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The Research Administration 
Improvement Network, TRAIN® 

TRAIN®ing Guide: 

Award Reconciliation Process 

 

 

Goal: To provide USF research administrators with standardized business process steps for award reconciliation. 
 

 

Resources:  TRAIN® Depot: http://www.research.usf.edu/TRAIN  /finanAdminTech.asp

  Research Financial Management Website: http://usfweb2.usf.edu/uco/research/ 
UCO Online Reconciliation Training: http://usfweb2.usf.edu/UCOTraining/reconciliationdocs.asp 

USF Finance Mart:  https://eusf.admin.usf.edu/Topics/Applications/Queryland/Pages/default.aspx 

The Rapid Reconciliation Tool: http://www.research.usf.edu/train/files/RapidReconciliationtool.xlsm 

 TRAIN® HelpOne Service Center:  813-97-HELP1 (813-974-3571); TRAIN  @research.usf.edu
  

 

Purpose:   The USF Research Roles and Responsibilities require Department Research Administrators (Administrative 
Staff) to provide monthly financial reports to Principal Investigators and assist in monitoring encumbrances and 
expenditures. 

 

About Reconciliation:  Reconciliation is simply a comparison of two sets of information as of the same point in time. 

• Identify the differences between what actually did post in Finance Mart vs. what you expected to post in 
Finance Mart. 

• Compare your departmental records to Finance Mart. 

 

Why Reconcile?   

• Good internal controls and sound business practices necessitate the reconciliation of funds by business staff. 
• USF needs assurance that all assets are safeguarded and used to the best benefit of the university. 
• Research Administrators are obligated to be good stewards of the funds they administer. 

 

Specifically: 

• To protect your budget and cash. 
• To ensure only valid, authorized purchases are made meeting university, state or federal requirements. 
• To ensure accuracy and timeliness of transactions. 

- Were correct chartfields used? 
- Have any payments been duplicated? 
- Was all cash correctly recorded? 
- Have necessary corrections been made/posted? 
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About the Rapid Reconciliation Tool  
 

The Rapid Reconciliation tool serves two important functions: 

1. Track expenses for required monthly reconciliations to the USF Finance Mart (green sections)  
2. Project estimated expenses, i.e. “burn rate” (yellow sections)  

 

 
 

The workbook contains five worksheets; Summary, Salary, Expense, Equipment, and F&A. Totals from the Salary, 
Expense, Equipment, and F&A worksheets are displayed on the Summary sheet. 

The tool contains a macro-enabled print button on the Summary sheet. Clicking the Print button prints the entire 
workbook to the designated default printer (macros must be enabled to use this function). 
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Business Process:   
 

Step 1:   Upon receipt of Research Financial Management’s (RFM’s) award setup email (sample email), run the RSA 
Summary report via the Finance Mart (demo).  

  

 Note: The Finance Mart is USF’s official reporting tool for financial reconciliations. 
 

Direct access to Finance Mart, official USF ledgers, click: 
https://eusf.admin.usf.edu/Topics/Applications/Queryland/Pages/default.aspx (or go through eUSF Portal).  

Finance Mart system related questions? Contact Mark Devore (813/974-2286).  

 Enter the Project ID (the Project ID is listed in the RFM email).  
  

 
 

 Note: For projects with cost share, the Fund code may be entered for a differentiated view. Entering only the 
Project ID, will return both project and cost share information. Entering Project and Fund will limit the results to 
return only project information associated with the specified fund code. 

 When reviewing award setup, it is recommended to run the RSA Summary report by Project only to ensure that 
information has been properly distributed across funds codes, as applicable. 

 

Step 2:  Compare the RSA Summary report totals to the project’s GBR, Underwrite, or Subaccount 
Establishment/Project Transfer form to confirm project budget totals and chartfield values. If any discrepancies 
are found between the form and the RSA Summary report, contact your RFM, Grants Financial Administrator 
(GFA) as identified in the RFM email notification. If the discrepancy is solely chartfield related, please contact your 
Sponsored Research Administrator in the Division of Sponsored Research (DSR).  

