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ARC™

Reporting for Inquiry Only Roles
This is the Reporting for Inquiry Only Roles course within the Reporting curriculum.

For information on how to navigate through this course using ARC's web-based training tool
(WBT), click here for a quick reference guide.

Reporting

Reporting for Inquiry
Only Roles

1.5 hour

o

2. ARC Overview
5 minutes

-~ @@/

4. Budgeting

2 minutes

—

6. Introduction to
the New Reporting
Solution

2 minutes

8. Reporting
Security
2 minutes

Y

10. Using
Inquiries
10 minutes

r : ™y
12. Using
Financial

Reports

\ 15 minutes

14. Training and

Support
2 minutes

1. Intreduction to
the Web-Based
Training Tool
3 minutes

N
3. The Chart of
Accounts
20 minutes

N~/

T
5. Project

Costing
3 minutes

| —

™y
7. Reporting
Tools
5 minutes

|

oy
9. Reporting
Environments

5 minutes
N

11. Using
Queries
10 minutes
——

N
13. Reporting
Resources
3 minutes

After completing the Reporting for Inquiry Roles
Only course, you will be able to:

MNavigate through a course in the web-based training
tool

Understand key ARC terminology

List the ARC meodules in scope for the ARC system
and identify their primary functions

.

.

Understand Columbia University's new Department
Structure

Understand the components of the new reporting
solution and how it differs from the current model

Understand the purpose and function of the new
reporting tools

.

Define key reporting terminelogy such as queries,
inguiries, and canned reports

Understand how access to data is controlled by
ChartField and Department security

Access the ARC Portal and understand how the
content is organized

.

Mavigate to inguiry pages in ARC and run online
inquiries

MNavigate to query viewer in ARC and run online
queries

Run reports from the ARC Portal and drill down into
transactions

.

| S
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Introduction to the Web-Based Training Tool

This is the Introduction to the Web-Based Training Tool lesson of the Reporting for Inquiry Only
Roles course. Upon completion of this lesson, you will be able to:

o Navigate through a course in the web-based training tool
o Learn the different functionalities of the web-based training tool and how to interact with
the tool

Estimated Time to Complete Lesson: 3 minutes
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Overview of the Web-Based Training Tool

The web-based training tool used for ARC training is Oracle's User Productivity Kit (UPK). This
lesson will teach you how to successfully navigate through a course in the tool. You will also
learn how to utilize the different teaching functionalities within the tool, including the See It!, Try
It!, and Print It! modes.

The panel on the left-hand side of the training course window displays the course outline and the
search box. The course outline is organized in a hierarchical fashion with the course title at the
highest level, the lessons in the intermediate level, and the topics at the lowest level.

Highest

Level

Intermediate

Lesson 1

Level

Lowest
Level

For a quick reference guide on how to use the web-based training tool, click here.

Page 4



ARC™

Previewing the Course Outline
The course outline appears on the left panel of the course window. This panel shows all lessons
and topics available within the course.

Training Guide

Reporting for Inquiry Only Roles

To expand the course outline, click on the plus signs next to the course and lesson titles.

Click the plus sign
next to the course title
to view all lessons

—)

Click the plus sign
next to each lesson
title to view topics

o2 COLUMBIA UNIVERS

| @ pros -
o| @ Generai Lesger Transacuons
4| @ Project Costing

—)

Use the scroll bar
to view all content
in the outline

® I LARC'
@ Ways of Organ

hartF|
@ Cratfield Detinmons

To collapse the outline, click on the minus signs next to the lesson and course titles.

In addition to the course outline, the left panel also includes a search box to help users find
lessons and topics containing a specific keyword or phrase.

P

S Yintroduction t

0 ARC

It is recommended that users take the web-based course in the order that it is shown on the outline
- from top to bottom.

The expanding functionality will allow you to start a course, leave your computer, and then when
you come back, navigate directly to where you were.
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Previewing the Concept Pane

The concept pane is the area that appears on the right section of the course window. This panel
contains information in the form of text, graphics, and/or hyperlinks to documents or web pages.

Within each lesson, multiple topics may be available. A topic is denoted with a paper icon or a
purple book icon (see below). Topics denoted with a paper icon have a recorded simulation that
will teach you how to perform a transaction in the ARC system. Topics denoted with a purple
book icon do not have a recorded simulation and are meant to serve as additional context in the
lesson. There are three ways a recorded topic can be previewed in: See It!, Try it!, and Print It!
modes.
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See It!, Try It!, and Print It! Modes

There are three ways to experience a recorded topic: See It!, Try It!, and Print It!. It is
recommended that users utilize each method in the order they appear from left to right.

(»)seers ~ {'_"j Tyt ¥  [E print 1t

Clicking this icon Clicking this icon
launches the Try It! launches the Print
mode, which allows It mode, which
the user to perform the allows the user to

selected task ina display linked
documentation in
the form of

Transaction Steps.

Clicking this icon
launches the See It!
mode, which enables
the user to learn about
the selected topic by
watching an animated
demonstration of a

simulated environment

with simulated data

Follow the instructions

task being completed.

provided to complete

\ the task. )

Player Help

The Help menu in the course window provides access to the Player Help system and tutorials.
The Player tutorial provides guidance on the general features of the training tool and tutorials on
the See It!, Try It!, and Print It! modes.
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ARC Overview

This is the ARC Overview lesson of the Reporting for Inquiry Only Roles course. Upon
completion of this lesson, you will be able to:

e Define ARC and other key terminology
o Describe the scope and benefits of the new ARC system
e Identify the legacy systems that are being replaced with ARC

Estimated Time to Complete Lesson: 5 minutes
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How ARC Supports Financial Activities
How ARC Supports Financial Activities

ARC assists the University in tracking all financial activities. ARC itself is a series of modules
including the General Ledger, Commitment Control (mainly used for budget tracking), Project
Costing (mainly used for sponsored and capital projects) and the Procurement modules.

ARC performs numerous critical functions, including:

o The ARC General Ledger is the financial book of record for the University. All financial
activity must be fed to the General Ledger so that it can be tracked and reported.

e ARC Commitment Control (also referred to as “Budget Checking” or “KK”) is used to
monitor budgets

e ARC Project Costing is used to track and aggregate project-related costs

e ARC Procurement is the primary system for procuring and paying for goods and services

e ARC receives feeds from the other financial systems (big and small) so that it can be the
one combined source of financial information across the University

1. This diagram shows the major components within ARC, an integrated system where
procurement and project costing feed into the general ledger.

E-PROCUREMENT/
FURCHASING

ARC GENERAL
LEDGER

= <
ACCOUNTS PAYABLE

Commitment Control (KK)

KK includes budget
PROJECT COSTING checking &

I 2 encumbrance

2. This image shows a number of current systems that support our Procurement modules in ARC.

management

Page 9



Training Guide

Reporting for Inquiry Only Roles MC‘

o
Vendor Management
Weh Form
Electronic Document
Management
E-PROCUREMENT/
PURCHASING %
NEES || T
ARC GENERAL 4
LEDGER P-Card, Physiclan Sales &
ACCOUNTS PAYABLE Service. Staples
B——1— 5
7 =
@
MANY OTHER
EXTERMAL FEEDS
Commitment Control (KK)

KKincludes budget

PROJE! OSTING checking &
encumbrance
management

3. This image shows a number of our systems that feed directly into ARC's general ledger.

—
ADVANCE (GIFTS &
ENDOWMENTS)
STUDENT INFO
SYSTEM (SIS)
E-PROCUREMENT/
PURCHASING
ARC GENERAL = <>
INFO ED (GRAMNT PRE- LEDGER ACCOUNTS PAYABLE
AWARD SYST) / ,___-E-.L
- = ] roff
=\ ==

PATIENT CARE FEEDS

Commitment Control (KK)
KK includes budget
PROJE! OSTING checking &

encumbrance
MANY OTHER management
EXTERMAL FEEDS

4. This image shows the integration between ARC and PAC/LA (for payroll transactions) and
FFE (for cash management, the budget tool, and time entry).
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PEOPLE@COLUMBIA FINANCIAL FRONT
/LABOR ACCTG END (FFE)

« Budget Tool
) + CashModule
= - « ZT time entries, ete.

1

b

E-FPROCUREMENT/

= PURCHASING
ARC GENERAL = ==
LEDGER ACCOUNTS PAYABLE

o | 4

Commitment Control (KK)

KK includes budget
PROJE OSTING checking &
encumbrance
management

5. This final image shows all of the major feeds of information into ARC to capture the
University's business and financial activities.

ADVANCE (GIFTS & PEOPLE@COLUMBIA FINANCIAL FRONT

ENDOWMENTS) JLABOR ACCTG END [FFE) Vendor Managsmsnt

+ Budget Tacl Web Farm
o + CashModule
T + ZT time entries, etc. ﬁ

Electronic Document
Management

E-PROCUREMENT! -
PLRCHASING e

P-Card. Physiclan Sales &
Service, Staples

— 5
I [
= 4
MANY OTHER
EXTERNALFEEDS
]

-

STUDENT INFO
SYSTEM {515)

INFO ED [GRANT PRE-

AWARD SY_ST%
PATIEMT CARE FEEDS

% E Commitment Control (KK
PROJECT COSTING
MANY OTHER
EXTERNAL FEEDS

Il |82
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The Building Blocks of ARC
The Building Blocks of ARC:

In order to understand ARC, it will help to have an understanding of the building blocks used to
track Columbia University's financial activities. These building blocks are listed below, and each
is described further in the following section:

The General Ledger and Subledgers
Funding Sources and Fund Balances
The Chart of Accounts and ChartFields
Ways of Organizing ChartFields
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The General Ledger and Subledgers

Notably, some of the terminology in ARC looks like terms that we used in our previous
accounting system (FAS), but in ARC they mean different things. This training session will focus
on what the terminology means in ARC.

One example is GL (General Ledger) and SL (Subledgers) - in FAS these referred to types of
accounts. In ARC, the terms mean something different. General Ledger and Subledger are
defined for ARC below. We will teach you where to find the information that was in GL and SL
accounts later in this lesson.

e In ARC, the General Ledger refers to the central ledger that receives all the summary
information from the subsystems (or Subledgers)

e The Subledgers are modules in ARC or can be external systems that feed ARC.
Generally, Subledgers are transaction systems that feed summarized transaction
information to the General Ledger.

ACCOUNTS PAYABLE STUDENT INFO SYSTEM
er—r— (SIS)
? Az »
=4
The AP Module in ARC SIS is an Integrating
is a “Subledger” System “Subledger”
ARC GENERAL

LEDGER
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Funding Sources and Fund Balances
Funding Sources and Fund Balances

Because the University receives certain funding that has restrictions, the University must keep
track of how those restricted funds are spent and how much of is left at any given time.

To make this as transparent as possible, the University segregates and keeps track of the different
types of funding sources according to the level of restrictions. These major categories of funding
sources are called "Funds" in ARC. Here are examples of different kinds of Funds:

Unrestricted Funds

Faculty Practice Funds

Endowment and Similar Funds

Gift Funds

Plant Funds

Government and Non- Government Grants
Agency Funds

Within each category of Fund, the University may receive distinct sources that need to be tracked
separately. For example, within Gift Funds, we may have distinct gifts from Mr. Smith and Mr.
Jones that each have different restrictions. In ARC, we will establish a separate “Project” for the
Smith gift and the Jones gift so we can track their expenses separately. Each specific funding
source will have a Project in ARC, and each Project is associated with a category of Fund.

For each Project, we can track revenues, expenses, and the fund balance. The fund balance is the
cumulative difference between revenues and expenses over the life of the project. In any given
year, revenue minus expense equals the change in the fund balance. The change in fund balance is
added to the beginning balance, and the result is the ending balance for the year.

A simple diagram of this is as follows:
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i Revenues & Expenses
i All Prior Years

Revenues & Expenses
June 30, 2011 '
June 30, 2012 ) i
Revenues & Expenses h ) -
June 30, 2013
h P
Revenues 3200 F D
Expenses (3,100) h
MNet Chg 100 h

Fund Balance Beg 7 600
Fund Balance End 7,700

In FAS, the Fund Balance Statement would have been referred to as the “GL Account” and the
Revenues & Expenses would have been referred to as the “SL Account”. We are not going to use
the same terminology in ARC, but the concepts are the same, where we are looking at the Fund
Balance and the Change in Fund Balance to get an idea of what the funds have been spent on, and
how much is left.

In ARC, there are two ways you can spend from a specific Project. You can either have your
own, in which case you are responsible for the fund balance of that Project, or you can be given a
budget allocation from someone else’s Project — in which case you are mainly responsible to
spend within the allocation you have been given. For example, your department may be
responsible for the Smith gift (the Smith Project), but you may allow another department to spend
from that Project to achieve the goals outlined by Mr. Smith. We'll explain more about how you
can do this later in the training.

Please note the University’s Operating Overdraft Policy
(http://policylibrary.columbia.edu/operating-overdraft-policy) and remember that to support the
financial integrity of the University and assure that we are operating in a fiscally responsible
manner, it is the policy of the University that no academic, research, or administrative unit should
have an overdraft in any operating account at the end of the fiscal year.
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The Chart of Accounts

This is the Chart of Accounts lesson of the Reporting for Inquiry Only Roles course. Upon
completion of this lesson, you will be able to:

Understand what is changing from the current state and why

Map FAS components to ARC ChartFields

Define ChartFields such as business unit, account, fund, and department
Understand Columbia University's new department structure

Estimated Time to Complete Lesson: 20 minutes

D

/ Chart of Accounts

Finance Procurement

AT

General Ledger

AT
C D |

Commitment Accounts
Control Payable

\‘_____/\_‘____/

A | Ty
N A M~ A

Project Costing P-card

~_ | ~

Reporting

Financial Data Store
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What is a Chart of Accounts?
What is a Chart of Accounts?

We have described how Fund and Project can help identify and categorize financial activity.
There are other identifiers of financial activity in the system, and we will describe them here.
Essentially, every transaction in ARC needs to have proper identifying information accompany it
so we can reflect it correctly in our books and records, and report consistently across the
University.

The Chart of Accounts refers to how we will organize our financial information. We will use
categories called ChartFields - "Fund" and "Project” are two of these new ChartFields. Other
examples of ChartFields are "Department™ and "Account" (in ARC, "Account" refers to
categories of revenue and expenses; we used subcode for this purpose in our old system).

All together we have 11 ChartFields and each ChartField has a defined purpose and contains the
list of values a user can choose from to organize and label financial transactions and balances.
Together, the values you choose for each of the 11 ChartFields form a "ChartString". A
ChartString is simply the combination of ChartFields chosen for any given transaction.

Below are the 11 ChartFields that make up Columbia University’s new Chart of Accounts.

The digit next to each ChartField on the diagram below represents the ChartField length. For
example, Business Unit values are 5 characters long (e.g. COLUM).

innn

..............

Fund Type
trapiaces Ledyer 1)
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What the ChartFields Tell Us About a Transaction
Each ChartField tells us something about a transaction:

Business Unit

Department

PC Business
Unit

Activity

Segment

rrrrrrrrrid

The legal entity that owns the transaction
What we purchased or received
Where the transactions took place in the University

What type of project (capital, sponsored or general)

What the specific funding source is

The work breakdown of the funding source

What program or activity took place
Where it took place

By/for whom activities are conducted (e.g. faculty member)

The category of funding source; indicates the level of
restriction on the funds used

The University mission it relates to (e.g. research)
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What's Changing?

The FAS Chart of Accounts does not equal ARC's Chart of Accounts, but many FAS components
are used in the new Chart of Accounts with a different (or similar) name.

The following diagram shows how FAS components are translated into ARC's ChartFields.

Account + Hardcoded Attributes

s A

DeptiSubl ™
SubCode Ledger MaGc'-m Sub coLine | BUlEing
o or BUMU

Formany GL/SL Accounts, the mapping will be straightforward

PeopleSoft
m Account I::;:::{
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Business Unit
Business Unit is the legal entity for which financial statements are produced.

The following table describes the traits of the Business Unit ChartField in ARC:

Business Unit

Definition and Purpose The legal entity for which financial statements are produced

Required for Columbia University ~ Required on all transactions

Length / Format 5 / Alpha-numeric

Examples COLUM - Columbia University
CUHCI - Columbia University Healthcare
AGENC-Other Agencies

Previously Tracked in FAS Only one legal entity in FAS. Other entities were tracked as agency
accountsin the 9 ledger.

Key Impacts + Business Unit will default on all transactions and can be changed
as needed
+ Each entity can be maintained in its own Business Unit
Benefits + Abilityto report separately on legal entities for management,

financial, and compliance reporting

Ability to report in native currency for country-specific reporting
requirements and in US dollars for consolidation

Ability to consolidate legal entities as needed

Secures data by business unit
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Account

Account is used to capture the natural classification of a transaction.

The following table describes the traits of the Account ChartField in ARC:

Definition and Purpose

Required for Columbia University
Length / Format

Examples

Previously Tracked in FAS

Key Impacts

Benefits

Used to capture the natural classification of a transaction (Asset, Liability, Net
Assets, Revenue, Expense)

Required on all transactions

5 / Numeric

Begins with:
1=Assets
2 = Liabilities
3 = Fund Balance
4 = Revenue
5 = Salaries and Fringe
6 = OTPS (Other Than Personnel Services)
7 = Internal Transfers

10002 — CU Payroll
68355 — Medical Supplies
65200 - Domestic Travel

FAS Account Control and Subcode

Similar to the current usage of FAS Account Control and Subcode

Eliminates the difference between Account Control & Subcode numbering
structures

Consistent usage facilitates enterprise-level reporting

Provides an opportunity to organize and rationalize Account classifications
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Department

Department is the hierarchical breakdown to track financial activity within the organizational
structure.

The following table describes the traits of the Department ChartField in ARC:

Department

Definition and Purpose The hierarchical breakdown to track financial activity within the
organizational structure

= Valid values can be limited to true organizational units and can be
rolled up to higher levels on a tree

Required for Columbia University Requiredon all transactions
Length / Format 7 / Alpha-numeric

Examples 550000X - School of Law
7003302 — CMC Controller’s Office
120110X - FAC Capital Project Management

Previously Tracked in FAS The department/sub-department/sub-sub-department structure or
Business Unit/Management Unit attributes of an FAS Account

Key Impacts + Organization structure may change to better reflect the University's

hierarchy

Reporting and budgeting can be reported at different levels as needed

= Ability to detail organizational structure in one ChartField, unlike FAS
department, sub-department, sub-sub department and BU/MU

» Department, in combination with other ChartFields, will be used to
secure access to data

Benefits + Allows multiple levels of management, budgeting, and reporting by
organizational structure

Merges the financial and budget reporting organizational hierarchies
(elimination of the differences between BU/MU and department/sub-
department structures})
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PC Business Unit
Project Costing (PC) Business Unit is the high-level project type owning the list of Project ID's.

The following table describes the traits of the PC Business Unit ChartField in ARC:

Project Costing (PC) Business Unit

Definition and Purpose The high-level project type owning the list of Project IDs

Required for Columbia University  Required on all transactions
Length / Format 5/ Alpha

Examples SPONS - Sponsored Projects
CAPTL - Capital Projects
GENRL- General Projects

Previously Tracked in FAS N/A
Key Impacts * Required whenever a Project ID is keyed
+ Existsin transaction tables but does not post to the GL ledger
table
Benefits + Can restrict certain projects from collecting costs in the Project
Costing Module
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Project
Project associates expenses with a specific funding source.

The following table describes the traits of the Project ChartField in ARC:

Definition and Purpose Assaciates expenses with a specific funding source.
Projects are set up for the following reasons:

Funding is externally restricted in purpose or time
Funding is unrestricted or internally restricted and is of a
significant nature (e.g., used to fund several uses) and for which
fund balance is carried forward
Project to date reporting is required and is different from fiscal
year reporting

OR
Project has a defined beginning and end

Required for Columbia University ~ Reguiredfor revenue, expenses, and retained earnings balances
Length / Format 8 / Alpha-numeric

Examples GT002849 - RM Smith Gift
UR006117 - Cost Share NSF Grant
EN004125 — Jones Fellowship

Previously Tracked in FAS Tracked within a FAS Account

.

When a transaction with a Project is keyed, a PC Business Unit
and Activity are required

Key Impacts

Benefits Allows P&L and Fund Balance tracking by funding source
Provides ability to report spend and revenue to Project Owner
(e.g. Principal Investigator(P1))

Project attributes capture information required for reporting
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Activity
Activity is a work break down structure for the associated Project.

The following table describes the traits of the Activity ChartField in ARC:

Definition and Purpose A work-break-down structure for the associated Project

Required for Columbia University  Required on all transactions
Length/ Format 2 / Alpha-numeric

Examples Smith Gift PC Business Unit: GENRL
Smith Gift Project: GT002849
Smith Gift Activitiy: 01
Smith Gift PC BU/Project/Activity: GENRL-GT002849 -01

NSF Grant PC Business Unit: GENRL

NSF Grant Project: UR006117

NSF Grant Activity: 01

NSF Grant PC BU/Project/Activity: GENRL-UR006117-01

Jones Fellowship PC Business Unit: GENRL

Jones Fellowship Project: EN004125

Jones Fellowship Activity: 01

Jones Fellowship PC BU/Project/Activity: GENRL-EN004125-01

Note: A project may have multiple activities {e.g. 01, 02, 03 etc)
Previously Tracked in FAS Tracked within a FAS Account

.

Key Impacts Required whenever a Project ID is keyed

Activity breaks down a specific project into additional detail by
purpose or period of time and does not stand alone (see examples
above)

Existsin transaction tables but does not post to the GL ledger table

.

.

Benefits Allows detailed breakdown of Project for robust project reporting
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Initiative
Initiative is used to capture expenses and/or funding sources.

The following table describes the traits of the Initiative ChartField in ARC:

Definition and Purpose Captures expenses and/or funding sources for either (a) shared or (b)
commonly defined programs across departments, schools or
campuses

Required for Columbia University ~ Only required for revenue, expense, and internal transfer
transactions

Length / Format 5/ Numeric

Examples 41116 - BUS MBA
10123 - FPO PH-Transplant
60104 - ARH Faculty Research
20007 - Law Cost Share

Previously Tracked in FAS Tracked within a FAS/SL Account; many SLs were set up to segregate
spending by initiative

Key Impacts + List must be centrally maintained to avoid conflicts
« Initiative is not required on all transactions, but will be required
for transactions that meet usage criteria

Benefits * Provides additional cross-departmental reporting
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Site
Site is a particular location.

The following table describes the traits of the Site ChartField in ARC:

Definition and Purpose A particular location (e.g., used to track profit and loss on a building or
an international location)

Required for Columbia University  Only required for Capital projects but should be used when applicable
Length / Format 4 / Alpha-numeric

Examples 6061 — FP Allen Pavilion Floor 1
6062 - FP Allen Pavilion Floor 2
6063 - FP Allen Pavilion Floor 3

Previously Tracked in FAS The building number attribute of an FAS Account, other country codes
not currently tracked

Key Impacts * Notrequired on all transactions
* Keyed when expense or revenue must be tracked to a specific
building or location
Benefits + Facilitatesregulatory and compliance reporting

Allows tracking of revenue and expense by building for real estate
reporting purposes

Tracks international spending for tax form 990 reporting purposes
Facilitates other reporting by location, e.g. faculty practice
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Segment

Segment captures expenses and/or funding sources at a detailed tracking level as determined
necessary by the Department/School.

The following table describes the traits of the Segment ChartField in ARC:

Definitionand Purpose Captures expenses and/or funding sources at a detailed tracking level as
determined necessary hy the Dept/School (examples include physicians,
faculty, etc.)

Required for Columbia Only required for revenue, expense, and internal transfer transactions
University
Length / Format 8/ Alpha-numeric
Examples 45000139 - CCO Faculty in Residence
12000003 — FAC Postdoctoral Housing
Previously Tracked in FAS Tracked within a FAS Account
Key Impacts Segment is not required on all transactions, but may be required by

departmental business process

Benefits « Defined by departments based on department-specific reporting needs
* Provides additional departmental reporting
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Fund
Fund is used to capture funding sources by high level category.

The following table describes the traits of the Fund ChartField in ARC:

Definition and Purpose Used to capture funding sources by high level category

* Provides Permanently Restricted, Temporarily Restricted &
Unrestricted net asset balances for financial statements

Required for Columbia University ~ This ChartField will default from other ChartFields

Length / Format 2 / Numeric
63 - Endowment Income - Temporarily Restricted (TR) Fund
25 - Private Grant and Contracts
01 - General Unrestricted Fund
» Definesfund as a broad source of funding (similar to FAS
ledger, but allows a further segregation of funding types)
= Allfunds may not map directly from FAS Ledger
« Specific fund values and level of detail determined based on
reporting requirements
« Allows entity-wide reporting on broad funding source
« Allows GAAP (Generally Accepted Accounting Principles)
Fund Accounting and reporting
* Enables balanced entries by Fund

Examples

Key Impacts

Benefits
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Function
Function is the categorization of expenses.

The following table describes the traits of the Function ChartField in ARC:

Definition and Purpose The categorization of revenues, expenses, and internal transfers
for all Profit and Loss (P&L) transactions. This is the
Consolidated Operating Budget (COB) line and the
categorization of functional expense on the Financial
Statements.

Required for Columbia University ~ This ChartField will default from other ChartFields

Length / Format 3 / Numeric

Examples 235 — Department Research
310 — Institutional Support
300 - Library

Previously Tracked in FAS The expense function / expense category code attributes of an
FAS Account

Key Impacts N/A

Benefits * Ease of reporting because Function is on the ledger

* Reduces the number of other ChartFields that need to be
opened just to have different functions
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The following table summarizes the eleven ChartFields and the FAS components they are

replacing:

Characters (length) Replaces Required on
transaction

Business Unit
(e.g. COLUM - Columbia
University)

Account 5
(e.g. 40000 - TUITION)

Department 7
(e.g. 0102102 - PRE Office of
the President)

PC Business Unit 5
(e.g. CAPTL — Capital
Projects)

Project 8
(e.g. CPOD1005 - AR
AUDITORIUNM)

Activity 2
(e.g. 01— AR AUDITORIUM)

Initiative 5
(e.2 41116 - BUS Master of
Business Admin)

Segment Max 8%

*UNIscan be fewer than 8
characters

(e.g. atj510 - Dr. Albert
Jones; 51000105 - BUS London
Intl Seminar

Site 4
(e.g. 1002 - BROADWAY
RESIDENCE HALL)

Fund 2
(e.g. 01 — General
Unrestricted Fund)

Function 3
(e.g. 010 — TUITION)

Legal entity for which
financial statements are
produced.

Used to capture the natural
classification of the
transaction. Accounts begin
with numbers 1-7:

9-Ledger

FAS Subcode /

1 = Assets

2 = Liabilities

3 = Fund Balances

4 = Revenue

5 = Salaries and Fringe
6 = OTPS

7 = Internal Transfers

Hierarchical breakdown to
track financial activity within
the organizational structure.
High level project type. There
are three PC Business Units
to select from:

- Capital

- Sponsored Project

Q General

FAS BU/MU,

Associates expenses with a GL Acct

specific funding source.

Projects are set up for the

fo\lowmg reasons:
Funding is externally
restricted in purpose or
time

- Funding is unrestricted or
internally restricted and is
of a significant nature
(e.g., used to fund several
uses) and for which fund
balance is carried forward

= Project to date reporting
is required and is
different from fiscal year
reporting

= Project has a defined
beginning and end

Work break down structure N/A

for the associated Project.

Used track financial activity
related to Academic Programs or
Business Activities.

FAS Account
Title; many SLs

Used to track components of
Academic Programs or Business
Activities, usually a person or
thing.

FAS Account
Title; many SLs

Building Number or Country
Code

FAS Building
Attribute

Fund Type FAS Ledger #

Categorization of revenues,
expenses, and internal
transfers for all Profit and
Loss (P&L}) transactions. This
isthe COB line and the
categorization of functional
expense on the Financial
Statements.

FAS Expense
Function

If you would like to print this table, click here.

Account Control

Dept, some SLs

Required on all
transactions

Required on all
transactions

Required on all
transactions

Required on all
transactions

Required on all
transactions

Required on all
transactions

Note: For fiscal year projects
the activity will always be 01,
Only required for
revenue, expense, and
internal transfer
transactions

*If the transaction
does not call for a
specific initiative, use
the undefined initiative
value: 00000

Only required for
revenue, expense, and
internal transfer
transactions

*If the transaction
does not call for a
specific segment, use
the undefined segment
value: 00000000

Only required for
Capital projects but
should be used when
applicable

This ChartField will
default from other
ChartFields

This ChartField will
default from other
ChartFields
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ChartString

When each ChartField is selected, the associated numbers/characters for that field are joined
together with other ChartFields to make up the ChartString. Each ChartField component has its
own number of characters. Joining these together creates a unique ChartString.

How ChartFields become a ChartString

| Thenumber of eharacters in the Chartfield

o n w n
] @
E g = & £
£ ] s E
g a3 H E
a g =
coLum o
Calumbia o
Universty V
40000
Tuman
0102102
PAE Office o the
President
01000001
A i e
i i Asminstration
CPO01005 10001
ARASDTORIM Payrs Suspense
[
AR AUDITERILY
For Demonstration Purposes Only
The ChartString for the selected ChartFields as seen on the Journal Lines page:
Lines Customize | Fin | # | %
Select Line  Unit Account  Dept PCBUSUnit  Project Activity Initiative segment site Fund  Funct

a 1 |anum Q |40000 Qy [0102102Q [cAPTL @ [cPootoo: fo1 @ [10001 @ (01000001 [1002Q [o1/Q [o10

Changing any of these ChartFields changes the ChartString, e.g. if account was 60010

Select Line ‘Unit Account _Dept PCBus Unit___Project Activity Initiative Segment Site Fund _ Funct

B 1 fcorum @ [sootofn [o102102Q [cAPTL @ [cPo0100:R, [04 Q [10001 @ [01000004Q, [1002Q [o1]® [010

For each ChartField, there is a detailed list of all the values that can be selected to label our
financial transactions and balances. ChartFields can be thought of as column headers in Excel,
where each transaction is a row that puts a set of values in each column, for example:

NATURAL ACCOUNT | DEPARTMENT FUND PROJECT INITIATIVE | SEGMENT | SITE FUNCTION
E2001-OFF | CE SUPPUES 2101115 UNRESTRICTED P1000X- GENERAL UNRESTRICTED | CONFERENCES ERp NEW YORK_| INSTRUCTION
E2002-7RINT&REPRODUGNG 21-01-115 UNRESTRICTED D1000X- GENERAL UNRESTRICTED | CONFERENGES ERP NEW YORK | INSTRUCTION

003-PAPER SUPPLIES 21-01-115 GIFTS D4300CK - SMITH GI FT CONFERENCES ERP NEW YORK_| INSTRUCTION
Elraemnnucma 10-14-110 UNRESTRICTED [1000X- GENERAL UNRESTRICTED | CONFERENCES ERP NEW YORK | INSTRUCTION
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Ways of Organizing ChartFields
Ways of Organizing ChartFields

ChartFields can be organized in ranges, attributes, and trees.

e Ranges - Each ChartField has conventions for assigning names and ranges to group
similar values together

e Attributes - Attributes categorize ChartFields for security, reporting, programming and
other purposes. A set of attributes is attached to each ChartField value (similar to
attributes attached to FAS Accounts) — for example, each Project has an “Owning
Department” attribute

o Trees - Trees are used to organize ChartField data into hierarchies which can be used for
security, reporting and managing organizational structure
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Department Trees
Department Trees

Trees are very powerful and we will show an example here by showing the University’s
Department Tree. There are at least 2,000 detailed department values that could be selected
under the Department ChartField. In order to make sense of this, we have built the Department
Tree for the University that consists of eight levels (or “Tree Nodes”).

As you can see, the Department Tree is a hierarchy. As an organization chart, it would look
something like this (through level 4):

Department Tree through Level 4

Level 1:

Total University Level 2:
Campus \

Unirersiy Academk Level 3:
01

Level 4: School /
Major Admin Unit

The following image shows how the Department Tree looks in ARC when it is expanded to a
detailed value within Columbia University Medical Center (CUMC):
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Favorites  Main Menu > Tree Mvanzqe( > Tree Viewer [

CUTOTAL >CUMCALL >CUMCSCH >750000X >75CL00X >754900X >754910X

> ]

Level 1: Total University

l=7 CUTOTAL - Total University
(3 GENUNIV - General University
(31 MS_ACAD - Momingside Academic Level 2: Campus
[ cumcaLL - cumc |

33 CUMCADM - CUMC Admin Level 3: Group

(3 75AD00X - P&S Administration
(3 75BS00X - P&S Basic Sciences

Level 4: School /
Major Admin Unit

00X - P& .
[3) 751000X - ANE Anesthesiology
(3 751200X - DRM Dermatology

(3 751400X - NBD Naomi Berrie Diabetes N
(31 751600X - HLM Harlem Hospital I.e\llel SiIReportmg
(%) 751800X - MED Medicine onlyroll-up

(%) 752200 - NSU NeuroSurgery
[3) 752400X - NEU Neurclogy

(3 752700X - OBG OBGYN

[ 753000X - OPH Ophthalmology
3 753200X - ORT Orthopaedic Surgery

(3 753400X - REH Rehab & Regenerative Med N
51 753600X - OTO Otolanyngology Level 6: Academic Dept /
[ 753800X - PAT Pathology Admin Unit

() 754000X - PED Pediatrics

(%) 754300X - PSY Psychiatry

(3 754700X - RNC Radiation Oncology

Level 7: Division

ﬁi Level 8: Detailed Department

549101 - 7549199
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Department Tree - Morningside Example
Morningside Department Example

Departments have been organized into ranges and trees to allow for growth and change. All
departments are 7 characters in length. Each character or group of characters represents a level
within the department tree.

For example, let's break down the Business School Language Center department, 51-60-108,
which is within the Professional Schools of the Morningside Academic Campus.

o 51 represents the level 4 School: Business School

e 60 represents the level 6 Academic Department / Business Unit: Centers and Institutes
o 10 represents the level 7 roll up value: Centers and Institutes

o 8 represents the level 8 detailed department value: Language Center

This example is further illustrated by the image below:

Level 2: Campus - The

Marningside range of numbers for
";:;“‘ Morningside Acacemic is
1 from 3569

Level 3: Group
- The range of
numbersfor
Professional
Schoals is 50-
59

Level4: Schoal / Major Admin Unit
~Departments within the Business
School begin with the number 51

0 SCH >510000X >51CT00X >516000X 51601
ind All Find
5 1 - 6 0_ 1 08 Level 1: Total University
N SR ) S 51 GENUNI - General Universily
Level 4 Level 6 Level 7 Level 8 {51 ART_SCI - Arls & Sciences (A&S)
Business  Centersand Rollup Language
sehoul | Inetitutes Contor ERO_SCh-Puessiond S
Major Admin Unit

(5 510000X - BUS Business

[= 5TCTO0X - BUS Centers, Programs & Insis Levels: Reporting.
=% 516000% - BUS Centers and In;tilytg;kt
= 5T50T0X - B d

only roll-up

Level 6: Academic Dept /
Admin Unit

Level 7: Division or roll up
Level : Detailed Department
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The Financial Cycle and ARC
The Financial Cycle and ARC

ARC and its integrating systems have been designed to support the University's financial cycle.
The components of the financial cycle are as follows:

Reports are run: / ‘ Budgets are entered by type:

Moni i . o Fiscal
* Monitor transactions / * Fiscalyear
* Trackbalances \ % * Sponsored Projects
* Generate financial § * Capital Projects
statements — * Other Projects

* Report to sponsors

Transactions take place, for
example:

* Revenues are received
* Payroll is run
* Goods/services are purchased

* Journal entries posted to allocate
costs, record transfers or accrue
costs as needed

The following lessons will discuss how ARC supports each component of the financial cycle:

e Budgeting
e Transacting
e Reporting
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Budgeting

This is the Budgeting lesson of the Reporting for Inquiry Only Roles course. Upon completion of
this lesson, you will be able to:

e Understand the overall budgeting process in ARC
o List the steps involved in the budget checking and error handling processes

Estimated Time to Complete Lesson: 3 minutes

Chart of Accounts

Finance Procurement

Y
N

General Ledger

Accounts
Payable

Commitment
Control

Project Costing P-card

~N_ | ~  “

Reporting

Financial Data Store
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Budget Process
There are different sources for the budget data that will be fed into ARC.

Fiscal year budgets are created in the Budget Tool

Capital Project Life budgets are created in Skire

Sponsored Project Life budgets are created in InfoEd

Other Project Life budgets (projects other than capital and sponsored projects, for which
reporting across fiscal years is helpful) are created in the Budget Revisions Tool

Revisions
Tool (Other
Project Life)

. Skire B InfoEd
{Capital Project S {Sponsored
i,  Life) - Project Life)
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Authorization to Spend

Budget data will be fed to ARC from the systems noted above, and captured in the Commitment
Control ledger.

This budget data will be important because ARC will check against it before transactions are sent
on to approvers in the system. Specifically, ARC will use Commitment Control to validate that
certain ChartFields were budgeted before allowing a transaction to proceed. Primarily, the
system will look to see that the combination of Department and Project has budgeted expenses
against it for that fiscal year.

In addition, for capital projects, ARC will prohibit any transaction that would push the total
cumulative spending over the approved project budget. This level of control against a specific
authorized dollar amount will only apply to capital projects.
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Budget Checking
Budget checking is the process of verifying whether a budget exists for a specific combination of

ChartFields.

As an example, remember the Smith gift. Before the department of Chemistry could spend on the
Smith gift, ARC will check to make sure that a budget exists for any amount of spending (even if
just $1) for Chemistry and the Smith Gift Project allowing any transactions to go through.

Was the right
combination of
Wish to spend $ departmentand
project budgeted?

=@ ==&

Create/ allocate
If not, can’t new budgetin
spend order to spend
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Budget Check Error Handling in ARC

If the transaction fails budget checking, an e-mail notification will be sent out to the transaction
initiator. The e-mail will come as part of the last batch process each day that identifies any
transactions that failed budget checking during that day.

Transaction fails Email notification sent
budget check nightly to initiator

BT

Initiator corrects

h
Viasthe ChartString coding

correct
ChartString
used?

Y

Initiator contacts

School/Dept to

create valid budget -
row and/or S
increase budget $

amount*

Budget Check l
Process Runs

School/Dept updates

budget in source
System

* Note: $ amount increases are only required for Capital Project life budgets
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Project Costing
This is the Project Costing lesson of the Reporting for Inquiry Only Roles course. Upon
completion of this lesson, you will be able to:

o Describe how Project Costing fits in the ARC solution

o Define Project Costing terminology such as project and activity
e Give examples of how project and activity are used in sponsored projects

Estimated Time to Complete Lesson: 3 minutes
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What is Project Costing?

Project Costing is a module of PeopleSoft Financials used to track and aggregate project-related
costs. Project Costing also provides a place to store additional attributes applicable to a single
project. It can be thought of as a repository of project information for budgeting, sponsored
billing, and reporting purposes.

Below you can see how Project Costing interacts with the other modules within ARC:

SAPO-SubAward
Purchase Order

Project and Activit
Attributes

Sponsored
Budgets
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What are Projects and Activities?

The Project ChartField represents the specific funding source and is required on all transactions.
Separate projects are generally set up where a separate fund balance must be tracked and carried

forward.

Unit

The Activity ChartField is always required. For Sponsored and Capital Projects, Activity further
defines a budget period or scope of work.

Business
Natural
Account
PG
Business
Unit
Project
Activity

Segment

The Controller’s Office will create a default Activity, unless otherwise specified, for all Projects

during the setup process.

Unit

Business

Natural
Account
PC
Business
Unit
Project
Segment
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Sponsored Project Example
Use of Project/Activity - Sponsored Project Example

A researcher at Columbia University gets a multi-year award with carry over restrictions from
National Institutes of Health (NIH). How could they use ARC to manage this award?
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Introduction to the New Reporting Solution

This is the Introduction to the New Reporting Solution lesson of the Reporting for Inquiry Only
Roles course. Upon completion of this lesson, you will be able to:

e Understand the components of the new reporting solution and how it differs from the
current model

Estimated Time to Complete Lesson: 3 minutes
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What is Reporting?

ARC and its integrating systems have been designed to support the University’s financial cycle.
Reporting is an integral part of this cycle since it allows users with appropriate security access to
monitor transactions, track balances, generate financial statements and report to stakeholders.

The new reporting solution refers to all information that can be accessed to assist you with your
financial responsibilities (budgeting, transacting, monitoring and analyzing).
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What's Changing?
Before, there were several different places where people accessed reports:

The new reporting solution streamlines the reporting environments into two repositories: ARC
and the University Data Store (UDS).

ARC Reporting

\

The University Data Store (UDS) is the new data warehouse repository, where data from ARC,
PAC/LA, Student, and Historical/Legacy system data will be stored.

Within the University Data Store (UDS) is the Financial Data Store (FDS). The Financial Data
Store (FDS) is a copy of ARC therefore, the data in FDS is up to a day old whereas data in ARC
is real-time.

Financial Data
Store

Dayold data
including ARC

GL/KK, AP, PO,
PC, LA,
Chartfields and
Trees
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Why Change the Way We Do Reporting?

The primary reason for changing the way we do reporting is the University’s new financial
system — ARC. Making changes will also improve reporting functionality. Some of these
improvements are:

o Real-time access to financial data
e Improved ability to drill down to source transactions that make up a summary line item
o Consistent data across reporting platforms

Please note that because access to data is real-time, in some cases, the reports may take longer to
return search results.
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Reporting Tools
This is the Reporting Tools lesson of the Reporting for Inquiry Only Roles course. Upon
completion of this lesson, you will be able to:

e Understand the purpose and function of the new reporting tools
o Define queries, inquiries, and reports
e Understand how these reporting tools are used and how they are changing from current

state

Estimated Time to Complete Lesson: 5 minutes
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Reporting Tools Defined

There are three major tools you will be able to use in the new reporting solution to access and
monitor data:

Inquiries: Online search engine used to view data on a real-time basis within ARC. While
financial reports are pre-defined, inquiries are dynamically generated based on user defined
search criteria.

Queries: A pre-built data request which represents common data needs. Queries deliver a
specified data set which can be retrieved without having to re-enter search criteria every time.

Reports: A pre-defined data request which represents common data intended for online viewing
and printing.
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Comparing Current State to Future State

The new reporting solution will streamline the reporting environments and reporting tools

available:
BT | T
Search for Transaction Modules Transaction Modules

transaction data

—]

(FFE, AP/CAR, PAC)

=

(ARC, PAC)

Queries

Ready-made data -
set

Extracts from Data
Warehouse

=

ARC Query Viewer
FDS Data Extracts

ARC Report Manager

{authorized users only)

L2

Pre-formatted /;“1‘ DARTR:&:;O':‘ZE Data I FDS Reports
reports : PAC Reports
Ad Hoc Queries
User-designed raw
ARC M
data request Data Warehouse - q“eF";S anager
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Future Enhancements

ARC™

The new reporting solution will provide the following enhancements to the existing reporting

tools:

e More queries to choose from
e Inquiries are easier to download

o Fewer places to go to access reports
e Ad hoc query tools provide additional flexibility (for authorized users only)

Enhancements in Future State

(authorized users only)

Yr  Fewer places to go
v  Easier to download
T —]

Y More to choose from

* Easier to create
‘M\ + Fewer places to go

N Y Same data source
Y Availability
* Flexibility
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Inquiries and queries are useful in instances when more information about a transaction or data

set is needed.

Both of these reporting tools are used to view data on a real-time basis within ARC.

Need more information about a
transaction or data set

) @&:" Go to Transaction Pages or Query
. - Viewer and select criteria

Y

- Results for search criteria are
returned

/\

Select transaction(s) for on-line review
(e.g., attachments)

Download all data that meets criteria to
aspreadsheet
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Inquiry Pages in ARC
Inquiries are available on specific transaction pages in ARC. That is, each type of inquiry has its
own page to enter search criteria and view results.

Below are a few examples:

Voucher Inquiry Page — Enter search criteria Voucher Inquiry Results

v H— ARC Online
AT ———

[osmecmauynesss
Voucher Inquiry [ W ]

e — [T ——— e R e——
COWM  cooise ITERPAGE VUCHERS G3VCH3 OVIBGOTE 001020001 Posate - ® —
ovwin w a o a COLUM 00000068 PO Recusmen 1301112011 OVIIZOIZ  0BGMNGOBO! Posible B owws B & UWPANOR.001
P Q a
oy Q a o oooons  ArcenPTIZSTER [T S——— LI ® r—
Ve 10 vser a
s tame Q Q TR — 02012 ototaonoor  posssie I, B |uwesworoo
Vendcama Q a
Vet a ) COWM 00000168 WTERFAGE VOUGHERS 00VGHRZ 0V1B01Z 0000030001 Posiable -~ s —
e Q Q
E o -
Vendctocaten a coum  coooozo en -, (- CRr——
o s =
5 5
e s 2
pRs——— 5 5
a
orem s
o a a Export to Excel
. a a
Conacts < W 0 ] 3
% busess vt a orAsptobe pormectios
urchseOrtn o At Pormestinis
© T e o wottenc [pomectine
e - 3 e ranes ot rtcabe ramertis
o hepicabe
Comecy L [y Ty
oot s v ] snete
ot s - T e or b
St e 0 gt Juouses E— —r—
= v wessencr
Vo somte T
Requisition Inquiry Page - Enter search criteria Requisition Inquiry Results
fovptes um—u Purcyaing - Recustins - Reren Requaten IGrmuten - Requators Fovqtes  Man teru > Purcizsng > Reaugtons . Revaw Requetion iformacen . Requstors
|Reauisition inquiry Line Details
[n— o Busness e coum Req 0: 000000002
Requsaonio: a Tafes a — R
[ a 3 ardSusaris
e sutus a Q Requstion Dte: ounsann2 Merchandie Amout 2000 UsD
Reester: ReaSas: aepros Pre Encumbrance Batance: oo uso
- . Wocuston Detaks e regi v 1 B 1 Do O
Requston Dte 5 oo TN )
et s Une sus  MemD  Owcnpion  Vendor®  tame o Merndneami | Mmoot
Ventort: A seacy =
iy o 1 rgproma Immn  Toomr  uneavENooR 10900 Excn 220 us0 o m
em Oescrovon:
Owarent:
o Can —
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All queries are accessible from a single page in ARC - Query Viewer.

