Wireless Device Stipend Review
The Supervisor is responsible for conducting an annual review of continued need for all existing stipends for
wireless communication devices annually and notifying Human Resources via email (hrdm@gmu.edu) if the stipend
should be discontinued. Provide the employee’s name, G#, position and date service should be ended. The Supervisor
should review the employee’s most recent monthly bill for the designated telephone number before approving the
initial request and annually thereafter. Once reviewed the Supervisor should confirm the continued need by signing the
salary reconciliation for the month/period ending June 30 of each year. The Department Head is responsible for ensuring
that the Supervisor performs the annual review.
The following steps provide instructions on generating the salary reconciliation and locating the individuals who
receive the stipend. The department reconciler may use these instructions to provide the Supervisor with a list of
employee wireless communication device stipends. The reconciler should ensure that the salary reconciliation
completed for the month/period ending June 30 or each year, includes the wireless communication device stipend
listing signed and dated by the Supervisor.

Step-by-Step
1. Login to microstrategy.gmu.edu.
2. Select the Administrative folder. Select Shared Reports. Select Reconciliation.
3. Select Reconciliation Welcome Page then Reconciliation Expense or Reconciliation Revenue and Expense (if the
unit has revenue).
4. On the “Initial View” Dashboard click on the Organization number to open the “Labor and DE Drill Document”
5. Select the “Labor Detail” tab

6. Locate Account Code 61370, Cell Phone Allowance. Leave the tab open and return to the “Initial View”
Dashboard tab.
7. From the “Initial View” Dashboard select the white box “Reconciliation for Program Total in Excel”
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8. Open the Excel Reconciliation, enable editing and create a new tab titled “Wireless Device Stipend Review.”
Note: A formatted Excel spreadsheet is available here: https://fiscal.gmu.edu/wp-content/uploads/2017/05/WirelessDevice-Stipend-Review.xlsx.

9. Return to the “Labor Detail” tab to view and then record the individual names and stipend on the spreadsheet.
Provide the spreadsheet to the Supervisor to review and approve. Electronic approval is encouraged.

10. Save the signed and dated “Wireless Device Stipend Review” spreadsheet with the reconciliation for the
month/period ending June 30 of each year.
11. If a stipend is no longer needed, the Supervisor should make a note on the spreadsheet and notify Human
Resources to discontinue the stipend. The department reconciler should verify that the stipend has been
discontinued on the following month/period reconciliation.
*A formatted Excel Spreadsheet is available for download here: https://fiscal.gmu.edu/wpcontent/uploads/2017/05/Wireless-Device-Stipend-Review.xlsx

Resources & Contact Information
Human Resources & Payroll
Policies
Reconciliation Resources

PH: 703-993-2600, Email: hrdm@gmu.edu
http://universitypolicy.gmu.edu/policies/stipend-forbusiness-use-of-wireless-communication-devices/
https://fiscal.gmu.edu/controllers/reconciling/
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