 

Enter the Project ID. 
Do not enter dashes in the 
Project field. 
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Step 3:  Using the Rapid Reconciliation tool, enter the Summary page header information (Project Name, PI/Co-PI 
name, Project ID, Chartfields, and Award Dates). This information will carry over to the remaining worksheet 
headers.  

 

 
 

Note: Some colleges/departments have similar tools developed for award reconciliation – the Rapid 
Reconciliation tool is provided as an option.  

 

 

Step 4:  In the RSA Summary Grand Total as of: field, enter the date and the amount shown as the Grand Total, RSA, 
on the RSA Summary report.   
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Step 5:  On the designated worksheets (tab titles: Salary, Expense, Equipment, and F&A), enter the confirmed budget 
totals from the RSA Summary report into the corresponding “ACCOUNT” fields by Budget level Account.  

 

 
 
 

 

 

Note: Totals from the Salary, Expense, Equipment, and F&A worksheets are displayed on the Summary page. 

 

 
 

 

Note: As an option, the JOURNAL number can be entered as the SOURCE_DOC#. The JOURNAL number can be 
found by reviewing the expense details as described in Steps 12 & 14. 
 

 

Once all the confirmed budget totals from the RSA Summary report are entered into the 
corresponding worksheets, the workbook is ready for project expense tracking!   

 

Salary worksheet tab. 
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Step 6:   Create a folder for storing backup documentation for project related expenses.  
 

Folder name format: PI Name – Project ID 

Note: It is recommended that the folder be housed in a SharePoint/drive that is available as “Read Only” to the 
PI/Accountable Officer for easy access and review. 

 

Step 7:  Enter all transactions: p-card transactions, travel authorization reports, travel expense reports, 
interdepartmental charges, participant payments, requisitions, purchase orders (including subcontracts), budget 
transfers, payroll and non-payroll expenditure transfers, etc. into the corresponding fields on the designated 
worksheets by Budget level Account (Tab titles: Summary, Salary, Expense, Equipment, and F&A) when backup 
received or initiated.  

 

Note: Amounts should be entered in the PENDING column until confirmed as encumbrances or posted expense 
(ACTUAL_AMT).  Examples SOURCE_DOC#s include: TA#, Requisition#, ER#, PO#, P-Card Transaction#, etc. 
 

After the source document is entered into the worksheet, it is recommended that the document be marked to 
indicate that the entry was made (perhaps have a stamp for this purpose). The number listed in the # column 
can be entered on the source document as a cross reference.    

 

Note: Salary transactions can either be logged into the spreadsheet one-by-one as appointment papers are 
received or the biweekly totals can be entered from the Payroll ledger query once the totals have been confirmed 
to match the source documents (appointment forms). 
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Step 8:  Upon University Controller’s Office (UCO) email notification of official month close, rerun the RSA Summary 
report via the Finance Mart (demo). Be sure to check both the “Check to Include Starting Balance” and the 
“Check to enable period selection” boxes. Select the most recent “closed” month, as indicated in the UCO email 
notification, from both the Fiscal Period Start and End date drop down boxes. 
 

 
 

Note: To receive UCO email notifications of official month close, click to subscribe to the FAST-LIST serv. 

Direct access to Finance Mart, official USF ledgers, click: 
https://eusf.admin.usf.edu/Topics/Applications/Queryland/Pages/default.aspx (or go through eUSF Portal). 
Finance Mart system related questions? Contact Mark Devore (813/974-2286). 

 

Step 9: Retrieve source data/documentation.  

 

Folder name format: PI Name – Project ID 

 

Note: It is recommended that the folder be housed in a SharePoint/drive that is available as “Read Only” to the 
PI/Accountable Officer for easy access and review. 

