
RECONCILIATION 

EPRINT FORMS THAT MAY BE HELPFUL 
 
 
 

LU-ANNE TROUTMAN  
FEBRUARY 4, 2014 



EPRINT LINK CAN BE FOUND ON 
BANNER SIGN IN SCREEN – CLICKING   
 



BRINGS YOU TO THIS SCREEN 

     YOU WILL USE YOUR NORMAL USER ID AND PASSWORD 



NUMEROUS REPORTS COME UP 

  CLICK LATEST DATE TO BRING UP THE MOST CURRENT REPORTS 
 



 
ORGANIZATION DETAIL ACTIVITY 

(DETAIL FOR THE MONTH) 
  



THERE ARE A FEW STEPS YOU NEED TO 
TAKE TO RUN THE REPORT  

CLICK ON THE DRILL TO BRING UP THE LIST OF REPORTS (LEFT 
CLICK) 
 
 
THIS WILL BRING UP THE DIFFERENT REPORTS – LEFT CLICK ON 
PDF OF THE MONTH YOU WANT 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



THIS BRINGS UP THE MONTHLY ACTIVITY.  YOU WILL 
NOW NEED TO FIND THE FUNDS FOR YOUR 
DEPARTMENT.       
 
LEFT CLICK ON THE BINOCULARS AND THEN PUT THE 
FUND IN THE SEARCH BLOCK.  THIS SHOULD BRING UP 
THE FUND YOU ARE SEARCHING FOR.  YOU CAN NOW 
PRINT OFF THE REPORT AND COMPARE IT WITH SAM. 

 



 



PRINT OFF ONLY WHAT YOU NEED 
 
 

       FOR EXAMPLE – 101500 HAS 4 INSTANCES WITH THE FIRST  
                                   ONE ON PAGE 2280 



WHEN YOU CLICK ON THE LAST RESULT YOU WILL SEE IT IS ON 
PAGE 2282 

 

 



THEN YOU WILL SET THE PRINT TO 2280-2282 

                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                           

OTHERWISE YOU WOULD PRINT  5148 PAGES 



THERE ARE OTHER REPORTS THAT MAY BE 
HELPFUL 

 
• OPEN ENCUMBRANCES – ESPECIALLY HELPFUL 

AT YEAR END TO CLEAR UP STATE FUNDS. 
DRILL DOWN AND USE THE LAST FRIDAY THE 
REPORT RAN (TO USE THE MOST CURRENT 
REPORT) 



THIS IS NOT ONE OF OUR FUNDS BUT THIS IS AN EXAMPLE OPEN ENCUMBRANCES FROM 
PRIOR YEARS THAT ARE STILL AFFECTING FY 14. (ALMOST $1500 FROM PREVIOUS YEARS) 

 



                PCARD DETAIL TRANSACTION REPORT  
         THIS REPORT MAY BE HELPFUL FOR DOCUMENTATION  YOU      
         MAY HAVE MISPLACED OR SOMEONE HAS FORGOTTEN TO GIVE YOU 

 
YOU WOULD STILL USE THE DRILL 

 
 
 
YOU STILL DRILL DOWN TO GET TO THE RIGHT MONTH AND YOU      
STILL SELECT THE PDF FOR THE MONTH YOU WANT.  
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USE THE SAME SEARCH FEATURE FOR THE FUND 
AND YOU WILL FIND THE CHARGES TO YOUR 
FUND THAT HIT BANNER THRU THE P-CARD 
TRANSACTIONS. 
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THANK YOU 

   QUESTIONS? 
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