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[bookmark: _Introduction][bookmark: _Toc173308164]Introduction
The OneStream Account Reconciliations marketplace solution (“OS Acct Recs”) is used as the integrated tool in the OneStream platform to complete reconciliations. OS Acct Recs relies on workflow profiles along with data import for a designated source scenario. This guide will detail the Account Reconciliations setup for APi Group and provide a guide for users on how to navigate and complete reconciliations. 
[bookmark: _Toc173308165]Terminology

· Windows Application – this is what is opened to log into OneStream
· Workflow Profile – this is the mechanism used to organize business processes in OneStream
· R-Doc – Support document that is applicable to the entire reconciliation
· I-Doc – Support document that is applicable to one line item in a reconciliation
· Template – An Excel file used to complete reconciliations and load to OneStream
· T-Doc – Excel template document that is automatically attached to a reconciliation when the template is used to complete the reconciliation
[bookmark: _Toc173308166]General Navigation
The following section covers the general navigation as it relates to Account Reconciliations. 
[bookmark: _Toc173308167]Workflow Profiles
At APi Group, the GL workflow profile hierarchy is used for reconciliations. Account Reconciliations is set up at the parent workflow profile APi Group Consolidated.  Therefore, reconciliations for all lower workflow profiles are available.  When logging into Account Reconciliations, choose the workflow for your responsibility.
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[bookmark: _Toc173308168]Account Reconciliations Layout
In OnePlace, when the account reconciliation scenario (AcctRec) is selected, the Account Reconciliations workspace appears and defaults to the user’s reconciliation listing. In this workspace, there are certain visual indicators and filters that can help users organize their reconciliation journey. 
[bookmark: _Toc173308169]Summary of Layout
Below is a view of the Account Reconciliation dashboard (i.e. the “Preparer and Reviewer Workflow Page”):
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1. Workflow Profile, workflow scenario, year  Selected by user upon login
2. Reconciliation Period  Selected by user after selection of workflow profile, scenario and year
3. Reconciliation status bar
4. Reconciliation grid/ listing  This is specific to the user’s security and only shows items that are assigned to the user in the Account Reconciliations security
5. Reconciliation grid filters
6. Workspace Icons  This will help the user navigate to different sections of Account Reconciliations
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7. Reconciliation Detail  Once a reconciliation is selected the detail will appear in this section
[bookmark: _Toc173308170]Reconciliation Status Summary
[image: Graphical user interface, text, application
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1. For the selected workflow profile, this is an indicator of the total number of reconciliations and the percentage that are fully approved.
2. This is a breakdown of the various states of the reconciliations.
a. In Process – The preparer has not completed the reconciliation.
b. Balance Changed – A data load has occurred and the balance has changed from the prior data load.
c. Rejected – The approver has rejected the reconciliation back to the preparer.
d. Prepared – The preparer has completed the reconciliation and it is awaiting approval.
e. Partially Approved – If a reconciliation requires more than one approval, and some of the approvals have occurred, the reconciliation is considered Partially Approved.
f. Fully Approved – All approvals have been completed.
[bookmark: _Toc173308171]Reconciliation Grid – Content and Layout
[image: ]
· Status/ Status Text - Each reconciliation has a status indicator for where in the process the reconciliation stands. The Status Text explains the position of the reconciliation in the overall process. See Status Filter section for additional detail. 
· Approval Level – Number of approval levels needed for the reconciliation.
· T. Account – Target Account related to the Reconciliation; this pertains to OneStream base or parent account (e.g. 11100, 12100, 13100). 
· S.Account - Source Account related to Reconciliation - this is typically the G/L account or a group of G/L accounts
· T.Entity - Target Entity related to Reconciliation 
· S.Entity - Source Entity related to Reconciliation 
· Tracking Detail - Additional dimensional detail if Tracking Levels are set beyond just Entity and Account. Currently Tracking level is on the flow member to be able to isolate Ending Balances only. 
· Local Balance – The GL balance for the reconciliation’s entity and account
· Local Explained – The amount of the reconciliation’s GL balance that has been explained
· Local Unexplained – The amount of the reconciliation’s GL balance that has not been explained
· Local Activity – The change in GL balance from the previous reconciliation period (e.g. monthly reconciliations pull from prior month; quarterly reconciliations pull from prior quarter)
· Account Group – The account group name assigned to the reconciliation which contains several “children” reconciliations under the grouped reconciliation. When a reconciliation with an account group is selected, the “Child Recs” icon will appear. See Account Reconciliations Preparer section