Check both boxes: 
 Check to Include Starting Balance  
 Check to enable period selection 

Select the most recent 
“closed” month from both 
the Fiscal Period Start and 
End date boxes. 
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Step 10: Open the Rapid Reconciliation tool, update the balance dates, the RSA Summary Grand Total amount (the 
amount shown as the Grand Total, RSA, on the RSA Summary report for the most recent "closed" month), and 
verify the # Award Months Posted (located below the Estimated - Projected Expenses section) on the Summary 
page. 

 

 

 

 
 

 

 

 
 

 

 

Update balance dates. 

 

Verify # Award Months Posted. 
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Step 11: For Salary tab reconciliation, run the GEMS query, U_PAYROLL_POSTING_ABRIDGED for any pay periods that 
ended within the closed month, as source data to confirm payroll postings. Refer to the appropriate GEMS 
Biweekly Processing Schedule to obtain the Pay Period End Dates.  

 

 
 

 
 

Ensure that all personnel that should be assigned to the project have salary distributions to the referenced Project 
ID for the selected pay periods (via the GEMS Combo Codes).  

  

 Note: For projects with cost share, enter both the Proj/Grt and Fund to ensure only project information 
associated with the specified chartfield information is displayed. 

 

Refer to the appropriate GEMS 
Biweekly Processing Schedule to 
obtain the Pay Period End Dates. 
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Compare the query totals to the totals reflected on the RSA Summary report, salary related sections (Wages and 
Fringe), and the salary transactions entered on the Salary tab. Salary expense details can be viewed by clicking 
the Payroll Detail link on the left hand menu.  
 

Note: Worker’s Compensation charges are posted monthly and reported on the RSA Summary once the month 
has closed. 

 

 

 

 

 
 

 

 

 

 

 
 

 

 

Salary expense details can be viewed by clicking the 
Payroll Detail link on the left hand menu. 

 

$10,385.52 

 

$10,385.52 

 

$10,385.52 
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Note: Monthly Worker’s Compensation expense totals from the RSA Summary report must be entered into the 
corresponding fields in the Salary tab to ensure accurate balance totals.  
 

 
 

Review prior month’s reconciliation for variances in a timely manner (refer to Research CCHIP #001, Timeline for 
Processing Cost Transfers on Sponsored Projects). Investigate and resolve any discrepancies between the two 
lists. Enter any unposted transactions into the current month’s reconciliation as “Pending.” Include comments as 
appropriate. 

 

$10,385.52 
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Step 12: For Expense tab reconciliation, review the RSA Summary report expense details by clicking the budget level 
Account details link for each budget category sub section listed (all sections between the Wages and Fringe 
section/s and the Equipment or Facility and Admin section, as applicable).  

 

Note: To view all expense related details (rather than clicking on each Budget level Account) click the Expense 
Detail link on the left hand menu. The details can be downloaded to Excel and subtotaled by BUD ACCT. 

 

 

 

 

 

 
 

 
 

 

 

Compare the RSA Summary report expense details to the transactions entered on the Expense tab as they appear 
in the closed period month.  
 
 
 
 
 
 
 

Link to expense Detail Report for 
budget level Account 82400. 

Link to expense Detail Report for 
budget level Account 82900. 

To view all expense related details, click the 
Expense Detail link on the left hand menu. 

 

$1,345.46 / $1,600.00 

 
$44,554.54 
$48,500.00 

$93,054.54 
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Once an expense appears in the RSA Summary report as either an ENCUMBRANCE or ACTUAL_AMT, enter that 
amount into the corresponding column on a new row using the POSTED DATE displayed in the Details Report; on 
that same row, enter the amount as a negative adjustment in the PENDING column. 

 

 
 

 

 

 

 

Note: The Rapid Reconciliation tool is designed to preserve formatting when additional rows are added. As 
additional rows are needed, click the plus  sign on the outer left margin.  
 

Review prior month’s reconciliation for variances in a timely manner (refer to Research CCHIP #001, Timeline for 
Processing Cost Transfers on Sponsored Projects). Investigate and resolve any discrepancies between the two 
lists. Enter any unposted transactions into the current month’s reconciliation as “Pending.” Include comments as 
appropriate. 