Query Viewer Page

Favgrtes  Man Menu »|

Reportng Took > Query > Query Viewer

Query Viewer

Enter any information you have and click Search. Leave fields blank for  ist of all values.
SearchBY: cusytame  * gepnswin

Se8ieh o aavanced Search

Query Viewer — Enter query search criteria

Training Guide
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Fovtes | Wanpenu . Repornp Toos 5 Qugy » Queny Viewst G
Query Viewer

u Rp—

“Search B Run to Excel
o Cuntame v sagnowm e
Semeh ) savancad seach
Al - Je | List of Deleted Vouchers
Search Results
= 8 c 0 € F s

o e - g :
et Custenize | Fad (5| & 130032 0 gt 2
Qe tame: Descroten Oumer Foger il — 3 [D00O00TD _ Testng Male 41202012 T000000003 _ PRE 100,000
cu_up ez RPT 1042 Reportng Pucec HIM B ML Smeods  Ememe 4 (00000012 TestngRece 42412012 TOO0O00003  PRF 20,000
CU_AP_APPRV_FACLITES DeptApprovers orFackses  Pusic HTA Excel ML Schedule [Famorte 6 00000273 M8 4126/20120000038196  SC1 260000
CU_AP_BUDGET_GHECK_ERROR YOUCH Budgel Check Err vouchers _ Pubkc HTM Bl ML Smeode Faoe & fooooziz w17 42872012 70000038082 1 1250
(CU_AP_CHY_\NOR ALK Comeneg vengor Crosswat: Puzkc MIW oo ML Sheods Fame Bfocccozrs wts wana012 0000000160 501 s

Denied vouchers Puskc LW Bco L ooeods Faems . .

8 [ooo00z70 M1 425/20120000008195  SG1 5000
‘Listof Deleted Vouchers Pubic HIML Excel AL Schedule  Favome A 1A
9 fo0000260 M1+ 4262012°0000008198  SC1 4700.000

AP Voucher N CharFeidDes|Pubkc \TW Exe ML Smiods  |Emem i0 [oooouzee  wts 252012 00000%8184  SC1 7400000.000
CU_AP_ESCHEATED_Prins EschoaadPas ke MM Exel M Sdeass Emoms 11 [oooonas7 12 4252012 T000000003  SG1 463909099099 000
\CU_AP_INACTIVE_VHDR Inacie Vendars Pubkc MO Exel MM Schedule  [Fmere 12 (00000265 M10 { 561 000
CU_AP_INBOUND_VCHR_RECON AP Inbound Intertace Reconcle  Public UM el ML Schedvle  Favorle 13 00000264 Mo9. sc1 000
(CU_AP INFOED_VENDOR_LIST InoEavendors anaSponsors_ Puskc MW o L Smeos |6 @ foooonzes woe 52012 To00000008 801 2600000000000 000
CU_AP_WATCH_EXCEPTION VOUCHERS | AP-iaich Excepion Vouchers  Public HIW Excol MM Schede  Famwrle " %

20000221 M 0000037887

CUAP_HONVERFIED_CHTRL GRP  Non-Veriied Conrol Gious._ Puskc T Exsl ML Sowase e | il 42672012 € 87 S¢1 260000
\CU_AP_PATIENT_REF_DETAL PaeniRencs DealRecon Ptk MDA Excel QML Schoe [Emorte [E00000z20 | Mt Y2AN2 000000TEET__SC1 1250
‘CU_AP_PATIENT_REF_SUNNARY PatientRetuncs Summary Recon  Pukc HIML el ML Scheole | Favort | et UL ARSRNZI0N0003TBAT _|EC1 0830
Cu_AP_PCARD._DRILLEACK P-Cua SpendDnack Puic HIW Bl ML Smeads  Faa 18 foooonz1  M1z0 4252012°0000007887  SC1 5000

4232012 np_s12692
22012 np_stasez
2672012 np_mga161
412672012 np_mg2161
42672012 np_mg3161
412672012 np_mga161
442672012 np_mg161
2672012 np_mg3161
412672012 np_mga161
4262012 np_mga161
2672012 np_mga161
42672012 np_mga161
4126/2012 np_mg?161
2672012 np_mga161
262012 np_mgare1
42612012 np_mg161
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Reports
When running financial reports, you must specify the data parameters for certain fields.

Once a financial report is generated, you will often have the option to drill down into transactions.
Upon running a report, you will have several options such as:

e Review the report online

e Drill down into transactions

Export the report to Excel
Save and print the report

v A
ﬁequena Summary of specified

data parameters

Review,
download or

m [
print as is ey
cap Q\\
A 4
Drill down into balances by
ChartField

Download to a
spreadsheet

\ 4
Drill down into transactions or
oty payroll (if available)

* Drill down reports can also be run independently
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Once a financial report is generated, you can drill down into a transaction as seen below:

From the generated report you can run the associated ChartField Detail Statement Report

1

<Previous

Chartfieid Transaction Statement
[——

Chartfield Payroll summary Report

& Cowmsin Univirsiry

Columbia University

Payroll Detail Report

Hext Accounting Period >

Run Date: 572272012
Run Time: 2:50:16 Pid

Actuatfo Date Commitments
Prior Year Prior Year original Gurrent Balance Before pre- sudget swance
Fund Description Account _ Account Description ) ‘Acwal Budget Estimate Month Year Commiment  Encumbrance _Encumbrance vaiable % Used
I —— v T CRC) T W @) [ T T @mme %
01 GemUR  40SI0  APPLCATONFEES o o (@is7m) (w7 1197 (wn7en 16,050 o o 6 102%
01 GelUR 41100 GOVERMMENT REVENUE.FaA o 0 (8280753) ©2075) a2t 0S29300) @751.452) o 0 wmies) 2w
01 GeNUR 42100 PRIVATE GHCREVENVEFSA o o 6112109 121 b (103650) 6215763 0 0 ez1s1ey (1%
Total Revenue 0 o emiam WA (ANEeY  (@618.283) 1,283,144) 0 CIE T
0 GeWUR 50010 PROF (TENURED) o 0 s 750 w780 160,488 %7.780 77,900 0 0 7. %
01 GelUR 50020 ASSOCPROF (TEMURED) o 0 281348 261346 ) 023 281,108 o o 251,108 10%
01 GeUR 50100 PROF (NONTENURED) o 0 340000 240000 o 340000 0 0 10000 o%
01 GemUR 50110 ASSOC PROF (NONTENURED) o o 12684 124480 10,167 61,002 a2 o o a2 o
01 GeUR  S010  ASSTPROF 0 0 0 9758 axan 0 o et a
o1 ©i% NSTRUCTORGT) o o 70 w00 o o B o o o0 o%
0 S5 SPECIAL LECTURER 0 0 650 7650 e sm25 2825 o o Jms s
o1 50600 PROF OF CLI (TENVRED) o 0 152000 152000 1w 101,589 1001 0 0 s1401 P
0 SO610  ASSOC PROF OF CLI (TENURED) o 0 81 ss1e 7741 60021 e o o w1 %
o1 0700 PROF OF CLI (NONTENURED)FT o 0 w21 w3t 4001 0348 2570 0 0 25 %
0 U2 CLM PROF (NONTENURED) o 0 30000 30000 o o 30,000 0 o 20000 0%
o SOTI ASSOC PROF CLIN (NONTENURE-FT) o 0 15, 28950 15406 15118 2384 0 0 e s
ot S070  ASSTPROF OF CLN (T) o 0 273,181 273181 san 286364 7.257 o o T e
01 GeUR S22z ASSTCLINPROF ( o 0 18064 T9a4st 38380 198550 (128) 0 0 (25 100%
D GeWUR  SIED  PROFOFCLW(TENOFTILE) o o 25600 35600 2688 16118 19,481 o o 19481 P
01 GeUR  SIOOD  CLACALADDCOMP.AT 0 0 23706 27088 11,168 218 e 0 0 e am%
o Gemur  si00 00 ° 0 et 228 21273 1276% 1874 o o 1874 s
01 GeUR  SI00  OFFICEROF ADMSTRATON 0 0 6760525 6760525 4518 3024520 3736008 0 0 008 %
01 GelUR 5300 HOURLY PERSOMNEL o o 85010 ss 010 e 147 80151 o o a0,151 15%
01 GewuR  swon  OveRmE o 0 2300 2300 o3 5 @108) o 0 @) 2%
o gt e s
From the ChartField Detail Cotumbia Universiy
Statement you can drill Chartfieid Detail Statement
. . s of 123414
down into transactions
Prior Year ‘Original Current Balance Before. Pre. M\‘f“ Balance Central/ Owning Proj|
Function  Function Description Yo ‘Actual Budget Estimate Year Commitment  Encumbrance  Encumbrance vailable % Used Non-Central Department Typd
v Tomon v T senma  wenam [T v v I wW e 7ol o
010 Tumon 0 0 pezMs ez @uB1e) (1284165 0 0 (28t 6% 09 Ts0n0n Um
ot Tumon o o 2,780 2780 (ss500) a280) o o ez a0 st um
oo Tumon 0 o st s @IS @M9RI0) 0 o @usew) s 0 oo uw
o0 Tumon 0 0 aseos) 038080 o (@4 750) 08331) 0 0 (os3) e 09 7sov0r W
010 Tumon o o szams  @aseT o gswesn (14081239 o o Geomi2e)  s% 00 7R W
o0 Tumon 0 o 4 52) (e s52) o @B36s0) ©1:42) 0 o @32 w@% 09 Tonm uw
00 Fees 0 o ws sy 1w mzen 16,080 o o ®0S e 09 7so0r W
o0 GOVT GRANTS & CONT - NORECT 0 o ° o (a3 (190:3%6) 190358 0 o ase WA 03 Tster  uw
0s0 GOV GRANTS & CONT - NDRECT 0 0 (e103688)  ei00ese) (126970 (138805 (@764781) 0 0 @mazsn % 08 Tsotmn Uw
050 GOV GRANTS & CONT - NORECT 0 o cames e o o @amesn o o @imesn ox 0 st UM
o0 PRIVATE GRANTS & CONT - NOR 0 a 5052 asmss 168 (1w3gs0) 030,108 0 o w705 2% 63 Tsonen uw
080 PRIVATE GRANTS & CONT - NDR 0 o 2077087 2077087 o 241087 0 o 2am0s 0% 00 et Um
g O (e @erTiam)  Genen  @asezm @2 b B =)
s OTHER - NSTRUCTION & EDUC ADM 0 o 12425 124250 0 o 124250 0 0 420 0% 09 om0 uw
28 STUDENT SeRvicES 0 o 0 o 26 1523 823 0 o Gsey WA 00 et UM
28 GENERAL & FHANCIAL ADUN 0 o 20310 260310 690 106,142 184,168 0 o i1s468 0% 09 TS0ter uw
20 NSTRUCTION & FACULTY SUPPORT 0 o o o ) 8085 (6.055) 0 0 Gesss) WA 03 TSONON Um
25 (GEMERAL & FHANCIAL ADUN 0 o o o ese 74360 (74,380) 0 o a3k WA 0 TS UM
200 WSTRUCTION & FACULTY SUPPORT o o 0 o sass 73300 a3300) o o (330 WA 05 750101 UNR
ChartField Transaction Drilldown for the selected transaction
2 COLUMBIA UNIVERSITY Finances oata store
Columbia Universi
Chartield Transaction Drilldown
Ghartstring: COLUM - 01 - 7501101 - UR005349 - 50350 - 00000000 - - 910
Account __Account Descr Transaction Date Description POz Invoice ID__ Origin_ Voucher Type Voucher# _Checks Check Date AmountJournal ID
000 rion 20111291 I 5,440 CHVOO0UTET
Sub-Total 3440
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Reporting Security

This is the Reporting Security lesson of the Reporting for Inquiry Only Roles course. Upon
completion of this lesson, you will be able to:

e Understand how Department Security and ChartField Security controls what financial
data can be accessed when running inquiries, queries, and reports

Estimated Time to Complete Lesson: 3 minutes

Page 60



m Training Guide
Reporting for Inquiry Only Roles

Department Security

Access to financial data retrieved through inquiries, queries, and reports is governed in two ways:
which departments you should see as well as which ChartFields you should see.

Department security ensures that only authorized users will have access to run reports on specific
sets of data. For instance, if a user has security access to the Morningside campus departments but
does not have security access to the CUMC departments, then the user would not be able to run
reports for CUMC.

The department tree for Columbia University has eight levels. Security access can be assigned at
any level of the tree.

’Reporting Security and Department Trees |

Security access can be ﬂ
assigned at any level of the tree
T 1
-] -]
T 1
=
l_I ] [_[—|
= e
|
|
= 1=T=1-1=
p Con ———
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ChartField Security
ChartField Security

Summary Reports by ChartFields are special reports in the Financial Data Store that utilize
"Ownership" of a project, initiative, or segment.

Owners can see all activity for these ChartFields, across departments.
For example, if four different departments transact on a project, the owner of the project will be

able to view the activity for the project across all of the departments that transact on it. That is, he
can view activity from departments other than his own since he is the ‘owner’ of the project.

£
g

PC Business
Unit.
Fund Code

HH

il

1l
an
E

{

g
H
A

Organization.

Chart (replaces

BU/MU, Dept,
some sLs)

Gener:

Project Type Person or

(muiti-year / Thing

fiscal year) (replaces many
sLs)

Components of
aMutti-vear
Project
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Reporting Environments
This is the Reporting Environments lesson of the Reporting for Inquiry Only Roles course. Upon
completion of this lesson, you will be able to:

e Understand how the ARC Portal will be used as the main gateway to access Financial

reports
e Understand how content is organized in the ARC Portal

e Login to the ARC Portal

Estimated Time to Complete Lesson: 5 minutes
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ARC

There are two environments where financial reporting takes place: ARC and the Financial Data
Store (FDS).

In ARC, you will run inquiries and queries as well as some financial reports (e.g. Voucher
Register, Vendor Balance, Trial Balance by Business Unit, PIN etc).

Inquiries, queries, and reports that run from ARC will contain real time data.

JE—
Query Viewer

Favorites Mahvnenu >|Repom:g Took > Query > Query Viewer |

Query Viewer

Enter any informaton you have and click Search. Leave fields dlank for 3 list of all values.
“Search By:  gueryName -
Search

bagins with |
Advancad Search

Requisition Inquiry

Favgrites  Man Menu |p_Puschasng > Recustions > R QUERON INFOIMEBON > REeQUSEONS

Regquisition Inquiry

Business Unit: Q
Requisition ID: [ Q To Rea: | Q
Requesition Nama: Q
Req Status: Q Origin: Q
Requester: [«§

: Requester Name: &

Requisition Date: [ l Toc ]
A R C Vendor Seti: | Q _ VendorLookup
Vendor 10 | Q vandor Detatis Vendor Name:
(real-time s tom i e
Item Descriptice: [ | Direct Ship

data) Department a

o Canced

L p

Voucher Register Report

Favorties | Mom Menu 3 Spechc ) Accounts Payatie s _Reports ) Voudher Regete

Voucher Register

Run Controt 10:  TRAIING BeaonMacacsr  BmceasManns eRun
Lasguage: Engish v
fegan Reaestfametces .

Dasiness Uait: coLUMQ,
Depe ID: aQ
View Anottt Dage Range
From Data: 1} T Print Vomcher Line
Through Date: L) 1 Print Distribetion Line
L @ seve | wetey Fo ase 71 UpcmaCuziwy
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FDS

Although certain financial reports are available to be run directly out of ARC, most financial
reports will be accessed from the Financial Data Store (FDS).

Financial data accessed from the FDS will be one day old (with exception of
Budget/Consolidated Operating Budget (COB) data which will be updated multiple times
throughout the day).

— Erepesintoes-aa it s AL g

P vea Teares

AecoungPerod oo

To make access to both the ARC and FDS environments seamless, we have created the ARC
Portal which is the jumping off page to financial reporting in both ARC and FDS.
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Introduction to the ARC Portal

The ARC Portal is a web page in the myColumbia Portal where a subset of the most commonly
used financial reports will be accessed. The ARC Portal is a jumping off point to ARC, financial
reports, as well as other resources such as:

Legacy Applications, i.e. AP/CAR, FAS
Legacy Reporting, i.e. DARTS, FAS Reports
Training & Help Resources

Tools & Forms

Financial
Data Store
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Portal Organization
The ARC Portal is organized into major sections.

At the top of Portal is the 'Go to ARC' link which takes you directly to ARC's home page.

The 'Transaction Quick Links' takes you to specific transaction or inquiry pages in ARC and the
'Reporting Quick Links' provides links to commonly used financial reports.

The image below describes how content is organized on the ARC Portal.

MYCOLUMBIA

Faculty and Staff - HR Manager Resources  ARC Portal ~ DWR Reports = Enterprise Reporting  FinSys

Accounting and Reporting at Columbia (ARC)
QTHP/GO to ARC’ link will take you 0 Go to ARC
| directlyto ARC’s home page, )IE

e ()

Transaction Quick Links Reporting Quick Links
Budgeting Chartfield Statements
- Budget Tool (e
General Ledger - Department Summary Statement
- Project Summary Statement
- Journals (Entry, Approval, Inquiry) - Initiative Summary Statement
- Interal Transfers (Entry, Approval, Inquiry) - Segment Summary Statement
- Cash Entry - Site Summary Statement
— - Chartfield Detail Statement
Procurement - Chartfield Transaction Statement

- Requisitions (Entry, Approval, Inquiry)

 Vouchers (Entry, Approval, Inquiry) Project Lifecycle Reports

@ The FDS reports are within the Reporting

payroll Quick Links section of the portal. When a
Consolidated Operating Reports (COB) reportis selected, a new window will appear

- Labor Accounting oue ortls:
- Casual & Support Staff Entry gve which will prompt you to enter values for

certainrequired and optional fields (i.e. fiscal
year, accounting period, business unit,
department, etc).

Trial Balance Reports =

Financial Statements
As explained in the Report Security topic, you
Payroll Reports will only be able to run reports for the
Departments and/or ChartFields that you have
S been granted security access to.

= Reports

)

Training & Help Resources

Cash Reports

Canned Queries
- Online ARC Training

- Finance Training Info

- Getting System Access

- Finance Service Center

- Administrative Policy Library
- PI/Reseach Resources

- Finance Gateway Beports 1o Page

nal Training
& Help Resources as well as Tools &
Forms such as the COA Crosswalk

Tool. )
Tools & Forms

roance Getesey =)
- COA Crosswalk Tool Legacy Systems
- System Security Request Form
- Chart of Accounts Request Form

- Finance Service Request Form - Financial Accounting System (FAS)
- CUIT Service Request Form - Financial Front End (FFE)
- Finance Forms Library - Accounts Payable Controlled Analytical

Review (AP/CAR)
- Computer Augmented Purchasing
System(CAPS)

()

Towards the bottom right of the portal, there
are additional links to Legacy Systems and
Legacy Reporting Legacy Reporting (i.e. Financial Accounting
System (FAS), FAS Reports, COB, etc). These
legacy applications are available for inquiry use
- DARTS only.
- FAS Reports

cos
- AP/CAR Reports
- Purchasing Reports
- HR Reports
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Accessing the ARC Portal from myColumbia

The ARC Portal is housed within myColumbia (https://my.columbia.edu/). In this topic you will
log in to myColumbia, access the ARC Portal, and preview how the content is organized within
the Portal.

Step 1: Log in to myColumbia Step 2: Click on the ARC Portal tab

MYCOLUMBIA MYCOLUMBIA
OWR Reports Enterprise Reportng  FinSys  ERDEV  ERTEST ERSTAGE ERPoC
Welcome to the x ALY
Welcome to the

New myColumbia

vz - New myColumbia

Estimated Time to Complete This Topic: 2 minutes

Procedure

Welcome to the Accessing the ARC Portal from myColumbia topic. In this scenario you will learn
how to access the ARC Portal from myColumbia and you will learn how content is organized
within the Portal.

MYCOLUMBIA

Help Email -

Welcome to the New

- myColumbia

Log In Now

Help

Announcements

Introcucing the new myColumbial With an updated,
Text Size H streamiined design, myColumbia continues to deliver
the information and links that you need

Using myColumbia

ATtEr yOU 10g in with your UNI and passward, please
click 0n the navigation links along the top to go to the
areas you need

Get more help with myCaolumbia
hd

Done [T [ [ [@meeme 75~ [Foms -
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Step

Action

The ARC Portal is housed within myColumbia. To begin, click on the Log In
Now link in the myColumbia home page.

Log In Now

2 COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK
=0 UNI ‘
Maintained by CUIT, Please contact the Helpdesk if you have trouble legging in.
-
[ [ [@neemet [7a - [Fiomm -

Step

Action

In this scenario, you will log in by entering a generic UNI and Password. Once you
have been granted access to the ARC Portal you will log in by entering your UNI
and Password.
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&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

=0 UNI l‘—
l—

Maintained by CUTT, Please contact the Helpdesk if you have trouble lagging in.

=

Done T T [epmteme [Fa = [®aew «

Step Action

3. Enter the desired information into the Log in field. Enter "ARC_PORTAL".

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

-0 UMD [apc poRTAL

Maintained by CUTT, Please contact the Helpdesk if you have trouble lagging in.

=

pone T [epmteme [F5 = [®a00w «
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Step Action
4, Click in the Password field.
[=]
d_g COLU_Ml}lA UNIVERSITY
- UNI [aRc_PORTAL |
 —
=
Done [T [ [@neeme 75~ [Foms -
Step Action
5. Enter the desired information into the Password field. Enter "training".
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&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

-0 UND [apc PORTAL
seesl

Maintained by CUTT, Please contact the Helpdesk if you have trouble lagging in.

=]
Done T T [epmteme [Fa = [®aew «

Step

Action

Click the Log in button.
Log in

Hello ad2931@columbia.edu  Log

Help Email -

MYCOLUMBIA

ARC Portal ' DWR Reports ' Enterprise Reporting  FinSys |

Welcome to the New

- myColumbia

Help

Text Size H

0 Logged in a5 ARC_TRAINING

Annhouncements

INtrodiucing the new mycolumbial With an updated,
streamlined design, myColumbia continues to deliver
the information and links that you need.

| leinA muTnliimhia ~|

pone T epmteme [F5 = [®aow «
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Step

Action

Once you have successfully logged in to myColumbia, you will see the ARC Portal
tab at the top left hand corner.

Click the ARC Portal link.

Hello ad2931@columbia.edu  Log out

@2 Columbia University in the City

Help Email -

MYCOLUMBIA

ARC Portal - DVWR Reports - Enterprise Reporting - FinSys

Accounting and Reporting at Columbia (ARC)

Text Size H

Welcome to the ARC Portal. This tab is the single sign-on point of access for Accounting and Reporting at Columbia (ARC)
as well as a variety of financial reports. ¥ou will also find links here for certain help functions, some common tools and farms,
plus entry into current FFE modules and some legacy systems (read only). For mare information about ARC, reporting, or
other subjects, please navigate to the Finance Gateway i,

Go to ARC

Transaction Quick Links Reporting Quick Links ARC News

Use the below links to inititiate comman Use the below links to run or view

transactions or inguiries: common reports: n,

rting

Budgeting * Chartfield Statements at o |

pone T T |epmteme R
Step Action

When you log in to the ARC Portal you will see the 'Go to ARC' link. When you
click on this link, you will be taken directly to ARC's home page.
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MYCOLUMBIA

ARC Portal | DWR Reports

as well as a variety of financial reports.

Go to ARC

Transaction Quick Links

Use the below links to inititiate comman
transactions or inguiries:

Hello ad2931€@columbia.edu  Log out

Help

Log Out

Enterprise Reporting ' FinSys

ccounting and Reporting at Columbia (ARC)

Text Size H

Welcome to the ARC Portal. This tab is the single sign-on point of access for Accounting and Reporting at Columbia (ARC)

Wou will also find links here for certain help functions, some common tools and farms,

plus entry into current FFE modules and some legacy systems (read only). For mare information about 4RC, reporting, or
other subjects, please navigate to the Finance Gateway@r,

Reporting Quick Links

Use the below links to run or view
common reports:

ARC News

Email -

Budgeting ' Chartfield Statements ‘ |
L0 meme - s -
Step Action
9. To view the rest of the content on the Portal scroll down to the desired location.

Transaction Quick Links
Use the below links to inititiate comman
transactions ar inguiries:
Budgeting

- Budget Tool (FFE)E

General Ledger

- Journals (Entry, Approval,
Inguiry j et

- Internal Transfers (Entry,
Approval, Inquiry e

- Cash Entry (FFE)&

Procurement

- Requisitions (Entry, Approval,
Inguiry )&

- Wouchers (Entry, Approval,
Inguiry )&

Payroll
- Labor &ccounting (PAC)E

- Casual & Support Staff Time Entry
(FFE)&

MNote: Marious transaction inquiry reports
can be run fram within system

rmadules. hitps://fintest.ce.columbia.edu/finsys
2/login®?

Reporting Quick Links

Use the below links to run or view
common reports:

' Chartfield Statements
' Project Lifecycle Reports

* Consolidated Operating Reports

* Trial Balance Reports
¥ Financial Statements
» Payroll Reports

* Endowment Reports

* Other Reports

* Pre-Defined Queries

Click on the Reports Info Page [ for rore info

Legacy Applications

For inquiry use anly:

- Financial accounting System
(Fag)&

- Financial Frant End {(FFE) &

- accounts Payable Controlled
Analytical Review (AP/CAR)E

- Computer Augmented
Durchacinn Swctam ¢ ADSYE

=

[

€ tnternet

Chv [ mw - g
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Step

Action

10.

The links on the left hand side of the Portal will take you to a specific transaction or

inquiry page in ARC.

For example, when selected, the Internal Transfers link under General Ledger will

take you to the Internal Transfers transactional page in ARC.

Approval, Inguiry

- Internal Transfers {Entry,

Transaction Quick Links
Use the below links to inititiate common
transactions ar inguiries:
Budgeting

- Budget Tool (FFE}

General Ledger
- Journals {Entry, Approval,
Inguiry}

- Internal Transfers (Entry,
Approval, Inquiry)

- Cash Entry (FFE)

Procurement
- Requisitions (Entry, Approval,
Inguiry)
- Wouchers (Entry, Approval,
Inguiry)

Payroll
- Labor Accounting (PACH

- Casual & Support Staff Time Entry
(FFE}

MNote: Yarious transaction inquiry reparts
can be run from within system

modules. https://fintest.co.columbia.edufinsys
2/login

Reporting Quick Links

Use the below links to run ar view
COMMon reports:

+ Chartfield Staterments

* Project Lifecycle Reports

* Consolidated Operating Reports
* Trial Balance Reports

* Financial Statements

 Payroll Reports

* Endowment Reports

*» Other Reports

' Pre-Defined Queries

lick on the Reports Info Page &7 for more info

Legacy Applications

For inquiry use only:

- Financial Accounting System
(FAS)

- Financial Front End (FFE}

- Accounts Payable Controlled
analytical Review (AP/CAR)

- Computer Augmented
Diprhszinn Sustam (0 ADSY

Hello ad2931@columbia.edu  Log out

~|

[

75 - [wio0w -

Step

Action

11.

The FDS reports are within the Reporting Quick Links section of the Portal. When
a report is selected, a new window prompting for values will appear.

In the topics to follow, you will explore the links within the ARC Portal at length.
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Transaction Quick Links
Use the below links to inititiate comman
transactions ar inguiries:
Budgeting

- Budget Tool (FFE)

General Ledger
- Journals (Entry, Approval,
Inguiry
- Internal Transfers (Entry,
Approval, Ingquiry)

- Cash Entry (FFE)

Procurement
- Requisitions (Entry, Approval,
Inguiry
- Wouchers (Entry, Approval,
Inguiry

Payroll
- Labor Accounting (PAC)

- Casual & Support Staff Time Entry
(FFE}

MNote: Marious transaction inquiry reports
can be run fram within system

modules, https:/#fintest.ce.columbia.edu/finsys
2/login

Reporting Quick Links

Use the below links to run or view
common reports:

' Chartfield Statements

* Project Lifecycle Reports

* Consolidated Operating Reports
* Trial Balance Reports

¥ Financial Statements

* Payroll Reports

* Endowment Reports

+ Other Reports

* Pre-Defined Queries

Click on the Reports Info Page & for mare info

Legacy Applications
For inquiry use only:
- Financial accounting System
(FaS)
- Financial Front End (FFE}

- accounts Payable Controlled
Analytical Review (AR/CAR)

- Computer Augmented
Durchacinn Suctam ¢ ADSY

=

[

R

|| |6 mtemet

Step

Action

12.

You have successfully accessed the ARC Portal from myColumbia. You can now
select the next topic, Accessing ARC from the Portal where you will learn how to
access ARC directly from the Portal.

End of Procedure.
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Using Inquiries
This is the Using Inquiries lesson of the Reporting for Inquiry Only Roles course. Upon
completion of this lesson, you will be able to:

e Access and use voucher inquiry screens to monitor the status of vouchers

Estimated Time to Complete Lesson: 10 minutes
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Inquiry Pages in ARC
ARC delivers a variety of inquiry pages for users to track transactions throughout the system.

Inquiries and queries are similar in that they are both reporting tools used to search for
transactional data in ARC.

Unlike queries, inquiries are not accessible from a single page in ARC. Instead, inquiry pages are
found throughout ARC (e.g. voucher inquiries are found within the Accounts Payable module in
ARC and purchase order inquiries are found within the Purchasing module in ARC). Inquiries are
commonly used in Procurement.

Click here to access a list of the most frequently used inquiries in ARC along with their purpose
and navigations.

Please note that depending on your security access you may or may not have access to certain
inquiry pages in ARC.

Below is a comprehensive list of the Procurement inquiries and queries:

Review Vendors

Vendor Aging

Manage Requisitions

Manage Receipts

Purchase Order Inquiry

Purchase Order Activity Summary
*  Voucher Inquiry

Match Workbench

Payment Inquiry

Procurement Document Status

-
=
=
T
=
o
=
3
T
=
=]

P-Card Spend Drill Back

Inactive Purchase Orders

List of Open Commitments by Department
*  Transactions Pending Approvals

Denied Transactions

Exceptions (Budget, Match)

Purchase Orders requiring Receiving

Canned Queries
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Voucher Inquiries

Voucher Inquiry screens are helpful when you need to review information about a specific
voucher or set of vouchers. Below is a table summarizing the voucher inquiry capabilities:

Inquiry Screen Use when you need to...

Voucher Inquiry View voucher information based on a
variety of search criteria

Match Workbench View the match status of vouchers that
have gone through details for the
Matching process

PO Voucher Inquiry View details of vouchers processed
against a PO

Accounting Entries View the accounting entries that are
associated with vouchers in the ARC
system

Document Status View the transactions associated with a

voucher (i.e. Requisition, Purchase
Order, Receipt)

Prepayment Inquiry View details of the prepaid vouchers
and the associated regular vouchers

This topic will demonstrate how to access and navigate through the voucher inquiry screens.

Estimated time needed to complete this topic: 10 minutes

Procedure

Welcome to the Voucher Inquiries topic. In this scenario you will access and navigate through the
voucher inquiry pages in ARC.
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ARC

Favorites  Main Menu
Personalize Content | Layout
‘Menu 2] (=) [x]

Search:
®

[> Columbia Specific

> Employee Sel-Serice

> Supplier Contracts

[ Vendors

[» Procurement Contracts
> Purchasing

[> eProcurement

[> Services Procurement

[» Accounts Payahle

[ Enterprise Companents
[ Warklist

> Reporting Tools

> PeopleTools

— Change Wy Password

i start J ) J ] Microsoft Office 2010 @ Employee-facing regi...

? Help

= e

Step Action

1. Click the Main Menu button.

ARC™

Favarites | Main Meru
Search Menu:

#/start J @

D Change My Password

Persunauzel )
Menu P
Search: 3 Colurnbia Specific »
1 Employes Self-Service 3
Eg“‘”lmh‘i 3 Supplier Contracts 3
mmployee .
oo £ vendars
b Wendors  CJ Procurement Contracts 3
I Pracurerr [ Purchasing »
Ezg:z:ii’l 3 eProcurement v
b Semvices | 1 Services Procurement L4
I Accounts [ Accounts Payabile
b Enferprisi £ Enterprise Components | 1 Wouchers
UWorkist ot 3 Review Accounts Payable Info
> Reporting 5
[ PeopleTo 1 Renorting Toals r
— Changeh (3 PeopleTools 3

J (] Microsoft Office 2010 & Employee-facing regi...

? Help

o= T i
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Step

Action

Click the Accounts Payable menu.

| [ Accounts Payable |

ARC™

Favorites | Mair Menu

Fersonalize Search Menu:

Menu I

Search: 3 calumbia Specific
1 Employes Self-Service
';g“‘”lmh‘i 3 Supplier Contracts
mployes
e 0 vendars
[ Pracurerr (3 Purchasing

[> Purchasit

[ eProcurel ;
Eoanicosd (3 Services Procurement

I Accounts [ Accounts Payabils

3 eProcurement

[ Worklist
[ 2 worklist

I FeopleTa 3 Reporting Tools
- Changeh (3 PeopleTools
D Change My Password

#start J @

b yendors  CJ Procurement Contracts

[» Enterprisi [ Enterprise Components

v v v v v v v A

3 Wouchers

*[ Review Accounts Payable Info
»
14

J | ] Microsoft: Office 2010 {@ Employee-facing regi...

| @& (& [«

Step

Action

Click the Review Accounts Payable Info menu. This menu houses all of the
options for Voucher Inquiries.

|’"I1‘I Review Accounts Payvable Info

']
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ARC

Favorites  Main Meru

Personalize Search Menu:

? Help
®

[ Columbia Specific 4
0 Employes Self-Service 4
Ego‘ulmb‘e 03 supplier Contracts 4
mployee )
- Supplier ¢ ) YENEDTS
b Wendors 1 Procurement Contracts 3
[ Procurerr (3 Purchasing '
I;F;n:has\r 3 eProcurement 3
s ;E:slc;;rse: (3 Services Procursment 4
I Accounts 1 Accounts Payable
b Enterprisi £ Enterprise Components |3 Youchers g
DWarklist st [ Review Accounts Payable
> Reporting (3 Payables Search Criteria 3
I PeopleTa 1 Reparting Tools » M vouchers N
— Changet (3 PeopleTools 4 £ Interfaces N
|=] Change My Password £ Rayments N
3 Vendar »

i start Jg J@MicrnsnftOFﬁtEZDlﬂ @ Employee-facing regi... J @ &[] & F

Step

Action

Click the Vouchers menu.
|”h Wouchers *

ARC™

Favarites | Main Meru
Search Menu:

Persunauzel ) 7 Help
Menu %
Search: 3 Columbia Specific 4
1 Employes Self-Service 3
:;g“‘”lmh‘i 3 Supplier Contracts 4
DSTpppﬁszt £ vendars 4
b yendors  CJ Procurerent Cantracts 4
I Pracurerr [ Purchasing 4
Ezg:z:ii’l 3 eProcurement »
b Semvices | 1 Services Pracurement 3
I Accounts [ Accounts Payable
[» Enterprisi [ Enterprise Components £ Vouchers r
Dorkist ot [ Review Accounts Payable
[ Reporting ) (1 Payables Search Criteria 3
b PeopleTo ) Reporting Tacs ' 1 wouchers
|~ Changet (3 PenpleTools 4 7 Interfaces Accounting Entries
[ change My Password 9 Payments EE Journal Entry Dril Down
3 Wendor Dacurnent Status

Journal il Dowen

Match Workbench

Unbalanced Accounting Entries
Walcher

() ) ) ) )

&) start J & J (] Microsaft Office 2010 {& Employee-facing regi... J @ & [] 4 P
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Step

Action

Click the Voucher menu to view the VVoucher Inquiry.

| ] vaucher

Favarites © Man Menu > Accoumgpayable > Rewewnccounvts Payable Info > Vaushers > woucher

Voucher Inquiry

Search Criteria

Search Name

Business Unit
Voucher ID
Invoice Id
Vendor SetlD
Short Name
Wendor Name 1
Vendor Name 2
endor ID
Ventlor Location
Entry Status
Accounting Dt
Invoice Date
Due Date
Entered Date
Origin Set ID
Origin

Control Group ID
Contract ID
Lease Number
PO Business Unit
Purchase Order
Itern ID

*Amount Rule

) start J @ J ] Micrasoft Office 2010 /& Voucher - Windows In...

AL Q
Frem
[caLum Q
aQ
Q
CUSET a
s}
[s
aQ
s}
aQ
=
[
1]
El
[
I Q
I @
I @
I
I a
aQ
Any j

B0 Mews tWindow ?HeIp E,)Custurmze?age hrlp =
Teo
[coium Q
I Q
I Q
Q
Q
Q
I Q
[ B
&
[
I Q
I Q
[
[
[
| @& (1w |«

Step

Action

Enter search criteria to limit the inquiry to the vouchers you would like to see. In
this example, we will filter by Invoice Date. Click in the Invoice Date From field.
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Favnvr\tes'MalnvMenu > Accounts Payable > Review Accounts Payable Info > vouchers > Youcher

@NEWWmdnw “? Help Efcuammwze?age hrlp ]

Voucher Inquiry

Search Criteria

Search Hame JaLL
From
Business Unit CoLuUM

COLUN

Voucher ID
Imvoice Id
Vendor SetiD [cuseT
Short Name ‘
Vendor Name 1

RLpLLL LPP

\
Vendor Name 2 ‘
Vendor ID ‘

Vendor Location
Entry Status
Accounting Dt

Invoice Date el
Due Date

[z (= = =

Entered Date
Origin Set ID
Origin

Control Group ID
Contract ID
Lease Number
PO Business Unit
Purchase Order
ttem ID [ [
*Amount Rule [y =l

iIstart J e J || Microsoft Office 2010 /& voucher - Windows In... J@ T.'—_ﬂw,! == F:

felyel

LL LLoLEHEENLLLLLLLLL L
!

Step Action

7. Enter the desired information into the Invoice Date field. Enter *3/14/2012".

Favnvr\tes’MainvMenu > Accounts Payable > Review Accounts Payable Info > vouchers > Youcher

@NEWWmdnw “? Help Efcuammwze?age hrlp ]

Voucher Inquiry

Search Criteria

Search Name [
From
Business Unit CoLuUM

To
coLUM

Voucher ID
Invoice Id
Vendor SetiD CUSET
Short Name
Vendor Name 1

Vendor Name 2 ‘
Vendor ID ‘
Wendor Location
Entry Status
Accounting Dt
Invoice Date 342012
Due Date

RLLLL LppPL

EBEEEE

Entered Date

Origin Set ID
gin
Control Group 1D ‘
Contract ID [
Lease Number
PO Business Unit
Purchase Order |
ttem ID [ [
*Amount Rule [any =]

& start] J @ J |&] Microsoft Office 2010 /& ¥oucher - Windows In... J@ T.'—_ﬂw,g == F:

felyel

AL LLoLEHEENLLLLLLLLL p£
!
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Step

Action

Click in the Invoice Date To field.

Favnvr\tes:MalnvMenu > Acmuntgﬂayahle > Rewewﬂcmurlts Payable Info > Vnushers > voucher

Voucher Inquiry

Search Criteria

Search Name

Business Unit
Voucher ID
Imvoice Id
Wendor SetlD
Short Name
Ventlor Name 1
Vendor Name 2
Vendor ID
Vendor Location
Entry Status
Accounting Dt
Invoice Date
Due Date
Entered Date
Origin Set ID
Origin

Control Group ID
Contract ID
Lease Number
PO Business Unit
Purchase Order
ftem ID

*Amount Rule

) start J - J |&] Microsoft Office 2010 /& Youcher - Windows In...

[ALL [s3
From
[coLum Q
[ Q
\ a
[cuseT Q
[ Q
@
a
aQ
a
|
[
31402012 [
el
[
Q
\ a
\ a
\
\ a
\ Q
Ay =

[_E’NEWW\TMDW 7 Help E,'/Cuamm\zef—‘age hrlp =

To
[coLum Q
[ Q
[ a
[ Q
Q
Q
a
[
[ ]
[ o)
[
[ a
[ a
[
[
[
| @ & [lea [«

Step

Action

Enter the desired information into the Invoice Date To field. Enter "3/14/2012".
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Favnvr\tes'MalnvMenu > Accounts Payable > Review Accounts Payable Info > vouchers > Youcher

& Newwindow P Help  [E Customize Page B htp <

Voucher Inquiry

Search Criteria

Search Name ‘ALL
From
Business Unit [caLum

To

[coLum
[
[

Voucher ID ‘
Invoice Id [
Vendor SetiD [cuseT
Short Name

Wendor Name 1

Vendor Name 2
endor ID

LLLL HLLL

Vendor Location
Entry Status
Accounting Dt
Imwoice Date ‘311 412012
Due Date

[ar1arz012

Entered Date

L L EEEE

Control Group ID
Contract ID
Lease Number
PO Business Unit
Purchase Order |
Item D [
“Amourt Rule Any =l

iIstart J e J || Microsoft Office 2010 /& voucher - Windows In... J@ T.'—_ﬂw,! == F:

LH pLLLoEEEENLLLLLLLLL L
|

Step Action

10. Scroll down the page to find the search button.

Favnvr\tes MainvMenu > Accounts Payable > Review Accounts Payable Info > vouchers > Youcher

ALLuug Uy

L

[ar1 42012
[
[

1
Invoice Date 21402012
Due Date

Entered Date

L L EBBEEHE

Control Group ID ‘
Contract ID
Lease Number
PO Business Unit
Purchase Order [
ttem ID [
*Amount Rule Any
Amount
Currency
“Woucher Style All Vouchers
Post Status

LL LLLEEEE

Ll

Approval Status
Voucher Balance

Voucher Source
User ID
GL Business unit

1 /B [B (B (B

Account
Department
VAT No

\

Process Instance ‘
Match Status | j

I

=
Max Rows 300 Search | | cClsar |

Sanctions Status

& start] J @ J |&] Microsoft Office 2010 /& ¥oucher - Windows In... J@ T.'—_ﬂw,g == F:
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Step

Action

11.

Click the Sear_ch button.

Favgrites - Main Menu > Accuuntf Pavable > Rewewf-‘«ccuurlts Payable Info > Vuushers > Woucher

nem I’
*Amount Rule
Armount
Currency
“Woucher Stye
Post Status
Approval Status
Vfoucher Balance
Moucher Source
User ID

GL Business Unit
Account
Department

VAT No

Process Instance
Match Status
Sanctions Status

Max Rows

“Sort By:
*Sort AsciDesc:

Home

| |

Any j

Q
All Vouthers =
I H
I H

[ s | Search | clear |

|Vuucher\D j
|A5c9ndmg j

Amourts

More Details

Yendor Details

| Sort Display |

Business

. Voucher ID Invoice Humber  Invoice Date
Unit
WOUCHER BUILD
COLUM anpoo0s7s  RECYCLE 03/14i2012
ERROR

i
#/start J @

plencoiRy Eruvlatatis Entries Status WorkBench | Information | Payments ohortvendo
0000000003 Recycle WL SUPFLIER-!
U Applicaile

J Microsoft Office 2010 /& Voucher - Windows In...

Accounting  Match Match Payment Scheduled

: o]
[Fo= R D

Step

Action

12.

Scroll down to see the search results.
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Favnvr\tes MalnvMenu > Accounts Payable > Review Accounts Payable Info > youchers > Youcher
JAnLuuns staws 1 T ] 7 B
Max Rows 300 | Search | | clear
SertCrteria
“Sort By: [woucher 1D = | Sort Display |
“Sort AsciDesc: [Ascending |

D Display Curreney Criteria
‘Voucher Inquiry Results
r

Dn Amounts | hore Details “endor Details |

Business . . Accounting  Match Match Payment Scheduled

= VoucherID  Invoice Humber  Invoice Date  Vendor ID Entry Status Een e WorkBench  Information  Payments  SNOTt Vende
YOUCHER BUILD Mot

CoLum 00000575 RECYCLE 0314i2012 0000000003 Recycle A 5] SUPPLIER-I

pplicable

ERROR
WYOUCHER BUILD Mot

coLum a00oos7e PRE EDIT ERROR 03n4iz012 0000001098 Postable applicable
SINGLE PAY Mot

CoLum nooooaTy VOUCHER 03n4iz012 SGLPAYCHKT Postable applicable [ SOLPAYCHI
SINGLE PAY Mot

COLUM 00000578 WCHR MISSING 031472012 SGLPAYACHT Postable ) SOLPAYACH

pplicable

ADDR
SINGLE PAY Mot

CoLum 00000578 WOHR MISSING - 03142012 SGLPAYCHKT Postable Applicabl [ SOLPAYCHI
s pplicable o
INTERFACE Mot

COLUM onooosen WOUCHER 1 03i14i2012 0000000003 Postable Applicale SUPPLIER-I
INTERFACE Mot

CoLum anpoosgt VOUCHER 2 0314i2012 0000000003 Postahle Applicable SUPPLIER-I
INTERFACE Mot

‘COLUM onooosez VOUCHER 3 03i14i2012 0000000003 Postable Applicaile | SUPF’L\ER—\,LI

i start J - J icrasoft Office 2010 /& Youcher - Windows In...

Step

Action

13.

See all search results below.