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· Preparer – Shows the user who is assigned as the primary preparer (i.e. the main preparer) for the reconciliation
· Access Group– Contains backups, viewers, commenters for a reconciliation 
· Approvers (1 – 4) – Shows the Approvers at all four levels.
· Type – Account type (i.e. Asset or Liability) of the target account (i.e. T. Account) as defined in the OneStream cube
· Risk –The accounts can be Low, Medium or High risk on basis of nature and severity as per policy. 
· Preparer Due Date – Date assigned by the reconciliation manager as due date that the preparer has to complete the reconciliation by. This defaults to 1900/01/01 when there is no due date assigned to the reconciliation.
· Approver Due Date – Date assigned by the reconciliation manager as the due date for the approvals. 
· Due-In/ Past Due – Fields that are calculated based on the “Date Due” field and the current date. If the current date is after the “Date Due”, then the “Due-In” column has a number that signifies the days remaining until the reconciliation is due. Otherwise, the “Past Due” field will have a number indicating the number of the days the reconciliation is past its due date.
· Proper Sign – If a reconciliation is tagged with a positive or negative sign, this field will show if the balance is OK or give users a warning if the sign is opposite of the attribute assigned.  For example, if an account is tagged with a Proper Sign of Positive and the Local Balance that is loaded for the period is negative, this field will show a warning message that the sign is incorrect.
· Update User / Update Time – This shows the last user who performed an action on the reconciliation.
· Process User/Process Time – This shows the last time a Process was run on a reconciliation to pull in the Local balances.
Filters can be set on any field that contains the filter icon. 
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1. A list of values available in the column is available for which the user can select individual items
2. A list of available functions used for an advanced filter
3. Enter the criterion based on the advanced search function selected (e.g. in the T. Account column, select “Starts with” or “Contains” for the advanced search).
4. The “and” and “or” in the second filter to specify a second criterion 
5. Click on the “Filter” button. The “Clear Filter” button can be used to clear all the filters on the column
When a filter is being used the filter icon will change from black to orange.  Filters will remain until cleared, even if logging off and back on.  If the user is not seeing all the information desired, check that all the filters are black and that all the tool bar filters are also set to Any or All.
To clear all filters, right click any column header and select “Reset All States”.
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Columns not being used can be filtered out by right clicking on the dark-blue header section and selecting Column Settings.
[image: ]
Highlight the columns not being used and move to the left.  At Interior Logic Group the below columns are not necessary.
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If a message appears “Mass Actions Not Enabled” in the reconciliation section, there are multiple reconciliations selected.  
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To clear this message, select the top box to select all recons, then de-select to clear all selected reconciliations.  Note: this action works when there are other filters and other selected reconciliations which are not scene in the current filter.  
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Users can click on the heading of one or more fields and drag the field into the dark-blue header area that states, “Drag a column header and drop it here to group by that column”. This will create a grouped view of the reconciliation listing (see screen shot above). The grouping will be in the order of the fields in the dark-blue bar (i.e. First grouped by “Status Text”, then by “S. Entity” in the example above). 
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Drag each field back from the dark-blue header section into the reconciliation grid area to revert back to the non-grouped view. 
[bookmark: _Toc173308172]Reconciliation Grid – Filters
Summary of Grid Filters
[image: ]
[bookmark: _Role_Filter]The Role, T. Account, State, and Miscellaneous filters on the reconciliation grid can be used to guide the user experience based on their role(s) for specific reconciliations within the monthly reconciliation process. A combination of the four filters can quickly present to an end user, the list of reconciliations that represent the selected filter options.
Role Filter
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A user can be responsible for preparing, approving, commenting, or viewing a reconciliation. The role filter can be used to differentiate between the reconciliations for which preparation vs. approving vs. commenting is needed.
The “Primary Preparer” and “Primary Approver” filters can be used to identify the reconciliations for which the user is assigned as the main preparer or approver. The “AG Preparer” filter can be used to identify the reconciliations for which the user is a backup preparer. The “AG Approver” filter can be used to identify the reconciliations for which the user is a backup approver. 
T.Account Filter
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The T.Account filter can be used to filter on the OneStream account.
[bookmark: _Status_Filter]

