Financial
Management

Budget Administration

June 15, 2004



Financial Management (06/15/04) Budget Administration

Table of Contents

T a1 oo 1V o3 0] o PP 1
(@] o] =01 1) V=SSOSR 1
Gaining Access to Electronic Data TOOIS .....c.oevviiiiiiiiiiee e, 2
ACCOUNT LOOKUP ..ttt bbb b e 2
=] oK =Tt SO 2
ACCOUNT ACCESS ...ttt ettt s b e e b e e e s e e ae e e s ne e e sne e e sne e e sneeeanneeeas 4
D =] (0] = PSS 4
(AN F= A T = LA o o 5
BUAQEE QUETIES ..ottt ettt ettt e b e e sra e et e e s be e enseesreeenree e 7
Budget QUICK QUETY ...t 8
EXBICISE 3 ..ottt bbb h et e et R b bbbt 8
Budget Query by Organizational Hierarchy............ccooooiiiiiiiiiin e, 10
=] (o] 7= 12
Budget QUEry DY ACCOUNT ....iiei e e e e 17
T (oK = S 18
EXEICISE B ...ttt bbbt bbb e e 21
ENCUMDBDIanCe QUETIY ... e 24
=] (o] = ST 24
(701 0 1 o U1 = 11 1o 26
=] (o] T SR 26
Yz AV =To O U =T T =PSRRI 28
EXEICISE 9 ..t ettt e b et e bt bt nees 28
Downloading Budget INformation ............oooeiiiiiiiiiii e 31
VIEW DOCUIMENT ...ttt ettt e e e e e et e e e eees 31
T o £ = O SRR 31
Y01 001 0 0= T UPRTPR 33
FUINEI PracCtiCe ...t e 33
= U =] o 1 - ST 33
=T (ol T I SO P P RPRSR 34
EXEICISE 11D .. 37
Appendix A: Fiscal Years and Fiscal Periods..........ccooooiiiiiiiiiiiiieenn, 40
AppendiX B: ACCOUNT COURS ...uniiiiiiiei et e e 41
Appendix C: Document Codes and Posting Codes from Campus Unit or
EXternal ChargesS. ..o v 42

Appendix D: TroublesShooting ..o 43



Financial Management (06/15/04) Budget Administration

Introduction

The new financial management system provides end users access to budget balance
and transaction information about their University accounts. A suite of electronic data
access tools is available for users to access a variety of financial information.

FOAPAL Lookup: The Account Lookup feature is a web-based tool that allows
users to enter their current Budget Unit and/or Object Code account numbers
and receive their FOAPAL account numbers. Additionally, you can look up old
account numbers by entering FOAPAL account numbers.

Account Access: The Account Access Inquiry tool provides users a list of
accounts against which they can query budget information. This list will include
both unrestricted and restricted account numbers.

Budget Queries: The Budget Query tool is a web-based tool that allows users to
guery budget information. Users can perform queries that provide varying levels
of detail, ranging from a snapshot of budget balances to drilling into transaction
detalls.

The purpose of this training is to introduce you to these new financial management
tools. While we will not be able to show you everything the system can do, we will show
you everything you need to know to start using these tools.

Objectives

Upon completion of this training, you will be able to:

Use the FOAPAL Account Lookup to obtain a FOAPAL using a current Budget Unit
and see which accounts you can access

Perform a Budget Quick Query

View a Budget Status by Organizational Hierarchy

View a Budget Status by Account

Perform an Encumbrance Query

Perform computations

Save and retrieve queries

Download budget information into Excel

View documents such as purchase orders, journal vouchers, encumbrances,
invoices, and cash receipts
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Gaining Access to Electronic Data Tools

Financial management electronic data tools are available via myND (http://my.nd.edu).
Additionally, the training site at myND is available at http://hornby.cc.nd.edu until July 1,
2004. Once you have logged into myND using your Net ID and password, you will be
able to use these tools to access budget information, GLIQ historical data, account
lookup, vender lookup, and account ownership just by clicking on the appropriate link
from the myND Staff page.

Account Lookup

The FOAPAL/Account Lookup tool allows you to access an online database. Using this
tool, you can make the following FOAPAL inquiries:

Look up a FOAPAL using your Budget Unit and Object Code

Look up an IFAS Budget Unit using a fund, organization, program and activity
Look up an IFAS Object Code using an account

Look up an IFAS Budget Unit and Object Code using the fund, organization,
account, program, and activity

Look up an IFAS/FOAPAL number using a description

Exercise 1

In this exercise, you will look up one of your own Budget Units to learn the FOAPAL.

ACTION (YOU DO) SYSTEM RESPONSE (Comments)

1. From the Financial Management section of
myND, click on Account Lookup.

Financial Management

Budget
Lookup budget information.

GLIQ
GLIQ prior to 7/1/04
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ACTION (YOU DO)

SYSTEM RESPONSE (Comments)

2. Click the radio button in front of FOAPAL
Inquiry and click Submit.

Plsase choose the appropriate radio E
= FOAPAL DNQUIRY
VENDOER I NQUIREY

ACOOUNT OWNERSHIP INQUIRY

T
3. Click on the radio button in front of Look up Select a code that begins with the
FOAPAL. number 1 or 2 (these are
. unrestricted accounts).
'@ HOTRE DAME

S g T

In the Budget Unit field type your Budget Unit

and
in the Object Code field type any Object

Code.

4. Click Go.

Your FOAPAL will appear at the
bottom of the page.

5. Write down the FOAPAL that appears at the
bottom of your screen:

You'll be using this number in
another exercise later in class.

6. Minimize this window.




Financial Management (06/15/04) Budget Administration

Account Access

The Account Access tool will allow you to log in using your NetID in order to look up the
accounts to which you have access.

Exercise 2

In this exercise, you will look up which accounts you can access.

ACTION (YOU DO) SYSTEM RESPONSE (Comments)

1. In the Financial Management section of myND,
click on Account Access.

Financial Management

Budget
Lookup budget information.

GLIQ

GLIQ prior to 7/1/04

Vendor Lookup

Lookup vendor numbers

Account Lookup

Translation of IFAS to FOAPAL account numbers
Account Access

What accounts do [ manage

Finance System

Internet Native Banner

Finance Forms

Controller's Group forms page

Travel and Expense Reimbursements

Travel and expense reimbursement policies, procedures, and form

2. Click the radio button in front of Account
Access Inquiry and click Submit.
Please choose the appropriate r:
O FOAPAL INQUIRY
O VENDCR ID INQUIRY

® ACCOUNT ACCESS INQUIRY

3. Click on the radio button in front of Look up

Account Ownership and then type in your
NetID.

® Look up Account Ownership

Enter Account Owner's NetlD @
Enter Banner NetID above.

4. Click Go. You will see a list of all accounts to
which you have access, including a
description of the fund, organization,
and program numbers and the
resulting FOP.

5. Close this window. Click the “X” in the upper right corner
to close the window.
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Navigation

Navigation tools are available at the top of each page of the Budget Query tool.

If you click Menu, you will go to the Financial Information page.

Search ﬂ SITE MAP HELP EXIT
Finance
Finance

Create or review financial docurments, bucgetinformation, approvals.

Return to Homepage

RELEASE: 6.0 powered by (et

Clicking Site Map will allow you to see a list of all of the main sections of the site.

Search = AGCESSIBILITY SITEMAP HELP EXIT

Finance

Finance

Budgst Queries

RELEASE: 6.1 powernd by Csct

Clicking Help will open a separate Help window.

Clicking Exit will exit the program and you will have to log back in to continue
working with the B udget tool.

You can access the navigation links directly by pressing a combination of keys and then
pressing Enter to activate the link. These keystroke shortcuts include:

ALT+2 = Site Map
ALT+3 = Exit
ALT+H = Help
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At the bottom of each Budget Query page, you can access three additional navigation
links.

Clicking the Budget Queries link at the bottom of the page will take youto the
Budget Query page.

3};‘ Budpst Quary by Account sllows you to review budpat inlomedon by sccount for the Fiscsl Panod and Yieer o Dale by Specific
FOAPALInCex values, 3pecihc Orgarization, A1 Onganizatons, Grrt, Fund Type. Accoun Type, of Revanus Ascouns

Budpei Cuery by Organizalional Hierarchy allows vou i review budpet inlomaion of arganizaions for e Fiseal Perod and Year i
[iabe by Hisramchicel Siruckre, Spacihc Funds, high-leval Crpanszations, Accounts. Progrems, Fund Typs, Account Tepe, or Revenus

Aalnts
Create @ Mew Query
Type Budigat Status by Aceourt v
[irasla (wary
Fstrigve Existing Qusry
Sarved Query Mane v
e Chugry

1 Busdgesr Granes | Encs Mbrance Gusty | Vew Docymasl]

Clicking Encumbrance Query at the bottom of the page will link to the
Encumbrance Parameters page.