Favnvr\tes { MainvMenu > Accounts Payable > Review Accounts Payable Info > Wouchers > Youcher
JaAnsuuns staws i T ] 7 B
Max Rows 300 | Search | | Clear \
serlrteria
“Sort By: [vaucherio =l [ GonDisplay |
“Sort AsciDesc: [Ascending = |
DosplayCurreney Criteria
Voucher Ingquiry Results
™ Dn Amounts | hore Details “endor Details |
Business " " Accounting  Match Match Payment Scheduled
Unit VoucherID  Invoice Humber  Invoice Date  Vendor ID Entry Status Entries Status WorkBench Information Payments Short Yenda
YOUCHER BUILD Mat
CoLuUm anpoos7s  RECYCLE 0314i2012 0000000003 Recycle s3] SUPPLIER-I
Applicable
ERROR
WYOUCHER BUILD Mot
coLum a00oos7e PRE EDIT ERROR 03n4iz012 0000001098 Postable applicable
SINGLE PAY Mot
CoLum n0ooos7y VOUCHER 03452012 SGLPAYCHKT Postable applicable [ SOLPAYCHI
SINGLE PAY Mot
coLum 00000s7E  WCHR MISSING - 03142012 SGLPAYACHT Postable SOLPAYACH
Applicable
ADDR
SINGLE PAY Mot
CoLum 00000579 WCOHR MISSING 0301402012 SGLPAYCHKT Postable [ SOLPAYCHI
AGH Applicable |
INTERFACE Mot
coLum aoooossn WVOUCHER 1 03n4iz012 0000000003 Postable applicable SUPPLIER-I
INTERFACE Mot
CoLum anpoosgt WOUCHER 2 0314i2012 0000000003 Postahle Applicable SUPPLIER-I
INTERFACE Mot
‘COLUM onooosez VOUCHER 2 03i14i2012 0000000003 Postable Applicale | SUPF’L\ER—\,;I
& start J @ J crasoft OFfice 2010 & voucher - Windows In... @ |«
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Step

Action

14.

To access the Match Workbench inquiry, click the Vouchers button and select
Match Workbench.

] =

Favarites © Man Menu > Accuumir—‘ayab\e > Review Accourlts Payable Info > Voughers > Match workbench

ENewwindow  ? Help  [F Customize Page hrlp

Match Workbench
Use Saved Search: I j Process Monitor
Business Unit [equalta = | Q
Match Status [equalte =l [ |
oucher ID Allvalues =
Vendor SetiD |euua|ln - ‘ Q
\endor ID Allvalues =
Max Rows to Retrieve: 300
LG Claih Advanced Search ESawe Search Criteria EDa\ele Saved Search Persanalize Search

& start Jg J@MlcrusuftOfﬁzEZUlU {& Match Workbench - ... J @ & [] & P

Step

Action

15.

Click in the Business Unit field to limit the results of your search.
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Match Workbench

Use Saved Search:

Favnvr\tes i MalnvMenu » Accounts Payable > Review Accounts Payable Info > Wouchers > Match Workbench

@NEWWmdnw “? Help BCUETD!’H\ZEF‘EQE hrlp

=

Process Monitor

Business Unit |equa|ln | [cl Q,

Match Status |equa|ln j | j

oucher ID Allvalues hd

Vendor SetlD |equa|lu j ‘ aQ

Vendor ID AllValues 2

Max Rows to Retrieve: 200

|¥Search | \—Clear ‘ Advanced Search Esave Search Criteria ﬁlDe\ele Saved Search [ Search

) start Jg J@MicrnsnftOFﬁtEZDlﬂ {& Match Workbench - ... J @ & [] &3

f

Step

Action

16.

Enter the desired information into the Business Unit field. Enter "COLUM".

Match Workbench

Use Saved Search:

Favnvr\tes ! MainvMenu » Accounts Payable > Review Accounts Payable Info > Youchers > Match Workbench

@NEWWmdnw “? Help BCUETD!’H\ZEF‘EQE

=

Process Monitor

Advanced Search ﬁsave Search Criteria iiIDE\EIE Saved Search

Business Unit |equa| to j

Match Status |equa|ln j

Voucher ID AllValues A Marually Overridden

l—_" Match Dispute

Vendor SetiD equallo Match Exceptions Exist

Vendor ID Allvalies - Matched _
Overidden - Credit Mote
To Be Matched

Max Rows to Retrieve: 200

| search || Clear \

o

Search

& start Jg J|_E_'|Micmsnft0fﬁ:ezmn & Match Workbench - ... J @ & [] &

hitp

f
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Step Action

17. Click the Match Status list.

| |

ARC™

Home
Favgrites - Main Menu > A::Dunti Payable > Review Accuun'ts Payable Info > Vuughers > Match Workbench
ENewwindow  ? Help  [F Customize Page hrlp
Match Workbench
Use Saved Search: I J Process Monitor
Business Unit [equalta =1 [coLum Q
Match Status [equalte =l [ =]
Voucher ID AllValues A Manually Overridden
lﬁ' Match Dispute
Vendor SetiD equalts Match Exceptions Exist
vendor ID AllValues - Watched
Owerridden - Credit MNote
To Be Matched
Max Rows to Retrieve: 300
Search Clear

Advanced Search ESawe Search Criteria EDa\ele Saved Search

Persanalize Search

i start J @ J | ] Micrasoft Office 2010 /& Match Workbench - ...

@& & [«

Step Action

18. Select Matched.
Matched ||

Page 91




Training Guide

Reporting for Inquiry Only Roles

Match Workbench

Use Saved Search:

H

Favnvr\tes i MalnvMenu » Accounts Payable > Review Accounts Payable Info > Wouchers > Match Workbench

@NEWWmdnw “? Help BCUETD!’H\ZEF‘EQE hrlp

Process Monitor

Business Unit |equa|ln j ‘COLUM Q

Match Status |equa|ln j |Matchen j
oucher ID lm

Vendor SetiD [equalta =1 [cuseT Q

\fendor ID lm’

Max Rows to Retrieve:

| gearch ||

iIstart J s

Clear \

hegins with
betwesn
containg
equal to

earch Griteria

ﬁlDe\ele Saved Search

= Search

greaterthan
not equal

J ] Micrasoft Offics 2010 & Match Workbench - ...

|m & [ &

f

Step

Action

19.

Click the Vendor ID list.

|A|Wa|ues

[

Favorites

Match Workbench

Use Saved Search:

[ =

rvaEnu > Accounts Payable > Review Accounts Payable Info > Wouchers > Match Workbench

@Nemednw ? Help E{Custnm\ze?age

Pracess Manitor

Business Unit

Match Status

oucher ID

Vendor SetlD

\endor ID

Max Rows to Retrieve:

|r==Seatthes| |

iIstart J r

Clear

[equalta =1 [coLum Q
|equa|ln j |Matchen j
[equalta =1 [cuseT Q

hegins with
betwesn
containg
equal to

earch Griteria

Delete Saved Search

o

Search

greaterthan
not equal

J ] Micrasaft OFfics 2010 /& Match Workbench - .

hita

|m &[] &

http

-
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Step

Action

20.

Select Equal To.

equal to

ot

Favnvmtas i MainvMEnu > Accounts Payable > Review Accounts Payable Info > Wouchers > Match Workbench

[_E’Nemednw ? Help E,/Custnm\zePage htm

Match Workbench
Use Saved Search: I ﬂ Process Manitor
Business Unit |equa|ln j ‘COLUM QQ
Match Status |equa|ln j |Matchen j
oucher ID Allvalues =
Vendor SetiD [equalta =1 [cuseT Q
vendor ID [equalta = | Q
Max Rows to Retrieve: 300
Search Clear =] a

iIstart J e

Advanced Search

Save Search Criteria

Delete Saved Search

J ] Micrasaft OFfics 2010 /& Match Workbench - .

Persanalize Search

|m &[] &

-

Step

Action

21.

Click in the Vendor ID field.

Page 93




Training Guide m
Reporting for Inquiry Only Roles

Favnvr\tes i MalnvMenu » Accounts Payable > Review Accounts Payable Info > Wouchers > Match Workbench

@NEWWmdnw “? Help Bcuatum\zePagE hrlp

Match Workbench
Use Saved Search: I ﬂ Process Manitor
Business Unit |equa|ln j ‘COLUM Q
Match Status |equa|ln j |Matchen j
oucher ID Allvalues hd
Vendor SetiD [equalta =1 [cuseT Q
Vendor ID [equalta = [of Q,
Max Rows to Retrieve: 300
| search || Clear | =] ]

Advanced Search Save Search Criteria Delete Saved Search F ize Search

& start J @ JMicrnsnftOFﬁtaZDlD {& Match Workbench - .. J @ &[] & F

Step Action

22. Enter the desired information into the Vendor ID field. Enter *0000000003".

Favnvr\tes ! MainvMenu » Accounts Payable > Review Accounts Payable Info > Youchers > Match Workbench

@NEWWmdnw “? Help Bcuatum\zePagE h

Match Workbench
Use Saved Search: I ﬂ Process Manitor
Business Unit |equa|ln j ‘COLUM Q
Match Status |equa|ln j |Matchen j
Voucher ID AllvValues i
Vendor SetiD [equalta =1 [cuseT Q
vendor ID [equalta = |oonooonooz Q
Max Rows to Retrieve: 300
[ mmarsn | [ Glear | iegsesch Baessarch it D psiets Saved Ssarch F ize Seatch

st | & | L] ieroso offce 2010 /& Match Workbench - .. [Fo ERE = F
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Step

Action

23.

Click the Searph button.

Home

Fawqrites - > Vouchers > Match Workbench
Vendor ID |equalto |nonoonooo3 Q =
Max Rows to Retrieve: 200
|ﬂ| |$| Advanced Search 8 Save Search Criteria o Delete Saved Search Bersonalize Search
Search Results for Match Inquiry Type: Matched
Select to perform an Action on a row. [ Eelectall [ Clear All
First £ 140 o 2
More Details
r— Financial
Match Match Type Business Unit  Vouchers Vendor ID Sanctions  Inuoice Humber Gross Amt  Currency
Match Eron
r Matched Auta - Matched COLUM anpoon71 0000000003 Walid APMNTVCHROIETER2 250000 usD
- Matched Auta - Matchedd CoLUM anpoongt 0000000003 Walid 041821 15000 usD
r Matched Auto - Matched CoLUmM an0000n&s 0000000003 Walid APMMTYCHROZSTEPS 200000 usD
r Matched Auto - Matched CoLUm anpoot g 0000000003 % Valid APMMTYCHROZETEP14  50.00 usD
Match Exception -
r Matched tatched with Override CoLUmM anpoot 52 0000000003 Walid AP_TEST 03 175000 usD
Exceptions
r Matched AuUtD - Matched COoLUmM 00000154 0000000003 Valid _AP_TEST D3 50.00 usD
r IMaiched Puto - Maiched COoLUmM 00000171 00000000037 Valid INTFC POVCHR 1 100.00 usD
r Matched AuUtD - Matched COoLUmM Q0000172 00000000035 valid INTFC POVCHR 2 400.00 usD
r Matched Auto - Matched COLUM anooo73 0000000003 Walid INTFC POVCHR 3 800,00 ush
- Matched Auta - Matched COLUM anpoot74 0000000003 Walid INTFC POVCHR 4 160000 usD
[ 2electal [ Clear Al
al 1 .f‘
& start J @ J |&] mirasoft Office 2010 & Match Workbench - ... J @ § [ & F

Step

Action

24.

See search results below.
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Undo
Match

r

ooja/o|ao(onono

9

Favnvr\tes i MalnvMenu > Accounts Pavable > Review Accounts Payable Infd > vouchers Match workbench
Vendor ID |eaual ta d| 0000000003 @ B
Max Rows to Retrieve: 200

[ seanh | | Sledn J il d Search 8 Save Search Criteria ] Delete Saved Search Personalize Search

Search Results for Match Inquiry Type: Matched

Select to perform an Action on a row. Selectall [ Clear Al

More Details

Fina
Match Match Type Business Unit Vouchers Vendor ID Sanctions Invoice Humber Gross Amt  Currency
Status
Iaiched Auto - Maiched COLUmM 00000071 00000000035 valid APMMTYCHROISTEP2 250000 usD
Matched Puto - Matched CoLUmM 000000e1 00000000035 valid 041921 150.00 usD
Matched Auto - Matched COLUM 00000085 00000000035 valid AFMNTYCHROZETEFS 200000 usD
Matched Auto - Matched COLUM anooa10g 00000000035 Valid APMNTYCHROZETER14 50.00 usD
= Match Exception -
Matched Matched with Owerride COLUM 00000152 00000000035 valid AP_TEST_03 1750.00 usD
= Exceptions
Matched Auto - Matched CoLUm anpoot 54 00000000035 valid AP TEST 03 50.00 usD
Matched Auta - Matchedd COoLUM anpoot 71 00000000035 Valid INTFC POVCHR 1 100.00 usD
Matched Auto - Matched CoLUm anpoot 7z 00000000035 valid INTFC POVCHR 2 400.00 usD
Matched Auto - Matched COoLUmM aopoo173 00000000035 Valid INTFC POVCHR 3 80000 usD
Iatched Auto - Matched CoLUm anooot74 0000000003 valid INTFC POVCHR 4 160000 usD

[# SelectAll [ Clear All

i start

J @ J crosoft Office 2010 (& Match Workbench - ...

Step

Action

25.

Click the Review Accounts Payable Info button to access the PO Voucher Inquiry.
IReview Arcounts Payable Inﬁ:él

Undo
Match

A

ooja|o|o|ojo|no

=

Favarites © Man Menu > Accoumgpayable > Review Accounvts Payable Info > Vaushers > Match workbench
Vendor ID |euua|lu d
(1 Payahles Search Criteria 4
) r 3 Wouchers 4
Max Rows to Retrieve:
0 Interfaces
Purchase Order
[searcho| [onciearn] 0. G2 Pavments Persanalize Gearch
3 Wendar »

Search Results for Match Inquiry Type: Matched

Select to perform an Action on a row. [ gelectall [ Clear All

More Details

Match Match Type Business Unit Wouchers Vendor ID ;:‘:ﬂinns Invoice Humber Gross Amt  Currency
Status

Matched Auta - Matched COLUM anpoon71 00000000035 Valid APMNTVCHROIETER2 250000 usD

Matched Auta - Matchedd CoLUM anpoonet 00000000035 Valid 041821 16000 usD

Matched Auto - Matched CoLUmM an0000n&s 00000000035 Valid APMMTYCHROZSTEPS 200000 usD

Matched Auto - Matched CoLUm anpoot g 00000000035 Valid APMMTYCHROZETEP14  50.00 usD

Match Exception -

Matshed Malshed with Override  COLUM 0000152 000000035 Valid e R 175000 USD
Matched Auto - Malched COLUM 00000154 00000000035 valid EI\EPE_FT‘EETB_UB 50.00 UsD
Matched Aulo - Malched COLUM 00000171 00000000035 valid INTFC POVCHR 1 10000 USD
Matched Aulo - Malched COLUM 00000172 00000000035 walid INTFC POVCHR 2 40000 USD
Matched Auta - Matched COLUM 00000173 00000000035 Walld INTFC POVCHR 3 30000  |USD
Matched Auto - Matched COLUM 00000174 00000000035 valid INTFG POVCHR 4 160000 |USD

[ 2electal [ Clear Al

4 start J & J Microsoft Office 2010 (@ Match Workbench - ...
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Step

Action

26.

Click the Interfaces menu.
[ Interfaces

Favnvr\tes'MalnvMenu > Accounts Payable > Review Accounts Payable Info > vouchers > Match wWorkbench

Vendor ID |euua|ln j
3 Payables Search Criteria L4
I 3 Wouchers 4
Max Rows to Retrieve:
L Interfaces g
Purchase Order
Bearuly Sledn Advance @ Payments Personalize Search
3 Wendor 3
Search Results for Match Inquiry Type: Matched
Select to perform an Action on a row. Selectal [ Clear Al
- Mors Deteils
- Financial
M:"; Match Match Type Business Unit Vouchers Vendor ID Sanctions Invoice Humber Gross Amt  Currency
Status
r Iaiched Auto - Maiched COLUmM 00000071 0000000003 valid APMMTYCHROISTEP2 250000 usD
r Matched Puto - Matched CoLUmM 000000e1 0000000003 Walid 041921 150.00 usD
r Matched Auto - Matched COLUM 00000085 00000000035 valid AFMNTYCHROZETEFS 200000 usD
r Matched Auto - Matched COLUM anooa10g 0oo0ooaoa3 Walid APMNTYCHROZETER14 50.00 usD
[ Matched Matched with Override coLum 00000152 ooooooo003 & vaid Waich Excenfion - 175000 USD
AP_TEST_03
= Exceptions
- Matched Auto - Matched CoLUm anpoot 54 00000000035 valid AP TEST 03 50.00 usD
r Matched Auta - Matchedd COoLUM anpoot 71 0000000003 7% Valid INTFC POVCHR 1 100.00 usD
- Matched Auto - Matched CoLUm anpoot 7z 00000000035 valid INTFC POVCHR 2 400.00 usD
r Matched Auto - Matched COoLUmM aopoo173 0000000003 Walid INTFC POVCHR 3 80000 usD
r Iatched Auto - Matched CoLUm anooot74 0000000003 valid INTFC POVCHR 4 160000 usD

[#f SelectAll [ Clear All

) I .I:I

i start Jg J@MicrnsnftOFﬁtEZDlﬂ & Match Workbench - ... J @ & [ & F

Step

Action

27.

Click the Purchase Order.
| =] Purchase Order
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Favnvr\tes i MalnvMenu » Accounts Payable > Review Accounts Payable Info > Interfaces > Purchase Order

Erewwindow 7 Help B np

PO Inquiry

Enter any information you have and click Search. Leave fields blank for a list of all values.

Limnit the number of results to (up to 300y (300

Business Unit: = - COLUM Q

PO Number: | heging with j ‘

Purchase Order Date: [= = [H
Wendor ID: |hagms wnhj‘ Q
Short Vendor Hame: [ begins with =] | Q

. Search H Clear | Basic Gearch [E) Save Search Criteria

t .
1 5tart Jg JMicrnsnftOFﬁtaZDlD {& Purchase Order - Win... J @ &[] & F

Step

Action

28.

Click in the Purchase Order Date field.

Favarites ain Mend > Accuuntipayab\e > Review Accourlts Payable Info > Imteljaces > Purchase Order

& NewWindow 7 Help hrlp

PO Inguiry

Enter any infarmation vou have and click Search. Leave fields blank far a list of all values.

Lirmit the nurmber of results to (up to 3003 (300

Business Unit: ’G coom @
PO Number: hegins with j ‘

Purchase Order Date: |= = A
Vendor ID: [heging with =] | a
Short Vendor Name: | begins with j ‘ Q

| Beach | Clear |gasic Gearch [E Save Gearch Criteria

al ! .
& start Jg JMlcrUsUftOFﬁEEZUlU {& Purchase Order - Win... J @ § [ & F
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Step

Action

29.

Enter the desired information into the Purchase Order Date field.
Enter "3/14/2012".

Favarites

Search

| 5
&/ start Jg J@MlcrusuftOfﬁzEZUlU & Purchase Order - Win... J @ & [] 4 ’:

ARC™

E ew window P Help
PO Inquiry

Enter any information you have and click Search. Leave fields blank for a list of all values

Limit the number of results to (up to 3003 [300

Business Unit: ,E coom A
PO Number: | hegins with j ‘

Purchase Order Date: [= =] [ainaizarz
vendor ID: [heging with =] | Q
Short Vendor Name: | begins with j ‘ Q

Main Menu > Accuumir—‘ayab\e > Review Accourlts Payable Info > Imteljaces > Purchase Order

Clear |pasic Search [E) Save Search Criteria

Step

Action

30.

Click the Search button.
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Favnvr\tes i MalnvMenu > Accounts Payable > Review Accounts Payable Info > Interfaces > Purchase Order [5]

D rewwindow  ? Help

neen

PO Inquiry

Enter any information you have and click Search. Leave fields blank for a list of all values.

Limitthe number of results to (up 1o 3003 [200 |

Business Unit: ,E ’W
PO Number: | heging with j ‘

Purchase Order Date: [= =] [pzrazoiz

Vendor ID: |hagms wnhj‘

Short Vendor Hame: [ begins with =] |

LLo=E L

| Search

Cleat |Basic Search [F) Save Search Criteria

Search Results

r\/\ewAH First [@] 12 or2 [§] Lasl‘
Business Unit PO Humber Purchase Order Date Vendor ID  Short Yendor Hame
COLUM 0000000138 03/M14/2012 0000000003 SUPPLIER-001
COLUM 000000013303/ 4/2012 0000000003 SUPPLIER-001

i 5tart J @ J icrasoft Office 2010 (& purchase Order - Win...

Step

Action

31.

Click the 0000000139 link.
noooooot 349

Home
Favarites © Man Menu > Accuumir—‘ayab\e > Review Accounts Pavable Infoe » Imteljaces > Purchase Order 5]

D rewwindow P Help @fcusturmze?age hrlp =

niEn

Purchase Order

Business Unit: coLum PORNo.: 0oo0oooT 39

PO Date: 03r14i2012 Match Rule: STANDARD

Vendor ID: 0000000003 Location: CHK-01 Suppliervendar
Line Number: 1 Sched Num: 1

Item ID: Description Scanner
Merchandise Amt: 50000 USD

PO Oty: 1.0000 Match Status PO: Matched

Invoice Details

AP Unit  Voucher Line  EntryStatus g:ﬁ; ;"‘:ﬁl ::"f“‘“di“ Currency  UOM  Quantity  BURecy :“i"‘ Receipt Line  Finalized Di
COLUM 00000596 1 Deleted Open Ready 2500.00 USD EA 1.0000 1
COLUM 00000597 1 Fostable  Open Matched 2500.00 USD EA 1.0000 M
COLUM 00000598 1 Fostable Qpen Ready -2500.00 USD EA -1.0000 ]

Receiver Details

BURecy  Receipt Ho Receipt Line g‘t:'::; Amount Currency  UOM  Recu Oty

RTV Details

BURTY  RTVID BRIV Status BT Disposition

Line action Reason Code UOM  Return Oty Ship Gty

| save | £ Retunto Search | [=] watity |

al
& start J @ J crosoft Office 2010 /& Purchase Order - Wi
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Step

Action

32.

See Inquiry results. To access the Accounting Entries inquiry, click the Review
Accounts Payable Info button.
IReview ACCOunts Fayable Ir11‘|:e]I

Purchase Order

Invoice Details

Receiver Details

BURecy  Receipt Ho Receipt Line

RTV Details

RTY

BURTV RTVID -
Line

Status

B Sswe O RetumtoSesrch (2] Hotity

PRl
&/ start, J @

1 Payables Search Criteria

‘ouchers
0 Interfaces

AP URit  Voucher Line  EntryStatus ::::::
CoLUM 00000596 1 Deletar Opan
CoLUM 00000597 1 Postabls  Open
COLUM 00000598 1 Postable  Open

Match

Status Amount

Return
Action

Match

Favnvr\tes ! MainvMenu > Accounts Payable > Review Accounts Payable Info > Interfaces > Purchase Crder [5]

3
3
3
3
3

CHE-01

Sched Num:

Description

Business Unit: coLUmM
3 Payments

PO Date: 034620 [ Vendor

Vendor ID: 0000000003 Location:
PO Line

Line Number: 1

Item ID:

Merchandise Amt: 250000 USD
PO Oty: 1.0000

Match Status PO:

Merchandise

Status Amt Currency
Ready 250000 USD
Matched 250000 USD
Ready -2500.00 USD

Currency

Disposition

J Micrasaft OFfics 2010 /& purchase Order - Win...

UOM  Recv Oty

[_E’NEWW\TMDW “? Help Bcuatum\zePagE hrlp ]

Supplier Vendor

1

Scanner

Matched

¢ | Find

UOM Quantity  BURecy :‘;”Ei"' Receipt Line  Finalized Di
EA 1.0000 M
EA 1.0000 1
EA -1.0000 1

Reason Code UOM Return Oty Ship Oty

=

| &

Step

Action

33.

Click the Vouchers menu and select Accounting Entries.

|'-';II\L:I Youchers

']
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Favnvr\tes i MalnvMenu » Mccounts Payable > Review Accounts Payable Info > vouchers > Accounting Entries

Voucher Accounting Entries

@NEWWmdnw “? Help Igfcuamm\zePagE

nip N0
*Business Unit: COLUM QL Voucher ID: A inwoice Number: [
*Accounting Line View Option: Standard j‘ ook up Youcher 10 (N+E) rrency
Invoice Date:

. Gearch

\fendor ID: Vendor Name:
Accounting Information

Posting Process:

GL Dist Status:
G b | Chartfields [ Journal
Description Monetary Amount

Currency Code

Ledger

Dstar| |

J ] Micrasoft Offices 2010 /& Accounting Entries - ...

Step Action
34.

Click the Voucher ID Field, and enter Voucher ID 00000597.

Favgrites - Main Menu > A::Duntipayah\e > Review Accuun'ts Payable Info > Vuughers > Accounting Entries

ENewwindow P Help  [F Customize Page
Voucher Accounting Entries

niEn

*Business Unit: ’m Q Woucher ID: M Q Invoice Number: \
‘AccountingLine View Option:  [Stancara 5] I™ Show Foreign Currency  Search
Invoice Date: Wendor ID: Vendor Hame:

Accounting Information

Posting Process:

GL Dist Status:

B | Chartfields [ Journal |

Description Manetary Amount

Currency Code

Ledger

#start J @&

J | ] Microsoft: Office 2010 /& Accounting Entries - ...
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Step
35.

Action

Click the Search button.

Favnvmtas i MainvMEnu > Accounts Payable > Review Accounts Payable Info > Wouchers > Accounting Entries

[_E’ Mew Window 7 Help E,/ Customize Page http
Voucher Accounting Entries
*Business Unit: COoLUME, Voucher ID: 00000587 (. inoice Number: [Scanner Payment !
‘Accounting Line View Option: | S1n0ard - I~ Show Foreign Currency . gearch ||
Invoice Date: 031452012

endaor ID: 0000000003 Vendor Name:

Supplier Vendor
Accounting Information

Posting Process: AP Accrual

GL Dist Status: Mone

" Chartfields | Journal

Description Monetary Amount Currency Code Ledger GL Unit
Scanner 2,500.00 USD ACTUALS COLUM
Intra Fund ReceivableiPayable -2,500.00 USD ACTUALS COLUM
Intra Fund ReceivahleiPayable 2,500.00 USD ACTUALS COLUM
Accounts Payable -2,500.00 USD ACTUALS COLUM

@) start J - J Microsaft Office 2010 i@ Accounting Entries - ..

| Tee =

Step
36.

Action

See the Accounting Information for that voucher.
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Home

Favnvr\tes i MalnvMenu » Accounts Payable > Review Accounts Payable Info > youchers > Accounting Entries

@NEWWmdnw “? Help Efcuammwze?age hrlp

=

Voucher Accounting Entries

*Business Unit: COLUME, Voucher ID: 00000597 L jwoice Number: [Scanner Payment
*Accounting Line View Option: Standard d I” Show Foreign Currency . Geach |
Invoice Date: 031472012 Vendor ID: noonnoonn: endor Name: Supplier vendor

Accounting Information

Posting Process: AP Accrual GL Dist Status: None

™ Main Infor: " Charffields | Journal

Description Monetary Amount Currency Code Ledger GL Unit
Scanner 2,500.00 USD ACTUALS COLUM
Intra Fund ReceivableiPayable -2,500.00 USD ACTUALS COLUM
Intra Fund ReceivahleiPayable 2,500.00 USD ACTUALS COLUM
Accounts Payable -2,500.00 USD ACTUALS COLUM

PRl
i start J @ J Microsoft Office 2010 /€ Accounting Entries - ...

Step

Action

37.
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Favnvr\tes i MalnvMenu » Accounts Payable > Review Accounts Payable Info > Wouchers > Document Status

Youcher Document Status Ing

Enter any information you have and click Search. Leave fields blank for a list of all values.

Limnit the number of results to (up to 300y (300

COLUM aQ

Business Unit: ==

Voucher ID: |hegms with j“

Invoice Number:  [begins with =] | Q

Invoice Date: |: =l [

Vendor ID: [begins with =] Q
a

Short Vendor Name:l begins with j|

™ Case Sensitive

| Ssarch | Clear |pasic Search [§ Save Search Criteria

i 5tart J s J 5] Microsoft Office 2010 /& Document Status - Wi...

D rewwindow 7 Help

neen

J@Jl‘l'lll

ftyy

n

Step

Action

38.

Click in the Voucher ID field.

Favarites | Main Menu > Accuuntipayab\e > Review Accourlts Payable Info > Voughers > Document Status

Youcher Document Status Ing

Enter any infarmation vou have and click Search. Leave fields blank far a list of all values.

Home

Limitthe nurmber of resuls to (up to 3003, (300 |
[T —"
begins with (7]
hegins wnhj|
Invoice Date: [= =
Vendor ID: |hegms wnhj|
short vendor Hame: [ begins with =] |

Business Unit: ==
Woucher ID:

Invoice Number:

L LoEpL

I” case Sensitive

| search | Cleat |pasic Gearch [ Save Search Criteria

anl
' start J @ J ] Micrasoft Office 2010 /& Document Status - Wi...

& NewWindow 7 Help

hitn

J@l‘ﬂl

hitp
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Step

Action

39.

Enter the desired information into the Voucher ID field. Enter "00000597".

Favnvr\tes ! MainvMenu » Accounts Payable > Review Accounts Payable Info > Wouchers > Document Status

& New window P Help
v

Youcher Document Status Ing

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Ex|

Litnit the number of results to (up to 300y (200

Business Unit: IE [coum @
Voucher ID: [beginz with x][o0o00s97

Invoice Number:  [beains with =] | a
Invoice Date: |: =l [
vendor ID; [begins with =] Q
Short Vendor Name:l begins with j| Q

™ Case Sensitive

| Search | Cleat |Basic Search [ Save Search Criteria

t .
i start Jg J@Micrnsnftofﬁtezmﬂ /& Document Status - Wi... J @ &[] & F

Step

Action

40.

Click the Search button.
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Favnvr\tes i MalnvMenu » Accounts Payable > Review Accounts Payable Infd > vouchers > Document Status

Voucher Document Status

iated Document

Business Unit: coLum foucher ID: 00000597
Invoice ID: Scanner Payment Invoice Date: 0342012
Gross Amount: 2500.00 usD Approval Status: Approved
Vendor ID: 0000000003 & SUPPLIER-DO1 Documnent Type: Waucher
Location: CHK-01 Status: Posted

[_E’NEWW\TMDW “? Help BCUETD!’H\ZEF‘EQE hrlp

=

Document Tolerance Status: walid
Budyget Misc Status: walid
Budyet Status: walid
Match Status: Matched

L Returnto Search 7 Refresh
eI eTEIEE

4

i Releted Info

ﬁ:;i"ess ?;;2"'3"‘ nocin Status: DocumentDate  vendor ID Location

COLUM Purchase Order 0000000139 Dispatched 031402012 0000000003 CHK-01 B
COLUM WVoucher 00000588 Unposted 031402012 0000000003 CHK-01 B

o

ittp: ffnistweb.cc. columbia. dur1 7080jpsp /o Ltrd/EMPLOYEE/ERP/s/WEBLIE_PT_NAW ISCRIPTL.FieldFormulaIsaipt PT. | | | |

| 4 € mtemet

R

Step

Action

41.

See the associated documents for that voucher.

Favnvr\tes ! MainvMenu » Accounts Payable > Review Accounts Payable Inf > vouchers >

Documnent Status

Voucher Document Status

Business Unit:

[_E’NEWW\TMDW “? Help BCUETD!’H\ZEF‘EQE hrlp

L Returnto Search 7 Refresh
eI eTEIEE

4

COLUM foucher ID: 00000597 Document Tolerance Status: walid
Invoice ID: Scanner Payment Invoice Date: 031 4/2012 Budget Misc Status: Walid
Gross Amount: 250000 UsD Appraval Status: Approved Budget Status: Walid
wendor ID: oonoooonoz & SUPPLIER-001 Document Type: Youcher Match Status: Matehed
Location: CHK-01 Status: Paosted
Associated Document
Related Info
usiness [Pocument nocin Status: DocumentDate  vendor ID Location
Unit Type
COLUM Purchase Order 0000000139 Dispatched 030142012 0000000003 = CHK-01 B
COoLUM Waucher 00000538 Unpasted 0301462012 anpnanona: CHE-01

\ i

ittp: fFnistweb.cc. columbia. edur1 7080/psp o1 trd/EMPLOYEE/ERP/s/WEBLIE_PT_NAW ISCRIPTL.FieldFormulaIsaipt PT. | | | |

| 3 € mtemet

ERERR
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ARC™

Step

Action

42.

Info button.
IReview Accoynts Pavable Ir'nﬁ:siI

To access the Prepayments Inquiry, click the Review Accounts Payable

ARC™

Favarites

3 Payables Search Crin
Voucher Document Status 'ayahles Search Criteria

§ Main Menu > Accuumir—‘ayab\e > Review Accourlts Payable Info > Voughers > Document Status

3

ENewwindow  ? Help  [F Customize Page B hitp

niEn

£ vouchers 4
. . 0 Interfaces L '
Business Unit: CoLUM ] Payments iment Tolerance Status: Valid
Invoice ID: Sranner Paymen (1 Vendor [ et pats let Misc Status: walid
[=] Summary Data
Gross Amount: 2500.00 uso A [ Document Status Iet Status: Walid
vendor ID: 0000000003 & SUPPLIER-001 p [ paymert h Status: Matehed
D Prepayments
Location: CHK-01 S
d Document + 5 120r2 0 Lot
Related Info
usiness  Document nocin Status DocumentDate  Vendor ID Location
Unit Type
coLum Purchase Order 0000000139 Dispatched 03142012 0000000002 5 CHK-01 B
CoLuUmM Woucher 00000598 Unposted 03142012 nooonoonnz & CHK-01 B
L4 Returnto Search | | & Retresh
| )
[ [ [ [ [ mneme V5~ [Foms -

Step

Action

43.

Click the Payments menu.

| [ Payments
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[_E’NEWW\TMDW “? Help BCUETD!’H\ZEF‘EQE

=

(3 Payables Search Criterla 4
Voucher Document Status 1 Vouchers v
£ Interfaces L4
Business Unit: CoLum 1 Payments
Invoice ID: Geanner Paymen (1 Vendor [] Detail Data
[5] summary Data
Gross Amount: 2500.00 uso A D Document Status

Vendor ID: 0000000003 2 SUPPLIER-001 p [ Payment
[=] Prepavments
s

Training Guide
Reporting for Inquiry Only Roles

iment Tolerance Status:

|et Misc Status:
|et Status:

h Status:

Location: CHK-01 aimon
Associated Document
Related Info
pusiness  Document nocin Status: DocumentDate  vendor ID Location
Unit Type
COLUM Purchase Order 0000000139 Dispatched 030142012 0000000003 5 CHK-01 B
COoLUM Waucher 00000538 Unpasted 0301462012 0000000003 5 CHE-01 B

L Returnto Search 7 Refresh
eI eTEIEE

alid
Walid
Walid
Matched

hitp

o

[

| € meemet

RN

Step

Action

44,

Click the Prepayments menu.
| D Prepaymments

Favarites | Main Menu > Accuuntipayab\e > Review Accourlts Payable Info > Paynlents > Prepayments (]

Prepayment Inquiry

Enter any infarmation vou have and click Search. Leave fields blank far a list of all values.

& New Window 7 Help

Lirmit the nurmber of results to (up to 3003 (300

Business Unit:[= |~ COLUM Q

Woucher ID: hegmswwmj|

Payments: = j |
| Search | Clear |gasic search [ Save Search Criteria
Search (AlE+1)

-
hitn

3

o

[ [ mternet

75 - [wio0w -
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Step

Action

45.

Click the Search button.

Favnvmtas MainvMEnu > Accounts Payable > Review Accounts Payable Info > Payments > Prepayments (o]

A Newwindow P Help B nap 2

Prepayment Inquiry

Enter any information you have and click Search. Leave fields blank for a list of all values.

Litnit the number of results to (up to 300y (200

Business Unit:[= |~ COLUM Q.
Voucher ID: |begmswwlhj|
Payments:  [= = |

Search | Clear |pasic Search [F Save Search Criteria

Search Results
Miew All First [4] 1-200t20 [3] Last

Busginess Unit Voucher ID Payments Hame 1 Short Vendor Hame
COoLUM 00000022 Ernployee Vendar EMPLOYEE-001
CoLun 00000040 Employees Yendor EMPLOYEE-001
CoLum 00000041 Employee VYendor EMPLOYEE-001
CoLum 00000042 Employees Yendor EMPLOYEE-001
CoLLm 00000042 Employee Vendor EMPLOYEE-001
COoLLm 00000044 Emplovee Vendor EMPLOYEE-001

niEn

COLUNM Employee Vendor  EMPL 101

COoLUM Ermployee Vendar EMPL 101

COoLUM Ermployee Vendar EMPL 101

COoLUM Ernployee Vendar EMPL 101

CoLUM Employees Yendor EMPL! 0

COoLLIM Employee Yendor EMP| 0

COLUM 1 Employee Yendor EMPLOYEE-001

COLUM 1 Employee Vendor EMPLOYEE-001

CoLLm I Pety Cash Custodian PETTYCASH-001

CcoLU Employee Vendor | EMPLOYEE-001

CoLUM Ermployee Vendar 101

COoLUM Ernployee Vendar 101 =
CoLUM Ernployee Vendar EMPLOYEE-001

CoLUM Employes VYendor EMPLOYEE-00

< | L
iavascript:submitéction_winD{document, wind, #ICRow19; [T T | [3 e memet ERErR

Step

Action

46.

Select the PREPAID reference.
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Prepayment Inquiry

Business Unit:

Favnvr\tes i MalnvMenu > Accounts Payable > Review Accounts Payable Info > Payments > Prepayments [5]

Training Guide
Reporting for Inquiry Only Roles

@NEWWmdnw “? Help Ifcuamm\zePagE

PrePaid Voucher

Applied i
Business  pplied

. WVoucher
Unit

Currency

coLum Bank SetID: CUSET Currency: uso
WVoucher ID: PREPAID Bank Code: CHASE Gross Amount: 100.00
Vendor ID: 0000000004 Bank Account: DISB Payment Date:
Reference: Balance: 100.00
Applied Voucher

Applied Voucher Details

Gross Invoice
Amount

Applied Amount  Reversal Posting Status

[0 Retumto search | 5] PreviousinUist 5 metn st | [ wotity

Done

=

hitp

[0

| €9 meemet

Action

R

47.

processed and

posted.

View details of the prepayment and applied voucher once the vouchers have been

Favarites © Man Menu > Accuumir—‘ayab\e > Review Accourlts Payable Info > F‘aynlems > Prepayments [
Eremiindon P Help  [E Customize Page B hitp
Prepayment Inquiry
Business Unit: COLUM Bank SetiD: CUSET Currency: usD
Youcher ID: PREPAID Bank Code: CHASE Gross Amount: 10000
vendor ID: 0000000004 Bank Account: DIsB Payment Date:
Reference: Balance: 100.00

Applied Voucher Details

Applied

— -
First K 4 of 1 I Lot
3::iness czﬂ::r Currency G'Dssn'“m":‘i]fi Applied Amount Reversal Posting Status
|& Returnto Search | 1] PreviousinlList || <F] HextinList | |[=] hatify |
Done [T [3@meme 75~ [Foms -
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Step Action

48. You have successfully navigated through the different Voucher Inquiries.
End of Procedure.
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Using Queries

This is the Using Queries lesson of the Reporting for Inquiry Only Roles course. Upon
completion of this lesson, you will be able to:

Navigate to the Query Viewer page in ARC
Search for existing queries

Run and export a query to an Excel spreadsheet
Save a query to your favorites

Estimated Time to Complete Lesson: 10 minutes
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Query Viewer

Query Viewer is the place to run and view queries. Upon searching for a query, you can choose
to run the query immediately and view the results in a new browser window or to schedule it to
be run at a later time (or predefined schedule).

Queries Viewer enables you to:

Search for a query

Preview a query in the active browser window

Run a query and display results in a new browser window
Print a query

Schedule a query
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Query Naming Convention
When searching for existing queries, keep in mind the following naming convention:

[part [Dcsription ———————————Jpample |
1 Query names should always begin with ‘CU’ cu

2 Identifies the owning module GL, KK, PC, AP, PO

3 Brief description of the query Journals, Status (active, inactive, deleted etc)

4 Describes any filters or sorts in the query BY DATE, OPRID, etc

5 Identifies what type of transaction the query Reconciliation, Allocation

returns

For example, CU_AP_DELETED_VCHR is an informational query that can be used to view the
list of deleted vouchers for a date range:

CU AP DELETED VCHR

| L 1 I
| [ |
Part 1: Part 2: Part 3:
Query Module Description
begins is ‘AP’ of query —
with ‘deleted
‘CU’ vouchers’
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Searching for Existing Queries

You can either use the 'Basic Search' or the 'Advanced Search' when searching for existing
queries.

The Basic Search is useful when you know what the query name or the description of the query
begins with.

The Advanced Search allows for more flexibility. You can specify additional search methods for
the desired field(s) (e.g. equals, does not equal, contains etc).

Query Viewer - Basic Search

Query Viewer navigation in ARC
Favorites - Main Menu | Reporting Took > Query > Query Viewer| S

Query Viewer Query Name -

Access Group Name

Description
Enter any information you have and click Search, Leave fields blank for a list of all values. Folder Mame
*S h By: — Qwner
earch By: begmewmn |

Type
Search A
dvanced Search Uses Field Name

Uses Record Name

Click the ‘Advanced Search’ hyperlink to
expand your search criteria.

Query Viewer - Advanced Search

- The ‘Advanced Search’ view gives you more
flexibility when searching for existing gueries.
Favgrites  Man Menu > Renurtilq Took > Qu'ew > Query Viewer |[al For example, if you are searching fora

voucher query you can search for a query
that contains ‘voucher’ in the description.

Query Viewer Advanced Search can also be used to narrow
down the search results since it allows for
multiple fields to be specified.

Enter any information you have and click Search, Leave fields blank for a list of all values.

QueryName: beginswin = |

- | begins with ~ pegins with | =
bescripton I_I..l\ :

— ==
Uses Record Hame:  beginswih  ~ | -
Uses Field Name: Deginswith = N

==

Access Group Name: Deginswith = Q begins with
between
ins with i
Folder Name: "°9"® T Ic’:)ntalns
Owner: - - not=

When using the IN or BETWEEN operators, enter comma separated values without quotes. i.e. JOB EMPLOYEE JRNL_LM
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When using the basic search screen, keep in mind that all query names begin with 'CU'". You can
begin to narrow down the search by specifying which module owns the query (e.g. KK, GL, AP,

PO, PC).

The image below shows the search results for query names that begin with 'CU_AP".

Once you locate the query you wish to run, you have the following options:

e Run the query to HTML (query results are displayed in a new web browser)
e Run the query to Excel (query results are displayed in an Excel document)
e Run the query to XML (query results are displayed in an XML document)
o Schedule the query to be run within a specific date range

e Add the query to your list of Favorites

Please note that you will only be able to search for queries that you have been granted access to.

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

SearchBy:  queryName v begins with

Search Advanced Search
Search Results

~AIF =
“Folder View: Ao X
Bidor View:

Query Name Description
CU_AP_APPRV_FACILITIES Dept Approvers for Facilities
CU_AP_BUDGET_CHECK_ERROR_VOUCH Budget Check Error Vouchers
CU_AP_CF_DESCR AP Query with Chartfield Desc
CU_AP_DEINED_VOUCHERS Denied Vouchers
CU_AP_ESCHEATED_PYMNTS Escheated Payments
CU_AP_INACTIVE_VNDR Inactive Vendors
CU_AP_INFOED_VENDOR_LIST InfoEd Vendors and Sponsors
CU_AP_MATCH_EXCEPTION_VOUCHERS  AP-Match Exception Vouchers
CU_AP_PATIENT_REF_DETAIL Patient Refunds Detall Recon
CU_AP_PATIENT_REF_SUMMARY Patient Refunds Summary Recon
CU_AP_PCARD_VCHR_CLOSE_DELETE  Deleted and Closed PCard Vchrs
CU_AP_PREF_VNDR Preferred Vendors
CU_AP_RECYCLED_VOUCHERS AP-Recycled Vouchers
CU_AP_TEST_1099_BALANCE Validate GeneratePayments_05
CU_AP_TRAN_BY_DATE_CLEARED Transactions by Date Chk Clear
CU_AP_UNAPPR_VNDR Unapproved Vendors
CU_AP_UNPOSTED_VCHR_BUD_CHKD  Unposted Voucher Budg Checked
CU_AP_VCHR_UNPAID_POST Vouchers Posted But Unpaid
CU_AP_WTHD_COMPARE Withholding Compare Report
CU_AP_WTHD_VNDR Withholding Applicable Vendors

FU_»‘-P

Public
Public
Public
Public
Public
Public
Public
Public
Public
Public
Public
Public
Public
Public
Public
Public
Public
Public
Public
Public

Favorite

Favorite

You have several option when
selecting a query to run:

Run to HTML

Run to Excel

Schedule

Add to Favorites
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Using the Advanced Search Screen

The Advanced Search screen gives you additional flexibility when searching for existing queries.
You can specify one or more fields either to broaden or narrow down your search.

In the example below, we are searching for all queries that contain 'voucher" in the description
field.