State Filter
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The state filter can be used to filter the reconciliations by their status (i.e. In process, Balance Changed, Prepared, etc.)
Miscellaneous Filter
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The miscellaneous filter can be used to filter the reconciliations by other factors, Failed Auto Rec, Frequency Change, High Risk, etc.
[bookmark: _Toc173308173]Auto Rec Rule
At APi Group an account reconciliation, be it individual account reconciliation or group account reconciliation, with a closing balance of zero with zero activity will be automatically reconciled. Auto-rec process occurs whenever process step is run by reconciliation manager. Such auto-reconciliation is done by System user in OneStream. Preparer and Approvers are not required to perform reconciliation for such auto-reconciled accounts. 
[bookmark: _Toc173308174]Workspace Icons 
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Most users will see only two icons, Analysis and Reporting page and Prepare and Reviewer Workflow page.
· Analysis and Reporting Page - Reports that are available for analysis of the reconciliations (e.g. line-item detail by reconciliation by item type) and the detailed status of reconciliations 
· Preparer and Reviewer Workflow Page – This is where the reconciliation listing appears for which the user is responsible and where the reconciliations will be completed


[bookmark: _Toc173308175]General Monthly Procedure	
[bookmark: _Toc173308176]Preparers
When the Actual data is loaded to OneStream, the Account Reconciliation Admin will run a Process step which will move the Actual data into Account Reconciliations.
[bookmark: _Toc173308177]Account Reconciliations – Preparer Workspace Navigation
Steps to open the reconciliation 
1. In OnePlace, select the proper Workflow Profile, the “AcctRec“ scenario and the year
2. Choose the month to be reconciled
3. Select “Preparer” or “Preparer (Primary)” role
4. Highlight account reconciliation item[image: ]

5. Once a reconciliation has been selected the reconciliation window will appear in the bottom portion of the screen
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Reconcile Overview
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Description automatically generated]
The major areas of the “Reconcile” section are as follows:
1. Icons to navigate information for the selected reconciliation
a. Detail – returns user to the detail screen, which is the main screen shown here
b. Properties – are preparer due date, approver due date, risk, and other information related to the reconciliation
c. Comments – used to add comments to the reconciliation
d. History – useful for users (specifically, approvers and management) to see all the steps a reconciliation has taken (e.g. Prepared, Rejected, Prepared, Approval 1, etc.). The history keeps a detailed record of which user completed, approved, rejected, etc. at each step and when the action took place.
e. Child Recs – if a grouped reconciliation this will show the detail of the children of the group
2. General information – source account, target account, source entity, target entity, tracking detail
3. Balances and Preparation status
4. Reconciliation balance and state line-item details pane – contains line-item detailed explanations for the reconciliation
5. Supporting documents pane – contains list of attached supporting documents
Additional detail for grouped reconciliations
Some reconciliations at APi Group have an account group assigned and therefore an additional level of detail can be seen for those reconciliations. When a grouped reconciliation is selected the “Child Recs” button will appear. To see the child reconciliation detail, select this button.  
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1. Select the grouped reconciliation
2. Click the “Child Recs” icon
a. This will show the list of reconciliations making up the group as well as the balances
3. Click the “Details” button to return to the main reconciliation workspace screen
[bookmark: _Additional_detail_for][bookmark: _Toc173308178]Account Reconciliations – Prepare reconciliations using an Excel Template 
Reconciliations can be completed using an Excel template.
Download the template
[image: A screenshot of a computer
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1. In OnePlace, select the proper Workflow Profile, the “AcctRec” scenario and the year
2. Choose the month to be reconciled
3. Select “Preparer” role
4. Highlight account reconciliation item
5. Inside the reconciliation window, click the “Template” button to download the Excel template.
6. The Template will open in Excel