Eristing Query Hore w

Rt Duary

Fisal year |x.;|+ «  Fiscalperiod (0
Encumbrance 38abus | onen  w
Commigment Type |,a,| -

Charl of Accouss |:! ladex
it e rrnn
Furd | Aakvity |

—
[ |

O | Lk | [
!

=

et [ Fund Type: |

Asooust | Aooousd Type |
Pragran

Save Query s

Shared

Eu:ml :.ﬁ:]

= . e
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Clicking View Document will access the View Document Parameters page.

View Document

s of 8 dacument enler parameters Fan select View documenl. To disolay spprovs
al history Ky do ol kenow the document number, et

ables you to perom a query and pidgin B kst of document numbers 1o chooss fr

Cheose types | Requisition * pouit Hunber |

Submissiond: [ CGhange Seqf

Diaplay Ascatinding IRfarmation
F Yea I Ha
Display Docwment Taxd

AN ™ Prinishleg " Nomg

W OOCUmEl AOpAr S BTy |

At the bottom of the query results page, you will also have the option of clicking the
Another Query button to return to the Budget Query page.

[ Budget Queries | Encumbrance Query | View Document |

RELEASE: 6.0

Budget Queries

Using the Budget tool in the Financial Management section of the Staff page at myND,
you can access the new budget query system to view your accounts four different ways:

Budget Quick Query: Allows access to the status of the budget as of the current
day. This feature does not allow for drilling down or downloading query as a
spreadsheet.

Budget Status by Organizational Hierarchy: Allows access to organization-
level information and the ability to drill down through account types to account
and transaction details and related documentation.

Using the Budget Status by Organizational Hierarchy, you can access the
following queries:

- Transaction details

- Account Balances

- Year-to-date Spending

- Fund balances
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Budget Status by Account: Allows access to information at the account level
and the ability to drill down through transaction details to specific documents.

Using the Budget Status by Account, you can access the following documents:

Purchase orders
Invoices
Journal vouchers

Maintenance orders (appears as invoice)
Work orders (appears as journal voucher)
Individual payment for service (appears as invoice)

Payment to other campus units

Encumbrances

Encumbrance Query: Provides a view of encumbrance information by account

for specified FOAPAL parameters.

Budget Quick Query

Performing a Budget Quick Query allows you to see your budget balances at a glance.
It provides a year-to-date look at all spending and encumbrances on your account. This
function does not allow you the option of drilling down into the specific details of the

budget.

Exercise 3

In this exercise you will look at fiscal year 2004 (including both committed and
uncommitted accounts) to see if you have enough money left in your budget to

purchase some new equipment.

ACTION (YOU DO)

SYSTEM RESPONSE (Comments)

1. From the Financial Management
section of myND, click Budget.

Financial Management

Budget
Lookup budget information.

1Q
GLIQ prior to 7/1/04
4 | vendor Lookup
Lookup vendor numbers
Account Lookup
Translation of IFAS to FOAPAL account numbers
Account Access
What accounts do [ manage
Finance System
Internet Native Banner
Finance Forms
Controller's Group forms page
Travel and Expense Reimbursements
Travel and expense reiml bursemen t policies, pracedures, an d form

If you are already in the budget tool, simply
click on the Budget Queries link at the
bottom of the page to advance to this page.

[ Budget Queries | Encumbrance Query | View Document |
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ACTION (YOU DO)

SYSTEM RESPONSE (Comments)

2. From the Financial Information page,
select Budget Queries.

, Financial Information

Encumbrance Query
View Document

3. From the Create a New Query drop
down menu, select Budget Quick

Query.

Create a New Query

Type Budget Quick Que v

»

Click Create Query.

5. Set the following parameters:
Fiscal year: 2004
Commitment Type: All
Chart of Accounts, type: 1
Fund number, type: 199999
Organization number, type: 59999

See the following illustration.

Fiscal year: 2004 »

I~ Include Revenue Accounts

I~ Shared

Submi Query

Save Query as:

6. Click Submit Query.

You will see a report of all year-to-date
spending and encumbrances for this fund
and organization (see the following
illustration).

Query Results 1

Account Account Title Adjusted Budget Year to Date Commitments Available Balance If you IOOk In the rOW for account 72001
0061 Salaries and Wages 40,000.00 0.00 0.00 40,000.00 H H
0065 Benefits 10,000.00 0.00 0.00 10,000.00 (Supplles) under the Avallable Balance
0077 Travel 5,000.00 0.00 0.00 5,000.00 1 1 1 1
0078 Repair and Maintenance 2,000.00 0.00 0.00 2,000.00 COl l_J m n’ you WI ” See that In the flnal fISCal
0078 Capital 4,000.00 0.00 0.00 4,000.00 $

84010 StaftAdministrative 0.00  20,34064 0.00 (20,340.64) perIOd Of the year you have 27’93749 Ieft
65100 Social Security 0.00 1,34277 0.00 (1,34277)

71171 Advertising 1,400.00 12243 0.00 1,2771.57 to Spend. Yes’ you Clearly have .enough
71176 Printing 270000 20723 000 247277 money left to purchase new equ|pment|
71179 Duplicating/Copying 0.00 232297 0.00 (2,322.97) )
71212 Postage 100.00 364.58 0.00 (264.58)

71257 Professional-Computing 0.00 850.50 0.00 (850.50)

71295 Telecommunications-Line 800.00 519.20 0.00 280.80

71297 Telecommunications-Toll 1,000.00 32188 0.00 67812

72001 Supplies 30,000.00 18812 187439




Financial Management (06/15/04) Budget Administration

ACTION (YOU DO) [ SYSTEM RESPONSE (Comments)

7. Click on the Budget Queries link at This will take you straight to the Create a

the bottom of the page you were just | New Query page.
viewing.

Budget Query by Organizational Hierarchy

By conducting a Budget Status by Organizational Hierarchy query you are able to
access information at the organization level and drill down through account types to see
account and transaction details and related documentation.

When performing a Budget Status by Organizational Hierarchy query, you are
navigating through the hierarchy of the financial system, including the Organization
Hierarchy and the Account Code Hierarchy.

The picture that follows outlines the “path” you take through the hierarchy in the
following exercise.

10
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AydlelalH 1uN0JJY

Notre
Dame
[ |
Business College of Humar
Operations Science Resources
Chemistry and
Biochemistry
Chemistry and Start
Biochem Accounts Here
(Fund 199999 Org 59999)
[
[ [ [ \ |
Revenue L abor Non-Labor Transfers
(Account type 50) (Account type 60) (Account type 70) (Account type 80)
Supplies & Expense Travel
(Account type 71) (Account type 77)
Printing Books Supplies
Account Code Account Code Account Code
71212 72011 72001

11
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When you are creating a query, you have the option to look at several elements of your
budget:

Adopted Budget: Original budget allocation from the start of the fiscal year.
Budget Adjustment: Any additions or subtractions made to the adopted budget.

Adjusted Budget: Original budget plus any budget adjustments (budget
adjustments can be additions or subtractions to the original budget).

Temporary Budget: Adjustments to the current budget that will not carry over to the
following year.

Accounted Balance: This feature is not currently in use by the University of Notre
Dame. Ifitis used in the future, all system users will be notified.

Year to Date: Actual expenses and revenue from the start of the fiscal year through
the current date.

Encumbrances: Funds already committed to future payments (i.e., purchase
orders).

Available Balance: Remainder of budget still available to spend (includes all
encumbrances)

Reservations: This feature is not currently in use by the University of Notre Dame.
If it is used in the future, all system users will be notified.

Commitments: This feature is not currently in use by the University of Notre Dame.
If it is used in the future, all system users will be notified.

Although it is possible to look at all of these various elements of your budget, the
combination of adjusted budget, year to date, encumbrances and available balance

will give you a complete picture for most of the queries you will run. By limiting your
query to these four elements, you eliminate a lot of “clutter” from your query results.

Exercise 4

In this exercise you are looking for a purchase order for items ordered from Office Depot
on May 16, 2004. You don’'t know which account the items were charged against.
However, you do know that an open Purchase Order will show on the budget as an
encumbrance.

12
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ACTION (YOU DO)

SYSTEM RESPONSE (Comments)

1. From the Create a New Query Type
drop down menu, select Budget
Status by Organizational
Hierarchy.

Create a New Query

Type Budget Status by Organizational Hierarchy |+

Creale Query

N

. Click Create Query.

