Visa Log Instructions
Visa Log : Reconciliation with Acquisitions’ Orders

Each month a spreadsheet is created of items ordered and received in Millennium which were paid for with the credit card. This is compared to the amounts listed on the visa statement. This visa log is then sent to Fiscal, a document declaring that we did receive the items we were charged for and that the amount charged is correct. In order to avoid late charges, Fiscal and Acquisitions have agreed to a certain date by which this reconciliation must be finished so that Fiscal can receive our approval and subsequently make the payment on time. This current visa bill closes at around the 25th of the month, the visa log from Acquisitions is due to Fiscal by the 10th of each month and the bill is due to be paid by Fiscal about the 15th.  In order to maximize the number of items received in Millennium by the time the data is pulled, I wait until about five working days before the due date at Fiscal.

Pull data in Millennium:

Use Create List to gather the data. This is the saved query:
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Export the data from Millennium to Excel. Here is the list of data to be exported. It can be saved as either a .txt or .xlsx file:
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Duplicate the original data file so that the Paid info can be exported separately. To duplicate an entire list in Millennium, open an empty one, use the one to be duplicated as the review file, leave the search blank and hit “search”. 

Export the duplicated file as:
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Open this data in excel and sort the records by the first unnamed column (i.e. Column K). Replace the data in that column with the word “multi”. Name the column “multi” as well. Delete the entire columns to the right of the Multi column. Also delete the two columns that are labeled “Sub From” and Sub To”. Save as either .txt or .xlsx.

Creating the Visa Log

Open Access (visa.mdb), click on Tables, Open, under Edit, Select all the data and delete. Then import the new data: under the External Data tab, import data. Do this with each separate file that is being populated (VisaOrder, VisaPaid). Close the files and open “Query”. The data should all be there and manipulated.
Next the data needs to be exported to Excel and the macro used to assemble the spreadsheet. Open the macro_v_new.xls file, enable macros, then go to newly created visa log, hit Control-v and the macro should change the visa log. 

Only thing left to do on the spreadsheet before actual checking of the visa is to add the costs of items with the same Voucher Number and add the Voucher number to that Total line. 

Reconciling the data

Sort the email printouts that were used for payment in Millenium (I sort separate piles for Amazon, ABE, Refunds, and all others in piles from most recent to least recent email dates, that is, oldest on top). This makes it easier to find the specific printout which matches the line on the visa.
Compare the visa line to the paperwork, find the line on the excel log (using the voucher number attached to the paperwork) and add the Post Date and Visa charge to the spreadsheet. When all have been input, the spreadsheet is sorted by Post Date and voucher number, the lines on the log that were not used are deleted, and the Visa and Credit lines are summed. If the sum does not match the amount on the visa bill, the spreadsheet must be checked for the error and fixed before sending to Fiscal.
Finishing

Finally, the finished spreadsheet is sent as an attachment in an email to Fiscal so that they have a manipulative form of the data. It is also printed and the paper copy mailed to Fiscal with the signatures of the person placing the order and the person verifying (reconciling) the data, sent with a copy of the visa bill which was used in the reconciliation process.