Note:  When you perform the steps above to download a template associated with a reconciliation, it will download the proper template for that particular reconciliation (you will not have to determine which template to select).
Excel Templates 
There is one templates used to perform reconciliations, the Basic Template, prepare the Basic Template – single period
When the template is downloaded the details from the selected reconciliation will populate the template.
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1. Reconciliation ID is used for group reconciliations and will allow the line items to have the child reconciliation ids attached. 
2. Select the Item Type from the drop down.  The following are the available item types.
a. Stmt Balance- used for bank accounts – Stme Balance will not pull to future periods
b. Sub-System Balance- used for sub-ledger accounts – will not pull to future periods
c. Explained Item-used for explaining account’s balance. 
d. Correction (BS)- used for balance sheet account correction. 
e. Correction (IS) -used for Profit and loss account correction
3. Enter a Description in the Item Name.
4. Enter Transaction Date and option reference 1 and 2
5. Enter the amount of the item.
6. Check Unexplained Difference is zero
In addition to the steps above, any backup or detailed support can be added to additional tabs to the spreadsheet.  Only the Reconciliation tab loads data to the reconciliation screen, the entire spreadsheet is attached as support for the reconciliation.
a. Save and Close the Template
Once the template is completed, save and close the template.
Name the template to identify the account, month and year. 
Save the template to a place where it can be easily retrieved.  
Having the template open will cause an error when the file is uploaded into Account Reconciliations.
[image: Graphical user interface, text, application

Description automatically generated]



Upload Excel template and complete reconciliation
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Description automatically generated]
Upload the reconciliation into the Account Reconciliations module into the correct reconciliation

1. Ensure that the correct year and period are selected in the Workflow Profile and that they match the year/ period that were selected in the Excel file
2. Select the appropriate reconciliation (i.e. the rec with the correct account and entity combination) 
3. Click on the “T-Doc” icon 
4. Navigate to the file path where the template is saved
5. Select the Template
6. Click on Open
7. Ensure the correct file is uploaded as support under “Supporting Documents”
8. Ensure that the explanation items from the saved Excel template appear in the rec 
9. Verify that the “Unexplained” balance is Zero.  
10. Click on “Complete”
Important notes on template process

1. Only one T-Doc can be uploaded to a rec at a time
2. If a second T-Doc is uploaded, the line items loaded via the first template will be replaced
3. If a Template is used to load support, manual items are not allowed. If an additional line item needs to be added to a reconciliation, please make the changes in the template and re-load it.
[bookmark: _Completeness_Check_for]

[bookmark: _Toc173308179]Account Reconciliations – Prepare Reconciliations in Workspace (Manual) 
Steps to complete a reconciliation manually
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1. Select the reconciliation 
2. Click on the “+” sign.  An “I” Line will be created.
a. Enter an Amount.
b. Select an Item Type from the drop down
c. Enter the Item name
d. Optional: Note for additional information
e. For proper aging of line items, add Transaction date of line items, the Aging column will calculate when saved.
3. After entering the line item detail, click on the “Save” icon [image: ]
4. Supporting documentation can be added to the reconciliation as an R-Doc.
a. All reconciliations require supporting documentation.
b. It is good practice to NOT use an equal (=) or comma (,) in document names
c. If the user wants to remove an attached document for any reason, select the document in the “Supporting Documents” pane and click on the “Delete” icon
d. Note that the reconciliation must be put into the “In-Process” mode before any support can be deleted.
5. After finishing adding all line items and documentation, click on the “Complete” icon.  
If the full balance is explained and completed as per completion rule for the correct completion of the reconciliation, when the preparer goes back to the original screen, they will notice that the account rec now says “Completed”.  Within the reconciliation section, the preparer can Recall the reconciliation if they need to make further adjustments.  

