How to complete 1074 e-verifications

A complete Cost Center verification includes:

= Verification of transactions listed on the UGLS1074 Report, which include all Revenue, Expense, Fund
Equity, Budget transactions, Open Commitment, and Soft Commitment balances, and Asset and
Liability transactions that were entered into the system, are accurate and in accordance with
department records;

v" Compare prior month UGLS1063 with current month to identify any changes in budget.

Acc Base Current
Typ (Original) {orig + Adj) curr Rev/ExXp

-83,457.81

= [dentification of transactions that appeared on a cost center in error and require a correction;

v" Provide any necessary information pertaining to problems that are being resolved. Provide an
update if the problem continues.

v" Document any email correspondence on UGLS1074; ex. “Emailed budget office 4/30/17
regarding fringe benefits.”

v Ifthere is a discrepancy indicate on the page the reason and action taken.
= Preparation and transmittal of requests for corrections to the appropriate office; and
v All discrepancies should be investigated and cleared within 30 days, if possible.
= Supporting documentation for each transaction has been pinned to UGLS1074.
v" Add comments to address any change in budget.

v" Add comments to address any negative budget. Provide any necessary information pertaining to
problems that are being resolved. Provide an update if the problem continues.

v" Pin appropriate documentation (Citibank statements, voucher cover sheets without backup is
not proper documentation).

Baso budgot transfor from Auto Allowance cost
center to M&O in Acad AN DOE cost center.
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Allowanco)

X

Lapse Salary: FEB [Acad Attaws, Library, QEP,
COB, CST) X
PR - Budget entry 1o fund Temparary Non-
Exompt Stalf from vacant execulive assistancs
* pusition
PR - Base budget adjustment, funding pos
D101 TAHT (Adminisirative Assistant 1) (Farial
Enl

Cost center managers are responsible for reviewing/approving monthly verification reports. The
review/approval process may be delegated in writing to a faculty member, Chair, or Dean who has specific
knowledge of the cost center activity. Overall, the cost center manager is still ultimately responsible for the
transactions or his/her cost centers.
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Step 1: By fiscal years create the following folders in SharePoint/Departmental Shared

Drive:
> 1063
> 1074
o Example - FY 2017 Verifications
= Jan 2017 Verification
> BOB

» Fund Equity

S
@u'l .« Division Administration » FY 14 Financial Reports » v|¢?|| Search FY 14 Financial Re

Organize « Burn Mew folder

F Favorites MName Date medified
=

Bl Desktop ) 1063 7/11/2014 3:07 PM  File folder
4 Downloads . 1074 7/17/2014 215 PM File folder

5l Recent Places . BOB 7/14/2014 832 AM  File folder
, Fund Equity 77172014 315 PM File folder

.l Libraries

Step 2: This task can be completed by an Administrative Assistant or a Student
Worker. CBA/DBA or AA/SW use the current month 1063 report.

1. On the report, under the “current rev/exp” column, highlight each cost
center that has an activity on it. (Ex. Budget changes, revenue, expenses
etc).

2. Logon to PeopleSoft UHSFinance.

3. Main menu - Custom Reports - GL - Dept. Verification RPT (1074)

4. Click “Find Existing Value.”

5. Click “Search.”

6. On the left hand side, make sure to change the “From FY/Period and To
FY/Period” to correspond with the month you're working on.
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Repork Parameters

September
October
acs B et November
December
S bt oo January
Torweenot: [30id [ 8 ’ February

= Only Print Active Cosd Cestars 1% - -
COnly Print inactve Cost Cenlors * Halance Shoot Combing %4 Separsly M a rth

Ran Control I

Cosi Condor Manager

Prind ANl Cont Castors

Ragyeesd Mo

W 0o ~] on Ln B D 2

R o o June
July

[ S -
o = S

August

7. Under the “scroll area”, type in the cost center line-by-line, just as it is on the
1063 report.

Hepoi Paramaeters

Run Conbrof I

e . § % i 5 ad
Cost Center Manager Fund 1 Fund 3 L) Fund £ Fund T

Fund 2 Fund 4 Fund & Fund @

*Business Usit 00T8E £ * Spmmary by Buedget Node Only
- imafy by Budgel Node and Account
Froe EViBariod: [ 2012 Swmmary by Budget Node and ACCooun!
* Trassactons ¥ AsserLiabF nd Equity
To FYiPericd: | 2014 g * BeviExp ™0 Budget Jrnll