Once you locate the query you wish to run, you have the following options:

e Run the query to HTML

e Run the query to Excel

e Run the query to XML

o Schedule the query to be run within a specific date range
e Add the query to your list of Favorites

Favortes ' Main Menu >| Reporting Took > Query > Query Viewer | [3]

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

Query Name: Degins with =
contains  ~ | [VOUCHERS

Uses Record Name:  Deginswith =
Uses Field Name: eginswith  ~ [
B a

veginswith  ~ |

Access Group Name:  Degins with
Folder Name:
Owner: - -
When using the IN or BETWEEN operators, enter comma separated values without quotes. i.e. JOBEMPLOYEE JRNL_LN.
sl ikaak Basic Search
Search Results

“Folder View: Al Felders - -

srat 5t D rimn 20 L ot Kl a7 e O
Cusio ==

Query Name Description Qwner Folder
AP_CRED_VCHR List of Credit Vouchers Public
BTF_BTB_VOUCHER Book-to-Bank Vouchers Public
BTF_KK_SOURCE_HDR_GL_PO_AP POs, Vouchers, JVs & BJVs Public
CU_AP_BUDGET_CHECK_ERROR_VOUCH Budget Check Error Vouchers  Public
CU_AP_DEINED_VOUCHERS Denied Vouchers Public
CU_AP_DELETED_VCHR List of Deleted Vouchers Public
CU_AP_DENIED_VOUCHERS Denied Vouchers Public
CU_AP_MATCH_EXCEPTION_VOUCHERS | AP-Match Exception Vouchers  Public
CU_AP_RECYCLED_VOUCHERS AP-Recycled Vouchers Public
CU_AP_VCHR_PEND_APP_AMT Vouchers Pending Appr by Amt  Public
CU_AP_VCHR_PEND_APP_DEPT Vouchers Pending Appr by Dept  Public Eavorite
CU_AP_VCHR_PEND_APP_ORIG Vouchers Pending Appr by Orig  Public Eavorite
CU_AP_VCHR_UNPAID_POST Vouchers Posted But Unpaid Public
CU_PC_UNPAID_SPONS_VCHR PC - Unpaid Spansored Vouchers  Public
POY1052_CONTRACT_VOUCHERS POY1052-Contract Vouchers Public
UPG_APY02 Exception Vouchers Public
UPG_GFAPX02 Vouchers lo be bem-ed Public
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Running the Projects by Owning Department Query
In this topic you will learn how to navigate to Query Viewer in ARC, use the Basic Search screen

to search for an existing query, run the query to Excel, and save the query to your Favorites.
Estimated time to complete this topic: 2 minutes

Procedure

Welcome to the Running the Projects by Owning Department Query topic. In this scenario you

will learn how to navigate to Query Viewer, search for existing queries, run a query to Excel, and
save a query to your Favorites.

ARC |

Favorites | Main Meru

Personalize Content | Layviut ? Help
[Menu =
Search:

> Columbia Specific

> Employee Sel-Service

[> Manager SelF-Service

[ Supplier Contracts

[> Custarers

[ Catalog Management

[> Promotions

[ Custamer Contracts

> Order Management

> Pricing Configuration

[ lterms

[ vendars

> Procurement Gaontracts
I Purchasing

[ Irnventany

> eProcurement

[> Services Procurement

> Sourcing

[> Manufacturing Definitions
[» Production Control

> Supply Planning

[> Grants

[» Program Management

> Project Costing —
[> Proposal Management

> Maintenance Managerment
> Resource Management

> Real Estate Management
[» Staffing

> Travel and Expenses

[> Travel Administration

[ Accounts Receivahle

[ Accaunts Payable

[> eGeftlements

[ IT Asset Management

> Banking

> Cash Management

> Deal Management

> Risk Management -

bore [ [ @ neemet [7a - [Fiom -

Step Action

1. The Query Viewer is located within the Reporting Tools folder in the Main Menu.
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Favorites  Main Meru

Personalize Content | Layout
‘Menu 2] (=) [x]

Search:
®

[> Columbia Specific

> Employee Sel-Serice
> Manager SeltService
> Supplier Contracts

[ Customers

> Catalog Management
[> Promotions

[> Customer Contracts

[» Order Management

> Pricing Configuration

[ ltems

> Vendors

[> Procursment Cantracts
> Purchasing

= Inventary

[> eProcurement

[> Services Procurement
[> Sourcing

[ Manufacturing Definitions
[> Production Cantrol

> Supply Planning

> Grants

> Program Management
[ Project Costing

> Propoeal Management
[> Maintenance Management
> Resource Management
[» Real Estate Management
[> Staffing

[> Travel and Expenses

[> Travel Administration

[> Accounts Receivable
[» Accounts Payahle

[> eSettlements

[ IT Asset Management
> Banking

[» Cash Management

I Deal Management

[ Risk Management

=

Done

[

€ Intemnet

RN

Step

Action

Click the scroll bar.

T-Vendors

[» Procurement Contracts
[» Purchasing

[ Inventory

[ eFrocurement

[» Services Procurement

[> Sourcing

> Manufacturing Definitions
[> Production Cantral

> Supply Planning

[> Grants

> Program Management

[ Project Costing

[» Proposal Management
[ Maintenance Managermert
[» Resource Managerment
> Real Estate Management
> Staffing

> Travel and Expenses

[» Travel Administration

[> Accounts Receivable

[> Accounts Payahle

[> eSettlements

[ IT Asset Management

[ Banking

[> Cash Management

> Deal Management

> Risk Managerment

> Financial Gateway

[» VAT and Intrastat

[» Excise and Sales TaxWAT IND
[ Commitment Control

[» General Ledger

I Allocations

[> SCM Integrations

> Set Up FinancialsiSupply Chain
> Enterprise Components
> Background Processes
[ Worklist

[> Tree Manager

[ Reporting Tools

[> PeopleTools

> Development Utilities

— Change My Passwird

— by Systern Prafile

ittps: ffnitstweb. cc columbia edu; 18443/pspfia1 gnaz/EMPLOYEE/ERP/s/WEBLIE_PTPP_SC.HOMEPAGE FieldFormuatsery| | [ ||

€ Intemnet

|75 - [ W00 - ;
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Step

Action

Click the Reporting Tools link.
[> Reporting Toals|

Favnvr\tes ! MainvMenu > Reporting Tools
Reparting Tools
@ Reporting Tools

Run, create, and manage queries and niision reports:

E" Reporting Console E Report Manager
Reparting Console Review report list

Edit "Reporting Tools" Folder

uel
ﬁ Extract information using visusl representations of your PS
database
= Query Manacer
=] Query Viewer

= Schedule Query.

ﬁ] Connected Query ﬁ] PSinvision ﬁ XML Publisher

Creste, e, run and manage Connected Guery objcts Design and creale MS Excel spreadsheet reports on Register XML-based report templates and transiations. Run

=] Connected Query Quick Start PeopleSoft data Query-hased reports. Use enhanced search for XMLP

=) Connected Guery Manager = Define Report Book report instances.

=] Connected Query Yiewver =l Register Drilldown Layout =l Data Source

=] Schesule Connected Guery = Define Report Request = Report Definition

= Define Scope = Cortert Library
5 hore

Done

T e meme Y

Action

Click the Query link.
Query

Page 121




Training Guide m
Reporting for Inquiry Only Roles

Favnvr\tes i MalnvMenu > Reporting Tools
Reparting Tools
ﬁ Query
Exdract information using visual representations of your PS database

Query Manager Query Viewer Schedule Query

Creste or update queries and query specifications. Runthe schedule duery process.

Edit "Query" Folder

ittps: ffnitstweb. cc columbia edu; 18443/pspffndL gna2/EMPLOYEE/ERP{c/QUERY _ManacER.QUERY vEweR.GELzPoRTAL | [ [ | | /@ mteme

RN

Step Action

5. Click the Query Viewer link.

ARC™

Favarites | Main Meru > Reporting Todls > Query > Query Viewer [5]

Query Yiewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

"Search By: Query Mame j' begins with [eu

Search

lAdvanced Search

ENewwindow  ? Help  [F Customize Page hrlp

pone [T [ [@meeme

7 - [Hioow -
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Action

This is the Query Viewer page in ARC. We will search for Query Name(s) that
begin with 'CU_GL_PROJ'.

ARC™

Favarites | Main Meru > Reporting Todls > Query > Query Viewer [5]

Query Yiewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

ENewwindow  ? Help  [F Customize Page hrlp

"Search By: Query Mame j' begins with [eu

b Advanced Search

Done

[T [ [@neeme [7a - [Foms -

Step

Action

Enter the desired information into the Search By field. Enter "CU_GL_PROJ".
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Favnvr\tes i MalnvMenu > Reporting Tools > Query > Query WViewer [3]

[_EINEWW\TMDW “? Help Efcuammwze?age hrlp

=

Query Yiewer

Enter any information you have and click Search. Leawe fields blank for a list of all values

*Search By: Query Name =] hegins with cU_GL_FROJ

Search

|Anvamcen Search

Done

o~ ¥

RN

Action

Step

Click the Search button.
Search

Favnvmtas i MainvMEnu > Reporting Tools > Query > Query Viewer [g]

[_ENemednw ? Help E{Custnm\ze Page htm
Query Viewer
Enter any infarmation you have and click Search. Leawe fields blank far a list of all walues,
xsearch_Bv: Query Name - bagins with CU_GL_PROJ
[eath | ganced seann
Search Results
“Folder View: - All Folders - =2
First K1 4 of 1 I Lot
. Runto Runto Runto Add to
Query Hame Deseription Owner Folder HIML Excel xmL  Schedule e
CU_GL_PROJ_BY_OWN_DEPT_DTL GL - Projects by Owning Dept Fuhlic HTML Excel ML Schedule Eavorite
Done [T e meeme [%5 « [Hamw -
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Step Action

Only one search result matched the search criterion.

Click the Excel link to run this query to Excel.

tstweb.cc.columbia.edu:18443/psc/fndlqna2_4,/EMPLOYEE/ERP,/q/?ICAction=ICQryNameExcelUR - Windows Internet Explorer

CIe |E https:/ frtstweb, cc.columbia.edu: 18443/psc/fri3 Lana2_3/EMPLOVEE (ERRfa/7ICAction=1cqrvt (o] G || B [#2 || % | [ tive search 2~
File Edit Visw Favorites  Tools  Help
QU % Favartes | 55 @] Suggested Sites » & ] Web Sice Gallery »
Ent (& hitps:ffritstweb, cc.columbia.edu: 16443 pscifr9igna. .. | 5 - Bl - ) e=h - Page~- Safety - Tools - - i
!
CU_GL_PROJ_BY_OWN_DEPT_DTL - GL - Projects by Owning Dept =l
Department; | Q
view Results
S - 5
" LOC Cost | Cost | .. . SBSP - E- : Orig | Orig
Department | _ Project Eff Clinical Funding - Int Orig E
Dept <. |Unit |Project L CTV |Document |ARRA |Share |Share N Rpty |Sponsor Werify N Fund |Award |CFDA
*Fg Description Description |Date D Proj | Amt Trial Req Mech Date Bearing |Sponsor Mech| Ho. Ty
9
9
C
| | »
ene [T T 6 mtemet 5= [®woe -
@istart| | & | 4 query Viewer - Windows. .. |[@ https://tstweb.cec... &

Step Action

10. A separate run control window opened.

Click the Maximize/Restore button.
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ntstweb.cc.columbia.edu:18443/psc/f9lqna2_4/EMPLOYEE/ERP,

CAction=ICQryNameExcelUR - Windows Internet Explorer
|E https:/'ffntstwah‘E(.(D\umb\a‘edu:l8443fps(ffn91qnaZjfEMPLOVEEiERPfqi7]CA(t\nn=lCerNamEEj 8 | & /#2] x| |2 Lie search gelis
Fle Edt View Favortes Tooks  Help
i Favortes |5 @] Suagested Sites = @] Web Sice Gallery »
(8 https:j ffnkstweb. cc. columbia.edu: 18443jpscifngigna. .. | i - (7] s - Page - Safetyr Took+ @ 7
CU_GL_PROJ_BY_OWN_DEPT_DTL - GL - Projects by Owning Dept =l
Department: | Q
Yiew Results
A Loc Cost | Cost | .. . SBSP P E- n Orig | Orig q
Department | _ Project Eff Clinical Funding - Int Orig Bill
Dept < |Unit |Project L CTV |Document |ARRA, | Share |Share " Rpty |Sponsor Verify - Fund |Award |CFDA
Description Description |Date D Proj | Amt Trial Req Mech Date Bearing |Sponsor Mech| No. Type |Fi
kil | i
pore T T [ mteme [Fa - [®ew -
distart| | & | 4 query Viewer - Windows. .. |[@ https://ftstweb.cec... &

Step Action

11. The only parameter that needs to be specified to run this query is Department.

Click the Look up Department (Alt+5) button.

=
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tstweb.cc.columbia.edu:18443/psc/fn91qna2_4/EMPLOYEE, ?ICAction=ICQryNameExcelUR - Windows Internet Explorer

@@ =[] tetpsiffrestuich.cc.cohmbia,edu: 18443 psc /i 1ana2 _4/EMPLOYEEJERPJaj?ICActon=1CQrytameE: ]| & | %[5 L search

Fle Edit WVew Favarites Tools  Help

i Favortes |5 @] Suagested Sites = @] Web Sice Gallery »

& httpssjfntstweb.cc.columbia.edu: 18443 pscifn91qna. . £ - - ()@= v Page v Safety -+ Toos+ (@ 7

Look Up Department

Search by: |Tree Node Y.i begins with

| LookUp | Cancel .\AuvanceuLaakup_

Search Results

010400% »UFE Programs & Events
0104105 UPE Programs & Events

010500% BDS Ombuds

»
[T [ [ [ |6 meeme Ve - [ waoee -
distart| | & | 4 query viewer - Windows. .. |[@ https://ftstweb.cec... &

4

Step Action

12. In this scenario we will run the query for Department Node '010000X'.

Click the 010000X link.
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_E dows Internet Explorer
6? - |E https:/ frtstweb, cc.columbia.edur 18443/psc/fn1qna2_4/EMPLOVEE /ERPJgi7ICarName=CU_cL_pr 7| Gy || B[ 42| x| [0 Lve search L~
Fle Edt View Favorites Tooks Help
i Favortes |4 @] Suaoested Sites = @] Web Sice Gallery »
(8 hitps:ffritstweb. cc.columbia. edu: 18443 psc/fn91gna | £ - - (] mm - Page - Safety - Tooks v (@ =
CU_GL_PROJ_BY_OWN_DEPT_DTL - GL - Projects by Owning Dept =l
Department: 010000 Q
Yiew Results
_ LoC Cost | Cost ] E- | orig | orig .
Department | _ Project Eff Funding - Int Orig Bill
Dept < |Unit |Project . CTV |Document |ARRA, | Share |Share Sponsor Verify - Fund |Award |CFDA
Description Description |Date D Proj | Amt Mecl Date Bearing |Sponsor Mech| No. Type |Fi
| | »
pore [T T [ [ mteme a [ W -
Aistart| | & | 4 query Viewer - Windows... |[@ https://tstweb.cec...

13. Click the View Results button.

| YWiew Results

_f dows Internet Explorer
@:\/ - |g https://frtstweh. cc.colmbia edu:13443fps(ffn91qnaz;vfEMPLOVEEtERpqu71(ermame=cu,GL,PFj 8 ||| |#2]| x| |2 tie search P~
Fle Edi View Favortes Tools  Help
i Favorkes |4 @] suagested Sites = @] web Sice Gallry v
) Cannecting... | | £ - - [ s o+ Page - Safety » Tools v
CU_GL_PROJ_BY_OWN_DEPT_DTL - GL - Projects by Owning Dept
Department: 0100003 Q
Yiew Results
T T T T T T T T orig | orig
Department| | SRS = 8l File Download L y nt orig Bill
Dert Description Lt [ERRISCE Description (Date g ﬂr‘? Bearing |Sponsor 'I;:r[n:: m:::m (k) Tupe |Fi
Do you want to open or save this file? .
[ Name: q.xls
Mj Type: Microsaft Excel 97-2003 Waorlshest, 85.5(8
Fiom: fntstweh.cc.columbia.edu
Open save || cancel |
¥ Always ask before opering this type of fls
‘wihile files from the Internet can be usehul, some files can potentially
haim pour computer, If you da not tust the source. do nat open or
save this file, What's the risk?
4] | »
|2 Done [T T [ [ mteme [Fa = [®ow -«
@5t | & | 4 query viewer - Windows... |[@ hreps://tstweb.ce.c...
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Step

Action

14.

Click the Open button.

Open

MPLOYEE/ERI

CQryName=CU_GL_PROJ_BY_D - Windows Internet Explorer

@i\‘f‘v J&] hitps: intstweh. co.cobumbia edus 1 B443/psclingLanaz_+/EMPLOVEE fERP /o 71oGrhiame=cu_sL_pr ]| G |18 [ 1 [{ %] e Search

File:

Edit  View Favorites Tools Help

(& hitps:ffritstweb, cc.columbia.edu: 18443 psc/fn91gna. ..

i Favortes |5 @] Suagested Sites = @] Web Sice Gallery »

[ - [ mm - Page - Safety - Took -+ (@

»

CU_GL_PROJ_BY_OWN_DEPT_DTL - GL - Projects by Owning Dept

Department: [110000%

&« |= Micrasoft Excal —Es
isuuReanits Home | Insert  Page layout  Formulas  Dats  Review  View & @
Department || “= ¥ fvialUnicode - 10 - Text - S=lnsert X - W Bill
et paseription VPO L T = L . V- 7 lﬁ A yme R
Bz~ |B|Z U~ A A $ % 3 I Delete ~ (3]~ -
Faste o o0 swyles | o, Sort i Find &
- - - A- %8 %8 - Erormats 27 Fiter~ Select-
Cliphoard 1 Fant 5| Alignment | Wumber Cells Editing
FaNg - Fe | GL-Projects by Owning Dept bt
] [Read-Only] [Compatibility Mode]
] A E & ] E
1 [6L-Projects| g7
2 |Dept Department Description HUnit HPruject ||Pru]ect Description
3 ‘0112302 CGC Europe in MY GENRL ENOD4774 CURRIER (STERLING)FD
4+ Di1z103 CGC Global Initiatives Admin SPONE GE003768 DE-PO164100054
&5 D112203 CGC Middle East in Amman GENRL GT001839 JORDAN CENTER
6 D11z102 GGC Operations HQ GENRL URDD4292 FINANCIAL AID GIFTS
7 Trozioz PRE Office of the President GENRL GTO04669 PRESIDENTIAL FUND
8 0112503 CGC South Asia in Mumbai GENRL GTO02419 INDIA CENTER
o 112704 CGC Latin America Ria in NY GENRL GT004822 FRAGA GC RIO FUND
10 102102 PRE Office of the President GENRL GT004328 SHAW FAMILY GIFT
11 rozi0z FRE Office of the President SPONE GE000004 Public Service
12 D11za0z GGC Europe in MY GENRL URD02080 Reid Hall, Inc. HSBG
13 0109105 GOV EVP GCA Admin GENRL URDD2085 PRICR YR CARRYFIND
14 0108106 GOV Columbia Community Service GENRL AG002000 CCS SPECIAL GIFTS
16 0112802 CGC Eurape in Y GENRL ENO03572 CURRIER (STERLING) F
| Ready | |[E@m 100 =) (} (3) =
4 »
pone [T T [ mteme ERIE R
@stant| | & | 4 query viewer - Windows... | @ httpsifffntstweb.cc.colu... |[[] Microsoft Excel

Step

Action

15.

Click the Maximize button.
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|= Microsoft Excel = e 2
Home | Insert  Pagelayout  Formulas  Data  Review  View @
. = . E o, Selset-  E - f\? 3
G- Arial Unicode MS“. 1 = Text Elé_il ‘A :‘d 5 Delets jv 7l }3
g (B on- e R I R e o
Clipboard Font 2lignment Humber Styles Cells Editing
Al - Jx | GL- Projects by Owning Dept A
] [Read-Only] [Compatibility Mode] o B 5
A B © D E F =
1 [BL-Projectd 57
2 |Depl ﬂDepartment Description HUnit ||Prnje[:t HF'ij[:t Description HEff Date ||C
3 0112802 CGC Europe in WY GENRL EMNOD4774 CURRIER (STERLING)FD 71088 N
4 112103 CGC Global Initiatives Admin SPOMNE GE002768 DE-PO15A100054 8M6/2010 M|=
5 0112203 CGEC Middle East in Amman GENRL GTO01839 JORDAN GENTER 772008 N
B 0112102 CGC Operations HQ GENRL URDD4292 FINAMNCIAL AID GIFTS 772008 N
7 Tn1nz102 PRE Office of the President GENRL GTO04659 PRESIDENTIAL FUND 772008 N
5 (0112603 CGC South Asia in Mumbai GENRL GTO02419 INDIA CENTER 772008 N
a 112704 CGC Latin America Ria in MY GEMRL GTOD4822 FRAGA GC RIO FUND 72011 M
10 (0102102 FRE Office of the President GENRL GTO04828 SHAW FAMILY GIFT 7201 N
11 (0102102 FRE Office of the President SPONS GG000004 Public Service 2n7rzmz N
12 112302 CGC Europe in NY GENRL URD02080 Reid Hall, Inc. HSBC 2172012 N
13 108105 GOV EVP GCA Admin GENRL UROD2085 PRIOR YR CARRYFWD 772008 N
14 (0109108 GOV Caolumbia Community Service GEMRL AG00Z000 CCS SPECIAL GIFTS 7172002 M
15 (0112802 CEC Europe in NY GENRL ENOD3572 CURRIER (STERLING) F TAM988 N
16 (0112302 CGEC Europe in Y GEMNRL EMOD4432 HILL (G.A.) FUND 7988 N
17 112202 CGC Middle East in NY GENRL GTO01419 JORDAN INITIATVE 12/1/2007 N
18 0112202 CGC Middle East in Ny GENRL GTO04608 PRIVATE GIFTS JORDARN 772008 N
18 0108105 GOV EVP GCA Admin GEMNRL GT004007 FFIZER FOUNDATION IN 72006 M
20 0112704 CGC Latin America Rio in MY GENRL GTO04823 EEX EIKE BATISTA GC 72011 N
21 0109108 GOV EVP GCA Admin GEMNRL URODEE4E COMMUMITY FUNDS FR2011 N
22 o410z UPE University Prgms & Events GENRL URD02083 PRIOR ¥R CARRYFWD 772008 N
23 0112302 CGC Eurape in NY GENRL UROD2089 Reid Hall, Inc. Operations 71988 N
24 0112302 CGC Eurape in hY GEMNRL UROD2085 Reid Hall Institute Operations 71088 N
25 (0112802 CGC Africa in MY GENRL UR00Z008 Mairobi Operations Tz00 N
ag Muingnn OO Coact fein in ~CMOo LDanontn Daiiinn Onoratione 214 000 n
Ready | |[FE|E 003 | (+)
distart| | & | 4 query Viewer - Windows... | @ httpsifffntstweb.cc.colu... |[[] Microsoft encel

Step Action

16. You have successfully exported the query results into Excel.

|= Microsoft Excel = B IR
Home | Insert  Pagelayout  Formulas  Data  Review  View @
. m e = . E 5, S=Ihset~ X - f\? i
B~ Arial Unicode M5~ 10 A A 2 = Text: Elg%l e B  petete - | [3- 7 }3
el L IEEERERS B |- A o S | gy | - S8 1
Clipboard Font 2lignment Humber Styles Cells Editing
Al - Jx | GL- Projects by Owning Dept A
] [Read-Only] [Compatibility Mode] ==
A B © D E F =
1 [BL-Projectd 57
2 |Depl ﬂDepartment Description HUnit ||Prnje[:t HF'ij[:t Description HEff Date ||C
3 0112802 CGC Eurape in hY GEMNRL EMNOD4T74 CURRIER (STERLING)FD 71088 N
4 112103 CGC Global Initiatives Admin SPOMNE GE002768 DE-PO15A100054 8M6/2010 M|=
s 112203 CGEC Middle East in Amman GEMNRL GT001839 JORDAN GEMNTER 772008 N
B 0112102 CGC Operations HQ GENRL URDD4292 FINAMNCIAL AID GIFTS 772008 N
7 Tntnz102 PRE Office of the President GENRL GTO04659 PRESIDENTIAL FUND 7A/2008 N
5 (0112603 CGC South Asia in Mumbai GENRL GTO02419 INDIA CENTER 772008 N
a 112704 CGC Latin America Ria in MY GEMRL GTOD4822 FRAGA GC RIO FUND 72011 M
10 (0102102 FRE Office of the President GENRL GTO04828 SHAW FAMILY GIFT 7201 N
11 (0102102 FRE Qffice of the Prasident SPONE GG000004 Public Service 2n7rem2 N
12 112302 CGC Europe in NY GENRL UROD2080 Reid Hall, Inc. HSBC 21772012 N
13 0108105 GOV EVP GCA Admin GENRL UROD2085 PRIOR YR CARRYFWD 772008 N
14 (0109108 GOV Caolumbia Community Service GEMRL AG00Z000 CCS SPECIAL GIFTS 7172002 M
15 (0112802 CGEC Europe in MY GENRL ENODZ3572 CURRIER (STERLING) F TAM988 N
16 0112302 CGEC Europe in Y GEMNRL EMOD4432 HILL (G.A.) FUND 7988 N
17 112202 CGC Middle East in NY GENRL GTO01419 JORDAN INITIATVE 12/1/2007 N
18 0112202 CGEC Middle East in Ny GENRL GTO04608 PRIVATE GIFTS JORDARN 772008 N
18 (0109108 GOV EVP GCA Admin GEMRL GTO04007 PFIZER FOUNDATION IN 772006 M
20 0112704 CEC Latin America Rio in MY GENRL GTO04823 EEX EIKE BATISTA GC 720N
21 0109108 GOV EVP GCA Admin GEMNRL URODEE4E COMMUMITY FUNDS FR2011 N
22 o410z UPE University Prgms & Events GENRL URD02083 PRIOR ¥R CARRYFWD 772008 N
23 0112302 CGC Eurape in NY GENRL UROD2089 Reid Hall, Inc. Operations 71988 N
24 0112302 CGEC Eurape in WY GEMNRL UR002035 Reid Hall Institute Operations 983 M
25 (0112802 CGC Africa in MY GENRL UR00Z008 Mairobi Operations Tz00 N
ag Muingnn OO Cact fein in b ~CMO LBanentn Diiiine Anarations.  zamonau
Ready | | [EB|E [ 1003 ¢ (+)
@istant| | @ | 4 query viewsr - Windows... | @ httpsifffntstweb.cc.colu... |[[Z] Microsoft Excel
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Step

Action

17.

To view additional columns on the spreadsheet click the Zoom Out button.

FICECE
Home

Insert  Page Layout

Formulas Data Review

Microsoft Excel

Wiew

Y=
- @

) = S=Insert - - s
24 = Ted - E‘-—J L [ 2 ;‘-F
g B S - | g 2 Ly
G- $ - % s %2 % Conditional Format Cell | .. Sort & Find &
% 7% | Formatting = as Table = Styles + | e Format = | &2 7 Fijter - Select +
Clipboard Font 2lignment Humber Styles Cells Editing
Al - Jx | GL- Projects by Owning Dept A
] [Read-Oniy] [Compatibility Mode] ==
A B o] D E F G BT

1 [EL—Projecty| 57

2 |Dept |Department Description Junit |[Project |Project Description |Eff Date JeTLoc Documi

3 0112302 CGC Europe in MY GENRLEMNDD4774 CURRIER (STERLING)FD 7Nass N

4 112103 CGC Glabal Initiatives Admin SPONEGGO03TEE DE-PO15A100064 8M&/2010 N OE-PO15A1001

5 0112203 CGC Middle Eastin Amman GENRLGTO01339 JORDAM CENTER rzoos N =

6 0112102 CGC Operations HQ GENRLURDO4282 FINANCIAL AID GIFTS 72008 N

7 o210z PRE Office of the President GENRL GTO04653 PRESIDENTIAL FUND 71172008 N

2 0112503 CGC South Asia in Mumnbai GEMRLGT002418 INDIA CENTER 2009 N

a 0112704 CGC Latin America Rio in NY GENRLGTO04922 FRAGA GC RID FUND o N

10 0102102 PRE Office of the President GENRL GTO04928 SHAW FAMILY GIFT 2o N

11 102102 PRE Office of the President SPONEGGOODN04 Fublic Senvice 2172012 N

12 0112802 CGC Europe in MY GENRLURDOZOED Reid Hall, Inc. HSEC N7Z0z M

13 0108105 GOV EWP GCA Admin GENRLURDOZ085 FPRIOR YR CARRYFWD 72008 N

14 108106 GOY Columbia Community Senice GENRLAGDOZ2000 CCSSPECIAL GIFTS Mrz002 N

15 0112302 CGC Europe in MY GEMRLEMDD2572 CURRIER (STERLING) F Mags N

18 0112802 CGC Europe in MY GENRLENOD4432 HILL (G.A) FUND Tnagg N

17 112202 CGC Middle Eastin NY GENRLGTO01418 JORDAM INITIATIVE 12172007 M

18 112202 CGC Middle Eastin NY GENRL GTO04608 PRIVATE GIFTS JORDAMN 71172008 N

18 0109105 GOV EVP GCA Admin GEMRLGTO04007 FFIZER FOURNDATION IN 12006 N

20 0112704 CGC Latin America Rio in NY GENRLGTO04923 EBX EIKE BATISTA GC o N

21 0108105 GOV EWP GCA Admin GENRLURDOBB4E COMMURNITY FUNDS 2o N

22 104102 UPE University Proms & Events GEMNRLURDO2083 FRIOR YR CARRYFWD 71172008 N

23 01128302 CGC Europe in MY GENRLURDOZ0EY Reid Hall, Inc. Operations Tnagg N

24 12302 CGC Europe in MY GEMRLURODD2085 Reid Hall Institute Operations 711988 N

25 112802 CGC Africa in NY GEMRLUROO3008 Mairobi Operations 72010 N

26 0112402 CGC East Asia in MY GEMNRLURDO3010 Beijing Operations rz008 N

27 0107102 SEC Secretary CAPTL CPOD1911 MINOR SECT CAP PROJS nrzoos N

28 0112602 CGC South Asia in NY GENRLENDO1545 PANDIT GLOBAL CNTRS 7Mr2008 N

an fad4aann N A T T A ACRALATAAAAAE ALACL ST e CL =ud tannn L
Ready | | BB E s0s ( .| {(+)
distart| | @ | 4 query Viewsr - Windows... | @ httpsifffntstweb.cc colu... |[[Z] Microsoft Excel

Step

Action

18.

Click the Minimize button.

=]

Now we will return to the Query Viewer page in ARC and save this query to your
Favorites.
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Favnvr\tes i MalnvMenu > Reporting Tools > Query > Query Viewer [3]

= [E
@NEWWmdnw “? Help Efcuamm\ze Page hrlp
Query Yiewer
Enter any information you have and click Search. Leawe fields blank for a list of all values
“SearchBY:  [auan Name = begins with CU_GL_PROJ
‘.& Advanced Search
Search Results
“Folder View: - All Folders - =2
or1 1 Lact
Add to
Query Hame Deseription Owner Folder Schedule Favorites
CU_GL_PROJ_BY_OWN_DEPT_DTL GL - Projects by Owning Dept Fuhlic Schedule Eavorite
iavascript:hAction_wind(document. wind, QRYADDFAYORITESD' 0, 0, 'Favarite!, False, trug); [T e meme [%a - [ -

Step Action

19. Click the Favorite link.

Favarites | Main Meru > Reporting Todls > Query > Query Viewer [5]

ENewwindow  ? Help  [F Customize Page B hitp

=)
Query Yiewer
Enter any information you have and click Search. Leave fields blank for a list of all values.

“Search By: Query Name -~ begins with CU_GL_PROJ

Search

Search Results

J Advanced Search

“Folder View: -~ Al Folders -- =

. Runto Runto Runto Add to
Query Hame Description Owner Folder HTML Excel XML Schedule TR
CU_GL_PROJ_BY_OWN_DEPT_DTL GL- Projects by Owning Dept Fuhlic HTML Excel XML Schedule Favorite

Owner  Folder Schedule Remove

CU_GL_PROJ_BY_OWN_DEPT_DTL GL - Projects by Cwning Cept Public Schedule  [=]

| ClearFavorites List |

| i

[0 [ [ [@neeme 5~ [Foms -
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Step

Action

20.

The query is now available under 'My Favorite Queries'.

ARC

Favnvr\tes ! MainvMenu > Reporting Tools > Query > Query WViewer [g]

[_E’NEWW\TMDW “? Help BCUETD!’H\ZEF‘EQE hrlp

Query Yiewer

Enter any information you have and click Search. Leawe fields blank for a list of all values

“Search By:  [aueryName =] begins with CU_GL_PROJ

Search

Advanced Search

Search Results

“Folder View: -- All Folders -- =

Query Hame

. Runto Runto Runto Add to
Deseription Owner Folder HIML Excel xmL  Schedule e
CU_GL_PROJ_BY_OWN_DEPT_DTL GL - Projects by Owning Dept Fuhlic HTML Excel =ML Schedule Eavorite

~ My Favorite Queries

Query Hame

L Runto Runto Runto
Description Owner Folder HTML Excel HIML Schedule Remove
ClU_GL_PROJ_BY_OWih_DEPT_DTL GL- Projects by Owning Dept Fublic HTML  Excel XL Schedule El
: Clear Favarites List
4 | i
Al T [ e mteme: [Fa = [®aow <

Step

Action

21.

You have successfully accessed and run the Projects by Owning Department Query.

In the next topic you will learn how to use the Advanced Search screen to search for
existing queries.

End of Procedure.
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Running the Transaction by Date Cleared Query

In this topic you will learn how to use the Advanced Search screen to search for an existing
guery, run the query to HTML, and download the query results in an Excel Spreadsheet.

Estimated time to complete this topic: 2 minutes

Procedure

Welcome to the Running the Transaction by Date Cleared Query topic. In this scenario you will

learn how to use the Advanced Search screen in Query Viewer to search for queries.

ARC

Favnvr\tes MalnvMenu > Reunrtulg Tools > ngrv > Query Wiewer [g]

Home | workiist | AddtoFavortes | Signout

[_E’NEWW\TMDW 7 Help IL/Cuamm\zePagE hrlp

Query Yiewer

Enter any information you hawve and click Search. Leawe figlds blank for a list of all walues,

"Search By:  [auery Name | negins with

ARC™

Eecial Ardvanced Search
iavascript:hction_wind(document.wind, QRY_VIEWERS_WRK_ORYADVSEARCH, 0, 0, ‘Advanced Search’, fabse, truel | |0 | | | [@h mtemet [75 - [® 10w -
Step Action
1. Click the Advanced Search link.

Advanced Search
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Favnvr\tes i MalnvMenu > Reporting Tools > Query > Query WViewer [3]
[_E’NEWW\TMDW “? Help IL/Cuamm\zePagE hrlp

Query Yiewer

Enter any information you have and click Search. Leawe fields blank for a list of all values
QueryName: |beains with |~ [
Description: |pRuins witt 7] |

Uses Record Name: |beams witr 7] |

Uses Fietd Name: [beanswin =] |

Access Group Name: [beginzwitr =] |
Folder Name: |begm5 with j |

Oowner: _ -

When using the IN or BETWEEN operators, enter carmma separated values without guotes. i.e. JOBEMPLOYEE,JRNL_LN

Search Clear Basic Search

Internet v [ -
2

[

Step Action

In this scenario we will use the Advanced Search screen to search for queries with
the following criteria:

- Query Name contains ‘AP’
- Description contains 'transaction’
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Favnvr\tes i MalnvMenu > Reporting Tools > Query > Query WViewer [3]

Query Yiewer

Enter any information you have and click Search. Leawe fields blank for a list of all values
Query Name: IWI |
Description: |pRuins witt 7] |
Uses Record Name: |beams witr 7] |
Uses Fietd Name: [beanswin =] |

Access Group Name: [beginzwitr =] | a

Folder Name: |hegm5 with j |

Oowner: _ -

When using the IN or BETWEEN operators, enter carmma separated values without guotes. i.e. JOBEMPLOYEE,JRNL_LN

Search Clear Basic Search

[_E’NEWW\TMDW “? Help BCUETD!’H\ZEF‘EQE hrlp

|| 6 mtemet

[

R

Step

Action

Click the Query Name dropdown button.

I
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Favnvr\tes MalnvMenu > Reporting Tools > Query > Query Viewer [3]

[_E’NEWW\TMDW “? Help BCUETD!’H\ZEF‘EQE hrlp

=

Query Yiewer

Enter any information you have and click Search. Leawe fields blank for a list of all values
QueryName: | bedins with ¥ |
<

Description: |== |

Uses Record Name: |=
o=

Uses Field Name: |begins with
between

Access Group Name:

Folder Name:

Oowner: _ -

When using the IN or BETWEEN operators, enter carmma separated values without guotes. i.e. JOBEMPLOYEE,JRNL_LN

| Gearch | | Clear .‘Elas\c Search

[T [ [ mteme [“a ~ [®100% -

Action

Click contains.

ARC™

Favarites | Main Meru > Reporting Todls > Query > Query Viewer [5]

ENewwindow  ? Help  [F Customize Page B hitp

niEn

Query Yiewer

Enter any information you have and click Search. Leawe fields blank for a list of all values
Query Name: |

Description: |eginswin 7] |

Uses Record Name: lm |

Uses Fisld Name: [beains win =] |

Access Group Name: |hegms with ﬂ | Q
Folder Name: |hegms with ﬂ |

Owner: - -

‘YWhen using the IN or BETWEEM operators, enter comma separated values without guotes. i.e. JOB EMPLOYEE JRNL_LM.

| Search | | CLET Basic Gearth

[ [T [ [@neeme 75~ [Foms -
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Step

Action

5.

Click in the Query Name field.

ARC™

Favuvﬂtes MalnvMEnu 3 Reuurtlnvg Tools > Qus.-ry > Query Wiewer @

ENewwindow P Help  [F Customize Page hrlp

Query Yiewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

Query Name: lm “
Description: |Pegins witn =] |

Uses Record Name: lm |
Uses Field Name: [beamzvin (7] |

Access Group Name: |hegms with ﬂ |

Folder Name: |hegms with ﬂ |

Owner: - -

‘YWhen using the IN or BETWEEM operators, enter comma separated values without guotes. i.e. JOB EMPLOYEE JRNL_LM.

Search CLE |Basic Search

| [ ternet [¥a ~ [# 100%

|

T 4

Step

Action

Enter the desired information into the Query Name field. Enter "AP".
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Favnvr\tes i MalnvMenu > Reporting Tools > Query > Query WViewer [3]

Query Yiewer

Enter any information you have and click Search. Leawe fields blank for a list of all values

Query Name: | tontains =] [+l

Description: |pRuins witt 7] |

Uses Record Name: | begins with j' |

Uses Field Name: [beams v =]

[
Access Group Name: [beginzwitr =] |

Folder Name: |hegm5 with j |

Oowner: _ -

| Gearch | | Clear .‘Elas\c Search

When using the IN or BETWEEN operators, enter carmma separated values without guotes. i.e. JOBEMPLOYEE,JRNL_LN

Training Guide
Reporting for Inquiry Only Roles

[_E’NEWW\TMDW “? Help BCUETD!’H\ZEF‘EQE hrlp

| € mtemet R

[

Step Action

7. Click the Description dropdown button.

I

MainvMenu > Repnrtng Tools > ngry > Query Viewer [g]

Favuvmtes i

Query Yiewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

Eewwindow 7 Help [ Gustomize Page B it

QueryName: |rontaing =] l+P

Description: |heains with 7] |

Uses Record Name:

Uses Field Name:

=
begins with

Access Group Name:

hetween
Folder Name: ns

Qwner:

| Search | | CLET Basic Search

YWhen using the IN or BETYWEEM operators, enter comma separated values without guotes. i.e. JOB EMPLOYEE JRML_LM.

75 - [ w100 -

[ [ [ neemet

|
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Step Action

8. Click contains.

CEETER—

Favnvr\tes ! MainvMenu > Reporting Tools > Query > Query Viewer [3]
[_E’NEWW\TMDW “? Help IL/Cuamm\zePagE hrlp

Query Yiewer

Enter any information you have and click Search. Leawe fields blank for a list of all values

Query Name: lm IS
Description: |contains =] |

Uses Record Name: lm |
Uses Fietd Name: [beanswin =] |

Access Group Name: |begms with x| | a

Folder Name: |hegm5 with j |

Oowner: _ -

When using the IN or BETWEEN operators, enter carmma separated values without guotes. i.e. JOBEMPLOYEE,JRNL_LN

Search Clear Basic Search

| € meemet [“a - [How -

[

Step Action

9. Click in the Description field.
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Favnvr\tes i MalnvMenu > Reporting Tools > Query > Query WViewer [3]

Training Guide

Query Yiewer

Enter any information you have and click Search. Leawe fields blank for a list of all values

Query Name: lm IS
Description; |contains =] |

Uses Record Name: lm |
Uses Fietd Name: [beanswin =] |

Access Group Name: [beginzwitr =] |
Folder Name: |begm5 with j |

Oowner: _ -

When using the IN or BETWEEN operators, enter carmma separated values without guotes. i.e. JOBEMPLOYEE,JRNL_LN

| Gearch | | Clear .‘Elas\c Search

[_E’NEWW\TMDW “? Help BCUETD!’H\ZEF‘EQE i

Reporting for Inquiry Only Roles

hitp

R

|| 6 mtemet

[

Step

Action

10.

Enter the desired information into the Description field. Enter "transaction".

Query Yiewer

Enter any infarmation vou have and click Search. Leave fields blank for a list of all values,
QueryName: | tontains =] P
Description: |cnmams j |transantmn
Uses Record Name: | beoins with ¥ [
Uses Field Name; | beains with = [

Access Group Name: I beginswith x| |
Folder Name: I beging with j |
Owner: _ lﬁ

When using the IN or BETWEEN operators, enter carmma separated values without guotes. i.e. JOBEMPLOYEE,JRNL_LN

| seach | | Glear | gacic search

|| meemet

[

Favnvr\tes ! MainvMenu > Reporting Tools > Query > Query Viewer [3]
[_E’NEWW\TMDW “? Help BCUETD!’H\ZEF‘EQE hrlp

RN
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Step Action

11. Click the Search button.
Search

Home

Favuvmtes MainvMenu > Repnrtng Tools > ngry > Query Viewer [g]
Enewwindow 7 Help [ customize Page B np

neen

Query Yiewer

Enter any information you have and click Search. Leawe fields blank for a list of all values
Query Name: | sontaing =] [P

Description: |contams ] [TRANSACTION

Uses Record Name: | begins with = [

Uses Field Name: | begins with = \

Access Group Name: I hegins with j

Folder Name:

Owner:

|hegms with j

Public =

YWhen using the IN or BETYWEEM operators, enter comma separated values without guotes. i.e. JOB EMPLOYEE JRML_LM.

Search

Perform Search

- All Folders - d

Search Results

*Folder View:

Query Hame

o Basic Search

Description

Owner Folder

Schedule

Add to

Favorites
CU_AP_TRAN_BY_DATE_CLEARED Transactions by Date Chk Clear  Puhblic Schedule Favarite
FINGA_AP_WTHO_TRXM_TBL Withholding Transaction Table Fublic Schedule Eawarite

bore [ [ [Gyntemet [Fa - [®ooe - )

Step Action

12. There are two entries that meet the search criteria.

We will run the 'CU_AP_TRAN_BY_DATE_CLEARED' query to HTML.

Page 142




Training Guide
Reporting for Inquiry Only Roles

Favnvr\tes MalnvMenu > Reporting Tools > Query Query Viewer 5]

[_E’NEWW\TMDW “? Help BCUETD!’H\ZEF‘EQE hrlp

=

Query Yiewer

Enter any information you have and click Search. Leawe fields blank for a list of all values

Query Name: | tontains = |AP

Description: [contains =] [TRansecTION

Uses Record Name: | begins with j' |
Uses Field Name: [beams wih =] ‘
Access Group Name: [begnswin =] | Q

Folder Name: |PEanswith =] |

Owner: _ -

When using the IN or BETWEEN operators, enter carmma separated values without guotes. i.e. JOBEMPLOYEE,JRNL_LN

Search Clear

PetFarm Search

Search Results

Basic Search

*Folder View:

Add to

Query Hame Description Owner Folder Schedule ST
ClU_AP_TRAMN_BY_DATE_CLEARED Transactions by Date Chk Clear Public Schedule Favorite
FINGA_AP WTHD_TRXM_TBL Withholding Transaction Tahle Public Schedule Favorite

Dane [T [epmteme [%a - [ -

Step Action

13. Click the HTML link.

Fav \
e [ hetps: ffrestivet. cc.cobmbia.edus 1 5443(psc s Lanaz_S(EMPLOS areacaction=1cor 2| G || B[40 [ ) [ e search 2l
Fle Edt View Favorites Tooks Help
QU o Favortes | 3 @ | suggested sites = 8] web Sice Gallery ~
- ghttps:ﬂﬂfntstweb‘cc.co\umbia.edu:IBMBﬂpscﬂFr\qur\a".| | - B - 0 s - Page- Safety - Took - @+
CU_AP_TRAN_BY_DATE_CLEARED- Transactions by Date Chk Clear
Download results in . Excel SpreadSheet CEVW TetFile HMLFile (99 kb)
Wiew Al
Payment Payment Payment Address Address  |Address - Payment Business | Voucher
Humber Date amount | PAeEName | Ly Line2 | Line3d €y State| Postal  |yeihod | Unit D !
EMPLOYEE  |3280 EMPI
1 0000000081 |050412012 2400.000| 20 ~o0 - News York Ny {10027 CHK  |COLUM |0oo00s21 | 230
EMPLOVEE  |3280 EMFI
1 |0000000081| 050412012 2400.000| oD Broadway Mew Yark MY {10027 GHK|GOLUM 00000519 20
it
EMPLOYEE  |3280 EMPI
3 |D00DO0D0GT |D50402012 2400.000| 20 ~el - Mews York Ny {10027 CHK  |COLUM |ooonosaa|cen
40000000081 | 050412012 2400000 [EMPLOYEE 3280 Mew Yaork MY [10027 CHK  |COLUM |00000522|EMPI
VERDOR Broaday
S
EMPLOYEE  |3280 EMPI
i 5 | 000DO000AT | 050412012 2400.000| 20 Cel - Mews York Ny {10027 CHK  |COLUM |ononosz3|oFr
*Fo
EMPLOYEE  |3280 EMPI
[G||e  |oovoooooet|osioaizor2 2400.000| fe oo b Broadway News York Ny {10027 GHK | COLUM | 00000524 |
=l 1PP1IER EEEN
= 4] | »
C [pane | | [ [ [ @ meme [% - [®io0% -
FINGA_AF_WTHD_TRRM_TBC TWANnOIding fransacuon 1 akle Fumnic HIWC Escel AWML chedule avorle
istart| | @ | @ query viewsr - windows... |[ @ https:/ /tstweb.cc.c...
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Step Action

14, Click the Maximize/Restore button.