3. Make sure that the following options
are checked:

(Y Queries by Organizational Hierarchy have six

I~ Adopted Budget ¥ Year to Date

I~ Budget Adjustment ¥ E brances
¥ Adjusted Budget | Reservations

[~ Temporary Budget [ Commitments

I~ Accounted Budget ¥ Available Balance
Save Query as: |

I~ Shared

Confinue I

4. Click Continue.

5. Set the following parameters:
Fiscal year: 2004
Fiscal period: 11
Commitment Type: All
Comparison Fiscal year: None
Comparison Fiscal period: None
Chart of Accounts, type: 1
Fund number, type: 199999
Organization number, type: 59999
(See the following illustration.)

You have to set the fiscal year to 2004
because you are searching in the 2003-04
budget. (See Appendix A for a list of fiscal
year conversions.)

You have set the fiscal period to 11
because you are searching for a PO from
May. (See Appendix A for a complete list of
numbers representing the fiscal periods.)

Fiscal year: 2004 |»

Comparison Fiscal year: | None +

Commitment Type: All

Chart of Accounts

Program

™ Include Revenue Accounts

Fiscal period:

—
—
—

1%

Comparison Fiscal period: | jgne +

Save Query as: |

™ Shared

Submit Query |

13
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ACTION (YOU DO)

SYSTEM RESPONSE (Comments)

6. Click Submit Query.

You will see the results of the budget query
for fund 199999, organization 59999.

Report Parameters
Organization Budget Status Report
By Organization
Period Ending May 31, 2004
As of May 21, 2004
Chart of Accounts 1 Notre Dame Commitment Type All
Fund 199998 University Administration Program All
Crganization 59399 Notre Dame Activity All
Account All Location All
Query Results
Organization Title FY04/PD11 Adjusted Budget FY04/PD11 Year to Date FY04/PD11 Encumbrances FY04/PD11 Available Balance
58999 Notre Dame 100,000.00 34,108.41 1.874.39 64,017.20
59999 Rollup 100,000.00 34,108.41 1,874.39 64,017.20
Download All Ledger Columns Download Selecied Ledger Columns

[~ Shared

7. Drill down to the account level by

clicking the 59999 under Organization

in the Query Results section.

See the resulting detail in the following
illustration.

Report Parameters
Organization Budget Status Report
By Account Type
Period Ending May 31, 2004
As of May 21, 2004

Chart of Accounts 1 Notre Dame Commitment Type All

Fund 189999 University Administration Program All

Organization 58999 Notre Dame Activity All

Account All Location All

Query Results

Accuunl Type Title FY04/PD11 Adjusted Budget FY04/PD11 Year to Date FY04/PD11 Encumbrances FY04/PD11 Available Balance
50 Revenue
60 Labor 50,000.00 21,683.41 0.00 28,316.59
70 Mon-Labor 50,000.00 12,425.00 1.874.39 35,700.61
80 Transfers

59999 Rollup 100,000.00 34,108 41 1.874.39 64,017.20
Download All Ledger Columns | Download Selecied Ledger Columns

I~ Shared

8. Drill down to the account type by
clicking on 70 (Non-Labor) under
Account Type.

Note that only one account is showing an
encumbrance, so you know the open PO
must be in that account type.

14
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ACTION (YOU DO)

SYSTEM RESPONSE (Comments)

Report Parameters

Organization Budget Status Report

By Account Type

Period Ending May 31, 2004

As of May 21, 2004

Chart of Accounts 1 Notre Dame Commitment Type All
Fund 199999 University Administration Program All
Crganization 59999 Notre Dame Activity All
Account All Location All
Query Resulfs

Account Type Account Type Title

" Supplies and Expense]

1 Travel
78 Repair and Maintenance
79 Capital

70 Rollup

Download All Ledger Columns

39,000.00
5,000.00
2,000.00
4,000.00

50,000.00

Download Selecled Ledger Columns

FY04/PD11 Adjusted Budget FY04/PD11 Year to Date FY04/PD11 Encumbrances FY04/FD11 Available Balance

8,658.35 1,874.39 28.467.26
3,766.65 0.00 1,233.35
0.00 0.00 2,000.00

0.00 0.00 4,000.00
1242500 1,874.39 35,700.61

Save Query as |

[~ Shared

9. Click on 71 under Account Type to

drill down further.

The detail you access is shown in the
illustration below.

Query Results

Account Account Title: FY04/PD11 Adjusted Budget FY04/PD11 Year to Date FY04/PD11 Encumbrances FY04/PD11 Available Balance
71171 Advertising 1,400.00 122.43 0.00 1,277.57
71176 Printing 2,700.00 227.23 0.00 247277
71179 Duplicating/Copying 0.00 232297 0.00 (2,322.97)
71212 Postage 100.00 364.58 0.00 (264.58)
71257 Professional-Computing 0.00 850.50 0.00 (850.50)
71295 Telecommunications-Line 800.00 519.20 0.00 280.80
71297 Telecommunications-Toll 1,000.00 321.88 0.00 678.12
72001 30,000.00 188.12 1,874,309 27,937 49
72011 Books 0.00 200.54 0.00 (200.54)
72191 Food-Ofice/Dept 3,000.00 37.33 0.00 2,962.67
72192 Employee Meals 0.00 42.00 0.00 (42.00)
72251 Office Supplies 0.00 33250 0.00 [ 332.50)
72305 Nc Fumniture 0.00 1.422.90 0.00 (1,422.90)
72450 Entertainment-General 0.00 491.93 0.00 (491.93)
72454 Entertainment-Food 0.00 353.74 0.00 (353.74)
Screen total 39,000.00 7,797.85 1,874.39 2932776
Running total 39,000.00 7.797.85 1.874.39 29,327.76
Report Total (of all records) 39,000.00 8,658.35 1,874.39 28,467.26

10. Now you will drill down to see the You are presented with a list of

purchase order. Find Account
72001, and in the FY04/PD11

Encumbrance columnclick on

$1874.39

transactions (see the following illustration).

15
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ACTION (YOU DO) |

SYSTEM RESPONSE (Comments)

Report Parameters
Organization Budget Status Detail Report
y Ei b T tion Report
Period Ending May 31, 2004
As of May 21, 2004
Commitment Type: All

Chart of Accounts: 1 Notre Dame:

Available Budget Balance: 27,937 49

Fund 189999 University Administration Program All

Organization 58999 Notre Dame Activity: All

Account 72001 Supplies Location All

Fund Type: All Account Type: 71 Supplies and Expense
Document List

Transaction Date Activity Date Document Code Vendor/Transaction Description Amount Rule Class Code
o1 dapor
Mar 30, 2004  May 05, 2004 P0000017 GavConnection 55590 PORD
Mar 30, 2004  May 05, 2004 P0000017 GavConnection 67 56 PORD
Mar 30, 2004  May 05, 2004 P0000017 GovConnection 81.38 PORD
Mar 30, 2004  May 05, 2004 PO000017 GovConnection 81.38 PORD
Mar 30, 2004  May 05, 2004 PO000017 GovConnection 81.38 PORD
Mar 30, 2004  May 05, 2004 PO000017 GovConnection 3.80 PORD
May 05, 2004  May 05, 2004 PO000016 Affymetrix, Inc. 193.25 PORD
May 05, 2004  May 05, 2004 PO000016 Affymetrix, Inc: 139.08 PORD
May 05, 2004  May 05, 2004 P0000013 RHK Technology., Inc. 504.40 PORD
May 05, 2004 May 05, 2004 PO000013 RHK Technology, Inc. 5480 PORD
May 05, 2004 May 05, 2004 PO000012 Office Depot 4292 PORD
May 05, 2004 May 05, 2004 PO000012 Office Depot 15.27 PORD
May 05, 2004 May 05, 2004 PO000012 Office Depot 13.20 PORD
May 07, 2004 May 07, 2004 10000140 Office Depot (42.92) INEI
Screen Total 1,902 86
Running Total 1,902 86
Report Total (of all records) 1.874.39

11. Click on PO000091 in the Document
columnto see the summary
transaction report.

Remember, you are looking for a purchase
from Office Depot on May 16, 2004. The
“P” in the document number indicates that
this is a purchase order (see Appendix C
for a complete list of document codes).

Select Document

Detail Transaction Report

Document Type: Purchase Order Commitment Type: All

Document Code: P000001
Transaction Date- 16-May-2004

Accounting Information

Description

Office Depot

Chart of Accounts Fund ~ Organization Account Program Activity Location Amount Rule Class Code

1 199999 59999 72001

Save Query as |

[~ Shared

Another Query

No Related Documents Available

2146 PORD

12. To see the actual purchase order,
click on Document Code
P0000091.

A copy of the actual purchase order will
appear (see the following illustration).