Print All Cost Centars # Open Commitmients
¥ # Varification Workshoet
& Oty Print Acties Cost Conters # Soft Commitments

i raimibEne W S kb
Only Print Inactive Cost Cenlers » Balance Shesl Caminy Separats

Firet B8 1 af

- Aren Eind
"Fund: | Some From: 20484 L%} To 2054 ]
Rigiogat Mg
1 i 19

"Doptid: 'q—_h Freame D001 2
SpredType: 'Erm Frem: Doas1

q

*Project | Seme Frosm: f

& Save || Retum io Ssarch
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8. Click “Run” on the top right corner

9. Click “OK” at the bottom left of the page (this will take you back to the Dept
Verification RPT page)

User [Dx 103

Server Nama: Run Date: gan
Recurrence: Run Time: 1129 404N Resel to Current Data/Time
Time Lone:

Zelect Descniplion Process Name Process Type "Type Distributicn

nent Verfication Report UGLS1074 SOR Report POF v | Distribution

Page 4 of 23




10. This will take you back to the “Dept Verification 1074” screen. Select the “Process
Monitor” icon

Frosm FYiPeriod: | 201

To FY P

11. Once on the “Process Monitor” page, click the “Refresh” button on the top right
corner until the “run and distribution status column” changes to “success” and
“posted.”

Wan Ml = Custom Repoits = Gl Dhapt Ve miieen Rpk {1074 Procens Lisni
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12. Click the “Details” button.

Cisdom Raperts =

Gl -

Dt Vigriicateon Ript {3074 Process Montor

13. Under the “Action” tab, click “View Log/Trace”

O

Irocess Detail

Faonies - Telazn fdeny - Cizsiom Raports =3 GL = » Dept Venficabon Rpt (1074)

Process Monilor
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14. Under “file list”, look for the “ugls 1074.pdf file”.

Foavartes — Mmin Manu - » Custom Repota = > GL = Dept Venfication Rpt (1074) > Process Monitor

=

Do ioen MoOdas: Linix Expiranocn Dala

File List
Fimruna

15. If on the list, you see “1074.out” file, you have done something wrong, (go back
and redo # 8-11.)

U 1074_8343510, 00l
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16. Click “ugls 1074.pdf” and save the PDF file in the designated folder

Chempsd W mpifbc @i o FEod

17. Make sure the cost center on the top of the file matches the cost center you

are working on.

Cost Center t 2064/D0012/D0BR1/NA (14034) / UNIVERSITY OF HOUSTON - SYSTEM

Business Unit : Univ. of Houston - Downtown

Revenie & Expenss - Budget Node Summ
Parlicd Ended F\Pl'll " [k ¥

Report Limited to

Fund

DepelDd
Program Code
Project

CC Manager

Description

Page 8 of 23




18. Also click on the “XML Verification worksheet”

Favorites — Fain Meanu - » Custom Reporis = > GL = > Dept Verfication Rpt {1074) » Process RMonitol

(’i‘—3

sl

Distribt [

CHERtrDWtDn Moo i Expiraticn Date

File Size

19.Refer back to # 17- 18 to save the document.

Step 3: Open folder containing your 1074 report and xml verification worksheet.

- -

@-\;-vl |« 1074 » June » IE » 2064-DO005-DO379

Organize « Burn New folder
- Favari MName . Date modified
- Favorites
B Desktop m ugls1074_8558580.PDF 7/19/201410:43 AM  Adobe Acrobat D...

4. Downloads B xmlxml 7/19/2014 10:44 AM XML Document

2| Recent Places
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Step 4: Convert the Xml worksheet to a PDF Document.

i I K L "

CURRENT BaDGET REFERE WCE
13

¥ i jungmeaty
FIVENUL & HAGETLD FURD BALARCE SIMMARY Par PSGL os Detalled  Pae Dapartmant

Rirvenus Budgat 0.0 -1 LT
Actusl Reveesss 080 =Y 0o
Revenue Soft Comemitmanis = 0.0 .00 oo
R 0o b Earved 0,80 a0 (e

Busdgeted Fund Rslsnce 0Lo .00 noq
Tetal Bewess Dudget 0.00 .00 [T

Adjusamant
ENPENDITURE SUBBLARY &8 Durtailid P [ipa it

Step 5: You will be prompted with the following window. Please be sure that the only
tabs in “sheets in PDF” are the “Verification Worksheet” as seen below. Once this step
is completed, click “convert to PDF.”