MPLOYEE /ERP, LI dows Internet Explorer
[ heepssitntstunets ce.columbia, edu: 16443(pscfrad ana2_S{EMPLE arrichction—1Cartamel (o] G [ B4 [5¢ [] 2 Live search o]

Flle Edit View Favorites Tooks Help

< Favorkes ‘ 9% @] Suggested Sites = @ Web Slice Gallery =

@https:#Fntstwab‘cc.m\umhia.adu:184431pst#n91qr\a".| | M- - [ g - Page - Safety - Tools - >

CU_AP_TRAN_BY_DATE_CLEARED- Transactions by Date Chk Clear i

Download results in . Excel SpreadSheet CEVW TetFile HMLFile (99 kb)

e Al —
Payment Payment Payment Address Address  |Address - Payment Voucher .
Humber Date amount | PAEENAme | Ty Line2 | Line3 g State| Postal  |yotnoa | Unit D e

EWPLOYEE  |3200 EMPLOYEI

1 |ooonooonan osimarzora| 2400 000 | SHELOE D Newyok |NY [10027  |cHi  |colum |oonnoso|SMELOYE

EMRLOYEE 3280 EMPLOVEE
2 |oooooooost |osioaizotz| 2400000 FH O oy Mewvore |NY |10027  |cHk(colum |ooooostg| EVEROYEL
EWPLOYEE  |aze0 EMPLOYEI
5 |ooonooonat osimaizot2| 2400 noo| SHELOM . Mewvork [NV [10027  |cHK  |colum |oonnosan| EME-OYES
2+ |ooooooonet |osioaizorz| 2200000 [EMPLOYEE 3280 NewYork  |NY [10027  |GHK  |GOLUM |00000522|EMPLOYEL
VERDOR Broaday
EWPLOYEE  |aze0 EMPLOYEL
5 |ooonoonnat |osimaizot2| 2400 000 | SHELOM s Mewvork [NV (10027 |cHK  |colum |ooonosas| EMPLOYEL
EMFLOYEE  |3280 EMPLOYEE
e |ooooooonet [osimazmz|  2e00.000| SHFECE e war Mewvok WY 10027 |cWik|coluw |ooooosze SHE
SURPLER  |az80
7000000000 | 0412642012 oo | SUFPLE - NEWYORK NY[10027  |GHK |COLUM 00000148 |ENTVGHR
SUPPLIER  |3280
B |000000008 | 0442612012 oo | SHFFUE ey NEWYORK |NY [10027  [CHK  |COLUM |00000148|ENTVCHR
9 |0000000203 051222012 G [ ER DR (ST Newvork  |Nv 10027 |ACH  |COLUM |00008552 ErorTest
PFD Broadway
10 0000000022 | 0442612012 100.npp [Mem-LWPA 3280 New York wyo [1on27 |eHk |colum |nomnoara|iNTFC PON
Yendor Broadway
SELGAR MOUNT
11 0000000156 0501612012 o000 |FEEE PO B g9 Ly CA  |960670394|CHK  |COLUM |00004173 |INv788
L I __|rRopERT 539 UV U . i A =
kil | »
Done [T T [ [ meeme 5~ [fomm -
Fistart| | @ | @ query viewsr - windows... |[ @ https:/ /tstweb.ce.c... G

Step Action

15. Scroll to the right to view the rest of the fields in this query.

Click the scrollbar.
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tstweb.cc.columbia.edu:18443/p EMPLOYEE;/ ion=ICQryNameURL=PUB - Windaws Internet Explorer
|E https:/'J'Fntstwah‘c(.(u\umb\a‘edu:18443fps(/'Fn91qna275!EMPLOVEE/ERPIQ/7]CA(t\nn=lCerNamEuj 8 | & /42] x| |2 tie search gelis
File Edit ¥iew Favorites Tools  Help
i Favortes | @] Suagested Sites = @] Web Sice Gallry »
(8 https:j ffnkstweb. cc. columbis.edu: 18443jpscifngigna. .. | i - (7] s - Page - Safetyr Took+ @ 7
D- Transactions by Date Chk Clear
heet CSYTexdFile xmLFie (99 kb)
First [ 1100 of 132 [3] Last  —!
Address Address  |Address - Payment Business | Voucher Reconciliation Date
Payee Name Line 1 Linez | Line3 City State| Postal | yohod | Unit D fmuoice Humber Status  |Reconciled
EMPLOYEE  |3280 EMPLOYEE W CASH
0 e Broadway Mew York My 10027 CHK [COLUM |00000521 | cH80e REC
EMPLOYEE  |3280 EMPLOYEE ' CHECK
CENDOR Sty Mew York Ny 10027 CHK  |coLuM  |oon0os19| o8 e REC
EMPLOYEE  |3280 EMPLOYEE W
0 Broadway Mew York My 10027 CHK [cOLUM |00000520| 20t cleE T REC
EMPLOYEE  |3280
VENDOR - Mew York My 10027 CHK |COLUM  |00000522|EMPLOYEE WINVOICE |REC
EMPLOYEE  |3280 EMPLOYEE W
0 e Broadway Mew York My 10027 CHK [COLUM |00000523| 2500 REC
EMPLOYEE  |3280 EMPLOYEE ' TRAVEL
VENDOR - Mew York My 10027 CHK |cOLUM  (oonooszd | REC
SUPPLIER 3280
0l e npoR LB MEWYORK [Ny |10027 CHK  |COLUM |00000149 |ENTVCHROE_2 REC
SUPPLIER 3280
VENDOR AROADWAT MEWYORK  |NY  |10027 CHK |COLUM  |00000148|ENTVCHRE REC
] ASUlEREZ 5250 Hew York we o [1o027 |acH |coluw |onnosss|Emor Test REC
FFD Broacway
Non-UARA 3280 Mewark  |NY 10027 [CHK |COLUM (00000273 INTFC POVCHR 1 REC
endor Broadway
SELGAR MOUNT
0|2 orroraTion | PO BOX 984 ey CA  |9B0B70894|CHK  |COLUM |00004173|INv7E8 REC
._FOEIEHT 59 R R VPR FUUUUT IO —
1
Done [T [ [ [ e meeme
Aistart| | & | 4 query Viewer - Windows. .. |[@ https://tstweb.cec...

Step Action

16. Note that this page displays 100 items at a time. The results for this query are not all
visible in one page.

Click the Next button to view the next set of items.
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ntstweb. cc.columbia.edu:1 844 ICQryName=CU_AP_TRAN_BY_D - Windows Internet Explorer
@:\ - |E https:/ frtstweb, cc.columbia.edur 18443/pscfn1qna2_S/EMPLOVEE /ERPJai7ICarName=cL_ap_TF 7| Gy || B[ 42| X | [0 Lie search £+
Fille Edit Wview Favorites Tools Help
i Favortes |4 @] Suagested Sites = @] Web Sice Gallry »
(8 https:j ffnkstweb. cc. columbis.edu: 18443jpscifngigna. .. | i - (7] s - Page - Safety - Took+ @ 7
CU_AP_TRAN_BY_DATE_CLEARED- Transactions by Date Chk Clear
Download results in . Excel SpreadShest  CSW Ted File  xmLFile (99 ki)
Wiew A
Payment Payment | Payment Address Line |Address Line |Address . Payment |Business | Voucher N
Humber Date | Amount | "Vee Name Line 3 oy State| Postal [ yohod | Unit D ol
WITHHOLDING 1o
101 |oonaoonns|oaczezon 2| 1100 oon|vERDOR- (250 Newvork [N 10027 |CHK |COLUM |00000DZE|AP_Entervou
MULTI CLASS
12| n0onnonnss | szt 2| 1284 48 *CHYENDOR gfuea”dway Newyork MY 10027 |aCH|COLUM |00D00456|CTX Test nvo
103 0000000060 050212013 | 1284450 (T YENDOR B0 NewYork [N [10027  |ACH  |COLUM |0D000455|CTX Testinvg
104{0on000nss | osiaia012| 1284 480 *CHVENDOR gfuea”dway Newyork MY 10027 |aCH|COLUM |00D00457|CTH Test invo
105| 0000000080 | 081021201 2| 1284 450 *CHVENDOR gffa”dway Newvork  |NY 10027 |ACH  |COLUM |00D00457|CTX Testinva
10600000003 | 0810312012 | 1384 450 *CHVENDOR gffa”dway New York We [10027  |acH  |coLUM |oonondss|cT Test o
107| 000000050 | 8/0212012| 1204 450 *EHVENDOR gffaudwav Newyork  |NY 10027 |ACH  |COLUM |00000458|CTH Testinva
SVETLANA  |310E 46TH T0017- 26-26383362
1030000000013 | parzsra012| 15 00| SETLANA 31l 2101 newvork iy (1001 oM< ool |oonnoten 25X
1]
100|0000000017|0412812012| 10,000 [FOERW o spiaTan | pH PALISADES  [Nv 10884 |GHK |COLUM |0ooopisa 2F 2340592
HOOKER 9a41
SPRING RD
MINERVA  |9550 26-25688615
110|0000000015|p4rzsr2012 | 75 000 MIHER e I ST WHITEFLAINS Ky 10801 |oHk  [coLUM |oonanss| 222
111 |0000000197 | 0512272012 | 5000.000|CROSECOMM |FO BOXE73 DURHANM NC (27702 |ACH  |COLUM |00000751|4405
r ———————— | .
pore [T T [ mteme a [ W -
distart| | & | 4 query Viewer - Windows. .. |[@ https://ftstweb.cec...

Step

Action

17.

You have the option to download the query results in an Excel Spreadsheet, CSV
Text File, and/or XML File.

Click the Excel Spreadsheet link.
Excel SpreadSheet
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Fle Edit WVew Favarites Tools  Help

i Favortes | @] Suanested Sites = @] Web Sice Gallery »

(©) Connecting | | By e Bl - 0 @ - Pager Safety+ Tooks+ @+

CU_AP_TRAN_BY_DATE_CLEARED- Transactions by Date Chk Clear

Download results in . Excel SpreadShest  CSW Ted File  xmLFile (99 ki)

Wiew A
Payment Payment | Payment Payment |Business | Voucher N
Mumber pate | amount | PPN b oy want to open or save this file? P method | Unit D I
WITHHOLD
101 | 0000000005 | 04262012 | 1100.000 [VENDOR - %j Hame: q.s 7 cHK  |COLUM |D00000Z8 |AP_Entervou
MULTI CLAS Type: Microsoft Excel 57-2003 Worksheet, 44.5¢8
12| oonoonnss | nsizizn1 2| 1382 4an| o ENDS From: fntstweb.cc.columbia,edu 7 |ACH |COLUM |00D0045E | CTX Tast o
103| 00000000 | 5/0z/2012| 1204 480 | *CH YENDS Sz s |[[Cored | b on |coLum |ooonosss|omeTestim
10¢ 0000000058 0502201 2| 1284 4| *CH VEND 7 Alweys sk before opening s ype offe 7 |ACH|COLUM |00D004ST |CTX Tast o
ACHVENDI
105 | 0000000060 (050202012 1284.460 ey ‘wihile files from the Internet can be useful, some files can potentialy |7 ACH COLUM  |00000457 |CTH Testinvg
- CTH g ham pour computer. | you do not trust the source, do not open or
2CHvENDL save this fle. What's the isk?
1050000000053 | 0810312013 | 1384 40| AT 7 |acH |COLUM |DD000458 | CTX Tast o
107| 0000000080 | 0510212012 1264.480| S VENDOR gffaudwav Newyork  |NY 10027 |ACH  |COLUM |00000458|CTH Testinva
SVETLANA  |310E 46TH T0017- 26-26383362
1030000000013 | parzsra012| 15 00| SETLANA 31l 2101 newvork iy (1001 oM< ool |oonnoten 25X
1]
109|000000001 7| D4s2812012| 10000 [TooeR Y |wAsHINGTON|PH PALSADES  |NY [10964  |GHK  |GOLUM |ooo001se oot
SPRING RD
MINERVA  |9550 26-25688615
110|0000000015|p4rzsr2012 | 75 000 MIHER e I ST WHITEFLAINS Ky 10801 |oHk  [coLUM |oonanss| 222
111 |0000000197 | 0512272012 | 5000.000|CROSECOMM |FO BOXE73 DURHANM NC (27702 |ACH  |COLUM |00000751|4405
r ———————— | .
| &, Start downloading from site: hitps:fiftstweb.cc.columbia, edu: 18443 pscifndl gnaz_S[EMPLOYEE(ERPjq/7IcOryame=| | | [ [ [ | ntemet [Fa - (%10 -

Aistart| | & | 4 query Viewer - Windows. .. |[@ https://ftstweb.cec...

Step

Action

18.

Click the Open button.
Open

MPLOYEE/ER| CQryName=CU_AP_TRA| daws Internet Explarer
@@v |E https:/'J'Fntstweh((.(u\umb\a‘edu:lS443fps(/'Fn91qnazistMPLOVEE#ERPIqi?]CQryName:CLLAFiTFj 4 | & |#2]| % | |2 Lie search Rl
Fle Edt View Favortes Took Help
i Favortes |5 @] Suagested Sites = @] Web Sice Gallery »
(@ https:jfntstweb cc. columbia.edu: 18443jpscifngigna. . | i v B) - ) o= - Page - Safety~ Took~ @
CU_AP_TRAN_BY_DATE_CLEARED- Transactions by Date Chk Clear
Download resuls 9= Micrasoft Excel ==
ownload results in: g
Home | Insert  Pagelayout  Formulas  Dats  Review  View s @
wiew Al - — - —
“= ¥ fvialUnicode - 10 - %]E]-e Text Top eIt z - /W uﬁi
Payment | Payment = e B 8- % s F%Delete ~|| [3] Z Invoil
Number Date Paste - Styles | Sart & Find &
- L 56 +4 - [EFormatc 2 Filtere Selecte
101 | 0000000005 | 047280201 2| Clipboard slignment 5| Humber Calls Editing  Entarvoul
&1 - f ‘ Transactions by Date Chk Clear o
1020000000058 | 05022012|[" &) [Read-oniy] [Compatitility Mode] P Test o
1030000000060 | 050212012 ! A = S 2 FXTestl
estinva
1 ransactions by Di 132
104 0000000058 | 05i022012| | 2 |'Payment Number [Payment Date HPaymEnt Amount ||Payee Name TestInvo
3 0000000081 5/4/2012 2400.000 EMPLOYEE VENDOR
105 0000000060 | 05i02iz012||| ¢ [0D00OODOEY 5/4/2012 2400.000 EMPLOYEE VENDOR < Test v
5 0000000081 5/4/2012 2400.000 EMPLOYEE VENDOR —
106|0000000058|05/022012||| & DoooooDOEY 5/4/2012 2400.000 EMPLOYEE VENDOR [ Test o
7 Tbooooooog s/4i2012 2400.000 EMPLOYEE VENDOR
107/0000000060105022012) | 5 "9po0oo00g1 5/4/2012 2400.000 EMPLOYEE VENDOR [estie
108 aonaaoonrzlanzeoral 2 "D000000009 42612012 0.000 SUPPLIER VENDOR 5ana60
10 (0000000003 412612012 0.000 SUPPLIER VENDOR 52
11 [Doooooozos 612212012 10,000 ACH YENDOR - PFD —
10810000000017 042802012 | 15 "hopooonozz 1/26/2012 100,000 Mon-UwPA Vendar 41
13 (0000000158 5162012 200,000 SELGAR CORPORATION ST
110/0000000016|04i262012|| | 14 000000023 412612012 1.400 ROBERT SATCHER i
-
117 0000000197 (057221201 2|1 16 3000000024 412612012 4760 450 ROBERT SATCHER i}

Ready | 0 200% (—0——(+) s
| »
pone [T T e mteme [Fa = [®ow -«
@istart| | & | 4 query viewer - Windows... | @ httpsifffntstweb.cc.colu... |[[] Microsoft Excel
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Step

Action

19.

Click the Maximize button.

|= Micrasoft Excel Sl
Home | Insert  Pagelayout  Formulas  Data  Review  Wiew s @
11 "" | Al unicoe s~ 10 Y S Tet - Ej‘ _AEEd‘ __‘;-ﬂ" ;’ID";Z';: ;: i}:? lﬁ
g | E- B % o) o G | - 5 TSR
Clipbaard Font Alignment Humber Styles Cells Editing
a1 - J< | Transactions by Date Chk Clear v
] [Read-Only] [Compatibility Mode] o B @
A B C D B
1 |Transactions by D 132
2 |Faymenl Number "Faymenl Date HPayment Amount ||F'ayee Name H.A\idress Line 1
2 0000000081 a/as2012 2400.000 EMPLOYEE VENDOR 3280 Broadway =
4 Toonooooa a/452012 2400.000 EMPLOYEE VENDOR 3280 Broadway
5 TI000o000a 5/4/2012 2400.000 EMPLOYEE VENDOR 3280 Broadway
6 0000000081 a/4n2012 2400.000 EMPLOYEE VEMDOR 3280 Eroadway
7 'oonoogost arasz0z 2400.000 EMPLOYEE VENDOR 3280 Broaday
2 ‘oonoogost a/as2012 2400.000 EMPLOYEE VENDOR 3280 Broadway
9 oooooonng 4/26/2012 0.000 SUPPLIER VENDOR 3280 BROADIWAY
10 000000n0g 472602012 0.000 SUPPLIER VENDOR 3280 BROADIWAY
11 Tooonoo2oz 6222012 10,000 ACH WVENDOR - PPD 3280 Broadway
12 [0ooooooozz 4zeseomz 100.000 Mon-UwPA vendor 3280 Broaday
13 (0000000188 &M6/2012 200.000 SELGAR CORPORATION PO BOX 994
14 000000023 4/26/2012 1.400 ROBERT SATCHER 539 WiISTERIA STREET
15 T000000nZ4 472602012 4769450 ROBERT SATCHER 539 WISTERIA STREET
15 000000026 472642012 1221.000 BOROUGH OF ALFINE N.J TAX COLLECTOR
17 [ooooooooze 4zeseomz 36000000.000 ROBERT SATCHER 39 WISTERIA STREET
18 (0000000032 4262012 0,830 PUNYADECH PHOTAMGTHARM MD 1256 WEST 88TH STREET
19 T00000ons2 4/26/2012 4800.000 Mon-UwPA Vendor 3280 Broadway
20 Tooonnona2 4/26/2012 4800.000 Mon-UwPA vendor 3280 Broadway
21 Tooonoona2 472642012 4800.000 Mon-U'PA Wendor 3280 Broadway
22 (0000000042 4/26/2012 9800.000 Mon-UwPA Vendor 3280 Eroadway
23 [ooooooons2 4262012 9800.000 Mon-UwPA Vendor 3280 Broadway
24 T000000NS2 4/26/2012 4800.000 Mon-UwPA Vendor 3280 Broadway
25 T000000N42 4/26/2012 4800.000 Mon-UwPA vendor 3280 Broadway
an Thnnnnanngs PRETYELEES BOARAAR blan LW DA S inndne 2980 Denmcbiin e
Ready | |[E|@ 100 (=) ., )
:},-start| | @& | & query V\ewerrW\ndnws‘..l @ https:/ffritstweb.cc.colu... | Z| Microsoft Excel @

Step

Action

20.

You have successfully used the Advanced Search screen to search for and run the
Transaction by Date Cleared Query.
End of Procedure.
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Using Financial Reports

Access and run various financial reports from the ARC Portal
Change the parameters and re-run a report

Preview all the pages within a report

Export a report to Excel

Save and print a report

Estimated Time to Complete Lesson: 15 minutes
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Financial Reports Available

Within the ARC Portal there are several financial reports to choose from. In the following topics
we will run three financial reports:

e Project Summary Statement
e Sponsored Project Financial Report
e COB Detail Operating Statement

Project Summary Statement is an example of a ChartField Statement, and it’s the ChartField
Statements that replace the DARTS reports.

Please note that not all of the reports we reference in this training material may be applicable to
you in your role (i.e. the COB report is applicable to a smaller user population).

When running reports, please ensure you are using one of the following Web Browsers:
e Internet Explorer 8.0

e Mozilla Firefox
e Google Chrome

A comprehensive list of financial reports available in the ARC Portal are listed below:

Note that to the left of each report it states whether the report is coming from ARC or from FDS.
This is important to note since reports from ARC contain real time data whereas reports from
FDS contain up to one day old data.

Trial Balance Consolidated Operating Reports (COB)
ARC Trial Balance by Business Unit(s) FDS COB Detail Operating Statement
ARC Trial Balance by Funds FDS COB Summary Qperating Statement
FDS Trial Balance by Department(s) FDS COB Operating Statement by Fund
FDS Trial Balance by ChartField FDS COB Current Estimate Review with Extrapolation
FDS Trial Balance by Account Detail FDS COB Expense Summary by Function
FDS COB Budget Comparison
Chartfield Statement FDS Budget Changes
FDS Department Summary Statement FDS Internal Transfers
FDS Project Summary Statement FDS Change in Fund Balance
FDS Initiative Summary Statement
FDS Segment Summary Statement Project Lifecycle Reports
FDS Site Summary Statement ARC Project Information Notification (PIN)
FDS Chartfield Detail Statement FDS Sponsored Project Financial Report
FDS Chartfield Transaction Statement FDS Non-Sponsored Project Financial Report
FDS F&A Recovery Report
Financial Statements FDS Project Cost Overrun
ARC Balance Sheet - Consolidated
ARC Statement of Activities - Consolidat Payroll Reports
FDS Balance Sheet - Departmental FDS Payroll Summary Report
FDS Statement of Activities - Departmer FDS Payroll Detail Report
FDS EE by Chartstring Report
Endowment Reports FDS Department Employee Report
FDS Endowment Market Value Report
FDS Endowment Spending Report Other Reports
FDS Fringe Benefit Report
FDS Departmental Claim on Cash
FDS Fund Balance/Qverdraft
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ARC™

ChartField Statements

ChartField Statements will replace most of the DARTS reports in the legacy system. These
reports can be run at various levels of detail, from summary to transaction level.

The report provides information for Prior Year YTD, Prior Year Actual, Original Budget, Current
Estimate, Current Year YTD, and Encumbrances, Fund Balance, and Claim on Cash.

From the report there are six links:

e Previous Accounting Period, same report for previous month;

e Next Accounting Period, same report for following month;

e ChartField Detail Statement, which is similar to the COB Detail Report with full
ChartString combination and attributes. Also includes Encumbrance information;

e ChartField Transaction Statement; which is similar to the current DARTS Detail
Statement;

e Payroll Summary Statement;

o Payroll Detail Statement;

From both ChartField Detailed Statement and ChartField Transaction Statement, there is drill

down to transaction detail by Account, which provides AP or Journal information.

The following table describes four commonly used ChartField Statement reports:

Report Name Description Who Should Use it What it Fields Included
Replaces

The report can be run on a Department This report is most likely used by DARTs Rollup

Department Summary

Statement

Project Summary
Statement

Initiative Summary
Statement

Segment Summary
Statement

ar Department rollup (node)

Department/School Report
Administrators to perform high-

level analytical review. If the

report is run by Department

Node, it also has the drilldown
capability to Department value by
Account.

The report can be run on a Project with This report can be used by any Replaces the

or without Department Selection

The report can be run on a Initiative or

Initiative rollup {(node)

The report can be run on a Segment or

Segment rollup (node)

finance person as well as Pls current DARTs
(Principle Investigator) to meonitor Summary

the spending on a particular Statement
Project.

This report can be used by any Replaces the
finance person as well as PIsto  current DARTs
monitor the spending on a Summary
particular Initiative. It can also be Statement
used as a Management reporting

tool to monitor a type of business

activity.

This report can be used by any Replaces the
finance person as well as Plsto  current DARTs
monitor the spending on a Summary
particular Segment. It can also be Statement
used as a Management reporting

tool to review a Segment's overall

performance.

Account, Account Description No; but there is

Current Balance, Prior Year-

End Balance, Variance
Amount and %

drilldown to
transaction detail by
Account from both
the ChartField
Detailed Statement
and ChartField
Transaction
Staternent.

Account, Account Description No; but there is

Current Balance, Prior Year-

End Balance, Variance
Amount and %

drilldown to
transaction detail by
Account from both
the ChartField
Detailed Statement
and ChartFieid
Transaction
Statement.

Account, Account Description No; but there is

Current Balance, Prior Year-

End Balance, Variance
Amount and %

drilldown to
transaction detail by
Account from both
the ChartField
Detailed Statement
and ChartFieid
Transaction
Statement.

Account, Account Description No; but there is

Current Balance, Prior Year-

End Balance, Variance
Amount and %

drilldown to
transaction detail by
Account from both
the ChartField
Detailed Statement
and ChartField
Transaction
Statement.
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Running the Project Summary Statement Report

In this topic you will learn how to access and run the Project Summary Statement from the ARC
Portal. In addition, you will learn how to perform the following report functions:

o Preview all the pages within the report

e Preview the report for the prior accounting period
o Preview the report for the next accounting period
e Re-run the report for different criteria

e Save, export, and print reports

Estimated Time to Complete Topic: 5 minutes

DARTS ARC PORTAL
Reports  UserEntry  Logout e & 6
2 Reporting Quick Links
{‘:J Use the below links to run or view

common reports:

ROLLUP ~Chartfield Statements
Rollup Report
Comparison By Quarter
Comparison By Month
* Rolup By MapCode

* More Reports

o GL/SL Report
» Budget to Actual by Account Report

- Department Summary
Statement

IACCOUNT
~ |_- project Summary Statement |

art o7 accounts jrol v
© Summary Statement « Payroll Detail Report = Inibative Summary Statement
» Detail Statement « General Ledger Statement

- Segment Summary Statement

- Site Summary Statement
CIIOH Chartfield DW | S t
« Employee Report « OTPS Transaction Query artfield Detail Statemen
o Department Employee Report * Vendor Report - Chartfield Transaction
e Local Payroll « More Reports Statement

* Project Lifecycdle Reports
« Department Employee Report (ARRA)

o Chart of accounts (ARRA) * Consolidated Operating Reports

Procedure

Welcome to the Running the Project Summary Statement Report topic. In this scenario you will
learn how to access and run the Project Summary Statement from the ARC Portal. You will also
learn how to preview the report for a different set of parameters and how to export the report to
Excel.
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Go to ARC

Transaction Quick Links
Use the below links to inititiate common
transactions ar inguiries:
Budgeting

- Budget Tool (FFE}

General Ledger

- Journals (Entry, Approval,
Inquiry)

- Internal Transfers (Entry,
Approval, Inquiry)

- Cash Entry (FFE)

Procurement

- Requisitions (Entry, Approval,
Inguiry}

- Wouchers (Entry, Approval,
Inguiry)

Payroll
- Labor Accounting (PACH

- Casual & Support Staff Time Entry
(FFE}

Training Guide

Reporting for Inquiry Only Roles

Reporting Quick Links

Use the below links to run ar view
COMMon reports:

* Chartfield Statements

' Project Lifecycle Reports
 Consolidated Operating Reports
* Trial Balance Reports

* Financial Statements

* Payroll Reports

» Endowment Reports

» Other Reports

} Pre-Defined Queries

lick on the Reports Info Page (' for more info

Legacy Applications

For inquiry use only:

=

T

[ RN

€ tnternet

Step

Action

Click the Chartfield Statements link.

[Chartfield Statements|

Go to ARC

Transaction Quick Links
Use the below links to inititiate comman
transactions or inguiries:
Budgeting

- Budget Toaol (FFE)

General Ledger
- Journals (Entry, Approval,
Inguiry
- Internal Transfers (Entry,
Approval, Inquiry)

- Cash Entry (FFE)

Procurement

- Requisitions (Entry, Approval,
Inguiry

- Wouchers (Entry, Approval,
Inguiry )

Payroll
- Labor Accounting (PAC)

- Casual & Support Staff Time Entry
(FFE}

Reporting Quick Links
Use the below links to run or view
common reports:

*Chartfield Statements

Fiscal year budget vs, actusls by ChartField,
Can be run at various levels of detail, from
summary to tranzaction level,

- Department Summary
Statement

- Project Summary Statement

- Initiative Summary
Statement

- Segment Summary
Statement

- Site Summary Statement
- Chartfield Detail Statement

- Chartfield Transaction

Statement
' Project Lifecycle Reports
+ Consolidated Operating Reports
* Trial Balance Reports

' Financial Statements

ad2931@columb

ARC News

-]

ttpimyeolumbia-7 webservicesamptest. columbia. edujcontent ffinance-arp#

]

[ [ @ meeme:

7 - [Hio0w -

Page 153




Training Guide

Reporting for Inquiry Only Roles m

Step Action

2.

Click the Project Summary Statement link.
IF'rl:uject Summary Statement|

iew-ga.cuit.columbia.edu:8443/OpenDocument, opendoc/openDocument.jsp - Windows Internet Explorer

gﬁ w [l nttpsti/infovien-ga.cut. columbia edusE<43{OpenDacumentfopendor /openDocment. sp =& 2l % ]2 tve search
File Edit Wew Favorites Tools Help

g Favorkes |55 2] Suanested sites = ] Web Sice Gallery =
@https:ﬂﬂinfawew'qa‘cuit‘co\umbia.edu:B%SﬂOpenDoc".| |

M- B - ) mm - Page- Safety - Todk - @~
Enter prompt values.

Fiscal Year "Ragured

Fiscal Year

Accounting Period “Reguied

Accounting Period
I set ko hull

Business Unit "Requed

Avalable Values:

Business Uit
L1 - Columbia U Cansolidated -
AGENC - Other Agencies
AMERI - American Assembly

Selecked Walues:

| I
Dore [T T e mteme [Fa - [®to0w -
Inqui‘lrv) T - Chartfield Detail Statement
- vouchers (Entry, Approval, - Chartfield Transaction
Inquiry ) Statement
' Project Lifecycle Reports
Payroll . .
+ Consolidated Operating Reports
- Labor Accounting (PAC)
bR
- Casual & Support Staff Time Entry Trial Balance Reports
(FFE) * Financial Statements -
i-startH a | @ accounting and Repurtln‘..l & https:/finfoview-qa.c... @

Step Action

Click the Maximize/Restore button.

=]
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e -
@“ ) |E‘:| https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp = & |42l x| [ tive search gelta

Fle Edit WVew Favarites Tools  Help

i Favortes |5 @] Suagested Sites = @] Web Sice Gallery »

[#] hittps: finfoview-ga.cuit. columbia. edu:8443/0penDoc. | | K B) - [ - Page s+ Safety v Tooks+ @+

Enter prompt values.

Fiscal Year "Reguted Fiscal Year

Accounting Period “Requied Accounting Perlod

|

I et o i
Business Unit *Regured Business Linit
Available Yalues: Selected Values:
L1 - Columbia U Consalidated -
AGENC - Other Agencies
AMERI - Arnerican fssembly .

(COCIM - Columbia Ophthalmelogy Consult
(COLUM - Columbia University

(CPMCF - CPMC Fund

(CUCIP - Center for International Progr
(CUELI - Columbia Consol Elimination BU LI

Fund Group

[a =l

§ | of

Fund Group

Done [T [ [ [ e meeme [Fa - [®1ow -
Astart| | & | |4 Accounting and Repartin... |[@ https://infoview-qac.. &

Step

Action

In this scenario we are going to run the Project Summary Statement report for

replacing the current DARTS Summary Statement.

This report is used to monitor the spending on a particular Project.
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oview-qa.cuit.columbia.edu:8443/0penDocument /opendoc/openDocument.jsp - Windows Internet Explorer

- |E| https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp = & |42l x| [ tive search gelta

Fle Edit WVew Favarites Tools  Help

i Favortes |5 @] Suagested Sites = @] Web Sice Gallery »

[#] hittps: finfoview-ga.cuit. columbia. edu:8443/0penDoc. | | K B) - [ - Page s+ Safety v Tooks+ @+

Enter prompt values.

Fiscal Year "Reguted Fiscal Year

Accounting Period “Requied Accounting Perlod

|

I set to hull

Business Unit *Regured Business Lirit

Available Yalues:
L1 - Columbia U Consalidated -
AGENC - Other Agencies
AMERI - Arnerican fssembly .
COCIM - Columbia Ophthalmelagy Cansult

Selected Values:

COLUM - Columbis University
CPICF - CPMC Fund

(CUCIP - Center for International Progr
(CUELI - Columbia Consol Elimination BU LI

Fund Group

[a =l

4 | _’l—l
Done [T [ [ [ e meeme [Fa - [®1ow -
Astart| | & | |4 Accounting and Repartin... |[@ https://infoview-qac.. &

Fund Group

Step Action

5. Notice that fields with an asterisk are required whereas fields without an asterisk are
optional. Fiscal Year, Accounting Period, and Business Unit are required to run the
Project Summary Statement report.

Page 156




Training Guide
Reporting for Inquiry Only Roles

443 /0penDocument,/opendoc;/openDocument.jsp - Windows Internet Explorer

- |E| https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp

File:

Edt  View Favortes Tools  Help

= & |42l x| [ tive search

i Favortes |5 @] Suagested Sites = @] Web Sice Gallery »

[ hittpsfinfowiew-ga. cuit columbia, edu:8443/OpenDoc | |

Enter prompt values.

- Page - safety - Took~ @ 7

Fiscal Year "Requred

Accounting Period “Requied

|

I set to hull

Business Unit *Reguied

Available Values: Selected Values:

L1 - Columbia U Consolidated

Fiscal Year

Accounting Perlod

Business Lirit

AGENC - Other Agencies

AMERI - Amnerican Assembly

(COCIM - Columbia Ophthalmelogy Consult
(COLUM - Columbia University

(CPMCF - CPMC Fund

(CUCIP - Center for International Progr
(CUELI - Columbia Consol Elimination BU

Remove Remave Al

Fund Group Fund Group

[an =
4| | _’l—l
LT

Astart| | & | |4 Accounting and Repartin... |[@ https://infoview-qac..

| trternet

[a - [ w0 -

Step

Action

Click the Fiscal Year list.

e

443 /0penDocument,/opendoc;/openDocument.jsp - Windows Internet Explorer

J® |E| https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp

Fle Edi WView Favorites Tools  Help

= & |42l x| [ tive search

i Favortes | 4% @] Suagested Sites = @] Web Sice Gallery »

[ hittpsfinfowiew-ga. cuit columbia, edu:8443/0penDoc | |

Enter prompt values.

- Page - safety - Took~ @ 7

Fiscal Year "Requred

2012
2011

|

I set to hull

Business Unit *Reguied’

Available Values: Selected Values:

L1 - Columbia U Consolidated

Fiscal Year

Accounting Period

Business LUnit

AGENC - Other Agencies

AMERI - Amnerican Assembly

(COCIM - Columbia Ophthalmelogy Consult
(COLUM - Columbia University

(CPMCF - CPMC Fund

CUCIP - Center for International Progr
(CUELI - Columbia Consol Elimination BU

Remaove Remave Al

Fund Group Fund Graup

[a =
| | _’l—l
Done [T [ [ [ e meeme [Fa - [®1ow -
@stant| | @

| |4 Accounting and Repartin... |[@ https:/finfoview-qac..
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Step Action

7. Click the 2012 list item.
[zo12

penDocument /opendoc/openDocument jsp - Windows Internet Explorer

Fle Edit Wiew Favorites Tools  Help

w [l https:jinfovien-ga.cut. columbis. edu:8443{penDacument{cpendacfopenDacument. i =18 32 [ ]2 vive search £l

< Favortes | gis @ | suggested Sites = @ | Web Slice Gallery ~

»

Ehttps:mnfnwew-qa‘cuit‘cnlumhia‘edu:E443f0penDnc‘H| | T - Bl - L o= - Page - Safety - Took -+ (@~

Enter prompt values. =

Fiscal Year *Regured Fiscal Year

Accounting Period *Requied Accounting Period

|

I™ et to il
Business Unit "Reguied Business Uit
Available Values: Selected Values:
L1 - Columbia U Consolidated -
AGENC - Other Agencies
AMERI - American Assembly

COCIN - Colunibia Ophthalmology Consult
{COLUM - Columbia University

(CPMCF - CPMC Fund

CUCIP - Center for Intsrnational Pragr
CUELI - Columbia Consol Elimination BLL =l

Remove Remaove Al

Fund Group

[an | =
< | B
Done [T T [ 6 meeme 5~ [fom -
@start| | @ | @ ccounting and Reportin... |[ @ hetps://infoview-ga.c.. &

Fund Group

Step Action

8. Click the Accounting Period list.

[L... M
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Fle Edit WVew Favarites Tools  Help

¢ Favorites

9% €] Suagested Sites @ | Web Slice Gallery =

o ®
[ https: finfowiew-ga. cut.columbia ecu; 8443/OpeniDoc | | - Page - Safety - Took - @)+

Enter prompt values, =
Fiscal Year *Requied Fiscal Year
01z
Accounting Period *Requied' Accounting Period

03-September
04-October

B05-tovember Business Unit
06-December

07-January Selected Yalues:
08-February
09-March
10-April
11-May
12-June:
e s

(COLUM - Columbia University

(CPMCF - CPMC Fund

(CUCIP - Center for International Progr
(CUELI - Columbia Consol Elimination BU

Remove Remave Al

Fund Group Fund Group

[a 5
4 | _’l—l
Done [T [ [ [ e meeme [Fa - [®1ow -
@start| | & | |4 Accounting and Repartin... |[@ https://infoview-qac..

Step Action

9. Click the 06-December list item.

[06-December

Fle Edit Wiew Favorites Tools  Help

< Favortes | gis @ | suggested Sites = @ | Web Slice Gallery ~

_»
[ ] hitps:jfinFoview-ga. cuit columbia. sdu: 8443/OpenDoc. | | M-8 - ~ Page - Safety ~ Tooks ~ @)~
Enter prompt values, =
Fiscal Year *Regured Fiscal Year

2012 =l

Accounting Period *Requied Accounting Period

I set ko il
Business Unit "Requied Business Uit
Available Values: Selected Values:
L1 - Columbia U Consolidsted =

AGENC - Other Agencies

AMERI - Ametican Assembly

COCIN - Colunibia Ophthalmology Consult
{COLUM - Columbia University

CPMCF - CPMC Fund

CLCIF - Center For Inkernational Progr
{CUELI - Columbia Consol Elimination B

Remove Remaove Al

Fund Group Fund Group

Jan | z
4| | _'l_l
Done [T T [ 6 meeme 5~ [fom -

@start| | @ | @ ccounting and Reportin... |[ @ hetps://infoview-ga.c..
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Step Action

10. In most cases you will want to select 'L1 - Columbia U Consolidated' Business Unit

because it includes all projects in the Columbia consolidated financial statement and
COB.

Zhttps:/ finfoview-ga.cuit.columbia.edu:8443/0penDocument /opendoc/openDocument.jsp - Windows Internet Explorer

——
@‘. g = [ heeps:ffinfavien-qa.cutt calumbia. edu: 5443{ CperDacumentjapendocjoperDacument jsp =18 3l ]2 tive search Ll

File Edit Wiew Favorites Tools  Help

S Favorkes |5 @] suonested Sites = @] Web Sice Gallery =

Ehttps:mnfowew—qa‘cuit‘columbia‘edu:s443;‘0penDoc‘H| | - B - ) mm - Page - Safety - Took~ @~

Enter prompt values. =

Fiscal Year "Requred

012 =l

Fiscal Year

Accounting Period *Requied Accounting Period

I set ko il
Business Unit "Requred Business Linit
Available Values: Selected Values:
L1 - Calumbia U Cansalidated -
AGENC - Other Agencies
AMERI - American fssembly .

COCIN - Colunibia Ophthalmology Consult
{COLUM - Columbia University

{CPMCF - CPMC Fund

CUCIP - Center for Intsrnational Pragr
CUELI - Columbia Consol Elimination BLL =l

Remave
Fund Group

[an =

4| | »
Done [T T [ [ meeme 5~ [fwom -
istart| | & | |8 accounting and Reportin... |[ @ https://infoview-ga.c.. @

Fund Group

Step Action

11. Double-click the L1 - Columbia U Consolidated list item.
|L1 - Columbia U Consolidaked |
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443 /0penDocument,/opendoc;/openDocument.jsp - Windows Internet Explorer

- |E| https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp

Fle Edit WVew Favarites Tools  Help

= & |42l x| [ tive search

i Favortes |5 @] Suagested Sites = @] Web Sice Gallery »

[ hittpsfinfowiew-ga. cuit columbia, edu:8443/0penDoc | |

Enter prompt values.

Fiscal Year "Requred

01z

Accounting Period “Requied

06-December =l

I set to hull

Business Unit *Reguied

Available Values:

Selected Values:

L1 - Columbia Ul Consolidated
LAGENC - Other Agen
AMERI - American Assembly
(COCIN - Columbia Ophthalmelogy Consult
(COLUM - Columbia University

(CPMCF - CPMC Fund

(CUCIP - Center for International Progr
(CUELI - Columbia Consol Elimination B

Remove Remave Al

Fund Group

[an =
o

Done

Fiscal Year

Accounting Perlod

Business Lirit

Fund Group

| of

LT T T @
@start| | &

| |4 Accounting and Repartin... |[@ https://infoview-qac..

[a - [ w0 -

Action

Notice that selected value(s) will appear on the 'Selected Values' box.

443 /0penDocument,/opendoc;/openDocument.jsp - Windows Internet Explorer

e

J® |E| https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp

= & |42l x| [ tive search

Fle Edi WView Favorites Tools  Help
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Fiscal Year "Requred

01z

Accounting Period “Requied

06-December =l

I set to hull

Business Unit *Reguied’

Available Values:

Selected Values:

AGERC = =
AMERI - Amnerican Assembly
(COCIM - Columbia Ophthalmelogy Consult
(COLUM - Columbia University

(CPMCF - CPMC Fund

CUCIP - Center for International Progr
(CUELI - Columbia Consol Elimination BU

Per foen

Remove Remave Al

Fund Group

[an =
k|

Done
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Accounting Period

Business LUnit
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Step Action

13.

Click the scroll bar to view the other run time parameters for this report.

Zhttps:/ finfoview-ga.cuit.columbia.edu:8443,/0penDocument /opendoc/openDocument jsp - Windows Internet Explorer

—
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DEPARTMENT SELECTION Department Filter/Department Rollup

Department Filter

\For dapartment rolip selection, select a campus filter, then choose avaable Department Rollyp vale(s).
\For speciic deparment selaction, select SPECIFIC DEPARTMENTYS), then manuall enter the Department{z).

[ =l

Department Rollup

Available Yalues: Selected Yalues:

Remove Remave Al

specific Department(s)

Department |
This prompt has an Edit Mask: 0000000,

Selected Values:

< | o
pore

[T T [ 6 meeme [%5 = [# 0%
li-'Startl | @&

| @ ccounting and Reportin... |[ @ hetps://infoview-ga.c..

Step

Action

14.

The Fund Group gives you the capability to select all funds, operating funds, or non-
operating funds. In this scenario we will leave it as 'All' Funds.
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penDocument /opendoc, openDacument.jsp - Windows Internet Explorer
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Department Filter/Department Rollup

DEPARTMENT SELECTION
Department Filter

\Fow diepartment roflip selection, select o campus fiker, then choose avalabie Department Roltp value(s),
\For speciic department selection, select SPECIFIC DEPARTRIENTTS), then manually enter the Department(z).

7|

Department Rollup
Selected Yalues:

Available Values:

Department

Specific Department{s)
This prompt has an Edit Mask: 0000000,
Selected Yalues:

| _>l_I

[a - [ w0 -

T [ (@

Done

@start| | &

|
| |4 Accounting and Repartin... |[@ https://infoview-qac..

Step
15.

Action
Notice the Department is not a required field. In this scenario we will specify the

Department Filter to be 'L2 - CUMC'.

indows Internet Explorer

penDocument/opendoc/openDocument.jsp
EI[ & 4] x| [ 2 ive searen
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Department Filter/Department Rallup

DEPARTMENT SELECTION
Department Filter

\Fow dapartment roliup selection, select 3 campus fiker, then choose avalable Department Rolkp valuefs),
\For speciic deparment selaction, select SPECIFIC DEPARTMENTYS), then manuall enter the Department{z).

|

Department Rollup
Selected Yalues:

Available Yalues:

Departmant

Specific Department(s)
This prompt has an Edik Mask: 0000000
Selected Values:
| I
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Done

li-'Startl | @&
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Step Action

16.

Click the Department Filter list.

-ga.cuit.columbia penDocumen

pendoc/openDacument.jsp - Windows Internet Explorer
- |E‘:| https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp
Fie Edt View

=1l & [[#2 ][> }].2 tive search e
Favorites  Tooks  Help
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9 @] Suggested Stes = @ Web Slice Gallery -

[ hittpsfinfowiew-ga. cuit columbia, edu:8443/0penDoc | |
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ez |

[an

DEPARTMENT SELECTION

Department Filter

Department Filter Department Rollup
\Fow diepartment roflip selection, select o campus fiker, then choose avalabie Department Roltp value(s),

7).
\For spectic department selection, select SPECIFIC PEPARTIMENITS), then manusll enter the Department{z).

