download to an Excel file. Sort, delete/add columns to your preference. 
	• 1 
	• 1 
	SAHARA – Summary Report 
	SAHARA – Summary Report 
	Follow the steps below on how to run the SAHARA Summary Report. 
	1 2 
	1. From the Employee Self-Service dropdown menu, select 
	Accounting & Financial Reports. 
	2. Select the SAHARA Monthly Reconciliation tile. 
	50 
	50 

	• 1 
	• 1 
	• 1 

	SAHARA Summary Report 
	Sect
	Figure

	3 4 5 6 7 
	3. Click on Reporting. 
	3. Click on Reporting. 
	4. 
	4. 
	4. 
	Click on Sahara Summary Report. 

	5. 
	5. 
	Click on Add a New Value. 


	6. 
	6. 
	6. 
	Enter a name for your report. 

	7. 
	7. 
	Click Add. 
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	SAHARA – Summary Report. 
	Sect
	Figure

	8 9 10 12 
	8. 
	8. 
	8. 
	8. 
	Enter Busines Unit / Fiscal Year. 

	9. 
	9. 
	Enter Department or Cost Center/Project. 

	10. 
	10. 
	Click on All Periods. 


	11. 
	11. 
	11. 
	Save. 

	12. 
	12. 
	Run. 


	52. 
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	SAHARA Summary Report 
	Sect
	Figure

	13 
	13. Select UTZ_ARA_SMRT. 
	14. Click OK. 
	14. Click OK. 
	14. 
	53. 
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	SAHARA Summary Report. 
	Sect
	Figure
	15. Process Instance # will 

	appear (write it down). 16. Click on Process Monitor. 17. Locate your Instance #. 18. Verify Run Status = Success and Distribution Status = Posted (click Refresh to update status). 19. Click on Report Manager. 15 16 17 18 19 
	54. 
	54. 
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	SAHARA Summary Report. 
	SAHARA Summary Report. 
	Sect
	Figure

	20 
	20. Locate your Process 
	20. Locate your Process 
	Instance # (click on UTZ_ARA_SMRT link). 
	21. Click on 
	ARA_SUMMARY_REPORT.csv 
	link. 

	• 1 
	55. 
	55. 
	Figure

	• 1 

	SAHARA Summary Report 
	SAHARA Summary Report 
	22 
	22. Report will download to an Excel file. Sort, delete/add columns to your preference. 
	22. Report will download to an Excel file. Sort, delete/add columns to your preference. 
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	Questions?. 
	Sect
	Figure

	• 1. 
	THANK YOU! 