7L Acrobat PDFMaker —

Conversion Range
() Entire Workbook

() Selection
: )
Sheet Selection
Sheets in Excel Sheets in POF

Verification Worksheel Add = Verification Worksheel

Asset Liab Fund Equity

Budget Journals

Open Commitments Add Al ==

Soft Commitments
Cost Center List

Arrange

[ Convert to PDF ] ’ Cancel

Acrobat PDFMaker

Acrobat PDFMaker may not be able to convert comments and some
! . links for protected Worksheets. Unprotect the Worksheet to get these
features. Do you want to continue without these features?
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Step 7: You will be prompted to save the xml.pdf file. Be sure to save it in the cost
center verification folder that you are completing.

[&] Save Adobe PDF File As
—

2064-D0005-D0379

.
Savein:

- 0o
= Name .
s

Recent Places

Desktop
LiEraries

1A
-

Computer

Date modified Type

7/19/2014 10:43 AM  Adobe Ac

T ugls1074_8558580.PDF

<|

File name: il pf |
Save as type: [PDFﬁ\es

View result

Step 8: Open the folder containing the pdf/xml files to start your verification process
***Note: The verification process will work best with dual monitors***

Step 9: Open both the 1074 and xml pdf files in your dual monitors. Have both page
thumbnails open and drag the xml/pdf worksheet into the 1074 pdffile.

Tools

Commend Share

University of Moustcn System
Dwparteent Verification Workshast
Ax of Jume 30, 2004 [Through Periad 10)

L0 DT AL T A
i

i

[t!’ lif
(¥
NIJI-:IE
119 E

|

o et - D
SR3akTumEn
T

s, RS T
A0 N ALTLIMINT

AR RUDSHT R URANET

ETVE S TS UG AR AR

e R
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Step 10: Once completed, your 1074.pdf should appear like the screenshot below,
including your xml worksheet.

fleee- PBOB | e02bDRE
% .1-2“2 | @J Ol= EE | = H Toole | Comment = Share

University of Houston System

Az of Juns 30, 2014 (Thraugh Pariad 10}

Step 9: How to attach documents to your 1074 report example: BOB Report.
> Under comments, click annotations.

Tools Curnmen{; Share
=]

v Annotations ¢ :
© T ‘% &-

. &= = I B
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» Select the file you want to attach, and then click “open.”

FL Add Attachment

« June » IE » 2064-DO005-DOI7S

Organize New folder

Bl Desktop

Dewnloads E
szl ‘J—'PagsfrnmJLme_BOE.pdl

T wgls1074_8558580.PDF
5L ot ot
’EJ xrnlaamnl

2. Recent Places

4 Libraries
*| Documents
o Music
k| Pictures

B videos

,'5 Computer
S# ract$ (\Whawaii) |
i, Lacal Disk (C:)

8 Dorseyk (\thawa
¥ acadaffs (\\hawa
2 acadaff§ (Y\hawa _

File name: Pages from June_BOB.pdf

» You will be then prompted to select which file attachment
appearance you would prefer. Once finished, click “ok” to close.

File Attachment Properties

Appearance |Genera| | Review History

Icon: Color: @

i Graph Opacity: 100%
Paperclip

[

[[]Locked [ Make Properties Default [ 0K

| | concel
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Step 10: Double-click on the push pin icon to review the BOB Report.

1. Insert check marks on all positions BBA lines to ensure a positive number. To
insert check marks, use the following steps:
» (Click Comments
Click Annotations
Click Add Stamp
Drop Down to “Sign Here”

» Select Check

2. Ifany position is negative, please address using the typewriter feature. You
may address either on the BOB or 1074 report. To utilize the typewriter field on the
1074 PDF use the following steps:

» Click Tools
» Click Content

Y V V

Add or Edit Text Box

> Click Add or Edit Text Box

Step 11: How to attach documents to your 1074 report example: Vouchers/P-Card
Statements.

» Locate the voucher in PeopleSoft.