SPECIFIC DERARTMENT(S)
DI - Tokal University
JLz - cumc
L2 - General University
Lz - Morningside Academic

Remove Remave Al

Specific Department(s) Department
This prompt has an Edit Mask: 0000000,
Selected Values:

| | _’l—l
Done [T [ [ [ e meeme [Fa - [®1ow -
Aistart| | & | 4 Accounting and Reportin... |[@ hteps://infoview-qauc. &

Step Action

17.

Click the L2 - CUMC list item.
[Lz - Cumc
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indows Internet Explorer

JET bt i s ot columbiae

:6443{OpenDocument fopendoc joperDocument. jsp

= & |42l x| [ tive search

ol

File  Edit  view

Favarites

Tooks  Help

i Favortes |5 @] Suagested Sites = @] Web Sice Gallry »

[ hittpsfinfowiew-ga. cuit columbia, edu:8443/OpenDoc | |

v B - ) mm - Page - safety - Took @ T

[Lz - cume

Department Rollup

Available Values:

=l

Selected Values:

L2 - CUMC

L3 - CUMC Admin
L3 - CUMC Schaols
L4 - CDM Dental

L4 - MDM MSPH

4 = )

- n

=G

L4 - CMC CUMC Admin

Specific Department(s)
This prompt has an Edi Mask: 0000000

Selected Values:

Remove Remave Al

Project *Reguied

This prompt has an Edt Mask: aaaaaaaa.

Remove Remove All

=]

Department

Praject

4 | _’l—l
Done [T [ [ [ e meeme [Fa - (w1 -
dstart| | & | |48 Accounting and Repartin... |[@ https://infoview-qac..

&

Step

Action

18.

Now we will select 'L5 - P&S Administration' for the Department Rollup. The filter
at the bottom can be used to search for this value.

<1®

Fle Edit Wiew Favorites Tools  Help

7 Favorites ‘ 9% @] Suggested Sites = @ Web Slice Gallery =

] httms: finoviswi-ga, et columbia ecu:6443/penDoc. . | |
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Available Yalues:

Selecked Values:

L2 - CUMC
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L4 - CDM Dental

L4 - CMC CUMC Admin
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(0 E— |

Specific Department(s)
This prompt has an Edit Mask: 0000000

Selected Values:

Project *Requied

Remove Remaove Al

This prompt has an Edit Mask: asaaaaza,

[
<

Remave Remove All

=l

Department

Project

5

Done

4'5tart| | @&
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[ [ [ meeme:
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Step Action

19. Iik the Filter button.

infoview-ga.cuit.columbia.edu:8443/0penDocument,/opendoc/openDocument.jsp - Windows Internet Explorer
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[z - cume =l B
Department Rollup

Availsble Values: Selected Values:

12 - CUMC B

L3 - CUMC Adrmin 2

L3 - CUMC Schaols

L4 - CDM Dental

L4 - CMC CUMC Admin

L4 - MDOM MSFH =l
It = ][
Set Filtsr x Remove || Remove Al
I ]
specific Department{s) Department
This prompt has an Edit Mask: 000001
Selectad Values:
!
Remeve Al
Project *Reguied Project
This prompt has an Edit Mask: aaaasaaa,

kil

|
Done [T [ [ [ e meeme [Fa - (%o -
distart| | & | |4 Accounting and Repartin... |[@ https://infoview-qac..

&

Step Action

20.

Enter the desired information into the Set Filter field. Enter "L5".
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443 /0penDocument /opendoc/openDocument jsp - Windows Internet Explorer
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Department Rollup

Available Values:

Selected Values:
L2 - CUMC
L3 - CUMC Admin
L3 - CUMC Schaols
L4 - CDM Dental
L4 - CMC CUMC Admin
L4 - MDM MSPH

4 =)=

Set Filker

X Remove Remave All
[us]

Specific Department(s)

Departnert
This prompt has an Edit Mask: 000001
Selectad Values:
Project *Reguied Project
This prompt has an Edit Mask: aaaasaaa,
| |

pore [T T [ [ mteme [Fa - [®aee -
distart| | & | |4 Accounting and Repartin... |[@ https://infoview-qac..

Step Action
21.

Click the OK button.

penDocument /opendoc, openDacument.jsp - Windows Internet Explorer
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Available Values:

Selected Values:
LS - CDM Academic
L5 - CDM Central Admin
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L5 - COM Gener
LS - CMC CUMC CFO

7] —- Y

Remaove Remave Al
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This prompt has an Edit Mask: 0000000,

Degartment
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Project *Reguisd Project
This prompt has an Edit Mask: aaaaaaaa,
4] | I
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Step Action

22. Click the down arrow button to locate the desired value.

]

infoview-qa.cuit.columbia edu:8443/0penDocument fopendoc/openDocument jsp - Windows Internet Explorer
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Department Rollup
Available Valuss: Selected Yalues:
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LS - MUR Research Operations

LS - P&S Administration 3
s
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LS - P85 Centers and Institutes

LS - PRS Clinical j
3 = 0|3 3

Specific Department(s)

Department
This prompt has an Edit Mask: 0000000,
Selected Values:
Project “Requied Project
This prompt has an Edit Mask: asaaaaas,
| | I
Done [T T [ meeme 5~ [fwom -

i-start| | & | @ acrounting and Reportin... | & https:/finfoview-qa.c... @

Step Action

23. Double-click the L5 - P&S Administration list item.
[L= - Pavs Administration |
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Help

= & |42l x| [ tive search

i Favortes |5 @] Suagested Sites = @] Web Sice Gallery »
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Department Rollup
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Available Values:

L5 - MUR Instruction Operations af
L5 - NUR: Research Operations
LS - P&S Administration

Selected Value:

ILS - PAS Centers and Institutes
L5 - PGS Clinical

4 = )

Specific Department(s)

This prompt has an Edit Mask: 0000000,

Selected Values:

Remove Remave Al

Project *Reguied
This prompt has an Edt Mask: aaaaaaaa.

[
kil

Done

@stant| | &

Remove Remove All

=]

Department

Praject

T

{ of

| |4 Accounting and Repartin... |[@ https://infoview-qac..

[a - [moe -

Step Action

24.

Click the scroll bar to view the rest of the run time parameters.

penDocument;/opendoc/openDocument.jsp

@A - |E| https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp
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»
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Lf

LS - MUR Research Operations _I
L5 - P Administration

LS - Pas5 Clinical

[0 F—- |

Specific Department(s)

This prompt has an Edit Mask: 0000000,

Selected Values:

Remave Remove All

Project *Reguied

This prompt has an Ed Mask: aaaaaasa.

<

Done

@istart| | @

Remove Remave Al

=]

Department

Project

| # Accounting and Reportin
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| ol

| (& https://infoview-ga.c..
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Step Action
25. Notice that 'Project’ is required to run this report.

In this scenario we will run the Project Summary Statement for project 'UR005349'".

Click the Project field.

@’j - |E| https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp = & |42l x| [ tive search gelta
Fille Edit Wview Favorites Tools Help
i Favortes |5 @] Suagested Sites = @] Web Sice Gallery »
_ .
[ https: finfowiew-ga. cut.columbia cu; 8443/OpeniDoc | | By B) - 0 o+ Page s Safety+ Taoks+ @+
available Values: =l
LS - MUR Instruction Operations
LS - MUR Research Operations
LS - P&S Centers and Institutes
LS - P&S Clinical B
[t = ] [@)[z]
Specific Department(s) Department
This prompt has an Edit Mask: 0000000,
Selacter Values:
Project *Requied Project
This prompt has an Edlt Mask: sssasass,
I
Discrete Value
=
4] | »
pore | | @ mteme: [Fa - [®ew -
distart| | & | |48 Accounting and Repartin... |[@ https://infoview-qac.. o

Step Action
26. Enter the desired information into the Project field. Enter "UR005349".
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443 /0penDocument,/opendoc;/openDocument.jsp - Windows Internet Explorer
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Remove Remave Al

Specific Department(s) Department

This prompt has an Edit Mask: 0000000,

Selected Values:

Remove Remove All

Project *Reguied Project.
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Step Action

27. Click the OK button.

ok
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oM GenllR 50445 SPECIAL LECTURER a0 a a 0 a0
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ARC™

Step

Action

28.

This report is similar to the Summary Statement in DARTS.
It also has the previous/next accounting period functionality similar to DARTS.

Please note that for training purposes you will either see 0's or mock data in this
report.
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Main Report ‘
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Project Summary Statement
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M GenlUR 50445 SPECIAL LECTURER n n n n n |
< I |
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¢-start| | & | 4 acrounting and Reportin... | & https:/finfoview-ga.c... @

Step

Action

29.

Before moving forward, take a moment to note the description at the top of the
report: 'Financial Data Store'. This is indicating that the report is coming from the
FDS which means the data will be up to a day old as described in earlier lessons.
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Step Action

30. Click the Previous Accounting Period link to preview the Project Summary
Statement for November 2011.
|: Previous Accounting Period |
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443 /0penDocument,/opendoc;/openDocument.jsp - Windows Internet Explorer

- |@ https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp = & |42l x| [ tive search gelia
Fille Edit Wview Favorites Tools Help
i Favortes |5 @] Suagested Sites = @] Web Sice Gallry »
[ https: finfowiew-ga. cut.columbia cu:8443/OpenDoc | | Fi - B - [ 0% - Pager Safetye Took~ @~
R o [— ST
Main Report ‘

< Previous Accounting Period Chartfield Detail Statement Chartfield Transaction Statement Payroll Summary Repo

ct) . . Fnancial Dets Store

el COLUMBIA UNIVERSITY I

IN THE CIT¥ OF NEW YORK Columbia University
Project Summary Statement
URD05349 - P&S UNRESTRICTED BAL
As of 1153011

Report ID: GL_RPT1008

Run ID:

Business Unit(s}: L1 - Columbia L Consolidatett

DepartmentRollup Selection: PAS Admiristration

Responsible Person: 1i4

Actual to Date
F Prior Year Prior Year Original Current

Fund Description Account Account Description ¥TD Budget Estimate Month Yeal

[T o000 TOION B 1 T T B

M GenlUR 40510 APRLICATION FEES 0 o o o 0

M GenlUR 41100 GOVERNMENT REVENUE-F&A 0 o o o 0

M GenlUR 42100 PRIVATE G3C REVENUE-F &4, 0 o o o 0

Total Revenue 0 0 [] o 0

"M GenlUR 50010 PROF (TENURED) 0 0 0 0 0

M GenlUR 50020 ASSOC PROF (TENURED) 0 1] o o 0

M GenlUR 50100 PROF (HONTENURED) 0 o o o 0

M GenlUR 50110 ASSOC PROF (NONTENURED) 0 o o o 0

o Genl LR S0120 ASST PROF o o o o o

M GenlUR 50130 INSTRUCTOR (FT) 0 o o o 0

M GenlUR 50445 SPECIAL LECTURER: 0 o o o 0

d |
[T [ [ e meeme [Fa - (%10 -

distart]| | & | 4 Accounting and Repartin... |[@ https://infoview-qac..

Step Action

31. This is the Project Summary Statement for November 2011.

443 /0penDocument,/opendoc;/openDocument.jsp - Windows Internet Explorer

e

Fle Edi WView Favorites Tools  Help

J® |@ https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp = & |42l x| [ tive search gelia

i Favortes |4 @] Suagested Sites = @] Web Sice Gallery »

[ https: finfowiew-ga. cut.columbia cu:8443/OpenDoc | | Fi - B - [ 0% - Pager Safetye Took~ @~
@ 5| [ Perameters y W C 1® CRYSTAL REPORTS'
Main Report ‘
< Previous Accounting Period Chartfield Detail Statement Chartfield Transaction Statement Payroll Summary Repo
ct) . . Fnancial Dets Store
el COLUMBIA UNIVERSITY o
IN THE CIT¥ OF NEW YORK. Columbia University
Project Summary Statement
URD05349 - P&S UNRESTRICTED BAL
s of 1153041
Report ID: GL_RPTI 005
Run ID:
Business Unit(s}: L1 - Columbia U Consalidsted
DepartmentRollup Selection: P45 Admiristration
Responsible Persan: Ni4
Actual to Date
F Prior Vear Prior Vear Original Current
Fund Description Account Account Description ¥TD Actual Budget Estimate Month Yeal
[T 30000 TOmoN a T ] ] a
o GenlUR 40510 APPLICATION FEES o o ] ] o
o GenlUR 41100 GOVERNMENT REVENUE-F&A4, o o ] ] o
o GenllR 42100 PRIVATE G3C REVENUEF&A a o 0 0 a
Total Revenue 0 [ [] 0 L]
M GenlUR 50010 PROF (TEMURED) 0 0 0 0 0
o GenlUR 50020 AS30C PROF (TENURED) o o ] ] o
oM GenllR 50100 PROF (NONTENURED) a o 0 0 a
oM GenlUR 50110 ASS0C PROF (NONTENURED) a o 0 0 a
o Genl LR S0120 ASST PROF o o o o o
o GenlUR 50130 INSTRUCTOR (FT) o o 0 0 o
o GenlUR 50445 SPECIAL LECTURER 0 0 0 0 o
d [ |
[T [ [ e meeme [Fa - (%10 -
distart| | & | |4 Accounting and Repartin... |[@ https:/finfoview-qac..
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Step Action

32. Click the scroll bar to view the other fields on this report.

it columbia.edu:8443/0penDocument opendoc/openDacument jsp - Windows Internet Explorer

@‘ y = [ heeps:ffinfavien-qa.cutt calumbia. edu: 443{ CperDacumentjapendocjoperDacument jsp =18 32 [ ]2 vive search Ll

Fle Edit Wiew Favorites Tools  Help

Sy Favorkss |5 @] sugnested Sites = ) Web Sice Gallery =

_»
[ ] hitps:jfinFoview-ga. cuit, columbia, sdu; 8443/0penboc. . | | T - Bl - L o= - Page - Safety - Took - (@~
& S5 3 paramcters [ Jrme v oW B |- |# CRYSTAL REPORTS®

Main Report ‘
tfield Transaction Statement Payroll Summary Report Payroll Detail Report Hext Accounting Periad >
Rnanelal Cats Stors
Columbia University
Project Summary Statement
URD05349 - PSS UNRESTRICTED BAL
As of 113041
Run Date: 05/29/2012
Run Time: 5:55.08PM
Actual to Date Commitments [

br Year Original current Balance Before Pre- Budget Balance
ctual Budget Eetimate Month Year Commil Auailable % Used

[ 0 ] ] ] ] 0 i ]

il 0 0 0 0 0 0 i 0

0 0 0 0 0 0 0 ] 0

) 0 o o o o 0 0 o

0 0 0 0 0 0 0 0 0

i 0 0 0 0 0 0 0 0

il 0 0 0 0 0 0 i 0

0 0 0 0 0 0 0 ] 0

0 0 0 0 0 0 0 0 0

i 0 0 0 0 0 0 0 0

il 0 0 0 0 0 0 i 0

i 0 i i i i 0 i i &d]
Kij [>

ctps: finfovien-ga.cut. columbia, edu:8443/OpenDocument fopendoc/openDocument.jspAiDoc D=AQewmzEhSItwrOgt_h7 | | | | | | [ Intemet 5~ [fomm -

@istart| | @ | @ hccounting and Reportin... |[ @ hetps://infoview-ga.c..

Step Action

33. Click the Next Accounting Period link to preview the Project Summary Statement
for December 2012.

Mext Accounting Period ~
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iew-ga.cuit.columbia.edu:8443/0penDocument,/opendoc/openDocument.jsp - Windows Internet Explorer

@Av |@ https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp =l & |42l x| [ tive search

2

Fle Edit WVew Favarites Tools  Help

i Favortes |5 @] Suagested Sites = @] Web Sice Gallery »

[ hittpsfinfowiew-ga. cuit columbia, edu:8443/0penDoc | |

% v B - ) o= - Page - Safety v Tods~ (@~

»

& 5| 3 Parameters i ] v o

Main Report ‘

CRYSTAL REPORTS'

< Previous Accounting Period Chartfield Detail Statement Chartfield Transaction Statement Payrall Summary Report
EICONMMAUKIVERSITY Ananclal Caf Store
LT T O B 0
Columbia University
Project Summary Statement
Report ID: GL_RPTIO008 URD05349 - PSS UNRESTRICTED BAL
Run I0: As of 0473012
Business Unit(s} L1 - Columbia U Cansolidsted
Depar i pES
Responsible Person: N
Actual to Date
Fund Prior Year Prior Year Original Current
Fund Description Account  Account Description YD dget Estimate Montn veal
0T Genll® 40000 TUTION [ [ 0 ] ]
oM GenlUR 40510 APPLICATION FEES [ 0 0 0 0
M GenlUR 41100 GOVERNVENT REVENLE-FAA [ 0 0 0 0
M GenllR 42100 PRIVATE G3C REVENUE-F 84 il i 0 o o
Total Revenue [ 0 0 0 0
0 GenlUR 50010 PROF (TENURED) i o 0 0 0
o GenlUR 50020 ASSOC PROF (TENURED) i 0 0 0 0
M GenllR s0100 PROF (NONTENURED) il 0 0 i i
M GenllR 50110 ASSOC PROF (NONTENURED) 0 0 0 i i
o GenlUR 50120 ASST PROF i 0 0 0 0
oM GenlUR 50130 INSTRUCTOR (FT) [ 0 0 0 0
oM GenlUR 50445 SPECIAL LECTURER [ 0 0 0 0
M GenllR 50800 PROF OF CLIN (TENUIRED) i 0 0 i i
o GenlUR 50610 ASSOC PROF OF CLIN (TENURED) i 0 0 0 0
o GenlUR 50700 FROF OF CLIN (NONTENURED)FT i 0 0 0 0
oM GenlUR s0702 CLIN PROF (NONTENURED) [ 0 0 0 0
4 L 4 SEAE 1 I (MARTEN BE ET
T I 0|

|

[T [ [ e meeme [Fa - (w0 -

@istart| | & | |4 Accounting and Repartin... |[@ https://infoview-qac..

&

Step

Action

34.

-ChartField Detail Statement
-ChartField Transaction Statement
-Payroll Summary Report

-Payroll Detail Report

From the Project Summary Statement report you can also run the following reports:
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443/0penDocument;/opendoc/openDocument.jsp - Windows Internet Explorer
@: - |@ https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp =l & |42l x| [ tive search geiia
Fille Edit Wview Favorites Tools Help
i Favortes |5 @] Suagested Sites = @] Web Sice Gallery »
[ https: finfowiew-ga. cut.columbia ecu; 443/OpeniDoc | | Fi - B - [ 0% - Pager Safety+ Took~ @~
G Y W ] CRYSTAL REPORTS'
Main Report ‘
< Previous Accounting Period Chartfield Detail Statement Chartfield Transaction Statement Payroll Summary Report
EICONMMAUKIVERSITY Ananclal Caf Store
i i on.
Columbia University
Praject Summary Statement
Report ID: GL_RPT1008 URDUS349 - P&S UNRESTRICTED BAL
Run ID: As of 14730112
Business Unit(s} L1 - Columbia L Consolidsted
Depar i Pas
Responsible Person: Y
Actual to Date
Fund Prior Year Prior Year Original Current
Fund Description Account Account Description ¥TD Estimate Month Yeal
W GenUR 10000 TUION 0 ] B g g L
M GenlUR 40510 APPLICATION FEES 0 o o 0 0
M GenlUR 41100 GOVERNMENT REVENUE-F&A 0 o o 0 0
"M GenllR 42100 PRIVATE GSC REVENUEF 84, 0 0 0 0 0
Total Revenue 0 0 0 0 0
m Genl UR s0010 PROF (TEMURED) o o o o o
M GenlUR 50020 ASSOC PROF (TENURED) 0 o I 0 0
"M GenllR 50100 PROF (NONTENURED) 0 0 0 0 0
"M GenlUR 50110 ASSOC PROF (NONTENURED) 0 0 0 0 0
M GenlUR 50120 ASST PROF 0 1] o 0 0
M GenlUR 50130 INSTRUCTOR (FT) 0 o o 0 0
M GenlUR 50445 SPECIAL LECTURER: 0 o o 0 0
"M GenlUR 50800 PROF OF CLIN (TENURED) 0 0 0 0 0
M GenlUR 50810 ASSOC RROF OF CLIN (TENURED) 0 1] o 0 0
M GenlUR 50700 PROF OF CLIN (NONTENURED)FT 0 o o 0 0
M GenlUR 50702 CLIN PROF (NONTENURED) 0 o o 0 0
. AL 21 DEE -1 b ChICRITER IBE ET: -
| I »
T @ meemne: G|
@istart| | & | |4 Accounting and Repartin... |[@ https://infoview-qac..

Step Action

35. Click the Chartfield Detail Statement link.
[Chartfield Detail Statement|

<; Fle Edt View Favortes Took Help
[E ¥ Favorkes |55 ] sugoested Sies - 8] Web Sie Galery -
| [ betpss finFeiew-ga, cult colurbia, sch 443/ OpenDi, | % B - 0 = - Page- Safety - Tooks - >
@ 3 | [ raremeters S CRYSTAL REPORTS
[F|  wainReport |
< Presious Accounting Period
& Cotumpia UNIVERSTTY
11 THE CITV OF KEW 1EK
Report ID: GL_FFTI 050
R ID:
Business Unit(s): L1 - Columkia U Consslidstsd
Fund Group: Al
DepartmentDepartment Hode(s): P45 Administration
Chartfield Filter: Froject: LR05343 - P45 LINRESTRICTED BAL
3 I — 3
Done [T T [ [ 6 mtenet
| | v
Done [T T T [ meeme e~
&lstart| | @& | 1@ acrounting and Reportin... | @ https:/finfoview-ga.cut.... | & https:/finfoview ga.c...
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Step

Action

36.

Note that the ChartField Detail Statement opened in a new window.

Fle @: - |@ https: finfovien-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp = & ||+ ]| x| ]2 tive search

e

Fle Edi WView Favarites Tools  Help

i Favortes |5 @] Suamested Sites = ] Web Sice Gallery »

& | 5

[ hittpsifinfoviews-ga. cuit, columbia, edu:8443/0penDo. . | |

i B - [ @ v Pager Safety v Tools v e

& 5| 3 Parameters i Qe v o

Main Report ‘

CRYSTAL REPORTS®

< Previous Accounting Period

&2 CotumBIA UNIVERSTTY

1N THE CITY OF KEW ¥ORK.

Report ID: GL_RFT1080

Run ID:

Business Unit(s): L1 - Columbia L Consolidated
Fund Group: A1l

Hode(s): P55 ]
Chartfield Filter: Project: URI0S349 - P&S UNRESTRICTED BAL

N

q |

¥

[pone T [ [ mternet

%5 - [®100% -

<

3

Done [T [ [ [ e meeme:

distart| | & | @ Accounting and Reprtin,.. | @ hitpsiffinfoview-ga.cut... | [ @ hitps /infoview-qac..

[Va - [ w0 -

&=

Step

Action

37.

Click the Maximize/Restore button.

=l
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File:

Edit

View

Favarites

Tools

Help

i Favortes |5 @] Suagested Sites = @] Web Sice Gallery »

[ hittpsfinfowiew-ga. cuit columbia, edu:8443/OpenDoc |

»

%y v B - ) om0 - Page - Safety v Tods~ (@~

@ 5| 3 Parameters

Main Report ‘

i ] v o

CRYSTAL REPORTS'

< Previous Accounting Period

&2 CotumBIA UNIVERSTTY

1N THE CITY OF KEW ¥ORK.

Report ID: GL_RPT1080

Run 1D:

Business Unit(s): L1 - Columbia L Consolidated
Fund Group: A1l

Depar

Chartfield Filter: Project: URO05343 - PAS UNRESTRICTED BAL

Hode(s): P55 ]

BU Fund  Account  Account Description Department  Department Description Project  Project Description
COLUM ™ 40000 TUITION 7501101 P&3 General UROOS5349 P&S UNRESTRICTED BAL
COLUM ™ 40000 TUITION 7501101 P&S General URO0S349 P&S UNRESTRICTED BAL
coLM o1 40000 TUTION 750101 P23 Genersl UROOS348 &S UNRESTRICTED BAL
colm 40000 TUTION FE0101 PAS General URODS343 &S UNRESTRICTED BAL
coLM o1 40000 TUTION 750101 P23 Genersl UROOS348 &S UNRESTRICTED BAL
COLUM ™ 40000 TUITION 7501101 P&3 General UROOS5349 P&S UNRESTRICTED BAL
colM 40000 TUTION 750M01 PaS General URGOS349  PAS UNRESTRICTED BAL =
“{ »
Done [T [ [ e meeme [Fa - (w1 -
i'start| | & | # Accounting and Reportin... | (& hitps:{finfoview-ga.cut.... ”m @

Step

Action

38.

The ChartField Detail Statement is similar to the COB Detail report, with full
ChartString combinations and attributes. This report also includes encumbrance
information.
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443 /0penDocument,/opendoc;/openDocument.jsp - Windows Internet Explorer

@: - |@ https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp

= & |42l x| [ tive search

Fle Edit WVew Favarites Tools  Help

i Favortes |5 @] Suagested Sites = @] Web Sice Gallery »

[ hittpsfinfowiew-ga. cuit columbia, edu:8443/OpenDoc | |

- Page - safety - Took~ @ 7

@ 5| 3 Parameters

Main Report ‘

CRYSTAL REPORTS'

< Previous Accounting Period

o {OTUMRBIA UNTVERSTTY

1N THE CITY OF KEW ¥ORK.

Report ID: GL_RFT1080
Run ID:

Business Unit(s): L1 - Columbia L Consolidated

Fund Group: A1l

DepartmentDepartment Hode(s): PES Administration
Chartfield Filter: Project: URINS349 - P&S UNRESTRICTED BAL

BU Fund  Account  Account Description Department  Department Description Project  Project Description

COLUM ™ 40000 TUITION 7501101 P&3 General UROOS5349 P&S UNRESTRICTED BAL

COLUM ™ 40000 TUITION 7501101 P&S General URO0S349 P&S UNRESTRICTED BAL

coLM o1 40000 TUTION 750101 P23 Genersl UROOS348 &S UNRESTRICTED BAL

colm 40000 TUTION FE0101 PAS General URODS343 &S UNRESTRICTED BAL

coLM o1 40000 TUTION 750101 P23 Genersl UROOS348 &S UNRESTRICTED BAL

COLUM ™ 40000 TUITION 7501101 P&3 General UROOS5349 P&S UNRESTRICTED BAL

colM 40000 TUTION 750M01 PaS General URGOS349  PAS UNRESTRICTED BAL =

L I — D

Done [T [ [ e meeme [Fa - (w1 -
i'start| | & | # Accounting and Reportin... | (& hitps:{finfoview-ga.cut.... ”m

Action

The ChartField Detail Statement contains drill down to transaction detail by account.

443 /0penDocument,/opendoc;/openDocument.jsp - Windows Internet Explorer

@: - |@ https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp

= & |42l x| [ tive search

Fle Edi WView Favorites Tools  Help

i Favortes |4 @] Suagested Sites = ] Web Sice Gallery »

[ hittpsfinfowiew-ga. cuit columbia, edu:8443/OpenDoc | |

- Page - safety - Took~ @ 7

@ 5| 3 Parameters

Main Report ‘

CRYSTAL REPORTS'

< Previous Accounting Period

o COTUMRBIA UNTVERSITY

1N THE CITY OF KEW YORK

Report ID: GL_RFT1080
Run ID:

Business Unit(s): L1 - Columbia U Consolidated

Fund Group: A1l

DepartmentDepartment Hode(s): PSS Administration
Chartfield Filter: Project: URI05349 - P&S UNRESTRICTED BAL

BU Fund  Account  Account Description Department  Department Description Project  Project Description

COLUM ™ 40000 TUITION 7501101 P25 General UROOS349 P&5 UNRESTRICTED BAL

COLUM ™ 40000 TUITION 7501101 P&S General URO0S349 P&S UNRESTRICTED BAL

coLM o1 40000 TUTION 750101 P23 Genersl UROOS348 &S UNRESTRICTED BAL

colm 40000 TUTION FE0101 PAS General URODS343 &S UNRESTRICTED BAL

CoLUM ol 40000 TUITION 7501101 P&3 General UROOS349 P&S UNRESTRICTED BAL

COLUM ™ 40000 TUITION 7501101 P&3 General UROOS5349 P&S UNRESTRICTED BAL

colM 40000 TUTION 750101 P23 Genersl URGOS348  P&S UNRESTRICTED BAL =

L I — D

Done [T [ [ e meeme [Fa - (w1 -
i'start| | & | # Accounting and Reportin... | (& https:{finfoview-ga.cut.... ”m
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Step

Action

40.

detail.

These values are depicted as blue links.

Click the scroll bar to view the values that can be drilled down to the transaction

foview-ga.cuit.columbia.edu:8443/0penDocument /opendoc/openDocument.jsp - Windows Internet Explorer

=8 [[#[%) [2 tve search

@ y ||§| hteps: ffinFoview-qa, cuit. columbia. edu: 8443 OpeDocUmEnt open doc fapenDacUment.jsp

File Edit Wiew Favorites Tools  Help

<7 Favorites \ 95 &] Sungested Sites = | Web Sice Gallery -

] https: finoview-ga, cuit columbia ecu:8443/penbic. . | |

Zp - B - Lm0 - Page - Safety - Tooks~ @

»

FEE R e R -  —

CRYSTAL REPORTS'

#istart| | & & Accounting and Repartin,.. | @3 https: ffinfoview-ga.cuit.... || & https://infoview-ga.c...
¢ ps:/ /1 q

Main Report. |
FRnancial Opsrational Deta Stors
Columbia University
Chartfield Detail Statement
As 01127311
Prior Year original Current Balance Before Pre- Budget Balance Centrali
Actual Budget Estimate Month vear Commi E B Available %Used Hon-Central
0 0 0 0 (5,49,224) [ 0 0 0 0 [
o 0 o 8440 (2,138,180) 0 0 o o 0 0a
0 0 0 o (55,500) i 0 0 0 0 09
] 0 ] (7,500 (2,461 930) 0 0 ] ] 0 03
o 0 o 0 (845,750) [ 0 o o 0 09
o 0 o 0 (15,163,547) 0 0 o o 0 03
0 0 0 o (283,850) i 0 0 0 0 03 e
KIj ] D
ctps: finfovien-ga.cult.columbia, edu:B443/OpenDocument fopendoc/openDocument.jspAioc D=AaydHbilFtagsvbfores | | | [ | [ [@h intemet 5~ [fwom -

&

Step

Action

41.

Click on the 8,440 hyperlink.
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indows Internet Explorer

= & |42l x| [P tive search

File Edit Yiew Favorites Tools  Help

i Favorites | 2] Suggested Sites = ] Web Sice Gallery »

»
[# hittps:finfovisw-ga, cuit, columbia. edu; 8443} CpenDoc.

@ 5| 3 Parameters

fi-B-Ce-

Page - Safety - Tooks - @)~

CRYSTAL REPORTS"

Main Report ‘
COLUMELA UNIVERSITY Fnencls! Cata Stors
Columbia University
Chartfield Transaction Drilldown
ChartString: COLUM - 01 - 7501101 - URDD5348 - 50350 - 00000000 - - 010
Account __Account Descr Transaction Date Description o Invoice D Origin _Voucher Type Youcher# _Check#
40000 TOMION 011-12:31
Sub-Total
4] | v
Dane [T [ [ meeme 75 - [®wow -
o o S0010 PROF (TENURED) 7503103 P&S Finance URDDS348 &S UNRESTRICTED BAL
o o 50010 PROF (TENURED) 7505105 PES Curricular Affairs URODS348  PAS UNRESTRICTED BAL
oLM 01 50010 PROF (TENURED) 75010 P&S Genersl URODS349 &S UNRESTRICTED BAL
o o 50010 PROF (TEMURED) 7505108 P& Curricular Affairs URUDS349 &S UNRESTRICTED BAL
oLUM o1 50010 PROF (TEWURED) 7507102 P&S VD Office For Rach UROD5348 &S UNRESTRICTED BAL
oM o1 50010 PROF (TEWURED) 7505104 P&S Studert Affsirs UROD5348 &S UNRESTRICTED BAL -
»
Done [T [ [ [ e meeme
@istart| | & | 4 Accounting and Reportin,.. | @ hitpsiffinfovienrga.cutt.... | @ hetpssifinFoview-ga cut.... | [ hitps://infoview-gauc..

Step Action

42. Note that the ChartField Transaction Drilldown report opens in a new window.

indows Internet Explorer X

= & |42l x| [P tive search

File Edit Yiew Favorites Tools  Help

i Favorites | @] Sugpested Sites = @] Web Sice Gallery »

»
[# hittps:finfovisw-ga, cuit, columbia. edu; 8443} CpenDoc.

@ 5| 3 Parameters

fi-B-Ce-

Page - Safety - Tooks - @)~

CRYSTAL REPORTS"

Main Report ‘
COLUMBLA UNIVERSITY Finarcla! Caa $tors
Columbia University
Chartfield Transaction Drilldown
ChartString: COLUM - 01 - 7501101 - URO05348 - 50350 - 00000000 - - 010
Account Account Descr Transaction Date Description PO# Invoice ID Origin__Voucher Type Youcher?  Check#
40000 TUITION 20111231
Sub-Total
4] | r
Dane [T T [ 6 meeme 75 - [Hwow -
LM o 50010 PROF (TENURED) 7503103 P&S Finance URODS348  P&S UNRESTRICTED BAL
LM o 50010 PROF (TENURED) 7505105 PAS Curricular Affairs URODS343  P&S UNRESTRICTED BAL
OLUM 1 50010 PROF (TENURED) 7501101 P&S Genersl URDOS348 P&Z UNRESTRICTED BAL
OLUM - o s0010 PROF (TEMURED) 7505105 P&S Curricular Affairs URDOS349 P&S UNRESTRICTED BAL
OLM - 01 50010 PROF (TENURED) 7507102 P&S WD Office For Rsch URNO5343 PA&S UNRESTRICTED BAL
LM o 50010 PROF (TENURED) 7505104 P& Studsert Aftairs URDS343  P&S UNRESTRICTED BAL -
v
Done [T [ [ [ e meeme

@istart| | @

| @ Accounting and Reportin... | @ hitpsiffinfovienre.cutt.. | @ hetpssifinFoview-ga cut.... | [ hitpss//infoview-qa.c..
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Step Action

43.

Click the Maximize/Restore button.

=l

Step

infoview-ga.cuit.columbia edu:8443/0penDocument fopendoc/openDocument jsp - Windows Internet Explorer

m = [l https:jinfovien-ga.cut. columbia. edu:443{penDamument{opendacfopenDacument. s =18 3l ]2 e search Ll
Fle Edi View Favorites Tooks  Help )
< Favorkss |5 @] sugnested Sites = ) Web Sice Gallery =
o
Ehttps:mnfovwew-qa‘cuit‘columbia‘edu18443IOpenDoc‘H | | Eh ~ [ - [0 = - Page - Safety - Tooks~ (@~
P S Erawtes <[ Jn > 5B [ M GRVSTAL RepoRTs
Main Report ‘
Fnzneizl Cats stors
Columbia University
Chartfield Transaction Drilldown
ChartString: COLUM - 01 - 7501101 - URD0S349 - 50350 - 00000000 - - 010
Account  Account Deser Transaction Date Description PO Invoice I Origin__Woucher Type Youcher#  Cheek#
40000 TUICN 2011-12-31
Sub-Tatal
| | v
Done [T [T [ [ meeme 5~ [fwom -
i'ﬁtartlj @ | @ acrounting and Repmtn..' @https:H\nFDlew—qa.tu\t.‘H| @https:ﬂ/'lnfuvlew'qa‘(ull...‘| & https://infoview-ga.c... @

Action

44,

The ChartField Transaction Drilldown report shows where the transaction is
initiated and some details of the transaction.
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pendoc/openDacument.jsp - Windows Internet Explorer
@: - |@ https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp = & |42l x| [ tive search geiia
Fle Edt WView Favorites Took  Help _|
i Favortes |5 @] Suagested Sites = @] Web Sice Gallry »
[ hittpsfinfowiew-ga. cuit columbia, edu:8443/OpenDoc | | £ - © [ g= v Page v Safety -+ Tooks+ @+ 7
FEY- Rl L N m— e rorre
Main Report ‘
& COLUMBIA UNIVERSITY Fnencis! Cats Stors
Columbia University
Chartfield Transaction Drilldown
ChartString: COLUM - 01 - 7501101 - UR0S348 - 50350 - 00000000 - - 010
Account _ Account Descr Transaction Date Description Po# Invoice ID__ Origin__Woucher Type Youcher# _ Check#
40000 TUION 20111231
Sub-Total
| I »
pore [T T [ e mteme a o [ween -
@start| | & | 4 Accounting and Reprtin,.. | @ hitpsiffinfovienrga.cutt.... | @ etpssifinFoview-ga cut.... | [ hitps://infoview-gauc..

45.

We will now close the windows of the ChartField Transaction Drilldown and the
ChartField Detail Statement reports.

penDocument/opendoc/openDocument.jsp - Windows Internet Explorer
@\t‘/ w [[#] https:jinfovien-ga.cut. columbis. edu:8443{penDacument{cpendacfopenDacument. i =l 42| % |2 Live search Ll
Fle Edi View Favortes Took  Help )
< Favorites ‘ 9% @] Suggested Sites = @ Web Slice Gallery =
- o
@https:mnfnwew-qa‘cuit‘cnlumhia‘edu:E443f0penDnc‘H| | - - | = - Page ~ Safety - Took v (@~
& 5 | [ porancters [ ] Show |- |# CRYSTAL REPORTS'
Main Report ‘
i COLUMBIA UNIVERSITY Fnenals Cats gtors
Columbia University
Chartfield Transaction Drilldown
ChartString: COLUM - 01 - 7501101 - URD0S349 - 50350 - 00000000 - - 010
Account _Account Deser Transaction Date Description PO Invoice 1D Origin_Woucher Type Youcher# _ Cheek#
40000 UGN 20171231
Sub-Tatal
| | v
Done [T T [ [ meeme 5~ [fomm -
*Startl | @& | @ acrounting and Reportin... | @ https:finfoview-ga.cut.... | & hitps:jfinfoview-ga.cut. .. | & https://infoview-qa.c... @
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Step

Action

46.

Click the Close button.

penDocumen

pendoc/openDocument jsp - Windows Internet Explorer

@“/ - ||§| https: ffinFoview-qa, cuit. columbia. edu: 8443 OperDocUment ] open doc fapenDacUment. jsp

=8 ([ [ tve search

Clase:

Fle Edit Wiew Favorites Tools Help

< Favorites ‘ 9% @] Suggested Sites = @ Web Slice Gallery =

[ ] hitps:jfinFoview-ga. cuit columbia. sdu: 8443/Openboc. | R - Bl - L o= - Page - Safety - Took - (@~
&P 5| 3 parameters T3 Group Tree M B CRYSTAL REPORTS'
| GL_RPT1080_CORE.rpt X |

CLUM m 40000 TUITION 7501101 P&5 General URO0S349 P&S UNRESTRICTED BAL =

oLM o1 40000 TUTION 750101 Pas Genersl UROOS343  P&S UNRESTRICTED BAL

oL M 40000 TUITION 0101 Pas Generdl URGDS343  P&S UNRESTRICTED BAL

oL M 40000 TUITION 0101 Pas Generdl URGDS343  P&S UNRESTRICTED BAL

CLUM o 40000 TUITION 7501101 P&S General URO0S348 P&S UNRESTRICTED BAL

oL o 40000 TUITION 750101 Pas Generdl URGOS343  P&S UNRESTRICTED BAL

oL o 40000 TUTION 7501101 Pas Genersl URGOS343  P&S UNRESTRICTED BAL

oL M 40510 APPLICATION FEES 0101 Pas Generdl URGDS343  P&S UNRESTRICTED BAL

oLM o1 4100 GOWERNMMENT REVENUE-F&A 750101 Pas Genersl UROOS343  P&S UNRESTRICTED BAL

oL M 4100 GOWERMMENT REVENUE-F&A 0101 Pas Generdl URGDS343  P&S UNRESTRICTED BAL

oLum o1 4100 GOWERMMENT REVENUE-F&A 501101 Pas Generl URGOS349  PAS UNRESTRICTED BAL

CLUM m 42100 PRIVATE G&C REVENUE-F&& 7501101 P&S General URO05348 P&S UNRESTRICTED BAL

oL o 42100 PRIVATE GAC REVENUEFA 7501101 Pas Genersl URGOS343  P&S UNRESTRICTED BAL

ICOLUM 01 Total Revenue

oL M S0010 PROF (TENURED) 7505105 P&S Curriculer Affars URGDS343  P&S UNRESTRICTED BAL

oLM o1 50010 PROF (TENURED) 7505104 PaS Studert Affairs UROOS343  P&S UNRESTRICTED BAL

oLum o1 50010 PROF (TENURED) 7503103 P&S Finance URGOS349  PAS UNRESTRICTED BAL

oL o 50010 PROF (TENURED) 7505105 P&S Curricular Affairs URGOS343  P&S UNRESTRICTED BAL

OLUM m s0010 PROF (TEMURED) 7501101 P&S General URO05349 P&S UNRESTRICTED BAL

oLM o1 50010 PROF (TENURED) 7505105 P& Curticular Affairs UROOS343  P&S UNRESTRICTED BAL

oL M S0010 PROF (TENURED) 7507102 P&S VD Office For Rsch URGDS343  P&S UNRESTRICTED BAL

oL m S0010 PROF (TENURED) 7505104 P&S Student Affairs URU0S343  P&S UNRESTRICTED BAL -
K [E— >
Done [T T [ [ meeme
&15tart| | @& | @ acrounting and Reportin... | @ https:finfoview-ga.cuit | {8 hitps:jfinfoview-gacuit

Step

Action

47.

Click the Close button.

Page 185




Training Guide
Reporting for Inquiry Only Roles

iew-ga.cuit.columbia.edu:8443/0penDocument,/opendoc/openDocument.jsp - Windows Internet Explorer

File  Edit

- |@ https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp
View Favaritas

jlg‘ 2| % | |2 Live search
Tooks  Help
i Favortes |5 @] Suagested Sites = @] Web Sice Gallery »
[ https: finfowiew-ga. cut.columbia cu; 8443/OpeniDoc | | Zi v B - () mm - Pager Safety - Took~ @
& 5| 3 Parameters 73 Group Tree [ n fooe 1.1 i CRYSTAL REPORTS'
| cr Detait and Transaction Linke.rpt X |
Chartfield Detail Statement Chartfield Transaction Statement Payroll Summary Report Payroll D
| I » =
oo (O B = 37 ar oo -
Hjstart| | & | # Accounting and Reportin... ”m @
Step Action
48.

When you activate any link on the report, a secondary 'Core' report tab will appear.
Your original report will always show on the 'Main Report' tab.

Edit

Yiew

iew-qa.cuit.columbia.edus

penDocument/opendoc/openDocument jsp - Windows Internet Explorer
@T\t‘/ - ||§| https: ffinFoview-qa, cuit. columbia. edu: 8443 OperDocUment ] open doc fapenDacUment. jsp

Favorites

=8 ([ [ [ tve search

Taols  Help

7 Favorkes ‘ 9% @] Suggested Sites = @ Web Slice Gallery =

@https:mnfnwew-qa‘cuit‘cnlumhia‘edu:E443f0penDnc‘H| | % - B - L mm - Page - Safety - Took~ @~

& 5 | T3 Paramaters 73 Graup Tree o n N ] SRYSTAL REPORTS

| CF Detail and Transaction Links.rpt x |
Chartfield Detail Statement Chartfield Transaction Statement Payroll Summary Report Payroll D
| I »

Done [T T [ [ meeme 5~ [fom -
ﬂ;'start| | @& | 1@ acrounting and Reportin... ”m @

Page 186




MC—-« Training Guide
Reporting for Inquiry Only Roles

Step

Action

49.

Click the Main Report link.

| ll

foview-qa.cuit.columbia.edu:8443/0penDocument /opendoc/openDaocument.jsp - Windows Internet Explorer
@f\, - |@ https: finfovien-ga. cuit. columbia. edu: 8443 {OperDocumentjopendac fopenDocument. jsp = & |42l x| 2 tive search Jeis
Flle Edit Yiew Favorites Tools Help
i Favorkes |4 @] suagested Sites = @] web Sice Gallry »
S
] https:dfinfoview-ga cuit columbia, edu; 3443/0penDot. . | | Fir v B - () 0 - Pager Safety+ Took~ @~
P R N N i | TS
Msin Report | x|
< Previous Accounting Period Chartficid Detail Statement Chartfield Transaction Statement Payrall Summary Repart
A2 COMMBIA URIVRSITY Ananclal Caf Store
PREHaT
Columbia University
Project Summary Statement
Report ID: GL_RPTI005 UR005349 - P&S UNRESTRICTED BAL
Run I0: As of 123111
Business Unit(s) L1 - Columbia L Consolidated
Depar i Pas
Responsible Person: Y
Actual to Date
F Prior Year Prior Year Original Current
Fund Description Account Account Description ¥TD Actual Budget Estimate Month Yeal
W GenlR 39000 TUMION T a o o o _
oM GenllR 40510 APPLICATION FEES a0 a o o o
oM GenlUR 41100 GOVERNMENT REVENUE-FaA a0 a o o o
M GenllR 42100 PRIVATE G&C REVEMUE-F &4 0 0 0 0 0
Total Revenue 0 0 0 0 0
m Genl LR 50010 PROF (TEMURED) o o o o o
o GenlUR 50020 AS50C PROF (TENURED) a0 a o o o
M GenllR 0100 PROF (NONTENURED) 0 0 0 0 0
M GenlUR 0110 A330C PROF (NONTENURED) 0 0 0 0 0
o GenlUR 50120 ASSTPROF 0 o o o o
o GenllR 50130 INSTRUCTOR (FT) a0 a o o o
oM GenlUR 50445 SPECIAL LECTURER a0 a o o o
M GenlUR 50600 PROF OF CLIN (TENURED) 0 0 0 0 0
o GenlUR 50610 AS30C PROF OF CLIN (TENURED) 0 o o o o
o GenlUR 50700 PROF OF CLIN (NONTENURED)FT 0 o o o o
o GenllR 0702 CLIN PROF (MONTERLRED) a0 a o o o
" L ) o= 21 e RS £ =l
q I |
pone [T [T [ e meme [Fa = [®ow «
@start| | & | Aceounting and Reportin... |[@ hetps://infoview-qa.c.. &

Step

Action

50.

