
Schedule A Procedure 
1. Log into KFDM 
2. On the left side of the screen, click Financial Reporting/D-Accounts Payable/Standard 

Reports/Operational Reports/Schedule A 
a. Right click on Schedule A and select Run 

 
 

 
 
 

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

 
 

 
  



4. Change the display output type to Excel 
 

 
 

 
 

5. Click run  
 

 
 
 
 
  



6. Click Open With Microsoft Excel and say OK 
 

 
 
 
 

7. Click yes 
 

 
 
 
 

  



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 
 

 
 

 
 

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

 

 
 

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



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

date 
 

 
iv.  
v. days from today 

 

 
 

vi. Print the document 
c. Update the Disbursement Request form 

i. Update the date in the title to today’s date 
 



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

 

 
 

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

 

 
iv. On the last page of the document, update the date at the bottom of the page to two 

business days from today 
 



 
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 
 

 
 
 

12. Right Click on Daily Cash Settlements and Click Run 
  



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

 
 
 

 
14. Change the Bank ID to 17 

 

 
 
 

 
 
  



15. Change the Output to Excel 
 

 
 
 

 
16. Click Run 
 

 
 
 

 
 
  



17. Click Open With Microsoft Excel and say OK 
 

 
 

 
 

18. Click Yes 

 
 

 
 

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

 

 
 



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 

 

 
 
 
 

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

 
 
 
 
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 

 

 
 
 
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 

 
 