» Select the “Documents tab.”

Favomtes = Main Menu~ > Accounts Payable = » Vouchers = » AddUpdate = > Reguiar Entry
Summary nvoice Infarmation JHS Data Line

Business Unit:

Voucher Ii:

Voucher Style: Regular
Contract ID:
Vendor Name: Pay Terms:

Voucher Source:

Entry Status: Ongin:
Match Status: Created:
Approval Status: Created By:
Post Status: Posted Modified:
Modified By:
Doc Tol Status: valid ERS Type:
Budget Status: valid Close Status:
Budget Misc Status:
“View Related Payment Inquiry Go
@ Save | & RelumioSearch | |[5] Moty | b Refresh 0 Add
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» Once you are on the Documents tab, click on the icon highlighted in the

screenshot below

> Accounts Payable ~ > Vouchers = > Add/Update ~ >

Business Unit Invoice Number

Voucher: Vendor:
Invoice Date: 0

Post Status: P, Posting Date: 0&M13/14

Print Voucher proval History

| Display Active Documents Only

Find | Vie

Secured Document

Document Status Active

Created By 0
Created DateTime 0! 4 5:04:19PM
Last Update User ID

Last Update Date/Time

Image Type APPLIC

Regular Entry

Add New Document
First B8 10f 1

Details

Document Seq Nbr 1

LancasterAshiey Loren

@C‘jo' « June » IE » 2064-D0005-DO379

Organize « New folder

Mame

4 Libraries -
- X Pages from June_BOB.pdf

ugls1074_8558580.PDF
T xml.pot

<| Documents
J Music
&=/ Pictures

B videos

!B Computer
G racfS (\\hawaii)
&, Local Disk (C)
¥ DorseyK (\\haw
¥ acadaffs (\\haw
¥ acadaffs (\\haw
59 studaffs (\haw

€ Network

odified

File name: 00153312}pdf

Save as type: | Adobe Acrobat Document (*.pdf)

~ Hide Folders

Page 15 of 23

i
e




Step 12: Repeat Step 9 to import voucher into your 1074 report.

Step 13: Creating a self-signed Digital ID:

> In Adobe Acrobat, select Tools > Sign & Certify > With Visible Signature

Tooks Comment

Univereffy of Hauiton System
Department Verification Workshest
Az of June 30. 3904 [Throwugh Penod 10)

304 OGO CXIITR- b VSTHE - A
o] L

e

& 4
s TUTRCAw, EFPRCTAVINSS

o weaTy
= AAD T . AT

Frimet. -

£ Mg o Fara

s o 1 i R

VR N G I PN LA BT

Wbl e St

Save as Certified Document - — .

You are about to create a certified documnent. By certifying a decument, you
_ veuch for its contents and enable recipients to verify that the document came

L‘ from you. Certifying a docurnent also adds tamper-resistance to detect and
prevent unwanted changes.

To certify a document, you need to have a digital ID. If you intend to distribute
this document to a large audience, it is suggested that you use a digital ID from
one of Adcbe's partners. This will allow any recipient with Acrobat or Adobe
Reader to automatically verify the certification.

| Get Digital ID from Adobe Partner... |

[ Don't show again

Cancel
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> Click “OK” to continue

Adobe Acrobat

& To create a signature field, first click OK to close this dialog, then click and drag
out the field's area in the location where it should appear in the document.
After creating the signature field, you'll be asked to choose additional options
to complete signing.

Do not show this message again;

Ok l | Cancel

» Select “A new digital ID | want to create now” and click “Next” to continue.

Add Digital ID

Iwant to sign this document using:

My existing digital ID from:

2 A file
A roaming digital ID accessed via a server

A device connected to this computer

@ A new digital ID I want to create now:

Cancel
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> Select “New PKCS#12digital ID file” and click “Next” to continue.

| Add Digital ID

Where would you like to store your self-signed digital ID?

@ New PKCS#12 digital ID file

Creates a new password protected digital ID file that uses the standard PKC5#12 format.
This commoen digital ID file format is supported by most security software applications,
including major web browsers, PKC5#12 files have a .pfx or .pl2 file extension.

! Windows Certificate Store

Your digital ID will be stored in the Windows Certificate Store where it will also be available
to other Windows applications. The digital ID will be protected by your Windows login,

Cancel

> Enter the requested information as shown in the example below and click “Next” to continue.

