Schedule A Procedure
1. Loginto KFDM
2. Onthe left side of the screen, click Financial Reporting/D-Accounts Payable/Standard
Reports/Operational Reports/Schedule A
a. Rightclick on Schedule A and select Run

N

~ [ content
- b Finandal Reporting
|0 D-Accounts Payable
+ |/ Standard Reparts

ST

+ |.) Operational Reports
= Banka20_pailyReport
EI Central Stores Vendor Discounts
= check cyde
= contract spend
=] paily Cash Settlements
EI Daily Disbursement Reconciliation
EI Daily Review v2.1
[E 6L current Analysis
|| Payments by PO Screen 118
[E PoP_paily_withacH
= PrEQS Awaiting Action Distbution

EI Special Handling
E] Vendor Discounts
E] VendorPaymentsByFYandDept
E] Workflow Core
E] Workflow Menthly Completion Report
» | Retired Reparts
b [ Travel Office
» U‘(ear End
» || Reparting Obects
» [l My Content
» [-lLbrary Content

3. Change the start and end date to today’s date

START_DT END_DT Output:

lo7/01/2016 . | |o7/01/2016] @

| Run H Reset || Save || Clear Qutput | DRun in a new window

S LLLLLECLEL W



4. Change the display output type to Excel
START_DT END_DT Cutput:
|07/01/2016 | [o7/01/2016 | [Excel v ‘

| Run || Reset || Save || Clear Output | L run in a new window

ﬁ iiriiiriii W

5. Click run

‘U | hitps://blLuconn.edu/ibi_apps/run.oipsBIF_KEQUES || YFE=BIF_RKUNSBIF_tolder=I16F>%L23A%L0LFWH Vel S£HRep

START_DT END_DT Output:

[07/01/2015 | [o7/01/2015 | [Excel ~

E Clear Output L run in a new window
p—

1. Specify values for all parameters.
2. Select the run button to submit the request.




6. Click Open With Microsoft Excel and say OK

You have chosen to open:
B schedule_a_20160701.xls

which is: Microsoft Excel 97-2003 Worksheet
from: https://bi.uconn.edu

What should Firefox do with this file?

® Openwith | Microsoft Excel (default) ~

() SaveFile

[ Do this automatically for files like this from now on.

oK Cancel
r
7. Click yes

643.254.91 ¢ 1.439.011.83 = 4,465.81
14

5 Microsoft Excel *
GH

fE The file format and extension of "schedule_a_20160701-1.xls' don't match. The file could be corrupted or unsafe, Unless you trust its source,

3 I don't open it. Do you want to open it anyway?

29

Yes Help

TETSEESH ¥ Z2d8 822 T LoYLaERn ) T5, TR O ZZ 800 TS I3
E13,548.758 ¢ 245147156 456.52 456.52

97545574 & 654218260 - 9.431.00 T730.54 o.oz



8. When Excel opens the report

i. change the title to say “Schedule A for UCONN” with today’s date

ii. adjust the column width so the document will print on one page

iii. choose narrow margins

iv. change the date at the bottom to two business days after the date at the top of the
document

- o I u 3 r r] n ! . 3 L m

SCHEDULE A for July 1, 2016
UConn 2000 G I Obligation Bond R: isition Number
Pursuant to Section 603(5) of the Indenture

Pars Objsce PO
Fayss City _»

Deferred M:

Praje.

sistenance/CodelADA Renovation Lump Su
F F F Enviran Arbertnr Haz Mak

Haz-Frasine WertHartfard ©T  TT4E180  s5ag 92375 726 0SSIEIS  OTAWEDS  Femoual 24,530.00
r r v r Enviran furk ertar Haz Mat
WestHartford €T 7743180 3548 42375 a7z 04N OTHNVEN  Femoual 2177250
[T —— A 5525
r r r Dusian Servizor-ARE Baric
TIAILI0 4TS 108777 161088 GSIFEOTE  OTAAEIS  Aaresment
r r AFFLEGHP401 CaneBars Cantrazs-0IE
Turnor CanrtruckionCa  Sholtan ET 1M 2455 104145 YAO0ETIE  OEABAZOME  OTHNENS  Cankracter 1662,437.50
ca 1,662,437
=adCads AADA Renmeatine Lump Sum-Fh Il 1,710,500 08
a
Steatoqic Building r r r r
Salutions LG Madican oT  TTENI0 sdeE etz 16046 OSVHNEOME  OFAMIZI6  Canrtruction Adminictration 15,5100

Tar.