 

$1,345.46 / $1,600.00 

 
$44,554.54 
$48,500.00 

$93,054.54 

 

Click for 25 rows! 
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Step 13: For Equipment tab reconciliation, review the RSA Summary report Equipment expense details by clicking the 
budget level Account details link for the Equipment budget category section. Compare the RSA Summary report 
expense details to the transactions entered on the Equipment tab. Review prior month’s reconciliation for 
variances in a timely manner (refer to Research CCHIP #001, Timeline for Processing Cost Transfers on 
Sponsored Projects). Investigate and resolve any discrepancies between the two lists. Enter any unposted 
transactions into the current month’s reconciliation as “Pending.” Include comments as appropriate. 

 

Note: The project used in this example does not include equipment budget/expenses. Follow a similar process to 
that detailed in Step 12 to reconcile equipment related expenses. 

 

Step 14: For F&A tab reconciliation, review the RSA Summary report F&A expense details by clicking the Budget level 
Account details link for the Faculty and Admin section.  

 

 
 

 

 

 

 

 

Ensure F&A calculations are correct for each associated Budget level Account.  

 

 

 

 

 

 
 

 

 

Link to expense Detail Report for 
budget level Account 82950. 

Ensure F&A calculations are correct. 

mailto:TRAIN@research.usf.edu�
http://usfweb2.usf.edu/UCO/research/RschChip1CostTransfersFINAL.pdf�
http://usfweb2.usf.edu/UCO/research/RschChip1CostTransfersFINAL.pdf�


TRAIN®ing Guide: Award Reconciliation Process 
 

©Copyright 2011, University of South Florida, Office of Research & Innovation  
3702 Spectrum Blvd, Suite 175, Tampa, FL, 33612-9444 

Phone: 813.97.HELP1 (813.974.3571)  
Direct comments to TRAIN@research.usf.edu 

15 

Enter the F&A expense totals from the RSA Summary report into the corresponding fields in the F&A tab.  
 

Note:  F&A is now calculated on a daily basis for all Cost-Reimbursable projects.  For Fixed-Price projects, F&A is 
expensed, in total, at the beginning of the award by RFM. 

 

 
 

 
 
 

 

Review prior month’s reconciliation for variances in a timely manner (refer to Research CCHIP #001, Timeline for 
Processing Cost Transfers on Sponsored Projects). Investigate and resolve any discrepancies between the two 
lists. Enter any unposted transactions into the current month’s reconciliation as “Pending.” Include comments as 
appropriate. 

$1,198.55 / $32,806.45 

 

$1,198.55 / $32,806.45 
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Step 15: Reconcile to Closed Month as indicated the UCO email notification. Note any discrepancies/unresolved items in 
detail on the associated spreadsheet.  
 

Note: It is HIGHLY recommended that ledgers be reconciled no later than 10 working days after official 
notification of closed Ledger month. 

 

 
 

 

 
 

Note: The Estimated – Projected Expenses, a.k.a. “Burn Rate” section displayed to the right of the Required 
Monthly Reconciliation Data, displays “estimated projections” based on the average of posted actuals through the 
most recent closed month. 

 

 

Step 16: Update Monthly ledger log to reflect completed reconciliation. 
 

Note: It is recommended that each area create a “Ledger Log” of all sponsored research projects and Research 
Initiative Accounts (RIAs) to ensure that all are appropriately tracked and reconciled on a monthly basis. 
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Steps 17 -21 are recommended by the University Controller’s Office (UCO) as the preferred practice: 

 

Step 17: Once completed and saved, clicking the Print button on the Summary sheet to print the entire workbook to the 
designated default printer (macros must be enabled to use this function). 

 

 

 

 
 

Or, select to print the ”Entire workbook” to print all the worksheets within the Rapid Reconciliation tool.  

 

 
 

Initial and Date the Summary page as the Reconciler.  

 

 
 

 

Note: Any discrepancies/unresolved items should be detailed on the associated spreadsheet or attached memo. 

