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Overview 
Customized reports will be created to assist with business processes. This Business Process Guide will 
outline the steps to run the Monthly Reconciliation Report. 

Benefits 
• Online Reconciliation Report which can be downloaded as an Excel file, HTML, PDF, etc. 
• Ability for department users to own process of running and validating Reconciliation Report. 
• Ability to view budget checked transactions for a specified fiscal year and accounting period.  

Assumptions 
• Users running report are responsible for review of transactions to sign off for approval. 
• Users will run this on a monthly basis to ensure full Reconciliation. 
• Campus users using SAHARA will reconcile and approve using SAHARA tool. 
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Roles and Responsibilities   

Listed below is a general overview of the roles and responsibilities. However, the responsible office for 
the tasks listed below vary among the participating institutions. 

Department 
Run report and validate. 

Related Reports 
Budget Status Report 

• Displays all Commitment Control ledger amounts (budgeted, pre-encumbrance, encumbrance, 
expense, collected, recognized) and the available balance for the budgets you select. 

Ledger Details Report 
• Displays such details as amounts and currency for each ledger (amount type) in the control 

budgets you select, as well as the available amount for the budget. 
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Commitment Control Budget Overview Inquiry Page 
• Provides a view of budget activity for one or multiple budgets, from the level of a ledger group 

or ledger inquiry set to the more detailed level of individual budgets. This component also 
enables further drill down to budget journal lines and source transaction lines. 

Business Process Steps  
Step 1 – Navigate to Reconciliation Report 
Fluid Navigation: Commitment Control landing page > Budget Reporting tile > Reconciliation Report nav 
collection  

 

Click on Reconciliation Report  
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Step 2 – Enter Fields for Run Control ID 

 

Enter Budget Transfer Journal Header information 
1. Enter Business Unit. 
2. Enter From Fiscal Year and To Fiscal Year. 
3. Enter From Acct Period and To Acct Period. 
4. Enter Department, Project ID, or Cost Center. 
5. Click Save. 
6. Click Run.  

Step 3 – Review/Confirm Process Scheduler Request 

 

Confirm the UTZFL514 Process Name is selected. Then click OK to continue. 
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Step 4 – Review Process Scheduler Status 

 

Note the Process Instance number. Click the Process Monitor link. 

 

Click Refresh every so often until the Run Status shows ‘Success’ and Distribution Status of ‘Posted’. 

Go Back to the Monthly Reconciliation Report Request Page  
Click the Go back to Financial Reconciliation Report link. 
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Access Report Manager 
Click the Report Manager link to access the Report List. Click the Administration tab next. 

 
Open Report from Options  

1. The Report which Ends in “_DTL” will include full details for the ChartField value selected when 
running the report. 

2. The Report which does not end in “_DTL” is the summary for the ChartField value selected when 
running the report. 

Below is an example of the summary MFR Report in XLS format. 

 

Please note that the above screenshot was captured in a lower environment and does not reflect actual 
data.  

  



Commitment Control - Run Customized Reports (MFR) 

 

7 
 

Questions/Support? 

 

For further queries regarding any error/support while reviewing MFR 
Report, please reach out to budget@uttyler.edu. 

 

Thank you! 
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Documentation Revision 
Change Record 

This documentation provides best practice guidance for the FMS Team and the information enclosed 
will be utilized by the employees of the FMS Team. 

 

Date Author Version Description 
06/10/2022 Amanda N. 1 Masked names and IDs 
04/18/2023 Gaoussou T. 2 Updated the logo, changed title’s font to Calibri, size to 24, and 

color to dark blue (#003767), added revision period in footer, 
updated document spacing and table of contents. 
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