16
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ACTION (YOU DO)

SYSTEM RESPONSE (Comments)

Purchase Order Header
Purchase Order Change# Order Date Trans Date Delivery Date Print Date Total
P0000091 May 16, 2004 May 16, 2004 May 17, 2004 May 16, 2004 21.46
Complete: Y Approved: Y Type: Regular
Cancel Reason: Date:
Requestor PS Train 02 59999 Notre Dame
Accounting: Commodity Level
Ship to: University of Notre Dame
(See HM for shipment detail)
Attention: (8ee HM for shipment detail)
Contact (See HM for shipment detail)
Vendor 900168110 Office Depot
Aftn: Lori Clson
505 Kehoe Blvd
Carol Stream, IL 60188
Phone: 800-685-5880 Fax: 800-973-3337
Currency
Purchase Order Commodities
ltem Commodity Description UM Qty Unit Price Ext Amount
Disc  Addl Tax Cost
110 348037-Office Depot White Copy Paper, 8 1/2 x 11, CA 1 21.46 2146
00 00 002148
Purchase Order Accounting
Seq# COAFY IndexFund  Orgn Acct Prog Actv Locn Proj NSFSusp NSFOvr Susp Amount

13. Click on the Budget Queries link at
the bottom of the page you were
just viewing.

| Budget Quenes | Encumbrance Query | View Document |

This will take you straight to the Create a
New Query page.

Budget Query by Account

By viewing your budget status by account, you are able to access information at the
account level and drill down through transaction details to specific documents without
having to drill down through the entire budget hierarchy.

When performing a Budget Status by Account, instead of navigating through the
hierarchy of the financial system, we go directly to the account we want information

about.

The picture that follows outlines the “path” you will take when you go directly to the
account level to begin a query. You will take a similar path in Exercise 6.
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Exercise 5

In this exercise, you are looking for travel and expense reimbursements for an
employee. Specifically, you are looking for airfare expenses for Mark Zeese. This will
appear as an invoice.
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ACTION (YOU DO)

SYSTEM RESPONSE (Comments)

From the drop down menu select
Budget Status by Account.

Create a New Query
Type Budget Status by Account v

N

Click Create Query.

Make sure that the following options
are marked:

I Adopted Budget ¥ Yearto Date

I Budget Adjustment ¥ Encumbrances
v Adjusted Budget | Reservations

I Temporary Budget [ Commitments

I Accounted Budget I Available Balance

Save Query as: |

™ Shared

Confinue |

»

Click Continue.

o

Set the following parameters:
Fiscal year: 2004

Fiscal period: 12

Commitment Type: All
Comparison Fiscal year: None
Comparison Fiscal period: None
Chart of Accounts, type: 1

Fund number, type: 199999
Organization number, type: 59999

You are looking at fiscal period 12
because it is the current fiscal period.

This time, we will include the account
type “travel”. Type 77 in the account
type field.

Locaton
Fund Type
Accourt Type

il

The account type for travel is 77, which
can be found in Appendix B, Account
Codes.

\‘

. Click Submit Query.

In the FY04/PD 12 Year to Date
Column, for the airfare account, click
482.40.

See the following illustration
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ACTION (YOU DO) [ SYSTEM RESPONSE (Comments)

Query Results
Account Account Title FYV04/PD12 Adjusted Budget g G F04/PD12 Commitments FY04/PD12 Awvailable Balance
07T Travel 5,000.00 0.00 0.00 5,000.00
77010 Airfare 0.00 482.40 0.00 (482.40)
TF0Z0 Conference Fees .00 675.00 0.00 (B75.00)
TF020 Ground Transportation 0.00 72.00 000 (72.00)
TT040 Incidentals 0.00 467.76 0.00 (467.78)
77050 Lodging 0.00 1,592.64 0.00 (1,592.64)
TTOB0 Meals 0.00 349.52 0.00 (349.52)
77080 Travel Package 0.00 127.33 0.00 (127.33)
Repaott Total (of all records) 5,000.00 3,766.65 0.00 1,233.35
9. In the resulting Document List, click | The “I” in this document code indicates
on 10000243 to see the Travel and that this is an invoice. See Appendix C for
Expense Invoice details for Mark a list of codes.
Zeese.
Document List
Transaction Date Activity Date  Document Code YendorTransaction Description Amount Rule Class Code
May 15, 2004 May 18, 2004 10000248 Workman, Teresa R 262 50 NN
May 15, 2004 May 18, 2004 Feese, Mark Alan. 21980 INNI
Report Total (of all records): 432 40
10. Click on the Document Code A screen showing the invoice containing

10000243 . the airfare charges appears. The
illustration below shows an example of
Select Document the travel and expense report, including

Detail Transaction Report airfare
Document Type: Imvoice Commitment Type: All
Document Code: Description: Zeese, Mark Alan.
Transaction Date: 15-May-2004
Invoice Header
Invaice Sub# Purchase Order Invaice Date  Trans Date Payment Due  Total
10000243 1 Mery 15, 2004 Many 15, 2004 May 15, 2004 1,186 81
Complete hd Approwed i Wendor Iny T&E 03/21-04/04
Open Paid: [a] Suspense: M Hald: ¥
Credit Memo: N Cancel Date: Recurring 2]
1099 Tax ld: 1099 Wendor: M Ineame Type
Accounting Commodity Level
Wendor 360477 Mark Zeese
52403 Barnford Drive
South Bend, IN 488374410
Collscts Tax Collects Mo Taxes
Discount Code:
Currency:
Invoice Commodities
ltern Cormmodity Description
1 Wiash DC JEHT Found; ATCA case & ASIL Annl Mtg
P O ltern UM Tax Group TolOwverride Final Pt Last Row Suspense
[}
Approved Disa Add] Tax Met
Amount 116,21 oo ol 00 1,186.21

Invoice Accounting
Seqi# COA FY Index Fund Orgn Acct  Prog Aoty Lacn Proj

Bank MSFSusp M3FOwr Approved Disc Tax Addl Met
1 1 04 192933 53933 77010 a9

st M M 21390 00 00 00 219.90
z 1 04 192933 539933 77050 a9

At M M 2g1et 00 oo 00 281.61
] 1 04 199933 53933 77020 a9

At M M ZEOOD 00 00 00 280.00
4 T 04 199999 59999 77040 EE]

st M M 10810 00 00 00 10810
s 1 04 192298 59292 77060 EE)

st M M 820 00 00 00 8.20
53 1 04 192298 59292 77040 EE)
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ACTION (YOU DO)

SYSTEM RESPONSE (Comments)

11. Click on the Budget Queries link at

the bottom of the page you were just
viewing.

[ Budget Quenies | Encumbrance Query | View Document |

This will take you straight to the Create a
New Query page.

Exercise 6

In this exercise, you are looking for the journal voucher associated with the postage
account expense for postage charges for a mass mailing done for you by the Malil

Distribution center.

ACTION (YOU DO)

SYSTEM RESPONSE (Comments)

1. From the drop down menu select
Budget Status by Account.

Create a New Query

Type Budget Status by Account v

2. Click Create Query.

3. Make sure that the following options
are marked:

™ Adopted Budget ¥ Yearto Date

™ Budget Adjustment ¥ Encumbrances
v Adjusted Budget | Reservations

™ Temporary Budget [ Commitments

™ Accounted Budget ™ Available Balance

Save Query as: |

[~ Shared

Confinue |

4. Click Continue.

5. Set the following parameters:
Fiscal year: 2004
Fiscal period: 12
Commitment type: All
Comparison Fiscal year: None
Comparison Fiscal period: None
Chart of Accounts, type: 1
Fund number, type: 199999
Organization number, type: 59999

You are looking at fiscal period 12
because it is the current fiscal period.
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ACTION (YOU DO)

SYSTEM RESPONSE (Comments)

6. This time, we will include the account
number. Click on the Account button
to search for the postage account
code.

Organizagon

Grant

Account

T

Program |

This function allows you to look up your
account information from the parameter
page of the Budget Query tool by

clicking on the appropriate white button.

7. In the Title Criteria box, type:

Postage%

Chart of Accounts

1 v

—

Account Criteria

Maximum rows to return | 1

“%” is the wildcard character that
replaces any unknown. This function is
case sensitive, and all search terms
should begin with a capital letter.

8. Click Execute Query.

The Code Lookup results appear.