If you want to run the same report with different run time parameters, you can click
the 'Refresh’ button and it will take you back to the run time parameters page.
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443 /0penDocument,/opendoc;/openDocument.jsp - Windows Internet Explorer

% [l https:finfoview-ga.cut colombia. edu:B443{0penDacument{pendat fopenDacument. = & |42l x| [ tive search £~
Fille Edit Wview Favorites Tools Help
i Favortes |5 @] Suagested Sites = @] Web Sice Gallery »
[#] hittps: finfoview-ga.cuit. columbia. edui8443/0penDoc. | -8 -= v Page+ Safety+ Took~ @+
@ 5| 3 Parameters b oM CRYSTAL REPORTS'
Main Report ‘
< Previous Accounting Period Chartfield Detail Statement Chartfield Transaction Statement Payroll Summary Report
I COMMMAUKIVERSITY Ananclal Caf Store
i i o,
Columbia University
Praject Summary Statement
Report ID: GL_RPT1008 URDUS349 - P&S UNRESTRICTED BAL
Run ID: As of 1279111
Business Unit(s} L1 - Columbia L Consolidsted
Depar i Pas
Responsible Person: Y
Actual to Date
Fund Prior Year Prior Year Original Current
Fund Description Account Account Description ¥TD 1] Budget Estimate Month Yeal
W GenUR 10000 TUION ] ] g g g |
M GenlUR 40510 APPLICATION FEES o o 0 0 0
M GenlUR 41100 GOVERNMENT REVENUE-F&A o o 0 0 0
"M GenllR 42100 PRIVATE GSC REVENUEF 84, 0 0 0 0 0
Total Revenue 0 0 0 0 0
m Genl UR s0010 PROF (TEMURED) o o o o o
M GenlUR 50020 ASSOC PROF (TENURED) o o 0 0 0
"M GenllR 50100 PROF (NONTENURED) 0 0 0 0 0
"M GenlUR 50110 ASSOC PROF (NONTENURED) 0 0 0 0 0
M GenlUR 50120 ASST PROF 1] 1] 0 0 0
M GenlUR 50130 INSTRUCTOR (FT) o o 0 0 0
M GenlUR 50445 SPECIAL LECTURER: o o 0 0 0
"M GenlUR 50800 PROF OF CLIN (TENURED) 0 0 0 0 0
M GenlUR 50810 ASSOC RROF OF CLIN (TENURED) 1] 1] 0 0 0
M GenlUR 50700 PROF OF CLIN (NONTENURED)FT o o 0 0 0
M GenlUR 50702 CLIN PROF (NONTENURED) o o 0 0 0
4 e s DA A N AurwTEM BE ET - . - . -
(0| I
pore [T [ [ e meeme [Fa - [®oew -
@stant| | & | |4 Accounting and Repartin... |[@ https://infoview-qac..

Step Action

51. Click the Refresh Report button.

G
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443 /0penDocument,/opendoc;/openDocument.jsp - Windows Internet Explorer

- |E| https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp

= & |42l x| [ tive search

File:

Edt  View Favortes Tools  Help

i Favortes |5 @] Suagested Sites = @] Web Sice Gallery »

[ hittpsfinfowiew-ga. cuit columbia, edu:8443/OpenDoc | |

Enter prompt values.

- Page - safety - Took~ @ 7

Fiscal Year "Requred

01z

Accounting Period “Requied

08-December

|

I set to hull

Business Unit *Reguied

Available Values: Selected Values:

L1 - Columbis U Consolidated

AGENC - Other Agencies

AMERI - American Assembly

(COCIN - Columbia Ophthalmelogy Consult
(COLUM - Columbia University

(CPMCF - CPMC Fund

(CUCIP - Center for International Progr
(CUELI - Columbia Consol Elimination B

L1 - Columbia U Consolidated

Remove Remave Al

Fiscal Year

Accounting Perlod

Business Lirit

Fund Group Fund Graup
[a 5
4 | _’l—l
Done i [T [ [ [ e meeme
@start| | &

| |4 Accounting and Repartin... |[@ https://infoview-qac..

[a - [ w0 -

Step Action

52.

Click the Accounting Period list.
D&-December

443 /0penDocument,/opendoc;/openDocument.jsp - Windows Internet Explorer

@A‘ - |E| https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp = & |42l x| [ tive search gelta
Fle Edt Vew Favortes Took Help
i Favortes | 4% @] Suagested Sites = @] Web Sice Gallery »

[ hittpsfinfowiew-ga. cuit columbia, edu:8443/0penDoc | |

Enter prompt values.

- Page - safety - Took~ @ 7

Fiscal Year "Requred

01z

Accounting Period “Requied

06-December

01-Jul
03-September

04-October
05-November

Selected Values:

L1 - Columbia U Consolidated

TR
(COLUM - Columbia University
(CPMCF - CPMC Fund

CUCIP - Center for International Progr
(CUELI - Columbia Consol Elimination BU

Remaove Remave Al

Fund Group

[a

<

Done

Fiscal Year

Accounting Period

Business LUnit

Fund Group

@stant| | @

| of

(O B B = 377
| |4 Accounting and Repartin... |[@ https:/finfoview-qac..

[a - [ w0 -
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Step Action

53. Click the 12-June list item.
[12-June

infoview-qa.cuit.columbia edu:8443/0penDocument fopendoc/openDocument jsp - Windows Internet Explorer

—
@‘. 9= [ heeps:ffinfavien-qa.cutt calumbia. edu: 443{ CperDacumentjapendocjoperDacument jsp =18 32 [ ]2 vive search

Fle Edit Wiew Favorites Tools  Help

< Favortes | gis @ | suggested Sites = @ | Web Slice Gallery ~

»

Ehttps:mnfnwew-qa‘cuit‘cnlumhia‘edu:E443f0penDnc‘H| | T - Bl - L o= - Page - Safety - Took -+ (@~

Enter prompt values.

Fiscal Year *Regured

2012 =l

Fiscal Year

Accounting Period *Requied Accounting Period

I set ko il

Business Unit *Reguied’ Business Lnik

Available Yalues: Selecked Values:

L1 - Columbia U Consolidated = L1 - Columbia L Consolidated
AGENC - Other Agencies

AMERI - Ametican Assembly
COCIN - Colunibia Ophthalmology Consult
{COLUM - Columbia University

(CPMCF - CPMC Fund
CUCIP - Center for Intsrnational Progr
{CLELI - Columbia Consol Elimination BU LI
Remave
Fund Group

Fund Group

[ [l £
< | B

Done ] [T T [ 6 meeme 5~ [fom -
@start| | @ | @ ccounting and Reportin... |[ @ hetps://infoview-ga.c.. &

Step Action

54. Click the scroll bar to view the rest of the run time parameters for this report.
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- |@ https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp

= & |42l x| [ tive search

Fle Edit WVew Favarites Tools  Help

i Favortes |5 @] Suagested Sites = @] Web Sice Gallry »

[ hittpsfinfowiew-ga. cuit columbia, edu:8443/OpenDoc | |

—

L3 - CUMC Admin

L3 - CUMC Schools

L4 - CDOM Dental

L4 - CMC CUMC Admin
L4 - MDM MSPH

[4] (]

Specific Department(s)
This prompt has an Edit Mask: 0000000,

Selected Values:

Remove Remave Al

Department

Project *Reguied

This prompt has an Ed Mask: aaaaaasa.

Remove Remove All

Project

[Uroosz4g
| | o™
Done [ ] [T [ [ [ e meeme [Fa - (w1 -
dstart| | & | |48 Accounting and Repartin... |[@ https://infoview-qac..

Step

Action

55.

Click the OK link.

Cox

3/0penDocument /opendoc/openDocument jsp - Windows Internet Explorer

- ||Z| https: ffinFoview-qa, cuit. columbia. edu: 8443 OperDocUment ] open doc fapenDacUment. jsp

=8 ([ [ [ tve search

Fle Edit Wiew Favorites Tools  Help

Sy Favorkes |5 @] sugnested Sites = ) Web Sice Gallery =

] htts: finFowiew-q. cuit coll mbia cu; 8443/ OperiDo, | |

»

fi-B-4

- Page - Safety - Tooks - @)~

[ |m

@ 3| 3 Parameters

Main Report ‘

CRYSTAL REPORTS'

< Previous Accounting Period Chartfield Detail Statement

7 CoruMpIA UNIVERSITY
1T U 0 0.

Chartfield Transaction Statement Payroll Summary Report

ANancial Cata stor

Columbia University
Project Summary Statement

GL_RPT1008 URDU5349 - P&S UNRESTRICTED BAL
As of 163012
Business Unit(s} L1 - Columbia L Consolidsted
Depar P&S Administral
Responsible Person: A,
Actualto Date
F Prior Year Prior Vear Original current
Fund Descripion Actount  Account Descr ¥TD Actual Budget Estimate Manth Yea
W Ge R 0000 TOIoN g 0 g g 0 |
"M GenlUR 10810 APPLICATION FEES 0 0 0 0 0
"M GenlUR 40540 LABIFEES 0 0 0 0 0
W GenlUR 41100 GOVERNMENT REVENUE-F&A 0 0 0 0 0
M GenllR 42100 PRIVATE GSC REVENUEF 84, 0 0 0 0 0
"M GenllR 43050 PATIENT REFUND 0 0 0 0 0
Total Revenue O ] O O [
W GenlUR 50010 PROF (TENURED) 0 i 0 0 i
M GenlUR 50020 ASSOC PROF (TENURED) 0 ] 0 0 ]
M GenllR 50100 PROF (NONTENURED) 0 0 0 0 0
oM GenlUR 50110 ASSOC PROF (NONTENURED) 0 0 0 0 0
"M GenlUR 50120 ASST PROF 0 0 0 0 0
W GenlUR 50130 INSTRUCTOR (FT) 0 0 0 0 0
M GenllR 50445 SPECIAL LECTURER 0 0 0 0 0
"M GenllR 50800 PROF OF CLIN (TENURED) 0 0 0 0 0
oM GenlUR 50810 ASSOC PROF OF CLIN (TENURED) 0 0 0 0 0
L L 00 DBAE OF AL ANFWTENLRERIET o " a a o
Done [T [ [ meeme 5~ [fom -
@start| | & | @ hccounting and Reportin... |[ @ hetps://infoview-ga.c...
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Step Action

56. A new report for June 2012 was generated.

endoc/openDocument.jsp - Windows Internet Explorer

g"j - |E| https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp =l & |42l x| [ tive search geiia
Flle Edit Yiew Favorites Tools Help
i Favortes |4 @] Suagested Sites = @] Web Sice Gallery »
[ https: finfowiew-ga. cut.columbia ecu; 443/OpeniDoc | | Fi - B - [ 0% - Pager Safety+ Took~ @~
R P P RNt —. TEmETE
Main Report ‘
< Previous Accounting Period Chartfield Detail Statement Chartfield Transaction Statement Payroll Summary Report
A2 CONMBIA UNIVERSITY Ananclal Caf Store
L i o,
Columbia University
Praject Summary Statement
Report ID: GL_RPTI008 URD0S349 - P&S UNRESTRICTED BAL
Run ID: ad2931 As of 0673012
Business Unit(s} L1 - Columbia L Consolidsted
Depar Pas
Responsible Person: Y
Actual to Date
F Prior Year Prior Year Original Current
Fund Description Account Account Description ¥TD Actual Budget Estimate Month Yeal
W GenUR 0000 TUION o o o o g [
M GenlUR 40510 APRLICATION FEES 0 o o o 0 2!
M GenlUR 40540 LABFEES 0 o o o 0
"M GenlUR #1100 GOVERNMENT REVENUE-F&A, 0 0 0 0 0 I
M GenlUR 42100 PRIVATE GAC REVENUE-F&A 0 1] 1] 1] 0
M GenlUR 43050 PATIENT REFUND 0 ] ] ] 0
Total Revenue ] 0 0 0 ] 544
M GenlUR 0010 PROF (TEMURED) 0 o o o 0
"M GenlUR 50020 ASSOC PROF (TENURED) 0 0 0 0 0
M GenlUR 50100 PROF (HONTENURED) 0 1] 1] 1] 0
M GenlUR 50110 ASSOC PROF (NONTENURED) 0 o o o 0
M GenlUR 50120 ASST PROF 0 o o o 0
M GenlUR 50130 INSTRUCTOR (FT) 0 o o o 0
o Genl LR 50445 SPECIAL LECTURER o o o o o
M GenlUR 50800 PROF OF CLIN (TENURED) 0 o o o 0
M GenlUR 50810 ASSOC PROF OF CLIN (TENURED) 0 o o o 0
. AL DEOE CE CLIRL ChiCbI TR IBEMET. -
| | 3
Dore [T [ [ e meeme [Fa - [®aen -
Aistart| | & | |4 Accounting and Repartin... |[@ https:/finfoview-qac.. &

Step Action

57.
button.

Click the Parameters button.
Parameters

You can also change your run time parameters by clicking on the 'Parameters'
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Fle Edit WVew Favarites Tools  Help

i Favortes |5 @] Suanested Sites = @] Web Sice Gallery »

- Page - safety - Took~ @ 7

[ hittpsfinfowiew-ga. cuit columbia, edu:8443/0penDoc | |

CRYSTAL REPORTS'

@ S |— Parameters M+ b M
Main Report ‘
Apply Delete =
[ < Previous Accounting Period Chartfield Detail Statement Chartfield Transaction Statement
2 ConmBAUNIVERSITY Fnanell Bats Stors
T IR U R DA
Columbia Universit
3 Project Summary Staterr
2 GL_RPTI008 UROD5329 -
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e Busines< Unit(s) L1 - Columbia U Cansolidated
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B o1 Gerl UR 40510 APPLICATION FEES o [ i
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0o GenlLR 0110 ASSOC PROF (NONTENURED) 0 o 0
oM GenlLR 50120 ASST PROF 0 o 0
M GenlLR 0130 INSTRUCTOR (FT) 0 0 0
0 GenlLR 50445 SPECIAL LECTURER 0 0 i
0 GenlLR 50500 FROF OF CLIN (TENURED) 0 0 0
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4 e EAE AE AL (MERTEN IBERET o
4 I »
Done [T [ [ e meeme: [Fa - (%10 -

Aistart| | & | |4 Accounting and Repartin... |[@ https://infoview-qac..

Step Action

58. Click the Edit parameter value button.

Fle Edi WView Favorites Tools  Help

i Favorkes |4 @] suamested Sites = @] web Sice Gallery »

S
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&P 5 | [ Paremers v W CRYSTAL REPORTS'
Main Report ‘
Apply Delete =
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#L1.CUCON R = As of 0613012
e Business Unit(s)
A] Department/Rolluy
s ible PErs | accounting Period "Requied.
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Step

Action

59.

Click the Accounting Period list.
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Step

Action

60.

Click the 10-April list item.

[1o-April
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Step Action

61. Click the OK button.
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Step Action

62. Click the Apply button.
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Step

Action

63.

Parameters

To hide the list of parameters on the left hand side, click the Parameters button.
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Action

Notice that this report is for April 2012.
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Step Action

65.

Click the Chartfield Transaction Statement link.
[Chartfield Transaction Statement|
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Step Action

66.

=l

Click the Maximize/Restore button.
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Action

The ChartField Transaction Statement is similar to the DARTS Detail Statement.
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Step Action

68. Click the scroll bar to view the additional fields on this report.
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Step Action

69. Similar to the ChartField Detail Statement, you can also drill down to the transaction
detail in this report.

Click on the (297,458) hyperlink.
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i Favortes |5 @] Suagested Sites = @] Web Sice Gallry »
[ hittpsfinfowiew-ga. cuit columbia, edu:8443/OpenDoc | | £ - © [ g= v Page v Safety -+ Tooks+ @+ 7
R Sl — T
Main Report ‘
& COLUMBIA UNIVERSITY Fnencis! Cats Stors
Columbia University
Chartfield Transaction Drilldown
Chartstring: COLUM - D1 - 7501101 - URDD5348 - 50335 - 00000000 - - 010
Account __Account Descr Transaction Date Description POy Invoice D Origin _Woucher Type Youcher# _Checks#
40000 TUTION 2011-09-30
Sub-Total
| I »
pore [T T [ e mteme a o [ween -
Aistart| | & | 4 Accounting and Reprtin,.. | @ hitpsiffinfovienrga.cutt.... | @ etpssifinFoview-ga cut.... | [ hitps://infoview-gauc.. &

70.

The ChartField Transaction Drilldown report shows where the transaction is
initiated and some details of the transaction.

it.columbia.edu:s:

‘OpenDocument /opendoc/openDocument

@\t‘/ - ||§| https: ffinFoview-qa, cuit. columbia. edu: 8443 OperDocUment ] open doc fapenDacUment. jsp

lows Internet Explorer
*3 ([ 2 Live Search yeas
Fle Edt View Favortes Tools Help
< Favorkss |5 @] sugnested Sites = ) Web Sice Gallery =
- S
@https:mnfnwew-qa‘cuit‘cnlumhia‘edu:E443f0penDnc‘H| | - - | = - Page ~ Safety - Took v (@~
@ 3| 3 Parameters Shoe |- |# CRYSTAL REPORTS!
Main Report ‘
i COLUMBIA UNIVERSITY Finand| Cat stors
Columbia University
Chartfield Transaction Drilldown
ChartString: COLUM - 0 - 7501104 - URD0S349 - 50335 - 00000000 - - 010
Account _ Account Deser Transaction Date Description POY Invoice ID___ Origin__ Voucher Type Voucher#  Check#
40000 TOTON 2011 -08-30
Sub-Total
| | v
Done [T T [ [ meeme 5~ [fomm -
*Startl | @& | @ acrounting and Reportin... | @ https:finfoview-ga.cut.... | & hitps:jfinfoview-ga.cut. .. | & https://infoview-qa.c... @
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Step Action

71.

Click the "X" button to close this window.

/2 https://infoview-qa.cuit.columbia.edu:8443/0penDocument /opendoc/openDacument.jsp - Windows Internet Explorer
pr——

@n PR | https: finfoview-ga. cuit. columbia.edu: 8443 OperDocumentjopendac fopenDocument.jsp

= & |42l x| [ tive search
Fle Edt View Favortes Took Help

i Favortes |5 @] Sugaested Stas + @ Web Slice Gallery

hitps:ffinfoview-a. cuit. columbia, edu: 8443/ 0penDac. . | |

r 2
L | Parameters 2 Group Tres

fi-B -
]

[ —

Main Report ‘ x|

bwaiting For https: /finfoview-ga.cult columbia,edu;344 3 CrystalReportsjviewrpt cur fid=123602968wid

@istant| | &

Page = Safety » Tooks~ @)~ >

CRYSTAL REPORTS"

CT 1T [ @

| 4 Accounting and Reprtin,.. | @ hitpsiffinfoview-ga.cut... | [@ httpss/ /infoview-qac..

|5 - | # 100

T A

Step Action

&

72.

Your original report will always show on the 'Main Report' tab.

When you activate any link on the report, a secondary 'Core' report tab will appear.
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443 /0penDocument /opendoc/openDocument jsp - Windows Internet Explorer
- |@ https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp jl&[ *2 ([ ] 2 Live search geiia

File Edit ¥iew Favorites Tools  Help

i Favortes |4 @] Suagested Sites = @] Web Sice Gallery »

[ https: finfowiew-ga. cut.columbia cu; 8443/OpeniDoc | | - Page - Safety - Tooks - @e
@ 5| 3 Parameters Group Tree CRYSTAL REPORTS’

Main Report |

iaiting For hittps:/inFoview-ga. cuit. columbia,eduiB443/CrystalReparts viewr pt. cur 7id=123802998wid [T [ [ e meeme [Fa - (%10 -
i'start| | & | # accounting and Repartin‘..l (& hitps:{finfoview-ga.cut.... ”m

Step Action

73. Click the Main Report link.

3/0penDocument /opendoc/openDocument jsp - Windows Internet Explorer

w [l#] https:jinfovien-ga.cut. collmbis. edu:8443{penDacument{cpendacfopenDacument. i =l 4| % |2 Live search Ll

Fle Edit Wiew Favorites Tools  Help

S Favorkes |55 @] sugnested Sites = ) Web Sice Gallery =

[ ] hitps:jfinFoview-ga. cuit columbia. sdu: 8443/Openboc. | | -8 - - Page - Sofety - Tooks~ @+
@ 3| 3 Parameters CRYSTAL REPORTS'
Main Report ‘

< Previous Accounting Period

(IL SOTUMBIA UNTVERSTTY

1N THE CITY OF KEW YORK

Report ID: GL_RPT1080
Run 10: ac2331

Business Unit(s): L1 - Columbia U Consolidatet!
Fund Group: All

Depar Hode(s): P&S Administration
Chartfield Filter: Project: URO0S343 - P45 UNRESTRICTED BAL

BU Fund  Account  Account Description Department  Department Description Project Project Description

CoLM 40000 TOTION 7501101 &S General URO05343 P& UNRESTRICTED BAL

COLM 40000 TUITION 7501101 PAS General URDDS348  P&S UNRESTRICTED BAL

colmM o 40000 TUITION 7501101 P&S General URDDS343 P& UNRESTRICTED BAL

COLM 40000 TUITION 7501101 PAS General URDDS348  P&S UNRESTRICTED BAL

colmM o 40000 TUITION 7501101 P&S General URDDS343 P& UNRESTRICTED BAL

CoLM 40000 TUITION 7501101 PaS General URDDS349  P&S UNRESTRICTED BAL

colM M 40000 TUITION 7501101 PAS General URDDS348  P&S UNRESTRICTED BAL &
0 D

Done [T T [ [ meeme 5~ [fom -
4!5tart| | @& | @ acrounting and Reportin... | (@ hitpsifinfoview-ga.cutt. .. | & https:/finfoview ga.c...
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Step Action

74. You may like to export this report to Excel for further analysis.

endoc/openDocument.jsp - Windows Internet Explorer

@’\ - |@ https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp jlg‘ 42| % | [ Live search 0|~

Fle Edi WView Favorites Tools  Help

i Favortes |4 2] Suagested Sites = ] Web Sice Gallery »

[ hittpsfinfowiew-ga. cuit columbia, edu:8443/0penDoc | | Ko B) - [ - Page s Safety v Tooks+ @+
L R e = —T ) CRrSTAL REroRTS
Main Report ‘ x|

< Previous Accounting Period

o2 CotumpIA UNIVERSTTY

1N THE CITY OF KEW VORK

Report ID: GL_RFT1080

Run ID: ad2931

Business Unit(s): L1 - Columbia U Consolidated

Fund Group: A1l

DepartmentDepartment Hode(s): PSS Administration
Chartfield Filter: Project: URI05349 - P&S UNRESTRICTED BAL

BU Fund  Account  Actount Description Department  Department Description Project  Project Description
COLUM ™ 40000 TUITION 7501101 P25 General UROOS349 P&5 UNRESTRICTED BAL
COLUM ™ 40000 TUITION 7501101 P&S General URO0S349 P&S UNRESTRICTED BAL
colM 01 40000 TUITION 7501101 Pas General URODS343  PaS UNRESTRICTED BAL
colM - 01 40000 TUITION 75010 P&s General URODS349  P&S UNRESTRICTED BAL
CoLUM ol 40000 TUITION 7501101 P&3 General UROOS349 P&S UNRESTRICTED BAL
COLUM ™ 40000 TUITION 7501101 P&3 General UROOS5349 P&S UNRESTRICTED BAL
coLM 01 40000 TUITION 7501101 Pas General URODS349  Pas UNRESTRICTED BAL =
K I — v
Done [T [ [ e meeme [Fa - (w1 -

Aistart| | & | @ Accounting and Reprtin,.. | @ hitpsiffinfovien-ga.cut... | [ @ hitps /infoview-qac.. &

Step Action

75. Click the Export this report button.

et
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443 /0penDocument,/opendoc;/openDocument.jsp - Windows Internet Explorer

@_: - |@ https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp = & |42l x| [ tive search Felia

Fle Edit WVew Favarites Tools  Help

i Favortes | @] Suagested Sites = @] Web Sice Gallery »

o ®
[ https: finfowiew-ga. cut. columbia cu;8443/OpeniDoc | | - Page - Safety - Took - @+
& 5| 3 Parameters

Main Report ‘

CRYSTAL REPORTS'

< Previous Accounting Period

o {OTUMBIA UNIVERSTTY

1N THE CITY OF KEW ¥ORK.

Export x
File Format:
Report ID: GL_RPT1080 Crystel Reports (RPT) o
Run 10: a2931 Page Range:
Business Unit(s): L1 - Columbia U Consolidater! & AllPages
Fund Group: Al
Depar Hode(s): P&S . £ Select Pages
Chartfield Filter: Project: URODS343 - P&S UNRESTRICTED BAL From Ta
BU Fund  Account  Actount Description Department _ Department Description Project  Project Description
colm o1 40000 TUITION 7501101 P&S General URO05343 _ P&S UNRESTRICTED BAL
com 01 40000 TUITION 7501101 P&s Genersl URDDS349  PaS UNRESTRICTED BAL
colM 01 40000 TUITION 7501101 Pas General URODS343  PaS UNRESTRICTED BAL
colM - 01 40000 TUITION 75010 P&s General URODS349  P&S UNRESTRICTED BAL
colM 01 40000 TUITION 7501101 Pas General URODS343  PaS UNRESTRICTED BAL
colm o1 40000 TUITION 7501101 Pas General URDD5343  P&S UNRESTRICTED BAL
coLM 01 40000 TUITION 7501101 P&s General URODS349  Pas UNRESTRICTED BAL =
K I — D
pore [T T [ [ mteme [Fa - [®aew -

@stant| | & | 4 Accounting and Repartin,.. | @ hitpsiffinfoview-ga.cut... | [@ httpss//infoview-qac..

Step Action

76. Click the File Format button.

pendoc/openDocument.jsp - Windows Internet Explorer

@\t‘/‘ w [l#] https:jinfovien-ga.cut. columbis. edu:8443{penDamument{cpendacfopenDacument. i =18 32 [ ]2 vive search Ll

File Edit “iew Favorites Tools  Help

7 Favorites \ 9% @] Suggested Sites = @ Web Slice Gallery =

o
[ ] https:jfinFoview-ga. cuit. columbia, sdu: 8443/0penbo. . | | -8 - ~ Page - Safety ~ Tooks ~ (@)~
@ 3| [ paramcters CRYSTAL REPORTS'
Main Report ‘
< Previous Accounting Period
o2 CotumpIA UNIVERSTTY
R THE €TV OF REw 13k
Expart x
File Format:

Report ID: GL_RPT1 050 [ Crystal Reports (RPT)

Run 10: 22931 Pad[v  Crystal Reports (RPT)

Business Unit(s): L1 - Columbia L Consolidated @ r Click here to access File Farmat: options

Fund Group: Al e FOF

Depar Hade(s}: PES Administration Micrasoft Excel (97-2003)

Chartficld Filter: Project; URD0S343 - P&S UNRESTRICTED BAL

Micrasoft Excel (97-2003) Data-Only
Micrasoft Word (37-2003) U

BU Fund Account  Account Description Microsoft Word (37-2003) - Editable bn Project Project Description

oM o 000 TUTION Rich Text Format (RTF) URG05343 &S UNRESTRICTED BAL

coLM o1 40000 TUTION Separated Valuss (€SV) UROOS348 &S UNRESTRICTED BAL

colm 40000 TUTION KL URODS343 &S UNRESTRICTED BAL

coLM o1 40000 TUTION 750101 P33 General UROOS348 &S UNRESTRICTED BAL

colum o1 40000 TUTION 501101 PAS General URGOS349  P&S UNRESTRICTED BAL

colM 40000 TUTION 750M01 PaS General URGOS349  PAS UNRESTRICTED BAL

COLUM m 4noon TUITION 7E01101 P&S General URDOS349 P&S UNRESTRICTED BAL m
3 I D

Done [T T 6 meeme 5~ [Homm -
d-start| | @& | 4@ acrounting and Reportin | @ https:finfoview-ga.cuit. | & https:/finfoview-ga.c...
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Step Action

77. Click the Microsoft Excel (97-2003) object.
Microsoft Excel (97-2003)]

‘OpenDocument /opendoc/openDocument | dows Internet Explorer

@“ w [l https:jinfovien-ga.cut. columbis. edu:8443{penDacument{cpendacfopenDacument. i =l 42| % |2 Live search Ll

Fle Edit Wiew Favorites Tools  Help

< Favorkes ‘ 9% @] Suggested Sites = @ Web Slice Gallery =

[ ] https:jfinFoview-ga. cuit. columbia, sdu: 8443/0penboc. . | | % - B - L mm - Page - Safety - Took~ @
@ 3| 3 Parameters CRYSTAL REPORTS'
Main Report ‘

< Previous Accounting Period

& CotumpIA UNIVERSTTY

1N THE CITY OF KEW YORK

Export x
File Format:
Report ID: GL_RPT1080 Microsoft Excel (97-2003) B
Run 10 ac2931 Page Range:
Business Unit(s): L1 - Columbia U Consolidatet! & AllPages

Fund Group: 41 B S
DepartmentDepartment Hode(s): PSS Administration elect Pages
Chartfield Filter: Project, URO0S343 - P&S UNRESTRICTED BAL From To

BU Fund  Account  Account Description Department Department Description Project Project Description
CoLM 40000 TOTION 7501101 &S General URO05343 P& UNRESTRICTED BAL
COLM 40000 TUITION 7501101 PAS General URDDS348  P&S UNRESTRICTED BAL
colmM o 40000 TUITION 7501101 P&S General URDDS343 P& UNRESTRICTED BAL
COLM 40000 TUITION 7501101 PAS General URDDS348  P&S UNRESTRICTED BAL
colmM o 40000 TUITION 7501101 P&S General URDDS343 P& UNRESTRICTED BAL
CoLM 40000 TUITION 7501101 PaS General URDDS349  P&S UNRESTRICTED BAL
colM M 40000 TUITION 7501101 PAS General URDDS348  P&S UNRESTRICTED BAL &
4 »

Done [T T 6 meeme 5~ [Hwom -
d-start| | @& | @ acrounting and Reportin... | @ https:/finfoview-ga.cut.... | & https:/finfoview ga.c...

Step Action

78. Click the Export link.
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443 /0penDocument,/opendoc;/openDocument.jsp - Windows Internet Explorer

@_: - |@ https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp = & |42l x| [ tive search geiia

Fle Edit WVew Favarites Tools  Help

i Favortes | @] Suagested Sites = @] Web Sice Gallery »

£ hitps:ffinfoview-ga. cuit. columbia.edu: 8443/0penDoc | | £ - © [ g= v Page v Safety -+ Tooks+ @ T
& 5 3 Parameters oM CRYSTAL REPORTS'
Main Report ‘

Do you want to open or save this file?

=] Name: CrystalReportViewer. s
i}

Type: Microsaft Excel 97-2003 Workshest
From: infoview-ga.cuit.columbia.edu

Report ID: GL_RPT1060 Open Save | Cancel I

Run ID: ad2931

Business Unit(s): L1 - Columbia L Consolidated

Fund Group: A1l

Depar Hode(s): P55

Chartfield Filter: Project: UR0S348 - P&S LNRESTRIC”

< Previous Accounting Period

o {OTUMBIA UNIVERSTTY

1N THE CITY OF KEW YORK.

Wwhile files from the Intemet can be ussful, soms fles can potentially
haim your computer. If you da not trust the source, da net apen o1
savs this fils. What's the risk?

BU Fund  Account Account Description Department  Department Deseription Project Project Deseription

COLUM ™ 40000 TUITION 7501101 P&3 General UROOS5349 P&S UNRESTRICTED BAL

COLUM ™ 40000 TUITION 7501101 P&S General URO0S349 P&S UNRESTRICTED BAL

coluM ol 40000 TUTION 7501101 P25 General URDOS348  PaS UNRESTRICTED BIAL

colM M 20000 TUTION 7501101 P&S General URDOS349  Pas UNRESTRICTED BAL

coluM ol 40000 TUTION 7501101 P25 General URDOS348  PaS UNRESTRICTED BIAL

COLUM ™ 40000 TUITION 7501101 P&3 General UROOS5349 P&S UNRESTRICTED BAL

coLuM - o 40000 TUTION 7501101 PAS General URDOS349  Pas UNRESTRICTED BIAL =
K I — D

%, Done [T [ [ [ e meeme
Aistart| | & | 4 Accounting and Repartin,.. | @ hitpsiffinfoview-ga.cut... | [@ httpss/ /infoview-qac..

Step Action

79. Click the Open button.
Open

(]| = I= CrystalReportiewer[1] [Protected Wiew] - Microsoft Excel o e R
Home  Insert  Fagelayout  Formulas  Data  Review  view v @ =@ =
0 Protected View  This file originated from an Intemet |ocation and might be unsafe. Click for mare details, | Enable Editing x

= £ v

[N}
=
i
m
o]
(=]
m
i
9]
=
(v f]

< Previous Accounting Period

Fn

&2 CoLumBIA UNIVERSITY

1N THE CITY OF NEW YORK

10 |Report ID: GL_RPT1050
11 |Run ID: 22931

12 |Business Units): L1 - Columbia U Consolidated
13 |Fund Group: &1

14 Depar Hode(s): PSS .
15 Chartfisld Fitter: Frojsct: IRINS345 - P45 UNRESTRICTED BAL

16

17

15 BU Fund  Account Account Description Department  Department Des<ription Project  Praject Description Init
1 SO0 o000 TN FETE P25 General RS984S UNRESTRICTED L B
g SO o 40000 TUMON 01101 P35 General URDDSH9  P3S LNRESTRICTED BaL 708
31 COLUM o1 40000 TUITION 7501101 P&S General UROOS349 P&S UNRESTRICTED BAL S03
» COLUM o1 40000 TUITION 7501101 P&S General UROOS349 P&S UNRESTRICTED BAL S03
e COLUM o1 40000 TUITION 7E01101 P&S General UROOS349 P&S UNRESTRICTED BAL 03
o4 COLUM o1 40000 TUITION 7501101 P&S General UROOS349 P&S UNRESTRICTED BAL A03
25 COLUM o1 40000 TUITION 7501101 P&S General UROOS349 P&S UNRESTRICTED BAL A03
% COLUM o1 40510 APPLICATION FEES 7501101 P&S General UROOS349 P&S UNRESTRICTED BAL 107
a7 COLUM o1 41100 GOVERMMENT REVENLUE-F&2 7501101 P&S General UROOS349 P&S UNRESTRICTED BAL

W 4 b ¥ Sheet1 Oa w1

Ready | [}
@istart| | & | & accounting and Reportin... | & httpsifjinfaviewaa.cut... | & hitps:ifinfovien-ga.cut.... [T&] Microsoft Excel - Crys...
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Step Action

80. Click the Enable Editing button.

Enable Editing

FdI™| = CrystalReportyiewer(1] [Compatibility Mode] - Microsaft Excel o 5
Home Insert  Pagelayout  Formulas Data Review  ‘iew @@ =
= . = | ) =t E - %
Bl LT v AT - S seneral - ;‘E‘ ﬁ:ﬁ B c e > ,tf lﬁ
EE =2 2 ¥ Delete - | (3] z
Paste B I oU-| - G- $ - % s 9.0 Conditional Format  Cell | ., Sort 2 Find &
E = = ° B0 *0 | omatting = as Table * Styles ~ | FEIFormat ™ | &2+ Filter= select v
Clipboard Fant Alignment Number Styles Cells Editing
Al - 5 -
A B ¢ [o E F G H 1 ‘j
H
2 E
3 < Previous Accounting Period
2 CoLumBIA UNIVERSITY
5 | INTHECITYOF NEWYORK
B
7
8
9
10 Report ID: GL_RPT1080
11 Run ID: ac283
12 Business Unit(s}: L1 - Columbia U Cansolidated
13 Fund Group: al
14 Depar Hode(s): P&S y
15 Chartfield Fitter: Project: URODS348 - P&S UNRESTRICTED BAL
16
17
g BU Fund  Account Account Description Department  Department Description Project  Praject Description Initi
19 coLlM 1 Ta0000 TUITION TE01101 P&S General URDOS349 P&S UNRESTRICTED BAL Eo3
0 colum B 0000 TUITION 501101 P&S General URDOS349 P&S UNRESTRICTED BAL i)
2 colum B "0000 TUITION 501101 P&S General URDOS349 P&S UNRESTRICTED BAL o3
» colum B 0000 TUITION 501101 P&S General UROOS348 P&S UNRESTRICTED BAL B3
e colum B 0000 TUITION 501101 P&S General UROOS348 P&S UNRESTRICTED BAL B3
a1 coLum B 0000 TUITION 501101 P&s General UROOS348 P&S UNRESTRICTED BAL 03
coLum B 0000 TUITION 501101 P&s General UROOS348 P&S UNRESTRICTED BAL 03
=
W 4 ¥ ¥ Sheet1 /F2 [« i ] L[|
Ready | | 0% (=) [} (+)
distant| | @ | @ Accounting and Reportin,.. | @ httpsiffinfovienrga.cutt.. | @ hetpssifivFoview-ga cutt.... |[[2] Microsoft Excel - Crys.. o

Step Action

81.
from the ARC Portal.
End of Procedure.

You have successfully accessed and run the Project Summary Statement Report
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Project Lifecycle Reports

Project Lifecycle reports are used to provide information on sponsored, capital, and other projects
that have Project Life budgets and activity. These projects typically have time periods that are
different from the fiscal year.

The following table describes three Project Lifecycle Reports: Sponsored Project Financial
Report, Project Cost Overrun Report, and F&A Recovery Report.

Report Name Description Who Should Use it What it Fields Included
Replaces

Sponsored Project
Financial Report

Project Cost Overrun
Report

F&A Recovery Report

DARTS like report, which is Expense  The report is used by a DARTs Summary The report provides Drilldown from
Budget to Expense Actual by Budget Department Administrator, and Detail demographic information  budget account to
Account. From the report, there is a Principal Investigator, or SPF Statement for the Project, Budget detail account,
link to the Project Summary by Detail Project Manager to monitor and Account, Month and and then to
Account and then the ability to drill  report on sponsored projects. Project to Date Actuals, and transaction level
down to the individual transaction. Commitments. detail

Identifies any Projects that are inan The report is used by a School ~ FFE SL Budget ~ Expense Budget and No

Expense Budget to Expense Actual  or Department Administrator or Balance Expense Actual, Month and

cost overrun. The report can be run Principal Investigator to monitor Overdraft report Project to Date Activity
by Project Owning Department or for cost overruns.

a particular Project Manager (i.e.

Principal Investigator).

Is used to review total F&A recovery. The report is used by a School COB Eaten F&A Budget to F&A Actual, No
The report can be run by Project or Department Administrator or Report (used Meonth, Fiscal, and Project
Owning Department or for a Principal Investigator to monitor anly by CUMC)  to Date Activity

particular Project Manager (i.e. F&A recoveries.

Principal Investigator).
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Project versus ChartField Reports

Before running a Project Lifecycle report, review the following table which summarizes some of
the key differences between Project and ChartField Reports.

Project to Date information Fiscal Year to Date Information

Sponsored Project Summary has Natural

T e Summary has Natural Account Details

Project Budget Information Original Budget and Current Estimate
Includes Encumbrances for Project Period Includes Encumbrances for Fiscal Year
Can drill down to further detail Can drilldown to further detail

Page 210



MC—-« Training Guide
Reporting for Inquiry Only Roles

Running the Sponsored Project Financial Report

The Sponsored Project Financial Report is used by a Department Administrator, Principal
Investigator, or SPF Project Manager to monitor and report on Sponsored Projects.

In this topic you will learn how to access and run the Sponsored Project Financial Report from
the ARC Portal.

Estimated time to complete this topic: 5 minutes

Procedure

Welcome to the Running the Sponsored Project Financial Report topic. In this scenario you will
learn how to access and run the Sponsored Project Financial Report from the ARC Portal. You
will also learn how to preview the report for a different set of parameters, print the report, and
export the report to Excel.

Hello ad2931@columbiaedu  Log out

Transaction Quick Links Reporting Quick Links
Use the below links to inititiate common Use the below links to run or view
transactions ar inguiries: comman reparts:
Budgeting + Chartfield Statements

- Budget Tool (FFE) ' Project Lifecycle Reports

» Consolidated Operating Reports

General Ledger * Trial Balance Reports

- Journals (Entry, Approval, g -
Inquiryy * Financial Statements |

- Internal Transfers (Entry, * Payroll Reports
Approval, Inquiry)
- Cash Entry (FFE)}

» Endowment Reports
» Other Reports

} Pre-Defined Queries
Procurement
Click on the Reports Info Page % for mare infa
- Requisitions (Entry, Approval,

Inguiry}
- Wouchers (Entry, Approval,
Inguiry)

Payroll
- Labor Accounting (PAC) Legacy APP"CBtiGI’IS
- Casual & Support Staff Time Entry

(FFE) For inquiry use only:
- Financial Accounting System -
bone [ [ [ [@neeme [7a ~ [Foms -
Step Action
1. Click the Project Lifecycle Reports link.

Project Lifecycle Reports|
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d2931@colum

Transaction Quick Links Reporting Quick Links

Use the below links to inititiate comman

Use the below links to run or view
transactions or inguiries:

common rEPDrtE:
Budgeting * Chartfield Statements
- Budget Tool (FFE) ~Project Lifecycle Reports

A one-stop chop by project to view project-
General Ledger to-date activities, Reports can be run at
= Jmvmels iy, A summary and tranzaction levals,
Inquir:
airy) - Project Information
- Internal Transfers (Entry, Motification (PIM)
Approval, Inquiry . .
- Sponsored Project Financial
- Cash Entry (FFE} Repart
- Mon-Sponsored Project
Procurement Financial Report
- Requisitions (Entry, Approval, - F&h Recovery Repart
Inguiry ) - Project Cost Overrun
- Wouchers (Entry, Approval,
Inquiryy + Consolidated Operating Reports
* Trial Balance Reports
Payroll

' Financial Statements
- Labor &ccounting (PAC) » Payroll Reports
- Casual & Support Staff Time Entry

(FFE) * Endowment Reports

+ Other Reports

=]
e fmycolumbia7 webservices Jamptest. columbia, edufcantent finance-erp# T [epmteme R

Step Action

2. Click the Sponsored Project Financial Report link.

443/DpenDocument,/opendoc,/openDocument.jsp

indows Internet Explorer -

@,v |@ hittps: finForview-na, cuit. columbia.edu: 5443 {0perDocUmentjopendac foperDocument jsp = & |2l x| [P tive search

File Edit Yiew Favorites Tools  Help

<y Favorites | @] Sugnested Sites = @] Web Sice Gallery »

S »
[ https: finfoview-gacuit. columbia, sdu;8443(CpenDoc. . | | & - Bl - [ o= - Page~- Safety - Tooks - (@
Enter prompt valuss.

Fiscal Year "Reguied

Fiscal Year

=

I set to aull

Accounting Period *Requied

Accounting Period

=

I set ko ull O
Project 1D Froject ID
This prompt has an Edit Mask: LLODOODD,
Selected Values:
I )
4 |
Dane [T 6 meeme 5~ [Rwomw -
- Wouchers (Entry, Approval,
Inquiryy * Consolidated Operating Reports
* Trial Balance Reports
Payroll

* Financial Statements
- Labor Accounting (PAC) » Payroll Reports
- Casual & Support Staff Time Entry

(FFE) * Endowment Reports

+ Other Reports

Aistart| | & | 4 Accounting and Repartin,.. |[@ https:/ finfoview-ga.
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Step Action

Click the Maximize/Restore button.

=11

{2 https:/ /infoview-qa.cuit.columbia.edu:8443/0penDocument /opendoc/openDacument.jsp - Windows Internet Explorer

e -
@“ ) |E‘:| https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp = & |42l x| [ tive search

Fle Edi WView Favorites Tools  Help

i Favortes |4 @] Suaoested Sites = @] Web Sice Gallery »

[ hittpsfinfowiew-ga. cuit columbia, edu:8443/OpenDoc | |

v B - () mm - Page - safety - Took @ T

Enter prompt values.

Fiscal Year "Requted Fiscal Year

|

I set to hull

Accounting Period *Reguied

Accounting Period

|

I set to hull

Project ID

Project ID
This prompt has an Edit Mask LLOGG0GD,

Selected Values:

Remove Remove Al

Activity Type

Activity Type | v
| | I
Done

[T [ [ [ e meeme [Fa - [®1ow -
&

Aistart| | & | | Accounting and Repartin... |[@ https:/ finfoview-qac..

Step

Action

In this scenario we are going to run the Sponsored Project Financial report for June
2012 (The twelfth month of FY 2012).

The Project Summary Statement is like a DARTS report.

This report is used by a Department Administrator, Principal Investigator, or SPF
Project Manager to monitor and report on Sponsored Projects.
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infoview-ga.cuit.columbia.edu:8443/0penDocument,/opendoc/openDacument.jsp - Windows Internet Explorer

@Av |E| https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp = & |42l x| [ tive search

Fle Edit WVew Favarites Tools  Help

i Favortes |5 @] Suagested Sites = @] Web Sice Gallery »

[#] hittps: finfoview-ga.cuit. columbia. edu:8443/0penDoc. | | K B) - [ - Page s+ Safety v Tooks+ @+

4

Activity Type | v
| | »
Done

Enter prompt values.