Nections & Tel. Ph -
v v

F

Mainline Information Syr
2line Birmingham AL TTOE1ID 4875 Jtszsa vt OBITEITE  OT/ZOT  Adresments 195,083.74

ITHarduars Mainkonance

Mainlin Infarmatian Sxe ITEquipment/Harduare

Ins Birmingham AL TT0LZ0  $30% 115254 27141 GEATION  OTANENE LE000 Sagiin
Mainline Information Syr r r r F Han-Cantrallabls Equip
b Birmingham AL TTORZ0  §307 5254 T OBHTRON  OTAEN 45,000 16447735
i| Tmtal Far Maisline Infarmatios S3r inc aza,783.22
Tri-Cam Canralting Graue r r v Faftuare Internally
i ue Middlstour,  ©T  TT0RED 5365 ozt SO301-MI GEMZZME  OTHAVRINE  Genaratsd 5,000 53040
i ri-Cum Cmnrulting Gramp LLC 521010
B i Library Culls ctimar % Tal et -m AT,143.32
1| Proi ine Artz Phaze Il
H3 Hard Callabaravian r r v r Durian Servizor-ARE Bariz

3| Brchitosture LLG Haw Vark HY TTHeI 8475 335 bo000zE OS/ZHEONG | OTANE0 | Aareement 130,529.40
HE Hardy i i e 130,225,
139,329.4%

Mdical School Academic Building Renovation
L4 v AFFLIdSITZ Canrt Bars Gontrack-0F5
|| SkanrkaUraBuildinglus  MeuHaven  GT 3330300 3455 ass10 LR OSVFIEOTE  OTAE0T | Contractar 1285,623.00

v r Davian Servizer-ABE Bariz
eT  TIIEE 4475 5524 12512 ORITIEONG  OTE  Baresment

Proj; n & Renoration

JacabrFrojozt v 4 v

# |Management Go Haw Vark HY a30zen s4eS 15 RTWTZE01ES  06/SIZ0M6  OTHMIZIN  Canrtruction Administration
ca

*

3,T06,T95.38

| o
NMame: Bantef Warren
Tile: Direcear of Accosnts Favable
i | Papartmeant: Accounts Papabfe
Hare: FFAVIEE

9. Print the document and save it to Q:\AP\Schedule A with today’s date (you will use this again
tomorrow)



10. Preparing tomorrow’s Schedule A for Dan’s signature (Q:\AP\Schedule A)
a. Update the Schedule A manual (Excel document) with:
i. today’s date on the title at the top
ii. the total from the Schedule A pulled from KDFM in Step 12
iii. today’s date next to the amount from the Schedule A
iv. the date at the bottom of the document should be changed to two business days
from the date at the top of the document

v. Print the document

SCHEDULE A
UCONN 2000 GENERAL OBLIGATION BOND REQUISITION NO. 20150602 @

Pursuant To Section 803(5) of The Indenture

ftem or
FPayss Payes Payee PO In woice Invoice Payment Category
Name Cityr State Acoownt O biect Number  Number Dake Date Amount of Cost
Project
Universityof ~ Stors T $ 622015 5 32,483 85
Connscticut
Total Bank 17

By:

Mame:  Daniel Warren
Title: Direcior

Department:  Accounts Fayable
Diate: 64,2015

b. Update Reimbursement Disbursement Request form:
i. Update the date in the title to today’s date

REIMBURSEMENT DISBURSEMENT REQUEST NO. UCONN 2015/06/02

@

TO: Authorized Officer
FROM: Daniel Warren

DATE: June 4, 2015

RE: University of Connecticut

ii. Update the date to two business days from today in the “Date” line



TO: Authorized Officer

FROM: Daniel Warren
DATE: Tune 42015 <)
RE: University of Connecticut

UConn 2000 Infrastructure Improvement Program

iii. Onthe last page of the document, update the date in the last paragraph to today’s
date

Attached to this 2015 Series A Bond Proceeds Reimbursement Disbursement Request

No. UCONN 2015/06/02 are the invoices and/or other evidences of indebtedness for the

certifications gix'eﬁin_

iv.
v. days from today

No. UCONN 2015/06/02 are the invoices and/or other evidences of indebtedness for the

certifications given heremn.