Note that although there are two codes
listed in the results, only one is an
expense code — 71212. The other,
56345, is a revenue account, according
to the defined account codes (see
Appendix B). All codes beginning with a
“5” are revenue accounts.

A

Code lsokup
reaults

Tile  Accou
Postage 56345
Postage T113
u

E B

maEher sy

code

= {0 refum th

mt

9. Click on the expense code for postage
71212.

This will take you back to the
Parameters page where the account
code will be automatically added to the
account box.
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ACTION (YOU DO)

SYSTEM RESPONSE (Comments)

Fiscal year: 2004

I Include Revenue Accounts

Save Query as:

I~ Shared

Submit Query

Fiscal period:

Commitment Type: All ~

12|

Comparison Fiscal year: | None ~| Comparison Fiscal period: | Nope +

10. Click Submit Query.

11. In the FY04/PD12 Year to Date
column, click 364.58.

See the following illustration.

Query Results

Account  Account Title
71212 Postage

Report Total (of all records)

100.00 000
( 100.00) 0.00

Download All Ledger Celumns ‘ Download Selected Ledger Columns |

FY04/PD12 Adopted Budget FY04/PD12 Budget Adjustment FY04/PD12 Temporary Budget FY04/[gMPREEREYES FY04/PD12 Encumbrances FY04/PD12 Available Balance
0.00 364 58 0.00
0.00 ( 364.58) 0.00

(264 58)

12. In the resulting Document List (see

the following illustration), click on
MDO040001 to see the Journal

Voucher summary for mail
distribution postage charges.

A two-letter code describes where each
charge to the account originates. In this
case, “MD” stands for Mail Distribution.
See Appendix C for a list of codes.

Report Parameters
Organization Budget Status Detail Report

Period Ending Jun 30, 2004
As of May 24, 2004
Chart of Accounts: 1 Notre Dame

May 08, 2004  May 14, 2004 TR0t
May 07,2004  May 07, 2004 J0D00019
Apr30,2004  May 07, 2004 JOD00D18
Report Total (of all records)

Available Budget Balance: ( 264.58)

Summary Year to Date Transaction Report

Fund: 189998 University Administration Program:
Organization: 59999 Notre Dame: Activity:
Account: 71212 Postage Location:
Document List

Mail Distribution
Mail Distribution Charges

Commitment Type: All

All
All
All

Transaction Date Activity Date  Document Code Vendor/Transaction Description Amount Rule Class Code
Mail Distrib Postage Charges ~ 260.36 FT01

57.22FT01
47.00 FT01
364.58
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ACTION (YOU DO)

SYSTEM RESPONSE (Comments)

13. Click on the Document Code
MDO040001.

Select Document

Detail Transaction Report
Document Type: Joumal Document Commitment Type: All
Document Code: Description
Transaction Date: 08-May-2004

Mail Distrib Postage Charges

A screen showing the actual Journal
Voucher entries appears. The illustration
below shows an example of a Journal
Voucher for Mail Distribution postage
charges.

View Document

Journal Voucher Header

Journal Voucher Accounting
Seq# Description

1 Mail Distrib Postage Charges

Total of displayed sequences

BudPd Curr Doc Ref Accr Bank
COAFY Pd Rucl Index Fund Orgn Acct Prog Actv Locn Proj Total D/C NSFOvr NSFStatus

1 0411 FT01 199999 5999971212 99
2 Mail Distrib Postage Charges
1 0411 FT01 175000 58999 54032 91

52072

Journal  Sub# Status Trans date Activity date User ID Doc Total
MD040001 Posted May 08, 2004 May 14, 2004 MGEGLIO
Document Text

Deposit

26036 D N
260.36 C N
520.72

14. Click on the Encumbrance Query
link at the bottom of the page you
were just viewing.

[ Budget Queries | Encumbrance Query | View Document ]

This will take you straight to the
Encumbrance Query Parameters page.

Encumbrance Query

By performing an Encumbrance Query, you can view all of the encumbrances (open or
closed and committed or uncommitted) associated with your budget.

Exercise 7

In this exercise, you will look for all of the open encumbrances for fiscal period 12 of

2004.
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ACTION (YOU DO)

SYSTEM RESPONSE (Comments)

1. Set the following parameters:
Fiscal year: 2004
Fiscal period: 12
Encumbrance status: Open
Commitment Type: All
Chart of Accounts, type: 1
Fund number, type: 199999
Organization number, type: 59999

See the following illustration to check your
parameters.

Fiscal year 2004 v

Encumbrance Status | Open

Commitment Type | Al

Fiscal period

2. Click Submit Query.

You will see a report of all open
encumbrances for this fund and
organization for the 12" fiscal period. You
can look at the Purchase Orders by
clicking on the hyperlinked PO numbers.

Report Paramefers

Organization Encumbrance Status Report

Open Encumbrance Summary by Document, Account Distribution
Period Ending Jun 30, 2004
As of May 19, 2004

Chart of Accounts 1 Notre Dame
Fund Code 199999 University Administration Program Code Al
Orgn Code 59999 Notre Dame Activity Code All
Account Code Al Location Code Al

Commitment Type All

Query Results

Another Query

Account Document Code Description Original G E E Year to Date Current Commitments % Used Cmt Type
72001  P0000013 RHK Technology, Inc. 649.20 00 00 00 649.20 om v
72001 P0000016 Affymetrix, Inc 332.33 0o 00 00 332.33 oo u
72001 P0000017 GovConnection 871.40 00 0o 0o 871.40 oo u
72001  P0000091 Office Depot 2146 00 00 00 2146 o v
Report Total (of all records) 1,874 39 00 00 00 1,874 39 00

3. Click on the Budget Queries link at
the bottom of the page you were
just viewing.

[ Budget Quenes | Encumbrance Query | View Document |

This will take you straight to the Create a
New Query page.
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Computations

The Budget Query tool allows users to add calculated columns to a query. You may
add, subtract, multiply, divide, or calculate a percent of any two ledger columns. You
can name the calculated columns and choose where they should be displayed. These
columns may be removed or saved with the query.

Exercise 8

In this exercise you will compare two fiscal periods, fiscal periods 10 and 11, and
perform a computation that will allow you to see how much money you spent on
supplies during the month of May (fiscal period 11).

ACTION (YOU DO)

SYSTEM RESPONSE (Comments)

From the Create a New Query drop
down menu, select Budget Status

by Account.

Create a New Query
Type Budget Status by Account v

no

Click Create Query.

Make sure that the following options

are marked:
™ Adopted Budget ¥ Year to Date
™ Budget Adjustment v Encumbrances
v Adjusted Budget I Reservations
I Temporary Budget [~ Commitments
™ Accounted Budget ¥ Available Balance
Save Query as: |

[~ Shared

Confinue |

B

Click Continue.

o

Set the following parameters:
Fiscal year: 2004

Fiscal period: 10
Commitment Type: All

This time, you want to compare two
fiscal periods, so set the following
additional parameters:

Comparison Fiscal year: 2004
Comparison Fiscal period: 11

This function will allow you to see two
fiscal periods side-by-side to compare the
two months.
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ACTION (YOU DO)

SYSTEM RESPONSE (Comments)

7. For Chart of Accounts, type: 1
Fund number, type: 199999
Organization number, type: 59999

8. In the Account box, type: 72001

This is the Supplies account code. Since
you know you want to look at Supplies
expenses, you can go directly to the
Supplies account by typing in that account
number. You can search for account
numbers by using the Account Lookup tool
or by clicking on the Account button on the
parameters page of the budget query tool.

Charl of Ascourts M ndes | ]—
Organizaion W Locaton ’—
M ’— Fund Type ’_
Account W Accourt Type ’_
Prograrm ’—

9. Click Submit Query.

You will see eight columns this time
instead of four: the Adjusted Budget, Year
to Date, Encumbrances, and Available
Balance columns for both period 10 and
period 11.

Query Results
Account Account
Title

FY04/PD10 Fyo4/PD11

Adjusted Budget Adjusted Budget to Date
20,000.00 20,000.00
30,000.00 30,000.00

T2001  Supplies
Report Total (of all
records)

Download All Ledger Golurmns ‘ Download Selected Ledger Colurnns

FY04/PD1I0 Year FYO4/PD11 Year FY04/PD10
to Date

F¥04/PD10 Fv04/PD1 1

Awailable Balance  Awailable Balance
29,128.60 27,937 4¢
28,123 80 27,937 4¢

F04/PD11

Commitments
1.874.29
1.874.29

Commitments
g71.40
871.40

Save Query as

™ Shared

Compute Additianal Calumns for the query
Column 2
~ | |FY1004 Adopted Budget

Column 1
F¥10/04 Adopted Budget % | |plus

Perform Computation

Operator

Display After Column Mew Column Description

~| | FY10/04 Adopted Budget  »

10. In the Compute Additional
Columns for the Query section,
from the drop down menuin
Column 1 select FY 11/04
Available Balance.