[bookmark: _Toc173308180]Approvers (All Levels)
All levels of approvers will follow the below steps to approve the reconciliations for which they are responsible.  
[bookmark: _Toc173308181]Steps to open reconciliation
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1. In OnePlace, select the Workflow Profile to be approved, the “AcctRec“ Scenario and the Year
2. Choose the month to be reconciled

3. Select “Approver” Role and “Completed” Status
4. Highlight the account reconciliation item
5. Review details in the reconciliation details section
6. Review the attached backup documentation by highlighting the document and clicking View
[bookmark: _Toc173308182]Steps to view support and approve/ reject reconciliation 
1. Approvers can review all attached documents by selecting the document under the “Supporting Documents” section and clicking on the “View” icon
2. After reviewing the rec, click on “Approve” or “Reject”, as appropriate
Note: The Recall button will put the reconciliation into preparation mode. Approvers should not click on this button in lieu of the “Reject” button
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When the reconciliation is approved a certification window will appear.  A Certification Comment is required.  For audit purposes, please confirm that the reconciliation has been properly reviewed according to accounting policy.  
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To view the certification language, click view, and a new window will appear with the certification statement.
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If the approver rejects an account rec, the approver will need to “Select [a] Reason Code”. The approver can then choose to add text in the “Enter Reason Text” box to further explain their reason for rejection. Then the approver will click on the “Reject” icon.

The ‘Enter Reason Text’ box does not seem to have a character limit (tested up to 240,000+ characters) 
– Can use letters, numbers
– Can use several symbols from the standard English keyboard, with one exception

· Cannot use carriage returns (i.e. the “Enter” key on the keyboard)
· Can use any of the following characters
· !, ~, @, #, $, %, ^, &, *, -, _, +, =, \, ", ;, :, /, ?, ., >, comma, <, all brackets

Note: If the approver wants to see all the documentation for a reconciliation, they can download the Audit package for the reconciliation. See Additional Account Reconciliation Tools (Item 6) for more detail.  
[bookmark: _Additional_Account_Reconciliation][bookmark: _Toc121382927][bookmark: _Toc173308183]Selecting multiple reconciliations
Preparers have the ability to select multiple reconciliations to “Prepare”.  
1. Select the reciliations to be “Prepared”
2. Once selected the reconciliations can be “Prepared”
a. NOTE: All reconciliations must still meet the “Preparer Rules”
i. At least one attachment
ii. At lease one detailed line item
iii. Meet the Unexplained limit
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[bookmark: _Toc173308184]Additional Account Reconciliation Tools
There are additional tools in Account Reconciliations to facilitate the reconciliation process. Most of these tools are located within the “Reconcile” window. 
[image: ]
1. Prior Items  – allows the user to pull forward all the line items from the prior reconciliation period. 
a. The preparer will be responsible for pulling items forward, as needed. These items do not pull forward automatically for all the reconciliations when the period is opened. 
b. The preparer can choose to copy or pull items.  If copy is selected, the prepared can modify the line after it is copied into the reconciliation.  If pull is selected, the item cannot be modified.
2. Pull R-Docs – allows the user to pull forward the R-Docs (supporting reference documents) from the prior reconciliation period. 
3. Reports – allows the user to run reports to detail the reconciliation line-item details or the history of the reconciliation (all the steps a reconciliation has gone through).  The report can be run in local or translated currency (USD for APi Group). 
4. Audit – produces a package for the user to download which contains the reconciliation and all the supporting documents in a .zip file. This can be useful for an approver when a reconciliation has several supporting documents attached. 
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a. Once the “Audit” icon has been clicked, the “Reconciliation Audit Package Download” dialog box appears.  Click “Download” to continue
b. When the OneStream XF File Explorer window opens, select the file by clicking on it
c. Click on the “Download Selected File’s Content File”
d. A new File Explorer window opens, showing the location of the downloaded .zip file and the contents
e. The .pdf document above contains an overall summary of the reconciliation’s status, explained items, descriptions, and sign-off history
f. All support docs such as T-Docs, R-Docs and I-Docs are downloaded to the audit package .zip file


[bookmark: _Toc173308185]Reporting for Account Reconciliations
[bookmark: _Hlk10008964]There are several different reports that can be useful to track the progress of reconciliations and analyze reconciliation details. 
To get to the reports, the user should click on the “Recon Analysis and Reporting Page” icon 
[bookmark: _Toc173308186]Report Types Summary
[image: Graphical user interface, application