Add Digital ID

Enter your identity information to be used when generating the self-signed certificate.

Mame (e.g. John Smith): |Kevir1 Dorsey

Organizational Unit: |Academic Affairs

QOrganization Mame: |Ur1i\rer5it)r of Houston

Email Address: |l e o0 T K

Country/Region: \US - UNITED STATES

[7] Enable Unicode Support

Key Algorithm: ‘ 1024-bit R5A

Use digital ID for: ‘ Digital S5ignatures and Data Encryption

Cancel
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> You will be prompted to create a password. Once complete, click “Finish.”

> You

Add Digital ID

Enter a file location and password for your new digital ID file. You will need the password when
you use the digital ID to sign or decrypt documents. You should make a note of the file location
so that you can copy this file for backup or other purposes. You can later change options for this
file using the Security Settings dialog.

File Mame:

Frs\dorseyk\AppData\Roaming\Adobe\Ac robat\10.0%Security KevinDorsey. pfx Browse...

Password: *

T

PN Best

Confirm Password:

T

<Back | | Finish

be asked to type in your password, then click “Sign” to certify document.

Certify Document - ﬁ

Sign As: ’KevinDu:urse:,r{durse:,rk@uhd.edub v] @

Password: || *—_-—-

Certificate Issuer: Kevin Dorsey

Appearance: ’Standard Text v]

Certified by Kevin Dorsey

.
Ke V I n OM: cn=Kevin Dorsey,

o=University of Houston - @
Downtown, ou=Academic Affairs,

D o rse email=dorseykiauhd.edu, c=US
Date: 2014.07.22 10:22:25 -05'00°

Permitted Actions After Certifying

Form fill-in and digital signatures v] @

Sign | | Cancel |
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> Save in the verifcation folder you are completing.

| 2064-D0O00S-DO37S o @

Name Date modified Type
00153312 pdf TE/M01412:09 PM  Adobe Acro
RecentPlaces  #1p,0e: from June BOB.pdf 7/19/20141233 PM  Adobe Acro
! ‘i.-uglslﬂ?-l._ﬁSSESBﬂ.PDF 71972014 3:30 PM Adobe Acro
Th sl paf T/22/H014 947 AM  Adobe Acro
Desktop Tl sml_Test.pdf 77222014 1008 AM  Adobe Acro

xmi_Test,| - Adol
File Edit View Window Help

Do | BB B

Il| é‘_“} | — = Tools ; Comment Share

i Certified by Kevin Dorsey iversi = certificate issued by Kevin Dorsey, % Signature Panel

£ |

University of Houston System baBages

Department Verification Worksheet » Content
As of June 30, 2014 (Through Period 10)

+ Forms

Cost Center: 2084-DOD0S-DOFTO-NA (15TE3) - Ackve : Pape 1of1 . ;
Business Unit 00734 Univ. of Houston - Downtoan uGLs1oT + Action Wizard
Fund: DESIG-TUIION s FSPRD -
Department: Doaps INSTITUTIONAL EFFECTIVENESS July 10, 2014 * Recognize Text
Program: boara ACAD AFF - ASSESSMENT : 104151 AM

*+ Protection

Project:
~ Sign & Certify

A
CC Manager: Wiliams Patrick S

CURRENT BUDGET REFERENCE

¥1D Adi
REVENUE & BUDGETED FUND BALANCE SUMMARY Per PSGL L

Revenue Budget 000
Actual Revenve 000
Bevenue Soft Commitmentz 0.00
Revenue to be Earmed

Budgeted Fund Balance
Toral Revenue Bugget

¥TD
EXPENDITURE SUMMARY Per PSGL ﬁ Validate All Signatures

Expendinure Budger 459.135.00 45313500 : i
Actusl Expenditures 396,002.07 1 396,802.07 @ More Sign 8 Certify
Open Commitments 7438127 X 7418127

Expenze Soft Commitments 21888 X 11898 )
Avzizble Expenditure Budger 179727 757272 Certify

v
CORRENT FISCAL YEAR P o 2

FUND EQUITY SUMMARY Per PSGL Per PSGL _Per Department _
Beginning Fund Equity 350,554 50 320604 520604 L)
Revenue o0 000 0.00
Fund Adjuztments 000 0.00 ? 0.00
Eupenzes [Current Bied) 3700153 396.502.07 396,502.07
Expenses [Prior BRef) 000 0.00 X 0.00
Ending Fund Equity 35758603 38758603 38759603

Open Commitments [Current BRef) 7812127 7818127
Open Commitments (Prior BRef) 000 0.00
Fund Equity Less Open Commitments 261.737.30 X 461.737.30

Soft Commitments [Current BRef] 21888
Soft Commitments [Prior BRef) 000
Fund Equity Less All Commitments. 5

Y10
Per PSGL

UNBUDGETED FUND EQUITY 47992896 .1 479.928.95

Kevin Dorsey i smmxms.
Prepared By e

Reviewed By
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How to access the UHD ASA Financial Administration SharePoint

1. Open your web browser and go to https://gatornet.uhd.edu E

2. You may be prompted for a User name and Password. If so, enter your UHD User name
and Password and click OK.

Windows Security ﬁ

Connecting to gatornet.uhd.edu,

—_— |LJEEFI"IHFI'IE |

|D | Password |
| Dornain: UHD

[] Rermember my credentials

|E Insert a smart card
—d

| ok || cancel

3. Hover mouse over Academic Affairs and a menu will appear. Click on ASA Financial
Administration.

University of Houston
UHD owiitown Home Adex

Home Academic Affairs - Adminjspfation & Finance

— ASA Financial Administration

Course Inventory Requests

Use the top menu to Welcome to the new

navigate between SharePoint 2010!
departments/divisions.
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How to View and Edit Documents in SharePoint

1. Select your college/department’s document directory from the left-hand menu on the main

page (as highlighted below).

Home Academic Affairs = Administration & Finance

ABTC
Academic Affairs
College of Business

College of
Humanities and
Social Sciences

College of Public
Service

College of Sciences
and Technology

English Language
Institute

Enroliment
Management

IR_RACF

Library

Student Life
University College
Shared Documents
Calendar

Tasks

Academic & Student Affairs Financial Administration

2. Once you select your college/department’s document directory, you should be able to view all

the document directories in which you have access permission. Note: If you feel you should have

access to view or edit other document directories, please contact Elaine Pearson or Kevin Dorsey. Click

on the folder that contains the document you want to view.

[ Type Name

Budget

Scholarships

PP REREE

AP, Travel, and General Accounting

Contract Administration

FY 14 Financial Reports

Human Resources (ES0)

Pcard, Gift Card, and Cash Handling
RACF - Academic Department Use

Research Administration

Modified Modified By

Strohl,
Strohl,
Strohl,
Strohl,
Strohl,
Strohl,
Strohl,
Strohl,

Strohl,

Patricia
Patricia
Patricia
Patricia
Patricia
Patricia
Patricia
Patricia

Patricia

3. To view document only: Click on the filename for the document you wish to view. It will
open in your web browser.

[] Tvpe Mame /
|I_I’| example & Hew
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4. To edit the document: Click on the black arrow to the right of the document filename
and a menu will appear. Click Edit in Microsoft Excel (or Microsoft Word if it's a Word
document, etc.) to open and edit the document. Note: If this menu option does not appear, you
have not been granted editing permissions for this document directory. If you feel this is in error, please
contact Elaine Pearson or Kevin Dorsey.

L] Type  Name \
EI_] example Enew =

“iew Properties

Edit Properties

\ Wiew in Browser
‘ Edit in Microsoft Excel

_ﬁ Check Out

gk Add document

Compliance Details
{Ef) Workflows
Alert Me
Send To r

Manage Permissions
Delete

X 8

How to Upload a Document to SharePoint
1. Select the document directory and folder in SharePoint you wish to upload the document
to.

2. Click on Add document.

3. A window will appear prompting you to browse for the file you wish to upload to the
SharePoint directory/folder. Once you have selected the file, click OK.

Upload Document

Upload Document
Mame:

Browse to the document you
intend to upload. Browse. _.

Upload Multiple Files. ..
Civerwrite existing files

Destination Folder

Spedfy the folder in this

document library where the |.-";"—"~F', Travel. and General .-'f| | Choose Folder... |
document should be saved.

Falder:

| OK | | Cancel |
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