Dated: June 4, 2015 <=

By:

Name: Daniel Warren

Title: Duirector
Department:  Accounts Payable

vi. Print the document
c. Update the Disbursement Request form
i. Update the date in the title to today’s date



TCONN 2000 GENERAL OBLIGATION 2015 SERIES A BOND
PROCEEDS 0

DISBURSEMENT REQUEST NO. UCONN 2015/06/02
Pursuant to Section 603(5) of the General Obligation Indenture

ii. Update the date to two business days from today in the “Date” line

TO: Authorized Officer
FEOM: Daniel Warren

DATE: June 4, 2015

RE: University of Connecticut

UConn 2000 Infrastructure Improvement Program

iii. Onthe last page of the document, update the date in the last paragraph to today’s
date

amended.

Attached to this 2015 Series A Bond Proceeds Disbursement Request No. UCONN

2015/06/02 are the invoices and/or other evidences of indebtedness for the certifications given

hereimn.

iv. On the last page of the document, update the date at the bottom of the page to two
business days from today



Dated: June 4, 2015 <=

By:

Name: Daniel Warren
Title: Director
Departmment:  Accounts Payable

v. Print the document

vi. Put the documents in this order and give them to Dan to sign:
1. Reimbursement Disbursement Form
2. Schedule A manual
3. Disbursement Form
4. Schedule A printed from Step 12

vii. Once he approves them, hold them for the next day to finalize

11. The next business day, log into KFDM and run the Daily Cash Settlements report

' Filter

- E Content
- b Financial Reporting
- b D-Accounts Payable
- b Standard Reports
» [Lap
- b Operational Reports
ank20_DailyReport

entral Stores Vendor Discounts

Disbursement Recondliatd

L Current Analysis
ayments by PO Screen 118
DP_Daily_withACH

REQs Awaiting Action Distribution
chedule A

pecial Handling

=| Vendor Discounts

12. Right Click on Daily Cash Settlements and Click Run



13. Change the Start and End Dates to the prior business day

@a https://bi.uconn.edu/ibi_apps/run.bip?BIP_REQUEST_TYPE=BIP_RUM&BIP_folder=IBF5%253A%252PWFC%252FReposito

Start Date (MM/DDIYYYY) End Date (MM/DDIYYYY) Bank ID eDoc Types: Output:
|07/01/2016 g [06/30/2017 ‘_‘ ALL ~ No Selection HTML
| Run | | Reset | | Save | | Clear Qutput | Crun in a new window

1. Specify values for all parameters.
2. Select the run button to submit the request.

14. Change the Bank ID to 17

(D) @ | https://bi.uconn.edu/ibi_apps/run.bip?BIP_REQUEST_TYPE=BIP_RUN&BIP_folder=IBFS%253A%252FWFC%252FRepasitc

Qutput:
HTML

Start Date (MM/DD/YYYY) End Date (MM/DDIYYYY) Bank ID eDoc Types:
07/01/2016 | |05{3uj2017 | 17w No Selection
| Run | | Reset | | Save | | Clear Qutput | CRun in a new window

A bELEREEEEE W

1. Specify values for all parameters.



15. Change the Output to Excel

(@ @ | https://bi.uconn.edu/ibi_apps/run.bip?BIP_REQUEST_TYPE=BIP_RUN&BIP_folder=BF5%253A%252FWFC%252FRepc

Start Date (MM/DDIYYYY) End Date (MM/DDIYYYY) Bank ID eDoc Types: Output:
|07/01/2016 | |oe/3or2017 | [17_~ No Selection
‘ Run ‘ | Reset ‘ ‘ Save | | Clear Qutput | DRun in a new window
b BEEEEREEE W
16. Click Run

(@ @ | hitpsy//bi.uconn.edu/ibi_apps/run.bip?BIP_REQUEST_TYPE=BIP_RUN&BIP_folder=1BF5%253A%252FWFC%252FReposii

S —

Start Date (MM/DDIYYYY) End Date (MM/DDIYYYY) Bank ID eDoc Types: Output:
[07/01/2016 | |os/30/2017 | [7_~ No Selection Excel

|* Save | | Clear Qutput | Orun in a new window

s BELELEEEEE W




17. Click Open With Microsoft Excel and say OK

lorer Profile

™

You have chosen to open:

B2 dail

which is: Microsoft Excel 97-2003 Worksheet
from: hitps://bi.uconn.edu

T

_cash_settlements_20160701.xls

What should Firefox do with this file?

@ Open with | Microsoft Excel (default) ~

() Save File

[] Do this automatically for files like this from now on.