Description automatically generated]
[bookmark: _Hlk10009050][bookmark: _Hlk10009037]On the Analysis and Reporting page, there are three tabs present. Each tab has a unique format and provides different slices of information pertaining to the list of reconciliations.  
[bookmark: _Toc173308187]Scorecard
[bookmark: _Hlk10010636]This section is an interactive dashboard that allows users to see percentage of completion, approval status, etc.  The user can click on any of the components to get the list of reconciliations associated with the selected component. The scorecard statistics are context-driven for the specific user. 
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[bookmark: _Toc173308188][bookmark: _Hlk10010739]Analysis
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[bookmark: _Hlk10010751]The Analysis tab has detailed reports and analysis tools on the content of the reconciliations. 
Reconciliation Exposure
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Reconciliation Exposure shows outstanding reconciliations by days due, by entity and the amount which has not been reconciled.


Aging Pivot
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[bookmark: _Hlk10010772]The Aging Pivot allows users to view the aging detail for all accounts, using filters and pivot function.  The items in the Hidden Fields can be moved into the Filter Area, Row Area, Column or Data Area to enhance the report and facilitate additional filtering.
[bookmark: _Toc173308189]Reports
[image: A screenshot of a report
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This tab contains the highly formatted reports that can be exported and provided to other team members. There are detailed reports around reconciliation status, reconciliation detail (by line-item), breakdown of reconciliations by preparer and more.
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There are several icons under the “Preview” ribbon on the “Reports” screen. Below are the details about each icon. 
1. Print – Opens a print window, where the user can set up print options and select the printer to which the report can be printed
2. First Page/ Previous Page/ Next Page/ Last Page – Icons to help navigate across the pages of the reports.
3. Export – Export the document in one of the available formats and save it to a location of the user’s choice
 
Custom Reports – Dashboards
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In addition to the above-mentioned OneStream reporting utilities, custom reports have been added to Dashboards within the application.  Under Dashboards, Account Reconciliation (RCM), Account Recon Supplemental End User Dashboard there are six additional reporting tools.  
The data that renders within these dashboards is dependent on the Workflow point of view, ensure that the correct period has been selected when reviewing these reports.  
NOTE: use the Account Reconciliation (RCM) dashboard that is the TOP of the menu.
Recon Access Group Detail – A breakdown of users by their role (preparer/approver) within each recon access group.
Grouped Recon Breakdown – A breakdown of individual reconciliations that make up each grouped reconciliation.
Recon Listing with Users (Active Recons) – A breakdown of reconciliation listing, including grouped reconciliations, with user listing.  This report only includes active reconciliations for the period selected.
Recon Listing with Users (All Recons) – A breakdown of reconciliation listing, including grouped reconciliations, with user listing for ALL reconciliations.
Recon Listing with Balances, including Group Breakdown – A listing of reconciliations with balances, including individual balances that make up a grouped reconciliation.  
Recon Listing with Balances and Line Item Detail – A listing of reconciliations with line item detail.
[bookmark: _Toc173308190]Contact the Administrator
There are several instances in which you should contact the Account Reconciliations administrator. Contact the administrator when:
· Users expect to see the reconciliation for an account, but it does not appear
· Users do not see the latest GL balances reflected in Account Reconciliations
· The Excel template drop-down lists do not have the selection that users expect to see



[bookmark: _Toc82163626][bookmark: _Toc173308191]Appendix
[bookmark: _Toc82163627][bookmark: _Toc173308192]How to drill back from Account Recs to Actual Data
When reviewing a specific reconciliation and need to research the “Local Balance”, follow these steps:
For an individual reconciliation:
1) Select the reconciliation which needs research
2) Find the source Account
3) Find the source Entity 
4) Select Properties to find the WF Profile for the source data
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Using the information compiled above, change the Workflow point of view:
1) Update Workflow to APi Group Corp & DE (Step 4 above)
2) Change the Scenario to Actual
3) Choose the month being researched
4) Choose the GL Import
5) Select the Import tab
6) Filter for the Source account (Step 2 above)
[image: Graphical user interface, text, application

Description automatically generated]




[bookmark: _Toc173308193]Email Notifications
Email notifications will generate under the following scenarios:
	Reconciliation Rejected
	Reconciliation Balance Changed
	-  -
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