Since you are determining the monthly
spending for May (period 11), you start
with period 11.

11. From the Operator drop down
menu, select minus.

12. In Column 2, select FY 10/04
Available Balance.

13. From the Display After Column
drop down menu select FY 11/04
Available Balance.

This will place the new column as the last
column on the right.
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ACTION (YOU DO) SYSTEM RESPONSE (Comments)
14. To name the new column you are See the following illustration to check your
creating, in the New Column entries.
Description field type: Monthly
Spending.

Compute Additional Columns for the query
Column 1 Operator Column 2 Display After Column New Column Description
F¥11/04 Awvailable Balance % | minus S FY1004 Available Balance % | |FY1184 Available Balance v | |Monthly Speﬂding\

15. Click Perform Computation. The query results are returned with the
new column and computed information
(see the following illustration).

Query Results

Account Account Title FY04/PD11 Adjusted  FY04/PD10 Adjusted FY04/PD11 Yearto FY04/PD10 Yearto FYO4/PD11 FY04/PD10 FY04/PD11 Available  FY04/PD10 Available  Monthly

Budget Budget Date Date Encumbrances Encumbrances Balance Balance Spending
72001 Supplies 30,000.00 30,000.00 188.12 0.00 1.874.30 871.40 27,937 49 29,128.60 (1,191.11)
Report Total (of all 30,000.00 30,000.00 188.12 0.00 1,874.39 87140 27,937 49 29,128.60 (1,191.11)
records)

Saved Queries

The Saved Query function allows you to save the parameters of queries that you do on
a regular basis. Then you can just choose the query from the Saved Query list to see
the results without having to reenter all the information.

Two types of queries may be saved. A "Personal” query is retrievable only by the user
who created it. A "Shared" query is retrievable by any user. Although the Budget Query
tool does allow users to share queries, it is suggested that you do not use this feature
because you cannot chose with whom you want to share the query. By default, you are
sharing with all users of the system.

Exercise 9

In this exercise, you will save the query (with computation) that you just created and
then retrieve it.

ACTION (YOU DO) SYSTEM RESPONSE (Comments)

1. In the Save Query As field, type Test will be the name of this saved query.
Test
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ACTION (YOU DO)

SYSTEM RESPONSE (Comments)

2. DO NOT check the Shared box to
share the query.

Downlead All Ledger Columns | Dewnlead Selecled Ledger Columns |

I Shared

In this case, if several people tried to save
the query as a shared query with the name
Test, you would be overwriting each other.

3. Click on Save Query.

Your query, with the computation, is now
saved.

4. To retrieve your query, click on the
Budget Queries link at the bottom
of the page.

[ Budget Quenes | Encumbrance Query | View Document |

This will take you straight to the Create a
New Query page.

5. From the Retrieve Existing Query
Saved Query drop down menu,
select the query called Test.

Create a New Query

Retrieve Existing Query
Saved Query

Type Budget Status by Account b

Test (Personal) |+

None
June (Personal)

Test (Personal

6. Click Retrieve Query.

7. Click Continue.
Query Test (Personal) refrieved

Select the Operating Ledger Data columns to display on the report

I Adopted Budget ™ Year fo Date

[ Budget Adjustment ¥ Encumbrances
i Adjusted Budget I Reservations

™ Temporary Budget ™ Commitments

I” Accounted Budget & Available Balance

Save Query as:

I Shared

Confinue

You will just click to advance through the
next two screens, since all of the required
information will be automatically populated
by the saved query.

8. Click Submit Query.

This will pull up the saved query you were
working with earlier, complete with the new
computed column (see the following
illustration).
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ACTION (YOU DO) [ SYSTEM RESPONSE (Comments)

Query Test (Personal) retrieved

:V If Grant information is queried, all refrieved data is Grant Inception to Date. Othen
access must enter a value in either the Organization or Grant fislds as well as the

:P You may select a Fiscal Period and Year to compare to the required Fiscal Peri

Fiscal year: 2004 ~| Fiscal period: 10 v

Comparison Fiscal year: 2004 +~ Comparison Fiscal period: | 11 v

Commitment Type: All v
Chart of Accounts ’17 ’7
Fund 189959 y [
Organizafon Locaion ’—
M [ FudType ]_
Program ’7
I Include Revenue Accounts
Save Queryas:|
I~ Shared

The resulting query should be exactly the
same as it was when you originally saved
it (see the illustration below).

It is possible to change the parameters of
a saved query to get different results. For
example, you could change the Fiscal
period to 11 and the Comparison Fiscal
Period to 12 to find the monthly spending
for the month of June.

Query Results

Account Account Title FY04/PD11 Adjusted FY04/PD10 Adjusted FY04/PD11 Yearto FY04/PD10 Yearto FY04/PD11 FY04/PD10 FY04/PD11 Available  FY04/PD10 Available  Monthly

72001 Supplies
Report Total (of all
records)

Budget Budget Date Date Encumbrances Encumbrances Balance Balance Spending
30,000.00 30,000.00 188.12 0.00 1,874.39 871.40 27,937 49 29,128.60 (1,191.11)
30,000.00 30,000.00 188.12 0.00 1.874.39 871.40 27,937 49 29,128.60 (1.191.11)
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Downloading Budget Information

It is possible to download the information from a query to Excel. You can download
either all the ledger columns or selected columns by simply clicking on the Download
All Ledger Columns or Download Selected Ledger Columns buttons.

71212 Postage 100.00 100.00

71257 Professional-Computing 0.00 0.00
71285 Telecommunications- 800.00 800.00
Line
71287 Telecommunications- 1,000.00 1,000.00
Toll
72001 Supplies 30,000.00 30,000.00
Screen fotal (97,000.00) ( 97,000.00)
Running total ( 97,000 00) ( 97,000 .00)
Report Total (of all records) ( 100,000.00) ( 100,000.00)
Next 15>
Download All Ledger Columns Download Selected Ledger Columns

View Document

0.00 0.00

104.22 7.00
850.50 0.00 0.00 0.00
519.20 519.20 0.00 0.00
32168 32168 0.00 0.00
148 62 0.00 1,852.93 87140

( 24,166.46) (17.791.68) (1,852.93) (871.40)

( 24,166.46) (17.791.68) (1,852.93) ( 871.40)

(26,970.39) (18,641.16) (1,852.93) (871.40)

The Budget Query tool also provides you with the option of just viewing a document. In
order to use this feature, you must have a document number, since there is no search
function. The types of documents you can view include purchase orders, journal
vouchers, encumbrances, invoices, and cash receipts.

Exercise 10

In this exercise you will view a specific purchase order, PO000012. You are able to use
this feature because you know the actual number of the purchase order you want to

view.

ACTION (YOU DO)

SYSTEM RESPONSE (Comments)

1. Click on the View Document link at

the bottom of the page you were
just viewing.

[ Budget Queries | Encumbrance Query | View Document ]

This will take you straight to the View
Document page.

2. From the Choose Type drop-down
menu, choose Purchase Order.
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ACTION (YOU DO)

SYSTEM RESPONSE (Comments)

3. In the Document Number field, type
P0000012.

Choose type: | Purchase Order
Submission#:

Display Accounting Information

= Yes o Na

Display Document Text

All & Printable

View docurment ppraval history

- Docurnert Murnber | [Pocoooiz

Change Seq#

© None

4. Click View document.

You will be able to see the complete
purchase order PO0O00012 (see the
following illustration).