Cancel

18. Click Yes

Microsoft Excel *

The file format and extension of "daily_cash_settlements_20160701.xls' don't match. The file could be corrupted or unsafe, Unless you trust
! its source, don't open it. Do you want to open it anyway?

Yes

Help

19. Insert a blank row beneath the last row showing the eDoc type of (ACHC, ACHD, ACHR, CHKC, CHKD,
CHKR)

A20 M 2
A B (8 D E F G H 1 J K L
1 Daily Cash Settlement for 06/30/2016
2 Run on: July 1,2016
3 Balances as of: 06/30/2016
4 Data Source: GL_CURRENT v2.0 - DWPR
5
Core
Posting eDoc Memo Ref
6 Date Type Fund/SID Bank eDoc Account Account Name Amount Number HNotes
7 [06/30/2016 ACHD 3952010 47 164443 7743290 901990 -26,355 60 Invoice
8 [06/30/2016 ACHD 3952010 17 "64489 7743230 202020 -6,345.00 Invoice
9 0B/20/2018ACHD 3052010 ™17 "84471 7742320 201945 -1,000.00 Invoice
10 |06/30/2016 ACHD 2852010 17 "64471 7743850 201950 -9,181.62 Invoice
1106/30/2016 ACHD 3852010 17 "164478 7750470 201629 -172,434.14 Suburban Stationers 137986
12 |0B/30/2016 ACHD 3852010 ™17 "164484 7701310 Physics Cap Eq -6,471.36 Receipt attached
13 |06/30/2016 ACHD 3852010 17 "B4402 7743270 902035 -1,31275
14 |06/30/2016 CHKD 3852010 17 1071351 7732410 901779 -85,635.00 INVOICE
15 |06/30/2016 CHKD 3952010 17 071387 7743250 902031 -23,891.76 Spreadsheet backup
16 |06/30/2016 CHKD 3852010 ™17 "071357 7743250 "902031 Copy of SLA budget page
4 r r " 4 Email from R. Hoagland approving
17 |06/30/2016 CHKD 3952010 17 1071357 7743250 902031 posting to FY2014.
18 |06/30/2016 CHKD 2852010 17 M071373 7741370 201810 -170,747.08 Invoice
19 06/30/2016 CHKD 39530 = 071363 2830300 'B01729 -6,146.00 vendor
20
21| ¥302016 DI 39520108 17 3399199 7741370 901810 -5,398.00 copied flom document 3262139
: - - - ’ -

This entry moves expenses related to
PI senvices from a clearing account to
the individual project accounts as
reflected on the itemized invoice paid
22 06/30/2016 DI 3852010 17 3399199 7741370 901810 on edoc 3326620

" " " " " Since UCONN2000 accounts are
affected, Controllers approval is
ramuirad R nisaza ad-har in OF far



20. Enter a SUM formula in Column H in the blank row that was added in the previous step and add
yellow fill to the cell

= S Rl R (= mierge o Lenter - | —— - o—

4 = S ’ e e rnatting | Table~styfes=i|| = - £ Clear~ Filter ~ Sele
Clipboard Font F] Alignment ] Number r] Styles Editing
H20 - fe | =SUM[H7:H19)

A B E D E F G H 1 J K
1 Daily Cash Settlement for 06/30/2016
2 Run on: July 1, 2016
3 Balances as of: 06/30/2016
4 Data Source: GL_CURRENT v2.0 - DWPR
5

Core
Posting  eDoc Memo Ref
6 |Date Type Fund/SID Bank eDoc Account Account Name Amount Number Notes
7 |06/202016 ACHD 3852010 17 64443 7743200 901990 -26,355.60 Invoice
8 |06/202016ACHD 3852010 17 "64460 7743230 902029 -6,345.00 Invoice
9 |06/202016 ACHD 3852010 17 164471 7742320 001945 -1,000.00 Invaice
10 |06/30/2016 ACHD 3952010 17 "64471 7743850 001950 -9,181.62 Invoice
11/06/30/2016 ACHD 2052010 17 "164478 7750470 201629 -172,434.14 Suburban Stationers 137988
12 |06/30/2016 ACHD 3952010 17 "64484 7701310 Physics CapEq -6,471.36 Receipt attached
13|06/30/2016 ACHD 3952010 17 "164492 7743270 "902035 -1312.75
14 |06/30/2016 CHKD 3852010 17 1071351 "7732410 ‘01779 -66,635.00 INVOICE
15 |06/30/2016 CHKD 3952010 17 1071357 "7743250 "902031 -23,891.76 Spreadsheet backup
16 [06/30/2016 CHKD 3952010 17 "071357 7743250 902031 Copy of SLA budget page
" " " " " Email from R. Hoagland approving
17 |06/30/2016 CHKD 3952010 17 1071357 7743250 902031 posting to FY2014.
18 |06/30/2016 CHKD 3952010 17 071373 7741370 201810 -170.747.08 Invoice
19 Ioeno/zme CHKD "8s3010 117 071363 8830300 901729 1 vendor
20
21 |06/30/2016 DI 52010 7 3309199 7741370 201810 5,398.00° copied from document 3262139
- r v 4 v

