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Unmatched income – month end process
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Jill Roberts x52211
Last Review: 
June 2015
The purpose of this process is to ensure that income is properly recognised for all income which falls into one of the following categories at Month end:
· PRC - Not matched

· Other - Not matched
This process should be performed by, or overseen by a Head of School Finance or Equivalent
Overview of process:
· Login into Discoverer and open the 201 report
· Run report for ‘Other - Not matched’ for area
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· Export the report

· Repeat for ‘PRC - Not matched’ and export the report.

· Open the Data grid – unmatched income

· Paste both grids of data, under each other, in the ‘Detailed Balances Grid’ page of the excel workbook
· Ensure any data from prior months is deleted

· Open the ‘pivot’ tab.  Refresh the pivot so it is referencing to the whole of the data jyst pasted in.

· Check the yellow highlighted cells in the pivot

· The report header should ONLY be selecting I&E codes

· The column header should be excluding depreciation, but including all other headings

· Review the income (YTD), and decide whether it should be recognised in month or not.  The ‘further text’ field is visible in the pivot table and will assist in understanding the conditions required to recognise the income
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· Build and post a journal to defer the income if required, or accrue if income is recognisable but not received, following this decision tree:
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· Journal category is ACCRUAL
Once each journal is completed prior to posting, set the reversal period to the following month and select ‘Yes’ for reverse journal:
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The journal will now automatically reverse the following month
For further guidance on accruals and deferrals, including which IE codes to use, refer to :

http://documents.manchester.ac.uk/DocuInfo.aspx?DocID=23511

_1494770666.vsd
�
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Drag the side handles to change the width of the text block.


START : 
New income stream


Is total income 
>£5k?


HoSF reviews income and reads contract/agreement


Does the contract define the treatment?


PRC – Matched (Group)


PRC - Matched


PRC – Not matched


Yes


Restricted income


Is it is a non exchange transaction


Other - Matched


Other – Not matched


No


Exchange transaction


Non - Exchange transaction


Are there PRC’s?


Are the PRC’s depending on expenditure?


Is it is group of related activity codes to be ‘zero’ed’ as a whole?


Yes


Yes


Yes


No


No


Is the income >£50k?


No


No


Is there a restriction?


Yes


No


Unrestricted


Is income recognised in line with expenditure?


No


Yes


Yes


No


No


Yes


Yes


(Classify as required by the contract)


Pink


Yellow


Green


Restricted and unrestricted income should not normally be deferred


These types of income are matched to expenditure in an automated way and the month end income recognition entries will be posted centrally


These types of income should be rare, but income recognition adjustments will be done locally as not related to expenditure


Income Recognition – Sundry income streams


Run and review report 201 (balance report)
Current month, actual balances only


NETL : Other - Not matched and PRC - Not matched
Actuals only
Current month only


Review income


Are we entitled to take all/any of the income?


Has sufficient  income been received?


Are we entitled to all the income?


Set journal to reverse into the following month


Have we received any income?


No


Accrue required income to recognise



Run and review report 201 (balance report)
Current month, actual balances only


NETL : Other – Matched, PRC – Matched, PRC - Matched (Group)
Actuals only
Current month only


Extract report.  Separate ‘Grouped’ items from others


Sort and summarise by group


Save journal details to G drive and email  users


�

Prepare and post journal


Set journal to reverse into the following month


Matched income


Grouped items


Others