View Document

Invoice Header

Invoice Sub# Purchase Order Invoice Date  Trans Date  Payment Due Total
10000140 1 P0000012  May 07, 2004 May 07, 2004 May 10, 2004 71.39
Complete: Y Approved Y Vendor Inv 112
Open Paid (o] Suspense: N Hold N
Credit Memo: N Cancel Date: Recuring: N
1099 Tax Id 1099 Vendor: N Income Type
Accounting Commodity Level Matching:  Required
Vendor: 328547 Office Depot
Dept 56-4201550265
PO Box 182378
Columbus, OH 43218-2378
Collects Tax:  Collects No Taxes
Discount Code:
Currency:
Invoice Commodities
ltem Commodity Description

1 10 348037-Office Depot White Copy Paper, 8 1/2 x 11,
POlem UM Tax Group TolOveride Final Pmt Last Rev Suspense
1 CA F F N
Ordered Accepted Invoiced Approved  Disc Addl Tax Net
Quantity 2 2 2 2
Unit Price 2148 2146 2148 2146
Amount 4292 4292 42892 4292 00 00 004292
Invoice Accounting
Seq#COA FY Index Fund Orgn Acct ProgActv Locn Proj
Bank NSFSusp NSFOvr Approved Disc Tax Addl  Net
1 1 04 199999 5999972001 99
XV N 4292 .00 .00 .00 4292
Total of displayed sequences: 4292
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Summary

The new financial management system provides you with access to a variety of financial
information. You can:

use the account translator to find your FOAPAL using your current budget unit
information or use the account access feature to find the accounts to which you
have access

view your budget accounts by Budget Status by Organizational Hierarchy or
Budget Status by Account

perform a Budget Quick Query or an Encumbrance Query
do calculations between any two ledger columns
name the calculated columns and choose where they should be displayed

save queries so that you don't have to fill in the parameters each time you want
to perform the saved query

download your budget information to Excel
if you know your document number, you can view the document without having
to drill down through the transaction details.

Further Practice

If you would like to continue practicing with the budget tools, the training site at myND is

available at http://hornby.cc.nd.edu until July 1, 2004. You can also access the actual
production database at http://my.nd.edu.

Final Exercise

In this exercise, you will use the FOAPAL for your Budget Unit that you looked up in
Exercise 1. You will look at a comparison of the 10" and 11" fiscal periods of 2004. If
you normally work with unrestricted accounts, please use Exercise 11a. If you normally
work with restricted accounts, use Exercise 11b.
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Exercise 11a

ACTION (YOU DO) SYSTEM RESPONSE (Comments)
1. Click on the Budget Queries link at | This will take you straight to the Create a New
the bottom of the page you were Query page.
just viewing.

[ Budget Quenes | Encumbrance Query | View Document |

2. From the Create a New Query drop | (See the following illustration.)
down menu, select Budget Status
by Organizational Hierarchy.

Create a New Query

Type Budget Status by Organizational Hierarchy %

w

Click Create Query.

B

Make sure that the following options
are marked:

Select the Operating Ledger Data columns to display o

[ Adopted Budget | Year to Date

[” Budget Adjustment ¥ Encumbrances
v Adjusted Budget | Reservations

[ Temporary Budget ™ Commitments

™ Accounted Budget W Available Balance
Save Query as: |

™ Shared

Cenfinue

o

Click Continue.

6. Set the following From this point on, the graphics you see on
Fiscal year: 2004 your screen will not match the graphics in this
Fiscal period: 11 document. They should be similar, but they will
Commitment Type: All be unique to each person’s account
Chart of Accounts, type: 1 information.

Comparison year: 2004
Comparison period: 10 The following illustration shows an example of
Fund number, type: the Fund a completed query.

number for your account
Organization number, type: the
Organization number for your
account

Check the box for Include
Revenue Accounts (if applicable).
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ACTION (YOU DO)

SYSTEM RESPONSE (Comments)

Fiscal year: 2004

Comparison Fiscal year: | 204 +

Commitment Type:
Chart of Accounts

Fund

anizafion

Org
Grant l—
Acoount l—
Program l—

tLLLLL

W Include Revenue Accounts

Figcal period: 1|+

Comparigson Fiscal period: | 17 +
w
Index

I

Loca:i-on

Fund Type

il

Account Type

Save Query as: |

™ Shared

|

Submit Query

7. Click Submit Query.

Your query results are returned (see the
following illustration).

Report Paramefers
Organization Budget Status Report
By Organization
Period Ending May 31, 2004
As of May 21, 2004
Compared to Apr 30, 2004

Chart of Accounts 1 Notre Dame Commitment Type All

Fund 199999 University Administration Program All

Organization 59999 Notre Dame Activity All

Account All Location All

Query Results

Organization FYO4PD11  FYOAPD10  FYO4PDI1  FY04/PDI0  FYO4/PDI
Title Adopted Adopted Budget Budget Temporary

Budget Budget Adjustment Adjustment Budget
59999 Notre Dame (100,000.00)  ( 100,000.00) 0.00 0.00
59999 Rollup (100,000.00)  ( 100,000.00) 0.00 0.00

Download All Ledger Columns. ‘ Download Seleced Ledger Columns.

——

Save Query as

I Shared

FY04/PD10 FY04/PD11  FY04/PD10  FY04/PD11 FY04/PD10 FY04/PD11 FY04/PD10
Temporary Yearto Date Yearto Date Encumbrances Encumbrances Available Available
Budget Balance Balance
0.00 0.00 (34,108.41) (18,641.16) (1,874.39) (871.40) (84,017.20) (80,487 44)
0.00 000 (3410841) (18,641.16) (1,874.39) (871.40)

8. Drill down to the account level by
clicking the number under
Organization in the Query Results
section.

The Account Level query results appear (see
the following illustration).
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ACTION (YOU DO)

| SYSTEM RESPONSE (Comments)

HMotre Dame Information ¥siem

Crpanisticn Badget Sakan Apori
By Bonioeant Typs
Paricd Eading My 31, 3834
An gl Mg 1, 54
Caraparid i A 30, 1004

Chet of Arprinis | Hobs Do Corrnieen Tass A

Fasl 1D Laborily i s Prog e A
Opanmce SEEES Moins Dames Rty A
Aceourt a Loeaton Al
Cusry Brauty
Aol Al FY8aRDH Friafim  PYWFN PYE(al  PYouei
Tvps  TypaTie Adoped Basigel Adonind Budget Betpal Busip Tesmporar
Aduriren] Adgusiment Hirdigedt
B R
M Lobat 50 009,00 £4.000.00) 300 100
b (EIOBGOD) (¢ 5ACEE 1 HD
B Tramskn
SES Fllap 10,00 0§ 15 00 0 Jii i
Dol 1 Logis s Divwossi Socit Loger Comrves |
e |

VENU ETE WS ¥
PYHEME FYFDD FYFDE Fsaeon FYsaFDm FYsFI Frefim
Terporary e Dol Ysari Do Enoumbuonces  Enarconoes  Aalae Aadae
Bt Balars Baiarws
LY 100 [ 2TEER | nad 0 017
Iy PO f 43500 1 1,57 5 17140y 45 07 B
3.0 BOO (34 1BE4) 547 11,504 38 [FR i1

Drill down to the account type by
clicking on 70 (Non-Labor) under

Account Type.

The following illustration shows an example of
a comparison of two fiscal periods. You can
see the differences in the encumbrances from
Period 10 to 11 and the difference in the
available budget.

MNotre pame Ir‘lfﬁrrriatinn System

Bemomal information  Finarss

Repert Farameburs
Crganiatisn Budoet Hates Aeposy
By Acsaust Type
Feriod Ending May 11, 2384
A of Nay H, 2H4
Gormpaned 1 Apr 3, 004
et of focounty | Kotre Do Cioreraimeand Typo A1
Fund 199933 Linymety Ad et Program Al
g el S99 Mokns Dame Hethaly Al
LSS Al Levsion Al
ey e
Aopmart Acoousd Type FYPOMY  EYRPMD PP EV(PO0 V(PO
Trpe Tile Adcoind Advgpiad Ensciged Casogt Tarmpanrg
Eudpal Buxdpat A pastmiend #ad prrent By
1 Seppher ond LR LR LRLE LRl Ly
Enperen
14 Trane [ i B, B0 [ {1 nm
TE  Repar and (&5 | & 000 00 1 200
Mainksriance
o Cepl 40 £ 4,500 DO L D a0
THRolep 50 1 S0UBE0 O 080 i) [ 1]
Dowelond Al Ledies Dolamas Divwsicnd Boiesded Liviger Goharere

PO EYRPON PYAEDNE BN =] EYDLFLA  EYDLFmD
Tamgary Yoo Do ¥oario Dode  Encenbronces  Cncenbroncse  Sradatls Franlobla
Budgsi s Ealeren
110] 1350.35) 2L 1 BFa (RPN (EAETE (EIT
100 1Ry R e e} 10 noo 1243 3 LEZET)
[ [0 310} [0 o] 0oo {2 DD Dely { 2 DO [y
iJii) 100 ijii) iiei) noo ¥ D0 [y # 08 [y
D00 | 13425 Y 2153 T 1.RTa 30 i BT 40
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Exercise 11b

ACTION (YOU DO)

SYSTEM RESPONSE (Comments)

1.

Click on the Budget Queries link at
the bottom of the page you were
just viewing.

| Budget Quenes | Encumbrance Query | View Document |

This will take you straight to the Create a New
Query page.