 

 

Select ”Entire workbook” 
to print all the 
worksheets within the 
Rapid Reconciliation tool.  

 

Click to print the entire 
workbook to the default printer.  
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Step 18: Prepare the “Reconciled Ledger Packet” as part of monthly reconciliation process. The Packet includes, but 
not limited to: the Rapid Reconciliation workbook; RSA Summary report; Payroll Detail; Expense Detail; additional 
reports may be added when requested by the PI/Accountable Officer. 
 

To print the RSA Summary report: after running the RSA Summary report for the selected period, click the “Print 
friendly(pdf)” link on the left hand menu. 

 

 
 

To run and print the Payroll Detail (from the RSA Summary report): after running and printing the RSA Summary 
report, click the Payroll Detail link, then click the “Print friendly(pdf)” link on the left hand menu. 
 

 
 

To run and print the Expense Detail (from the RSA Summary report): after running and printing the RSA 
Summary report, click the Expense Detail link, then click the “Print friendly(pdf)” link on the left hand menu. 

 

 
 

 To print the RSA Summary report, 
click, “Print friendly(pdf)”  

 

 To print the Payroll Detail report, 
click, “Print friendly(pdf)”  

 

 To print the Expense Detail report, 
click, “Print friendly(pdf)”  
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Step 19: Forward for any additional internal reviews, as required; request return no later than close of business, next 
work day. 

 

 

 

Step 20: Forward to the PI/Accountable Officer for review and signature on the Rapid Reconciliation tool Summary 
page; request return no later than close of business, next work day. 

 

 

 
 

 

Step 21: File returned/signed Ledgers in shared folder.  (Folder name format: PI Name – Project ID) 

 

Folder name format: PI Name – Project ID 
 

File name format: PI Name – Project ID – Month Year 
 

Note: It is recommended that the folder be housed in a SharePoint/drive that is available as “Read Only” to the 
PI/Accountable Officer for easy access and review. 
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Reconciliation Follow-Through: Resolving Identified Discrepancies 

Resolution Processes 

The resolution of discrepancies noted in the reconciliation process is critical and time sensitive. 

Corrections and adjustments must be processed in a reasonable timeframe, refer to Research CCHIP #001, Timeline 
for Processing Cost Transfers on Sponsored Projects.   

To resolve payroll expenditure discrepancies, a Payroll Retroactive Expenditure Transfer (RET) must be 
prepared, approved by the PI/Accountable Officer, and submitted through Right Now Service (RNS). Refer to: 
Instructions for Submitting Payroll Expenditure Transfers.  

To resolve non-payroll expenditure discrepancies, the Journal Entry Spreadsheet (for non-payroll expenditure 
transfers) must be prepared, approved by the PI/Accountable Officer, and submitted through RNS. Refer to: 
Instructions for Submitting Non-Payroll Expenditure Transfers. 

To resolve budget discrepancies, a Budget Transfer or Underwrite form must be prepared, approved by the 
PI/Accountable Officer and then submitted to DSR for approval and processing. Further review and approval may be 
required in accordance with sponsor guidelines.”  

 

 

 

 

 

 

mailto:TRAIN@research.usf.edu�
http://usfweb2.usf.edu/UCO/research/RschChip1CostTransfersFINAL.pdf�
http://usfweb2.usf.edu/UCO/research/RschChip1CostTransfersFINAL.pdf�
http://usfweb2.usf.edu/human-resources/pdfs/payroll/retroactive-expenditure-transfer-form.xls�
http://usfweb2.usf.edu/UCO/research/InstructionsRNSRETSdept.doc�
http://usfweb2.usf.edu/UCOTraining/forms/Journal%20Entry.xls�
http://usfweb2.usf.edu/UCOTraining/forms/Journal%20Entry.xls�
http://usfweb2.usf.edu/UCO/research/Instructions_NONRETS.doc�
http://www.research.usf.edu/files/sr/BudgetTransfer.xls�
http://www.research.usf.edu/files/sr/Underwrite_CS.xls�

