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RECONCILE STUDENT RECEIVABLES

1. Run BRIO *Ar Detail Codes’ to capture detail codes beginning with 103

2. Export to desktop.

3. Open and put a header line at top, then remove all duplicates (and there are
several)

4. Save as Excel 3.0 or 4.0 and rename to AR_Detail_upload.xls

5. To reconcile month-end, use the BRIO *Tw Stu a-r mo end.

6. Open Brio and Import AR Detail upload file, then review to make sure complete

and no blanks.

7. Click back on the Query section and in bottom left under ‘Tables’ click in open
space to bring up the ‘Local Results’.

8. Click on the Local results + bar to open the worksheet and drag onto the open
page to the right of Thraccd and connect the detail codes to detail code on
AR_Detail_Upload.

9. Move all data under AR_Detail_Upload to the top Request line and Process.

% Brio Intelligence - [All student a-r mo end. bgy]

@ File Edit VWiew Insert Format Query DatsModel Tools Window Help

Dl SR X <8 M- & T2 ZF Fross || @@

Arial -t =|A 5B 7 U=S==|L~D~A~
&
Sections = Request | 55N | Last Mame | First Name | Tbraccd Entry Date | Thraccd Effective Date | Thraccd Balance | Thraced Acct Feed Ind | Detal Code | Account 4 | Descr
= =
| = iw
ERIILEN =+ Thraced Pidm - Detal Code
gpngen :Z'dm = Thraccd Tran Number | _ /] Account A
priden | Thraccd Term Code — Descr
Spriden Last Name Thraccd Detal Code
IE8 Spriden First Name Thraccd User
) Spriden Mi Thbraccd Entry Date
MU Spriden Change Inc Thraccd Amount
Spriden Entity Ind I= Thraccd Balance
Spriden Activity Date Thraccd Effective Date
m Spriden User = Thrared Rill Nate &
] EETEIU\ES J
] ELDCEI Resuts
B 2R _Detail_upload
21302 Fows Combined View: 2 topics =

——— :
:,’ start stClas,., YL meetingmak. . | & stuan | student an F &2l Documertl ... Y Brio Intellige. .. - ’()[ [ 910 amM
¥

Created 9/22/05
JBedford



California State University, Bakersfield
FIS Business Process Guide

10. After query process finishes, go to ACCOUNT section and at top left use the File
menu and Export to appropriate folder.

11. Open the excel results and sort as needed to reconcile.

12. To get the PeopleSoft balances to reconcile to, log into PeopleSoft and use the
Query ‘BAK_SFS_AR_BALANCE’.
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13. Click on Preview tab and input the Unit (BKCMP) and the “period not greater than’ and
input the period greater than you are reconciling (i.e. to reconcile September, then input
period 4).

14. Select the Download results to Excel and then Open and *Save As’ to the appropriate
folder as excel.

15. Sort as needed to reconcile to Banner spreadsheet.
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