
1 
 

                  

            
 
 

sssefwewf 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

PBO BUDGET  RECONCILIATION TEMPLATE

 

 

 

 Division of Academic Affairs 

 Academic Resources and Planning 

 Administration Building, 3
rd

 Floor 

 410-704-4480 

 

 

 

 

 

 

                                                                                                                                                   April 2015 

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0CAcQjRw&url=http://en.wikipedia.org/wiki/File:TULogo.jpg&ei=gqgJVbO4HKPLsATIxIHwAg&bvm=bv.88198703,d.cWc&psig=AFQjCNFBvpYXCtDgE6z0h9ASUPPJNcYcmg&ust=1426782716458340


2 
 

Note: Budget Reconciliation Templates should be set up at the start of the fiscal year (July 1
st
) in order to 

prepare for monthly budget reconciliations 

 

Step1.  

Open the Budget Reconciliation Template provided by PBO to begin setting up your budget for the new 

fiscal year (July 20XX- June 20XX) see image below 
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Step2. 

 

Rename this file to make it specific to your department budget (for example: Dept. 12220 FY2015). Be 

sure to save this template in order to update monthly. *It may be best to save the DAT and DPR reports in 

a separate folder for each month see example image below 
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Step3. 

 

Select the first tab on your Budget Reconciliation Template; entitled "Summary" see image below 
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Step4. 

 

At the top of the “Summary” sheet, identify your department information in the heading  

see images 4a. and 4b. below 

 

4a. (Department information heading) 
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4b. (Department Budget heading completed)  
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Step5.  

Run the DAT report for June 30, 2014 (The last month in the prior fiscal year)  

see image below 
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Step6.  

Refer to your prior year DAT report (June 30, 2014) to update your FY 2014 expenditures  
see images 6a. and 6b. below 

 
6a. (DAT: FYD Expenditures for FY 2014) 

 

6b. (Select the “Operating Encumbrance” tab on your Budget Reconciliation Template.  Update the FY 2014 Expenditures 

column)  
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Step7.  

Update the “Encumbered Amount” column with your projected operating encumbrances (including all 

equipment expenses) that you anticipate for the full fiscal year.  Refer to your “FY 2014 Expenditures” as 

a tool to make an estimate see image below 

 

 

 

 

*Step 7 Note: The far right columns “Total” and “Encumbrance Balance” have prewritten formulas that will update 

the encumbrance balance on the summary sheet as you update your operating expenses each month. Be careful not 

to overwrite these formulas.  
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Step8. 

Select the "Labor Distribution” tab on your Budget Template see image below 
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Step9. 

Enter the name and salary amount of your anticipated contingent staff & student help  see image below 

 

 

 

 

*Step 9 Note: (Formulas) Fringe benefit expenses will auto calculate once you enter the salary amount for 

contractual employees. Be careful not to overwrite this column  see image below 
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Step10. 

Run your July DAT report (July 31, 2014) in order to load your current year Budget (FY2015) 

  see image below 

 

 

Step11.  

Select the “Budget Balance” tab on the DAT Report see image below 
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Step12. 

Refer to the “Revised Budget” column on the DAT report to enter your Budget on the Summary sheet of 

the Budget Reconciliation Template see images 12a. and 12b. below 

12a. DAT: Revised Budget Column 
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12b. Summary sheet: Enter Budget 

 

(Note:  The shaded areas have prewritten formulas that will update as you enter your monthly activity.  

These fields are locked)  
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Step13. 

Please see the “Reconciling PeopleSoft Reports” manual for instructions to reconcile your monthly 

expenditures 

 

 

 

 


