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Balance Sheet Reconciliation Quick Guide

Galaxy Portal

The Galaxy Launch page can be accessed URL.: https://galaxy.utdallas.edu

Select Orion Link for the Orion activities.
Select Gemini for HR and Finance activities.
e Select Gemini

LT'T) THE UNIVERSITY OF TEXAS AT DALLAS Info For Resources . Make a Gift Q

Academics Admissions Costs, Scholarships & Aid (=10 T

The University of Texas at Dallas > Galaxy

Galaxy

The Galaxy portal is the starting point for working in the Orion system, Gemini FMS and Gemini HCM. It also provides
links to other services such as email and eLearning.

",, Firefox 102.3.0 ESR is the only supported browser for Orion and Gemini. This applies only to faculty, staff and student employees.
If you need help downloading the correct browser, here is a helpful article: Compatible Browser Download.

Scheduled Maintenance: Orion and Gemini may be unavailable on Sundays from 5 a.m. to noon for routine maintenance.

= Orion &= Gemini
Access to application status, academic records, = Access to Financial Management System (FMS) and
financial aid and tuition/fees for applicants, students, Human Capital Management (HCM).

faculty and staff.

The login screen will pop up. Enter in your net id and Password.

NetiD

Enter Your NetID

u D Password
Enter Your Password

THE UNIVERSITY

Login

Need Help? Contact the Help Desk
Forgot Password? Reset Your Password

Do Not Bookmark This Page
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Balance Sheet Recon Analyst

Start a new reconciliation:

Select “Gemini for Departments” homepage.
Click on “Financial Compliance” tile.

THE UNIVERSITY o
ml-) OF TEXAS AT DALLAS v Gemini for Departments ‘

Approvals Announcements

}ww

Self Service Accounts Payable

Financial Compliance

General Ledger Grants Proposals/Reviewer

FoX -
-

Enter “DALO1” for Business Unit
Enter “Actuals” for Ledger
Select “Reconciler” for Balance Sheet Recon Role

Click “Search”
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< Gemini for Departments

¥ Account Reconciliation 2
¥ Letters of Representation v

1 Balance Sheet Account
Recon

Balance Sheet Account Recon

Financial Compliance

Balance Sheet Account Recon

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

Find an Existing Value

~ Search Criteria

Use Saved Search: ~

Business Unit | begins with v | DALO1

Ledger | begins with v |ACTUALS

n Account | begins with ~
Fiscal Year = v
Quarter | = v
Balance Sheet Recon Role | = ~ Reconciler -

Reconcile Flag | begins with +

Approved | begins with v

Basic Search & Save Search Criteria De/ete Saved Search

Select account for reconciliation.

Balance Sheet Account Recon

Find an Existing Value

¥ Search Criteria

Use Saved Search: v

Account | begins with v

Fiscal Year | = ~
n Quarter | = v

Reconcile Flag | begins with v

Approved | = v

Search Results

View All

Basic Search [ Save Search Crteria

Business Unit Ledger  Account Description

Financial Compliance

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

Business Unit | begins with v | ' DALO1

Ledger | begins with v | | ACTUALS

Balance Sheet Recon Role | = ~ Reconciler ~

Delste Saved Search

Fiscal Year Quarter Balance Sheet Recon Role Reconcile Flag Approved

DALO1 CTUALS 20121  Student Insurance Payable 2021 1 Reconciler Y i
DALO1 ACTUALS 23007  Callier Lockbax Holding 2021 1 Reconciler Y Y
DALO1 ACTUALS 13000  Inventory 2021 1 Reconciler Y 7

@ 4

New Window | Help
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< Back Financial Compliance A S B
NewWindow | Help | Personalize Page

Balance Sheet Account Reconciliation

Business Unit DALOT  ACCOUNT  130) el i 00 2021 Quarter 1 Approver Melody Monjazeb

Role  Reconciler
General Ledger Balance :Er,r"”f",s { Notes to the Ledger E
(5][a)

A Balance 369,989,660

Adjustments -800.000 Adjustment
Date

- Ledger
PREV  TransactionDate  Description Reference View Attachment Delete Attachment
Adjusted Balance 369,189 660 & Adjustments §

1N 1012612020 b ot i b 121112020 JE#506511 TO CORRECT AIC -800.000 |  View Altachment Delete Attachment | | + |
Supporting or Subsidiary System  Cormections/Notes to the Supporting or Subsidiary System
— Balance ‘j‘ |E!
= View Delete =
PREV  Transaction Date  Description ‘S::gs'”‘e"‘ Reference i‘é"utb“i.‘éﬁ{s " Add Attachment
B Balance 369,180.680 F !
e wi e [+

Adjusted Balance  369,120.660

Balance Should Zero Adjusted Total 0.000 G

Reconcile Reconciled yxg094000-utd __ Yue Gu Reconciled Date/Time  12/11/20 2:40PM
By

Approve Approved  mum1s0131-ut0 - Melody Moazen epeored Deteiime) PIRLG0EM
y

Deny Notes
“

Account Purpose: Seq# 8234 - Change BS reconciler for the accounts 13000,15300,23097,25500.20300 Seq # 5152 - Change reconiler from Tina Safai to Briana Powell Seq # 4582 - Change Account Reconciler on 18 accounts Inventory

A. Verify “General Ledger Balance” agrees with Ledger balance.

B. Enter “Sub Ledger Balance” from subsystem or report, for example: bank statement balance,
AP report from AP subsystem, UTIMCO reports balance, etc.

a. Click “Add” to attach subsystem report - This is a required field and attachment is
mandatory.

C. Review the activity posted to the account to ensure that detail items are:

a. Properly classified to the account,

b. Authorized in accordance with university policies, State and Federal laws and
regulations, and specific sponsor or donor requirements or restrictions, and

c. activity appears in the account.

D. Ensure that all expected activity appears on the account.

E. Enter required information for any adjustments to the Ledger. Please note: these fields are for
correcting journal entries to the Ledger ONLY. A journal entry must be prepared and submitted
to Accounting in a timely manner. Note: Transaction Date is the original date when the
reconciling item occurred.

a. Click “Add Attachment” to attach supporting documentation (Attachment is mandatory if
an entry is made)
b. Click the “+” button to add more lines as needed.

F. Enter the required information for any adjustments to the Subsidiary Schedule. Please note:
these fields are for corrections that should be entered in the subledger (for example: Student
Financials, Accounts Payable vouchers, adjustments by the bank). A request should be
submitted for correction in a timely manner. Note: Transaction Date is the original date when
the reconciling item occurred.

a. Click “Add” to attach supporting documentation (Attachment is mandatory if an entry is
made)
b. Click the “+” button to add more lines as needed.
G. Balance should be zero, review and enter corrections if needed. This field is auto calculated.

Once the analysis is complete, all supporting documents are attached and balance is zero; click
“Reconcile” to finalize the reconciliation.
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Notify Approvers via e-mail. There are no automated notifications at this time.
Balance Sheet Recon Approver / Reviewer

Review a new reconciliation:

Select “Gemini for Departments” homepage.

Click on “Financial Compliance” Tile.

THE UNIVERSITY L
lTITJ OF TEXAS AT DALLAS v Gemini for Departments ‘

Approvals Announcements

\ww

Self Service Accounts Payable Reporting Tools

Financial Compliance

General Ledger Grants Proposals/Reviewer

oK

Enter “DAL01” for Business Unit
Enter “Actuals “for Ledger
Select “Approver” for Balance Sheet Recon Role

Click “Search”
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< Back Financial Compliance

Balance Sheet Account Recon

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

Find an Existing Value

~ Search Criteria

Business Unit

Ledger

Account

Reconcile Flag

Approved

No matching values were found

Fiscal Year | =

n Quarter | =

Balance Sheet Recon Role | =

Use Saved Search: v

begins with v DALDY

begins with v | ACTUALS

begins with v

v

v

v | Approver v
begins with v

begins with v

—— : e
[ seac Ciear | Basic Search ' Save Search Crreria Delete Saved Search

A

New Window | Heip

Select account for review and approval.

Financial Compliance

Enter any information you have

Business Unit

Ledger

Account
Quarter
Reconcile Flag

u Approved

Search Resulls

Fiscal Year | =

Balance SheetReconRole =

Balance Sheet Account Recon

and click Search. Leave fields blank for a fist of all values

begins with |~ | |DALOT

begins with [v| |AcTUALS
begins with [«

v 2021

v Approver v

bagins with |+

begins with |

Search & Save Search Criteria

View Al 1-100 of 184 v » ¥
Business Unit Ledger  Account Deseription fiscal Yoar Quarter Balance Sheat Rocon Rolo Reconcilo Flag Approved
DALO1 ACTUALS 10230  Cash - Crow Trust 2021 1 Approver v ¥

New Window | Help A

The review

aorON =

er / approver verifies that:

Analysis includes all of the transactions within this balance sheet account.
Ending balances agrees to the general ledger.

Ending balances are substantiated with supporting documents.

All activities are appropriate and reasonable.

Adjustments or corrections, if necessary, have been initiated.
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2 N
Balance Should Zero Adjusted Total 0.000
Reconcile Reconciled eem133830-utd Cynthia Milligan Reconciled Date/Time 04/27:/21 10:37AM
By
[ S lﬁppruued By Approved Date/Time
[ Deny Notes

Click “Approve” if ALL requirements are met.

Click “Deny” and enter notes if all requirements are NOT met. This will allow account reconciler to make
necessary corrections and re-submit for review and approval.
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