From the Create a New Query drop
down menu, select Budget Status
by Organizational Hierarchy.

Create a New Query

Type Budget Status by Crganizational Hierarchy %

w

Click Create Query.

»

Make sure that the following options
are marked:

™ Adopted Budget ¥ Year to Date

I Budget Adjustment ¥ Encumbrances
v Adjusted Budget [ Reservations

I~ Temporary Budget [~ Commitments

I~ Accounted Budget ¥ Available Balance

Save Query as: |

[~ Shared

Confinue

o

Click Continue.

Set the following parameters:
Fiscal year: 2004

Fiscal period: 11
Commitment Type: All
Comparison Fiscal year: 2004
Comparison Fiscal period: 10
Chart of Accounts, type: 1
Fund number, type: 209999
Organization number: 59999

This is the training sample grant fund.

See the illustration below to check your
settings.
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ACTION (YOU DO)

| SYSTEM RESPONSE (Comments)

Fiscal year:

Commitment Type:
Fund
Organizafen

Gran

LLL

Account

d

Program

Comparison Fiscal year: | 2004«

2004 +| Fiscal period: 1 v
Comparison Fiscal period: |10+
Al v
’1_ Index l—
[es0s  Adiy |—
o | Laokn | li
[ FundType [
[ [ conrye [T
,7

™ Include Revenue Accounts

Save Query as: |

™ Shared

|

Submit Query

7. Click Submit Query.

The query results screen appears (see the
following illustration).

Report Parameters
Organization Budget Status Report
By Organization
Period Ending May 31, 2004
As of May 27, 2004
Compared to Apr 30, 2004

Chart of Accounts 1 Notre Dame: Commitment Type All

Fund 209999 Grant from Dept. of Energy Program All
Organization 59999 Notre Dame Activity All
Account All Location All
Query Resulfs
Organization Organization ~ FY04/PD11 Adjusted FY04/PD10 Adjusted FY04/PD11 Yearto FY04/PD10 Yearto  FY04/PD11 FY04/PD10 FY04/PD11 Available FY04/PD10 Available
Title Budget Budget Date Date Commitments Commitments Balance Balance
50990 Notre Dame 0.00 0.00 6,085.69 0.00 0.00 0.00 (6.985.69) 0.00
59999 Rollup 0.00 0.00 6,985.69 0.00 0.00 0.00 (6,985.69) 0.00

8. Under Organization in the Query
Results section, click 59999.

This will drill down to the account level.

Report Parameters
Organization Budget Status Report
By Account Type
Period Ending May 31, 2004
As of May 27, 2004
Compared to Apr 30, 2004

Chart of Accounts 1 Notre Dame Commitment Type All

Fund 209999 Grant from Dept. of Energy Program All

Organization 59999 Notre Dame Activity All

Account All Location All

Query Resulfs

Account Account Type  FY04/PD11 Adjusted FY04/PD10 Adjusted FY04/PD11 Yearto  FYO4/PD10 Yearto  FY04/PD11 FY04/PD10 FY04/PD11 Available FY04/PD10 Available

Type Title Budget Budget Date Date Commitments Commitments Balance Balance
50 Revenue 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
80 Labor
70 Non-Labor 0.00 0.00 6,985.69 0.00 0.00 0.00 (6,985.69) 0.00
80 Transfers

59999 Rollup 0.00 0.00 6,985.69 0.00 0.00 0.00 (6,985.69) 0.00
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ACTION (YOU DO)

SYSTEM RESPONSE (Comments)

9. Under Account Type, click on 70

This will drill down to the account type.

(Non-Labor).
This following illustration shows an example of
a comparison of two fiscal periods. You can
see the differences in the encumbrances from
Period 10 to 11 and the difference in the
available budget.
Query Results
Account Account Type Title  FY04/PD11 Adjusted ~ FY04/PD10 Adjusted ~ FY04/PD11 Yearto FY04/PD10 Yearto FYO04/PD11 FY04/PD10 FY04/PD11 Available  FY04/PD10 Available
Type Budget Budget Date Commitments Commitments Balance Balance
" Supplies and 0.00 0.00 3,346 0.00 0.00 0.00 3,346.37) 0.00
Expense
yid Tra’jel 0.00 0.00 639.3 0.00 0.00 0.00 (3,639.32) 0.00
78 Repair and
Maintenance
79 Capital
70 Rollup 0.00 0.00 6,985.69 0.00 0.00 0.00 (6,985.69) 0.00
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Appendix A: Fiscal Years and Fiscal Periods

Fiscal Years

In the Budget Query system, each fiscal year is represented by a single year (such as
2004) versus two years like you are accustomed to in the budgeting process (e.g., fiscal
year 2003-04). When choosing the fiscal year for a query, use the conversion chart
below to determine the fiscal year that corresponds with the fiscal year you wish to view.

Fiscal Year (per ND budget process) Fiscal Year (in Budget Query tool)

2003-04 (July 2003-June 2004) 2004
2004-05 (July 2004-June 2005) 2005
2005-06 (July 2005-June 2006) 2006
2006-07 (July 2006-June 2007) 2007
2007-08 (July 2007-June 2008) 2008

Fiscal Periods

In the Budget Query system, each fiscal period is represented by a number. The start of
the fiscal year, July, is fiscal period 1. When entering the report parameters for a query,
use the conversion chart below to determine the fiscal period that corresponds to the
month you wish to view.

Fiscal Period | Fiscal Period
January 07 July 01
February 08 August 02
March 09 September 03
April 10 October 04
May 11 November 05
June 12 December 06
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Appendix B: Account Codes

In this system, each type of account is represented by a specific code. The following
table provides a partial list of these codes.

~ Account | Sub-Account B

50 — Revenue 51 — Tuition and Fees

52 — Endowment Income

54 — Other Revenue Sources
55 — Investment Income

56 — Sales and Services of Auxiliary Rent
58 — Other Sources

59 — Contributions

5A — Grants and Contracts

60 — Labor 61 — Salaries and Wages

65 — Bendfits

70 —Non Labor 71 — Supplies and Expense

77 —Travel

78 — Repairs and Maintenance
79 — Capital

80 — Transfers 83 — Transfers
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Appendix C: Document Codes and Posting Codes from
Campus Unit or External Charges

Document Codes

When viewing documents within your budget, each document that is not a posting from

a specific campus unit begins with a single letter code describing what the document is.
The following table provides the three major document codes.

Document Code Document Type

I Invoice
J Journal Voucher (general)
P Purchase Order

Posting Codes

When viewing charges from campus units in budgets, each posting begins with a two-
letter code that describes where the charge originates. The following table provides
some of these codes.

Posting Code Campus Unit from which charge originates
AB Airborne Express

BK Bookstore

FC Facilities

FS Food Services

HS Health Services

IM Impressions

MD Mail Distribution

PC Pro-Card

PY Payroll

SA Student Accounts

TC Telecommunications

NOTE: An updated list of posting codes will be available on the Controller’s Office web
Ste.
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Appendix D: Troubleshooting

No data retrieved
No data at all in
columns
Or
Zeros appear in
columns

Symptom | Possible Causes/Solutions

Fund number incorrect

Organization number incorrect
Account number/account type incorrect
Fiscal year incorrect

Fiscal period incorrect

You do not have access to the account

Response from system —
“Query retrieved no records”

Fund number incorrect

Organization number incorrect
Account number/account type incorrect
Fiscal year incorrect

Fiscal period incorrect

Data that appears is not the
data you expected to see

Fund number incorrect

Organization number incorrect
Account number/account type incorrect
Fiscal year incorrect

Fiscal period incorrect

No hyperlinks in the columns

Using the budget Quick Query, which does
not have drill down capability

Selected incorrect report elements (e.g.,
chose commitments instead of
encumbrance)

Search for accounts using the
search button yields no results

Account types and account codes are case
sensitive (must start with a capital letter)
The % sign is used as a wild card, which
can be placed in front of, in back of, or both
in front and back of a word to search for
account (for example, %Supplies%
searches for any account containing the
word “Supplies”).

Search for accounts shows
numbers with 4 digits and 5
digits

The account number structure is
hierarchical, with the five -digit numbers
being the data entry level. Other numbers
(such as those with fewer digits) are
intended for roll-up reporting .
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Symptom | Possible Causes/Solutions

Document total for a journal - Due to fund/org security in the financial
voucher or an invoice is system, you may see only one side of the
different than whatyou general ledger entry, but the document total
paid/received reflects the entire entry. For example, if you

pay for mail distribution charges, you will
probably only see the debit to your account,
but the document total shows twice the
amount. The document total is showing the
debit plus the credit for that transaction.
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