This entry moves expenses related to
P senvices from a clearing account to
the individual project accounts as

21. Add “Total Payments” in Column | in the same row and yellow fill to the cell

1 Daily Cash Settlement for 06/30/2016
2 Run on: July 1, 2016
3 Balances as of: 06/30/2016
4 Data Source: GL_CURRENT v2.0 - DWPR
5
Core
Posting eDoc Memo Ref
6 Date Type  Fund/SID Bank eDoc Account Account Name Amount Number Notes
7 |06/30/2016 ACHD 3952010 17 164443 7743200 901990 -26,355.60 Invoice
8 |06/30/2016 ACHD 3952010 17 "64469 7743230 "202029 -6,345.00 Invoice
9 |06/30/2016 ACHD 3952010 17 164471 7742320 01945 -1,000.00 Invoice
10 |08/30/2016 ACHD 3952010 117 "64471 7743850 01950 -9,181.62 Invoice
11 |06/30/2016 ACHD 3952010 17 64478 7750470 201629 172,434 14 Suburban Stationers 137986
12 |06/30/2016 ACHD 3852010 17 "64484 7701310 Physics Cap Eq -6,471.36 Receipt attached
13 |08/30/2016 ACHD 3952010 117 164492 7743270 "202035 -1,31275
14 |06/30/2016 CHKD 3952010 117 1071351 7732410 201779 -65,635.00 INVOICE
15 |08/30/2016 CHKD 3952010 117 071357 7743250 202031 -23,891.76 Spreadsheet backup
16 |08/30/2016 CHKD 3952010 17 "071357 7743250 202031 Copy of SLA budget page
" " " " " Email from R. Hoagland approving
17 |08/30/2016 CHKD 3952010 17 1071357 7743250 902031 posting to FY2014.
18 |06/30/2016 CHKD 3952010 17 1071373 7741370 01810 -170,747.08 Invoice
19 |06/30/2016 CHKD 3853010 ™17 1071363 8830300 01729 -6,146.00 ven
20| -489,520.31| Total Payments i
21 |06/30/2016 DI 3952010 17 3399199 7741370 201810 -5,398.00 copied T8 document 3262139
v v v v v

This entry moves expenses related to
PM services from a clearing account to

22. Save the file in the following location: Q:\AP\Schedule A in the correct Fiscal Year folder



23. Compare the Total Payments amount to the amount on the Schedule A that was signed on the prior
business day. If the amounts match, scan the signed documents and email them along with the
electronic version of the Schedule A from the prior business day and email them to Kimberly Masson
and John Sullivan. CC: Dan Warren, Amanda Baron and Christine Nobile

Fri 7/1/2016 8:23 AM
Nobile, Christine

Disbursement Request

To Masson, Kimberly; I Sullivan, John
Cc Warren, Daniel (Accts Payable); I Baron, Amanda; [ Nobile, Christine A
Iﬂ? DOCO70116.pdf . & Sch A 06.30.2016.xlsx
4= | 34 KB ﬂ 22 KB r
Bing Maps Action ltems + Get more apps

-

Good morning Jack & Kim,

Attached are the disbursement requests for UC2016/06/23 for your approval.

24. If the amounts do not match, determine the amount of the difference. If the amount is not found on
the Daily Cash Settlement, divide the amount by two and look for that amount.

a. If the difference is due to a credit memo, make the adjustment on the Schedule A so the
amount will match what is on the Daily Cash Settlement and make note of that in the email
being sent to Kim Masson and John Sullivan

b. If the difference is due to a payment being reissued, you will need to review the Schedule A
from the date of the original payment and paste that information into the new Schedule A.
Make note of the change in the email being sent to Kim Masson and John Sullivan.

25. The originals go in the interoffice envelope in the Check Disbursement Office. The envelope should
be made out to Treasury Services