Fiscal Year "Reguted Fiscal Year

|

I set to hull

Accounting Period *Reguied Accounting Period

|

I set to ull

Project ID

Project ID
This prompt has an Edit Mask: LLOD00DD,

Selected Values:

Remove Remove Al

Activity Type

Astart| | & | |4 Accounting and Repartin... |[@ https://infoview-qac.. &

[T [ [ [ e meeme [Fa - [®1ow -

Step

Action

Notice that fields with an asterisk are required whereas fields without an asterisk are

optional. Fiscal Year and Accounting Period are required to run the Sponsored
Project Financial report.
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penDocument;/opendoc/openDocument.jsp

dows Internet Explorer

= & |42l x| [ tive search
Favortes Tooks  Help

e
i Favortes |5 @] Suggested Sites = @] Web Sice Gallery »

@"j - |@ https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp
Fle Edt View

[ hittpsfinfowiew-ga. cuit columbia, edu:8443/OpenDoc |

Enter prompt values.

»

%y v B - ) om0 - Page~ Safety v Tods~ (@~

Fiscal Year "Requred

|

I set to hull

Fiscal Year

Accounting Period *Reguied

|

Accounting Period

I set to ull
Project D Projsct D
This prompt has an Eit Mask: LLOOOOD,
Selected Values:
[
Activity Type Activity Type | =
| | I
Done [T [ [ [ e meeme [Fa - [®1ow -
Astart| | & | |4 Accounting and Repartin... |[@ https://infoview-qac..
Step Action

Click the Fiscal Year list.

penDocument /opendoc/openDacumen
@A - |@ https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp

File  Edic  View

dows Internet Explorer

= & |42l x| [ tive search
Favortes Tooks  Help

e
i Favortes | 4% @] Suagested Sites = @] Web Sice Gallery »

[ hittpsfinfowiew-ga. cuit columbia, edu:8443/0penDoc | |

Enter prompt values.

»

%y v B - ) om0 - Page~ Safety v Tods~ (@~

Fiscal Year "Requred

Fiscal Year
2013

2011

Accounting Period *Reguied

|

Accounting Period

I set to hull
Project 1D Project ID
This prompt has an Edit Mask: LLOG0OD,
Selected Values:
Activity Type Activity Type | =
4| | »

Dore [T T [ [ mteme [Fa - [®en -
Aistart| | & | |4 Accounting and Repartin... |[@ https:/finfoview-qac..
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Step Action

7. Click the 2012 list item.

infoview-qa.cuit.columbia edu:8443/0penDocument fopendoc/openDocument jsp - Windows Internet Explorer

@“ g |Eil https: ffinFoview-qa, cuit. columbia. edu: 8443 OperDocUment ] open doc fapenDacUment. jsp

Fle Edit Wiew Favorites Tools  Help

=8 ([ [ ve search

7 Favorites ‘ 9% @] Suggested Sites = @ Web Slice Gallery =

] Rt finoviswi-ga, et columbia ecu:6443/CpenDoc. . | |

Enter prompt values.

fi -8 -

»

Fiscal Year *Regured

I set ko il

Discrete Value
Accounting Period “Requied

I Set to hull
Project ID
This prompt has an Edit Mask: LLOODOOO,

Selected Values:

Remove Remove All

Activity Type
1

Done

= - Page - Safety - Tooks - @)~

Fiscal Year

Accounting Period

Project ID

Activity Type | |+
| I

|

li-'Startl | @&

| @ ccounting and Reportin... |[ @ hetps://infoview-ga.c..

[ [ meemet [%5 = [# 0%

~
=3

Step Action

8. Click the Accounting Period list.
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penDocument;/opendoc/openDocument.jsp

dows Internet Explorer
@A - |E| https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp

= & |42l x| [ tive search
Fle Edt vew Favorites Tools Help

i Favortes |5 @] Suagested Sites = @] Web Sice Gallery »

[ hittpsfinfowiew-ga. cuit columbia, edu:8443/0penDoc | |

v B - () mm - Page - safety - Took @ T
Enter prompt values.

Fiscal Year "Requred

Fiscal Year
012 =l
I set to hull

Accounting Period Reguied Accounting Period
01-July I

02-August

03-Septambsr

04-Octobsr

P{0S-Kovember

Project ID
Selected Values:

Remove Remove Al

Activity Type

Activty Type | =
| | I
Done [T [ [ [ e meeme
@start| | & | |4 Accounting and Repartin... |[@ https://infoview-qac..

[a - [ w0 -

Step Action
9. Click the 12-June list item.

[12-June

penDocument /opendoc/openDocument

dows Internet Explorer
@“" - |Eil https: ffinFoview-qa, cuit. columbia. edu: 8443 OperDocUment ] open doc fapenDacUment. jsp

=l 4% [ Live search
Flle Edit View Favorites Tooks Help

7 Favorites ‘ 9% @] Suggested Sites = @ Web Slice Gallery =

] Rt finoviswi-ga, et columbia ecu:6443/CpenDoc. . | |

Enter prompt values.

fi-8-4

d= - Page - Safety - Took~ @~

Fiscal Year *Regured

2012

Fiscal Year

I set ko il

Accounting Period “Requied

Accounting Period

I Set to hull

Project ID

Project ID
This prompt has an Edit Mask: LLOODOOO,

Selected Values:

Remove Remove All

Activity Type
1

Done

li-'Startl | @&

Activity Type | =
| I
[T T [ 6 meeme

[“5 - [®1o0m -

| @ ccounting and Reportin... |[ @ hetps://infoview-ga.c..
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Step Action

10. The Project ID is not required.

In this scenario we will specify this field.

infoview-ga.cuit.columbia.edu:8443/0penDocument /opendoc/openDocument.jsp - Windows Internet Explorer

@ y ||EI hteps: ffinFoview-qa, cuit. columbia. edu: 8443 OpeDocUmEnt open doc fapenDacUment.jsp

File Edit Wiew Favorites Tools  Help

=8 (4 [%) [2 tve search

7 Favorkes ‘ 95 & Suggested Stes - @] web Slice Gallery =

] https: finoview-ga, et columbia ecu:6443/penbioc. . | |

»

Sp - B - 0 - Page - Safety - Tooks -~ @

Enter prompt values.

Fiscal Year "Requred

2012 j
I et ko il
Accounting Period “Reguied
=
I~ set to hull
Project ID
This prompt has an Edit Mask: LLOO00OD,
selected values:

Remowe Remove All

Activity Type

Fiscal Year

Accounting Period

Project ID

Activity Type | |+
kil |
Done [T T [ [ meeme 5~ [fwom -
d—-start| | & | @ acrounting and Repurtln‘..l /& https:/finfoview-ga.c...

=)

Step Action

11. Click in the Project ID field.
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443 /0penDocument /opendoc/openDocument jsp - Windows Internet Explorer
- |@ https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp

i Favortes |5 @] Suagested Sites = @] Web Sice Gallery »

= & |42l x| [ tive search

[ hittpsfinfowiew-ga. cuit columbia, edu:8443/OpenDoc |

Enter prompt values.

- Page - safety - Took~ @ 7

Fiscal Year "Requred

01z

I set to hull

Accounting Period *Reguied

12-June

|

I set to ull

Project ID

This prompt has an Edit Mask: LLOODOOD,

Selected Values:
Discrete Yalue

Fiscal Year

Accounting Period

Project ID

Activity Type

Activty Type | =
| | I
Done [T [ [ [ e meeme
Astart| | & | |48 Accounting and Repartin... |[@ https://infoview-qac..

Remove Remove Al

[a - [ w0 -

Action

Enter "GG009005".

e

Fle Edi WView Favorites Tools  Help

443/0penDocument /opendoc/openDocument.jsp - Windows Internet Explorer
J® |@ https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp

i Favortes |4 @] Suaoested Sites = @] Web Sice Gallery »

= & |42l x| [ tive search

[ hittpsfinfowiew-ga. cuit columbia, edu:8443/OpenDoc |

Enter prompt values.

Fiscal Year "Requred

- Page - safety - Took~ @ 7

01z

I set to hull

Accounting Period *Reguied

12-June

|

I set to hull

Project ID

This prompt has an Edit Mask: LLOO0O0D,

Praject ID
selected Values:
|EETERE]
Activity Type Activity Type | =
4| | »
Done [ |6 mtemet
Aistart| | & | | Accounting and Repartin... |[@ https:/ finfoview-qac..

Fiscal Year

Accounting Period

[a - [ w0 -
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Step Action

13.

Iik the Add a discrete Value button.

infoview-ga.cuit.columbia edu:8443/0penDocument fopendoc/openDocument jsp - Windows Internet Explorer

@ g = [ heeps:ffinfavien-qa.cutt calumbia. edu: 443 CperDacumentjapendocjoperDacument jsp =18 3l ]2 tive search

File Edit Wiew Favorites Tools  Help

7 Favorites ‘ 9% @] Suggested Sites = @ Web Slice Gallery =

[ https: finoviswi-ga cuit columbia ecu:6443/penbioc. . | |

i - B - [0 = - Page - Safety - Tools - @+

»

Enter prompt values.

Fiscal Year "Requred

012 =l

I set ko il

Accounting Period “Requied

12-June j

I Set to hull

Project ID

This prompt has an Edit Mask: LL00000D,

Selected Values:

Remowe Remove All

Activity Type
4

Fiscal Year

Accounting Period

Project ID

Activity Type |

d-start| | @& | @ acrounting and Reportin... | & https:/finfoview-ga.c...

Done [T T [ [ meeme 5~ [fwom -

=)

Step

Action

14.

Notice that selected value will appear on the 'Selected Values' box.
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-qa.cuit.columbia.edu:8443/0penDocument /opendoc/openDocument.jsp - Windows Internet Explorer

IEIhttps:/‘flnFDvlew'qa‘Eult.m\umh\a.a 18443} OpenDacument fopendocjopenDocument. jsp = & |42l x| [ tive search £~

Fle Edit WVew Favarites Tools  Help

i Favortes |5 @] Suagested Sites = @] Web Sice Gallery »

[#] hittps: finfoview-ga.cuit. columbia. edu:8443/0penDoc. | | K B) - [ - Page s+ Safety v Tooks+ @+

Enter prompt values, =

Fiscal Year "Reguted Fiscal Year
012 =l
I set to hull

Accounting Period Reguied Accounting Period
12-June =l
I set to ull

Project ID Project ID

This prompt has an Edit Mask: LLOODOOD,

Selected Values:

Remove Remove Al

Activity Type Activity Type | |+
| | I
Done [T [ [ [ e meeme [Fa - [®1ow -
Astart| | & | |4 Accounting and Repartin... |[@ https://infoview-qac.. &

Step Action

15. Click the scroll bar to view the rest of the run time parameters for this report.

cuit.columbia.edu:8443/0penDocument /opendoc/openDacument.jsp - Windows Internet Explorer

Fle Edi WView Favorites Tools  Help

J® |E| https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp = & |42l x| [ tive search gelta

i Favortes |4 @] Suaoested Sites = @] Web Sice Gallery »

[#] hittps: finfoview-ga.cuit. columbia. edu:8443/0penDoc. | | K B) - [ - Page s+ Safety v Tooks+ @+

Activity Type Activity Type =)
I set to hull

Activity ID Activity 1D

This prompt has an Edi Mask: #3.

I set ko hull

Specific Owning Department(s) Department
This prompt has an Edit Mask: 0000000,

Selected Values:

Remove Remove All

Project Manager Project Manager

[ E
4| | »
Done [T [ [ [ e meeme [Fa - [®1ow -
Aistart| | & | | Accounting and Repartin... |[@ https:/ finfoview-qac.. &
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Step Action

16. The Activity Type defines the budget period.

The Activity ID represents a task that makes up a project. Project costs and budgets
are stored in activities.

The Owning Department is the department that is responsible for the project.

Activity Type, Activity ID, and Owning Departments are not required fields. In this
scenario we will not specify these fields.

/2 https://infoview-qa.cuit.columbia.edu:8443/0penDocument /opendoc/openDacument.jsp - Windows Internet Explorer

e -
@“ ) |E‘:| https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp = & |42l x| [ tive search

Fle Edit WVew Favarites Tools  Help

i Favortes |5 @] Suagested Sites = @] Web Sice Gallery »

[#] hittps: finfoview-ga.cuit. columbia. edu:8443/0penDoc. | | K B) - [ - Page s+ Safety v Tooks+ @+

Activity Type

[l Il

Activity Type =l

I set to hull
Activity ID Activity 1D
This prompt has an Edi Mask: #3.
I set ko il
Specific Owning Department(s) Department
This prompt has an Edit Mask: 0000000

Selected Values:

Project Manager Project Manager

[ E
| | I
Done [T [ [ [ e meeme [%a - [®100% -
Astart| | & | |4 Accounting and Repartin... |[@ https://infoview-qac..

7
[

Step Action

17. Click the scrollbar to view the bottom of the page.
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443 /0penDocument,/opendoc;/openDocument.jsp - Windows Internet Explorer

- |@ https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp

= & |42l x| [ tive search

Fle Edit WVew Favarites Tools  Help

i Favortes |5 @] Suagested Sites = @] Web Sice Gallery »

[ hittpsfinfowiew-ga. cuit columbia, edu:8443/OpenDoc | |

- Page - Safety - Took~ @+

kil

Activity ID Activity ID
This prompt has an Edie Mask: #3.
I set to hull
Specific Owning Department(s) Department
This prompt has an Edit Mask: 0000000
Selected Yalues:
Project Manager Project Manager
I set to hul

Done

| o™

Astart| | & | |4 Accounting and Repartin... |[@ https://infoview-qac..

T [ (@

[a - [ w0 -

Step

Action

18.

Click the OK link.

pendoc/openDocument.jsp - Windows Internet Explorer

@“ - ||Z| https: ffinFoview-qa, cuit. columbia. edu: 8443 OperDocUment ] open doc fapenDacUment. jsp
File  Edit

=8 ([ [ ve search

View Favorltes Took  Help

7 Favories \ 9% @] Suggested Sites = @ Web Slice Gallery =

] httm: finoviswi-ga, et columbia ecu:6443/penDoc. . | |

»

f-8-4

- Page - Safety - Toos - @)~

@ 3| 3 Parameters

Main Report ‘

CRYSTAL REPORTS'

< Previous Accounting Period

[Payroll Summary Report]

GF COLUMBIA UNIVERSITY

ReportID:  PC_RPT1088

Project Description: 2 P01 CADSTAS7-11

Sponsored Project Financial Report - Summary By Budget Category

FAnancil Data Store

Columbia University

As of 06/30/2012

Project I GGODI00S
Project Manager: Marcy Clarence W Activity Il ol 7
Project Owning Dept: 5260204 - ENG CCLS Research Activity Type:  5P0D1
Project Title: UAT Testing Govt record 121379 Sponsor: 0000050223 - National Science Foundation
Actual to Date Commitment
Balance Before Pre- Total Actualand  Budget B
Account  Account Description Total Budget  Month Project Commil Commit Availal
50000 SALARY AND WAGES 23,100.00 000 000 2310000 000 oo oo 2
59000 FRINGE BENEFIT CHARGE 758200 000 000 7692.00 000 000 000
61400 SUPPLIES AND MATERIALS 1,00000 000 000 1,000.00 000 000 000
Total Direct Expense 31,752.00 0.00 0.00 31,192.00 .00 0.00 0.00 3
: 63800 F44 DEDLICTION &78.00 000 o 676.00 o IDD 0o 0o id
4 »
Done [T T T [ meeme 5~ [fomm -
Astart| | & | @ accounting and Reportin... |[ @ https://infoview-ga.c...
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Step Action

19. This report is similar to the Summary and Detail Statement in DARTS.
It also contains the previous/next accounting period functionality similar to DARTS.

Please note that for training purposes you will either see 0's or mock data in this
report.

infoview-ga.cuit.columbia.edu:8443/0penDocument/opendoc/openDocument.jsp - Windows Internet Explorer

/3 et inFovien-ga.cuttcolumbia. edu: 3443 OpenDocLment fapendac fapenDosment. jsp =18 2 [ ]2 vive search Ll

(€18

File Edit “iew Favorites Tools  Help

<y Favortes |5 @] Suggested Sites ~ @] Web Sice Gallery ~

[ ] hitps:jfinFoview-ga. cuit. columbia, sdu: 8443/0penboc. . | | % - B - ) mm - Page - Safety - Took~ @~
P3| @ pwenees 1 <[] Shoe - @ CRYSTAL REPORTS
Main Report ‘

< Previous Accounting Period

[Payroll Summary Report] Anancial Deta Stor

a7 COLUMBLAUNIVERSITY Columbia University

Sponsored Project Financial Report - Summary By Budget Category
As of 06/30:2012

ReportID:  PC_RPT1088

Project Description: 2 P01 CA037497-11 Project ID: GGO09005
Project Manager: Marcy Clarence W Activity ID: o —
Project Owning Dept: 5260204 - ENG CCLS Research Activity Type:  5PO01
Project Title: UAT Testing Govt record 12-1379 Sponsor: 0000060222 - National Science Foundation
Actual to Date Commitment
Balance Before Pre- Total Actualand  Budget B
Account  Account Description Total Budget  Month Project Commi Commi Availa
50000 SALARY AND WAGES 23,100.00 000 000 23100.00 000 0.00 0.00 2
58000 FRINGE BENEFIT CHARGE 765200 000 000 7 59200 000 0.00 0.00
1400 SUPPLIES AND MATERIALS 100000 000 000 1,000.00 000 000 000
Total Direct Expense 31,792.00 0.00 0.00 31,792.00 0.00 0.00 0.00 3
| 3800 FA4 DEDUCTION £76.00 000 000 67800 0 IDD 000 000 =
[l v
Done [T T T [ meeme 5~ [fomm -
¢-start| | & | 18 acrounting and Reportin... | & https:/finfoview-ga.c... @

Step Action

20. This report is coming from the Financial Data Store.
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Tools

Fle Edit WView Favarices Help

i Favortes |5 @] Suagested Sites = @] Web Sice Gallery »

[ hittpsfinfowiew-ga. cuit columbia, edu:8443/0penDoc | |

»

%y v B - ) o= - Page - Safety v Tods~ (@~

& 5 3 Parameters e

Main Report ‘

Sfow |- i

CRYSTAL REPORTS'

< Previous Accounting Period
[Payroll Summary Report]

G2 COLUMELA UNIVERSITY

ReportID:  PC_RPT106G

Fnancal et store
Columbia University
Sponsored Project Financial Report - Summary By Budget Category
As of 06/30,2012

Project Description: 2P CADST497-11 Project ID: G009005
Project Manager:  Marcy Clarencs Activity ID: m =
Project Owning Dept: 5260204 - ENG CCLS Research Activity Type:  BPO01
Project Title: UAT Testing Govt record 12-1373 Sponsar: DODDDUZ22 - Mationsl Sience Foundalion
Actual to Date Commitment
Balance Before Pre- Tatal Actualand  Budget B
Account Account Description Total Budget Month Project i i Ei Es C i Auailal
SO0 SALARY ANDWAGES 23,100.00 b0 b0 2510000 nao .00 oo 2
59000 FRINGE BEMEFIT CHARGE 759200 0.00 0.00 7 B92.00 0.00 n.on 000
BlNN SLPPLIES AND MATERIALS 1 s o nn nn 4 s o oo i i
Total Direct Expense 920 .00 .00 9200 00 ] 700 3
I BO800 F&4 DEDUCTION B78.00 0.00 0.00 EB78.00 0. ilD oon o0 had
“{ »
pore [T T [ mteme [Fa - R -
@istart| | & | 4 Accounting and Repartin... |[@ https://infoview-qac.. &

Step

Action

21.

account to detail account, and th

The Sponsored Project Financial Report has drill down functionality from budget

en to transaction level detail.

The fields in blue depict that there is a drill down capability to the transaction detail.
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443 /0penDocument,/opendoc;/openDocument.jsp - Windows Internet Explorer

@;v |@ https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp = & |42l x| [P tive search geiia
Fle Edt Vew Favortes Took Help

i Favortes |5 @] Suagested Sites = @] Web Sice Gallery »

[ hittpsfinfowiew-ga. cuit columbia, edu:8443/0penDoc | |

© [ g= v Page v Safety -+ Tooks+ @+ 7

@ 5| 3 Parameters

Main Report ‘

CRYSTAL REPORTS'

< Previous Accounting Period
[Payroll Summary Report] Anancia Dot Stor
7 COLUMBLA UNIVERSITY

Columbia University
Sponsored Project Financial Report - Summary By Budget Category
As of 06/30,2012

ReportID:  PC_RPT106G

Project Description: 2P CADST497-11 Project ID: G009005
Project Manager:  Marcy Clarence ActivieyID: 01 =
Project Owning Dept: 5260204 - ENG CCLS Research Activity Type: BP0
Project Title: LIAT Testing Govt record 12-137 Sponsor:  DDDOOSOZ22 - Nelional Science Foundation
Actual to Date Commitment
Balance Before Pre- Totol Actualand  Budget B
Account Account Description Total Budget Month Project i i Ei Es C i Availal
50000 SALARY ANDWAGES 23,0000 000 000 2540000 000 000 0.00 2
59000 FRINGE BEMEFIT CHARGE 759200 0.00 0.00 7 B92.00 0.00 n.on 000
1400 SLPPLIES ANDMATERIALS 100000 000 000 100000 000 no0 000
Total Direct Expense 79200 0.00 0.00 ,792.00 000 000 000 B
I BO800 F: DEDLICTION. B78.00 0.00 0.00 EB78.00 0. ilD non o0 -
“{ »
Done [T [ [ [ e meeme
@istart| | & | 4 Accounting and Repartin... |[@ https://infoview-qac..

Step

Action

22.

Click the 0.00 link.

File Edt ¥ew Favorites Took Help
i Favorkes |55 2] Suauested sites = ] web Sice Gallery =
_ >
@https:#infawew'qa‘cuit‘co\umbia.edu:B443ﬂOper\Doc - Y = - Page~ Safety - Tack ~ (@~
¢ S5 T3 Parameters |73 Group Tree EREEL A
Main Report ‘
17 COLUMBLA UNIVERSITY Columbia University
: T Sponsored Project Financial Report - Summary By
As of 0673072012
ReportIl:  FC_RFT1085
Project Description:  Government Praxy Project ID: GGO000m
Project Manager: Activity ID: 01,02,0%,04,05,08
Project Owning Dept:  250200% - GELI OME Activity Type:  BRCNY
Praject Title: Government Proxy Sponsor: -
Actual to Date Commitme
Balance Before ||
Account  Account Description TotalBudget  Month Project Commitment  Encumbrance Enc
4 | 3
Dane [T [ [ e meeme 00 -
| | v
Done [T [ meeme [%5 = [# 002
*Startl | @& | @ acrounting and Reportin... | @ https:/finfoview-ga.cut.... | & https:/finfoview ga.c...
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Step Action

23. Note that the 'Sponsored Project Financial Report - Summary by PeopleSoft
Account' opened on a new window.

aview-ga.cuit.columbia.edu:B443/0penDocument /opendoc /openDacument.jsp - Windows Internet Explorer =
@; w [l nttps:infovien-ga.cuit. columbia edusE<43{OpenDacumentfopendor/openDocument. sp =&l %] tve search Ll |-
Fle Edt Yew Favorites Took Help
i Favorkes |55 2] Suauested sites = ] web Sice Gallery =
| =
[#2] https: finFoview-ga. cuit columbia, 2du:8443(OpenDac. . | | |- B - [ s - Page~ Safety - Tooks - @
s
G 5| T3 Parameters |73 Group Tree [ ]n Glow |- J# SEYSTAL REPORTS
Main Report |
Gl COLUMBIA UNIVERSITY Columbia University
: T Sponsored Project Financial Report - Summary By
As of 0613072012
ReportI:  FC_RPTI086
Praject Description:  Government Proxy ProjectI:  GGoODOD!
Project Manager: Activity ID: 01,02,0%,04,05,08
Project Owning Dept; 2502005 - GEL OME Activity Type:  BPCHY
Praject Title: Government Proxy Sponsor: -
Actual to Date Commitme
Balance Before ||
Account  Account Description TotalBudget  Month Project Commitment  Encumbrance Enc
4 | 3
Dore [T T [ mteme [Fa - [®i00w -
| | v
Done [T [ meeme 5~ [fwom -
4-5tart| | @& | @ acrounting and Reportin... | @ https:/finfoview-ga.cut.... | & httpsy/ /infoview-qa.c..

Step Action

24. Click the Maximize/Restore button.
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it.columbia.edu:8443/0penDocument;/opendoc/openDacument.jsp - Windows Internet Explorer

I@https:/'flnFDvlew'qa‘Eult.Eu\umh\a.adu:E44SiOpeerDEumentiupendn(ﬂnpenDD[ument.|sp = & |42l x| [P tive search \El'

File:

Edit

View Favarites Tooks  Help

i Favortes |5 @] Suagested Sites = @] Web Sice Gallry »

[ hittps: finfoview-ga.cuit. columbia. edui8443/0penDoc. | | Zp o B) - [ - Pager Safety v Tooks+ @v
R RIS cou ] a—"T ) CRrSTAL REFORTS
Main Report ‘
Columbia University
Sponsored Project Financial Report - Summary By People
As 07 067302012
ReportD:  FC_RPTI0EE
Project Description: 2 P01 CAQG7487-11 ProjectiD:  GGOS00S
Project Manager: Marcy Clarence W/ ActivityID: 01
Project Owning Dept: 5260204 - ENG CCLS Research Activity Type: BP0
Project Title: UAT Testing Gowt record 12-1373 Sponsor: 0000080222 - National §
Actual to Date Commitment
Balance Before Pre-
Account  Account Description Total Budget  Month Project Commitment  Encumbrance Encumbr
50000 SALARY AND WAGES 23,100.00 0.00 0.00 23,100.00 0.00
Total 23,100.00 0.00 0.00 23,100.00 0.00
4 [ »

Done

distart| | & | 4 Accounting and Reprtin,.. | @ hitpsiffinfoview-ga.cut.... | [@ httpss/ /infoview-qac.. &

[T [ [ [ e meeme [Fa - (w10 -

Step

Action

25.

This is the Sponsored Project Financial Report - Summary by PeopleSoft Account.

You can drill down to the transaction level detail by account from this report. Values
that can be drilled down are depicted as blue hyperlinks.
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p - Windows Internet Explorer
@;‘ ) [l hitps:finfovien-ga.cut. columbia.edu: 6443 OpenDacumentiopendocjoperDocLmert jsp E& [[#] x| [ 2 tve semreh o]
Fle Edt YView Favorites Toos Help
S Favorkes |55 @] sugnested Sites = ) Web Slce Gallery =
= o
@https:tt\nfnwaw-qa.cu\t‘cnlumhia‘Edu:ﬁ443f0panDnc‘H| | - | = ~ Page~ Safety - Took - (@~
=1 Parameters |7 Graup Tree CRYSTAL REPORTS®
Main Report ‘
Columbia University
Spansored Project Financial Report - Summary By People
As of 0613012012
ReportID:  PC_RPTIOB8
Project Description: 2 P01CADS7497-11 Project ID: GGO09005
ProjectManager:  Marcy Clarence W Activity ID: D1
Project Owning Dept: 5250204 - ENG CCLS Research Activity Type:  BPOD1
Project Title: UAT Testing Govt record 121379 Spansor: 0000060222 - Ntionsl 5
Actual to Date Commitment
Balance Before Pre-
Account  Account Description Total Budget  Month Project Commitment  Encumbrance Encumbr;
50000  SALARY AHDWAGES 2310000 .00 .00 23100.00 000
Total 2310000 0.00 0.00 23,100.00 0.00
4] | v
pane [T T [ meeme Fa=l -
ﬂjsial’J' IJ B IJ r_&mwmmrlgarr‘u'?cfwﬂm..k ’f&%rﬁmﬂwﬁwmwaa.wh”H“-f&'h‘frp;‘:}fnm-ua.t... ’@

Step

Action

26.

Click the 0.00 link.

3/0penDocument /opendoc/openDocument jsp - Windows Internet Explorer

@\t‘/ - |@ https: ffinFoview-qa, cuit. columbia. edu: 8443 OperDocUment ] open doc fapenDacUment. jsp

=8 ([ [ ve search

Fle Edit Wiew Favorites Tools  Help

< Favorkes ‘ 9% @] Suggested Sites = @ Web Slice Gallery =

[ ] hitps:jfinFoview-ga. cuit columbia. sdu: 8443/OpenDoc. |

»

| Zi v B - L gm - Page - Safety - Took~ @@+
@ 3| [ poramcters CRYSTAL REPORTS'
Main Report ‘
A UNIVERSITY Columbia University
Spansored Praject Financial Report - Detail
As of 06/3012012
ReportID:  PC_RPT10SE
Project Description: 2 P01 CADSTAS7-11 GGO09005
Project Manager: Mearcy Clarence W o
Project Owning Dept: 5260204 - ENG CCLS Research Activity Type:  5PO01
Project Title: UAT Testing Govt record 12-1379 Sponsor: 00DO0BO222 - National Science Foundation
Activ Departme: Acti Segment Transaction Transaction
Type  Account Department Description D Segment  Description site  Date D |
| | r
Done [T [ 6 mtemet
4] | v
Done [T T T [ meeme

:ﬂstart| | @& | @ acrounting and Reportin... | @ https:finfoview-ga.cut.... | & hitps:jfinfoview-ga.cu. .. | & https://infoview-ga.c...
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Step

Action

217.

Note that the Sponsored Project Financial Detail report opened on a new window.

cuit.columbia.edu:8443/0penDocument /opendoc/openDacument.jsp - Windows Internet Explorer

@_: - |@ https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp = & |42l x| [ tive search L~
Fle Edt View Favorites Took  Help b
i Favortes | @] Suagested Sites = ] Web Sice Gallery »
[ hittps: finfoview-ga.cuit. columbia. edu:8443/0penDoc. | | Ko B) - [ s - Page+ Safety - Tooks+ @
FEY- =Rl L N m— AL s [
Main Report ‘
&7 COLUMELA UNIVERSITY Columbia University
Sponsared Praject Financial Report - Detail
As of 06302012
ReportiD:  PC_RPTIOGE
Project Deseription: 2 P CADBTAS7-11 Projectld:  GGODA00S
Project Manager: Marcy Clarence W A 10: o
Project Owning Dept: 5260204 - ENG COLS Ressarch Activity Type:  5P0D1
Project Title: LIAT Testing Govt record 12-1378 Sponsor: 0000080222 - Nationsl Science Foundation
Activity artment Activity Initiative Segment Transaction  Transaction
Type ~ Account Department Description i Initiative Description Segment  Description site  Dete ] ||
| | r
Done T T T 6 mternet [fa - R0 -
4 | 3
Dore [T T [ [ mteme [Fa - [®oen -
Aistart| | & | @ Accounting and Reportin... | @ hitpsiffinfovienrge.cutt.. | @ hetpssifinFoview-ga cut.... | [ hitpss//infoview-qauc.. &

Step

Action

28.

Click the Maximize/Restore button.
]
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443 /0penDocument,/opendoc;/openDocument.jsp - Windows Internet Explorer

- |@ https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp = & |42l x| [ tive search [Restore bown]

Fle Edit WVew Favarites Tools  Help

i Favortes |5 @] Suagested Sites = @] Web Sice Gallry »

[ https: finfowiew-ga. cut.columbia cu; 8443/OpeniDoc | | Fi - B - [ 0% - Pager Safetye Took~ @~
& 5| 3 Parameters CRYSTAL REPORTS'
Main Report ‘
COLUMEBLA UNIVERSITY Columbia University
Sponsared Project Financial Report - Detail
As of 06/30,2012
ReportID:  FC_RFTI0S6

Project Description: 2 P11 CADRT4ST11 Projectils  GGODAOS

Project Manager:  Marcy Clarence W Activiegll: 01

Project Owning Dept: 5260204 - ENG CCLS Research Activity Type: BP0

Project Title: LIAT Testing Govt record 12-137 Sponsor:  DDDOOSOZ22 - Nelional Science Foundation

Activity Department Activity Segment Transaction Transaction

Type  Account Department Description 0 Initiative Description Segment  Descripti st Date D Sou
| I »

Done [T [ [ [ e meeme [Fa - (w1 -
@start| | & | 4 Accounting and Reportin,.. | @ hitpsiffinfovienrga.cutt... | @ hetpssifinFoview-ga cut.... |[@ hitps://infoview-ganc..

Step Action

29. We will not close this report. Click the Close button.

penDocument /opendoc/openDocument.jsp - Windows Internet Explorer
w [[#] https:jinfovien-ga.cut. columbis. edu:8443{penDacument{cpendacfopenDacument. i =18 2 [ ]2 vive search
Fle Edt View Favortes Tooks Help
Sy Favorkes |5 @] sugnested Sites = ) Web Sice Gallery =
_»
[ ] hitps:jfinFoview-ga. cuit columbia. sdu: 8443/OpenDoc. | | R - Bl - L o= - Page - Safety - Took -+ (@~
@ 55| [3 Parameters T3 Group Tree CRYSTAL REPORTS®
| RPT1066_SUMMARY_CORE.rpt X |
Actual to Date Commitment
Balance Before Pre- Total Actualand  Budget B
Account  Account Description Total Budget  Month Project Commitment  Encumbrance Encumbrance  Committed Availa
50000 SALARY ANDWAGES 2340000 000 000 23,0000 000 000 oo 2
59000 FRINGE BENEFIT CHARGE 769200 oo oo 763200 oo 000 000
61400 SUPPLEES AND MATERIALS 1,000.00 000 000 1,00000 000 000 000
Total Direct Expense 31,792.00 000 000 31,782.00 0.00 .00 0.00 3
g9800 F&4 DEDLCTION 5678.00 000 000 567800 oo 000 000
Total FRA Expense 5,678.00 0.00 0.00 5,676.00 0.00 0.00 0.00
Total Expense I7,470.00 0.00 0.00 37,470.00 0.00 0.00 0.00 3
| | »
ctps: finfovien-ga.cult. columbia, edu:8443/OpenDocument fopendoc/openDocument.jspAiDoc D=AwpstBRvFIvbMczaR | | | [ [ [ [@ mtemet 5~ [fom -
li'Startl | @& | 1@ acrounting and Reportin... | & https://infoview-qa.
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Step

Action

30.

When you activate any link on the report, a secondary 'Core' report tab will appear.
Your original report will always show on the 'Main Report' tab.

penDocument /opendor/openDacument.jsp - Windows Internet Explorer
w [[#] https:jinfovien-ga.cut. columbis. edu:8443{penDacument{cpendacfopenDacument. i =l 42| % |2 Live search
Fle Edi View Favorites Tooks Help
7 Favorites ‘ 9% @] Suggested Sites = @ Web Slice Gallery =
o
[ ] https:jfinFoview-ga. cuit. columbia, sdu; 8443/0penboc. . | | R - Bl - L o= - Page - Safety - Took -+ (@~
& 5 | T3 Paramaters 73 Graup Tree o n CRYSTAL REPORTS'
| RPT1085_SUMMARY_CORErpt X |
Actual to Date Commitment
Balance Before Pre- Total Actualand  Budget B
Account  Account Description Total Budget  Month Project Commitment  Encumbrance Encumbrance  Committed Availa
50000 SALARY ANDWWAGES 23,100.00 000 000 23,0000 000 000 000 E
59000 FRINGE BENEFIT CHARGE 7 892,00 000 000 759200 000 000 000
51400 SUPPLIES AND MATERIALS 1,000.00 0.00 0.00 1,000.00 000 0.00 0.00
Total Direct Expense 31,792.00 0.00 0.00 3,792.00 0.00 0.00 0.00 3
9800 Fam DEDUCTION 5678.00 000 000 567800 oo 000 000
Total FRA Expense 5,678.00 0.00 0.00 5,676.00 0.00 0.00 0.00
Total Expense I7,470.00 0.00 0.00 37,470.00 0.00 0.00 0.00 3
| | »
ctps: finfovien-ga.cult. columbia, edu:8443/OpenDocument fopendoc/openDocument.jspAiDoc D=AwpstBRvFIvbMczaR | | | [ [ [ [@ mtemet 5~ [fom -
4-start| | & | 1@ acrounting and Reportin... | & https:/finfoview-qa.c... @

Step

Action

31.

Click the Main Report link.

[Main Report
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- |@ https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp

=[S [+ x| ]2 Lie search 2~
T

Fle Edit WVew Favarites Tools  Help

i Favortes |5 @] Suagested Sites = @] Web Sice Gallery »

[ hittpsfinfowiew-ga. cuit columbia, edu:8443/0penDoc | |

- Page - safety - Took~ @ 7

@ 5| 3 Parameters

Main Report ‘

CRYSTAL REPORTS'

< Previous Accounting Period
[Payroll Summary Report]

7 COLUMBLA UNIVERSITY

ReportID:  PC_RPT106G

Project Description: 2 P CADSTAS7-11
Project Manager: Marcy,Clarsnce
Project Owning Dept: 5260204 - ENG CCLS Research

Sponsored Project Financial Report - Summary By Budget Category

FAnancil oata Store

Columbia University

As of 06/30/2012

Project ID: GG009005
Activity ID: m =
Activity Type:  BPO01

Project Title: UAT Testing Govt record 12-1373 Sponsar: DODDDUZ22 - Mationsl Sience Foundalion
Actual to Date Commitment
Balance Before Pre- Tatal Actualand  Budget B
Account Account Description Total Budget Month Project i i Ei Es C i Auailal
SO0 SALARY ANDWAGES 23,100.00 b0 b0 2510000 nao .00 oo 2
59000 FRINGE BEMEFIT CHARGE 759200 0.00 0.00 7 B92.00 0.00 n.on 000
BlNN SLPPLIES AND MATERIALS 1 s o nn nn 4 s o oo i i
Total Direct Expense 920 .00 .00 9200 00 ] 700 3
I BO800 F&4 DEDUCTION B78.00 0.00 0.00 EB78.00 0. ilD oon o0 had
“{ »
pore T T [ mteme [Fa - [®aew -
Aistart| | & | 4 Accounting and Repartin... |[@ https://infoview-qac..

Action

We will now preview the same report for the previous accounting period.

443 /0penDocument,/opendoc;/openDocument.jsp - Windows Internet Explorer

e

J® |@ https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp

=[S [+ x| ]2 Lie search 2~
T

Fle Edi WView Favorites Tools  Help

i Favortes |4 @] Suagested Sites = @] Web Sice Gallery »

[ hittpsfinfowiew-ga. cuit columbia, edu:8443/0penDoc | |

- Page - safety - Took~ @ 7

@ 5| 3 Parameters

Main Report ‘

CRYSTAL REPORTS'

< Previous Accounting Period
[Payroll Summary Report]

G COLUMBLA UNIVERSITY

ReportID:  PC_RPT106G

Sponsored Project Financial Report - Summary By Budget Category

FAnancil oata Store

Columbia University

As of 06/302012

Project Deseription: 2 Pl CAATAS7-11 ProjectIl:  GGOSAS
Project Manager:  Marcy Clarence W ActivityID: m —
Project Owning Dept: 5260204 - ENG CCLS Research Activity Type:  BPO01
Project Title: LIAT Testing Govt record 121379 Sponsar: DODDDUZ22 - Mationsl Sience Foundalion
Actual to Date Commitment
Balance Before Pre- Tatal Actualand  Budget B
Account Account Description Total Budget Month Project i i Ei Es C i Auailal
SO0 SALARY ANDWAGES 23,100.00 b0 b0 2510000 nao .00 oo 2
59000 FRINGE BEMEFIT CHARGE 789200 0.00 0.00 7 B92.00 0.00 n.on 000
BlNN SLPPLIES AND MATERIALS 1 s o nn nn 4 s o oo i i
Total Direct Expense 920 .00 .00 9200 00 ] 700 3
I BO800 F&4 DEDUCTION B78.00 0.00 0.00 EB78.00 0. ilD oon o0 had
4 »
Dore T T [ mteme [Fa - [®aoee -
Aistart| | & | 4 Accounting and Repartin... |[@ https:/finfoview-qa.c..
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Step

Action

33.

Click the Previous Accounting Period link.
E Previous Accounting Period|

8443/0penDocument/opendoc/openDocument.jsp?ses ] indows Internet Explorer

- |@ https:/‘flnfuvlew'qa‘Eult.Eu\umh\a.adu:E443ﬂOpervDDEumentiupendn(inpenDD[ument.|sp7555=3%2635%Sjlgl *2 ([ ] 2 Live search L+
Flle Edit Yiew Favorites Tools Help
i Favortes |4 @] Suagested Sites = @] Web Sice Gallery »
[ https: finfowiew-ga. cut.columbia cu;8443/OpenDac | | Fi - B - [ 0% - Pager Safetye Took~ @~

@ 5| 3 Parameters

Main Report ‘

CRYSTAL REPORTS'

< Previous Accounting Period
[Payroll Summary Report] Fnanaa oot stare

Columbia University

As of 05/312012

ReportID:  PC_RPT106G

Sponsored Project Financial Report - Summary By Budget Category

Project Description: 2 P01 CAGBT4S7-11 ProjectIl:  GGOCA005
Project Manager:  Marcy Clarence W ActivityID: 01 —
Project Owning Dept: 5260204 - ENG CCLS Ressatch Activity Type:  BPO01
Project Title: UAT Testing Govi record 12-1373 Sponsor: 0000080222 - Nationsl Science Foundation
Actual to Date Commitment
Balance Befare Pre- Total Actual and  Budget B
Account Account Description Total Budget Month Project i i Ei Es C i Auailal
50000 SALARY ANDWAGES 23,0000 0.00 0.00 23100.00 000 000 000 2
59000 FRINGE BEMEFIT CHARGE 789200 0.00 0.00 7 B92.00 0.00 n.on 000
61400 SUPPLIES AND MATERIALS 1,000.00 000 000 1,000.00 0,00 000 000
Total Direct Expense $,792.00 .00 .00 3,792.00 [ 0.0 0.00 3
I BO800 F: DEDLICTION. B78.00 0.00 0.00 EB78.00 0.00 oon o0 had
4 »
Ittps: finfoview-qa.cult. columbia, edu:B443jOpenDoccment fopendoc/operDocument jspriDocD=AQoewdkpLdlkiPzeay | | [ [ [ [ @ ntemet [Fa - (w1 -
distart| | & | 4 Accounting and Repartin... |[@ https:/finfoview-qac..

Step

Action

34.

A new report for May 2012 was generated.
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Da - Windows Internet Explorer

|@ https:/ inf ovien-qa.cut columbia .edu: 8443/ OpenDocument jopendoc jopenDocument  jsp7ses=3%2635%3 | &4 || 42X | |2 Live search £~

Fle Edit WVew Favarites Tools  Help

i Favortes | @] Suauested Sites = @] Web Sice Gallery »

[ hittps: finfoview-qa.cuit. columbia. edu:8443/0penDoc. | | K B) - [ - Page s Safety v Tooks+ @

& 5| 3 Parameters < S CRYSTAL REPORTS'

Main Report ‘

< Previous Accounting Period

[Payroll Summary Report] Anancal teta Store

7 COLUMBIA UNIVERSITY Columbia University
Sponsored Project Financial Report - Summary By Budget Category
As of 05312012

ReportID:  PC_RPT106G

Project Description: 2P CADST497-11 Project ID: G009005
Project Manager:  Marcy Clarence W Activity ID: 01 —
Project Owning Dept: 5260204 - ENG CCLS Ressatch Activity Type:  BPO01
Project Title: UAT Testing Govi record 12-1373 Sponsor: 0000080222 - Nationsl Science Foundation
Actual to Date Commitment
Balance Befare Pre- Total Actual and  Budget B
Account Account Description Total Budget Month Project i i Ei Es C i Auailal
50000 SALARY ANDWAGES 23,0000 0.00 0.00 23100.00 000 000 000 2
59000 FRINGE BEMEFIT CHARGE 759200 0.00 0.00 7 B92.00 0.00 n.on 000
61400 SUPPLIES AND MATERIALS 1,000.00 000 000 1,000.00 0,00 000 000
Total Direct Expense $,792.00 .00 .00 3,792.00 [ 0.0 0.00 3
I BO800 F: DEDLICTION. B78.00 0.00 0.00 EB78.00 0. ilEl oon o0 had
“{ »
Ittps: finfoview-qa.cult. columbia, edu:B443jOpenDoccment fopendoc/operDocument jspriDocD=AQoewdkpLdlkiPzeay | | [ [ [ [ @ ntemet [Fa - (w1 -
distart| | & | 4 Accounting and Repartin... |[@ https://infoview-qac.. &

Step Action

35. You can also change your run time parameters by clicking on the 'Parameters'
button.

Click the Parameters button.
Parameters
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Fle Edi WView Favarites  Tools

Help

i Favortes |4 @] Suagested Sites = @] Web Sice Gallery »

[ hittpsfinfowiew-ga. cuit columbia, edu:8443/0penDoc | |

- Page - safety - Took~ @+ 7

@ S |— Parametsrs

Hide Parameter Pane
Main Report

CRYSTAL REPORTS'

Apply Delete: =
(5
Erep—— < Previous Accounting Period
il
1; [Payroll Summary Report] Fnancisl Cats stors
& UMBLA UNIVERSITY Columbia University
= Spansored Praject Financial Report - Summary By Bu
iouuguus As of 053172012
ReportiD:  FC_RPT1066
@
om Project Description: 2PMCANSTAET-11 Project ID: GE03005
o Project Manager: Marcy Clarence W Activity ID: 01 —
Praject Owning Dept: 5260204 - ENG CCLS Ressarch Activity Type: BP0
G Project Title: UAT Testing Gowt record 12-1373 Sponsor: 0000080222 - Netional §
Actual to Date Commitment
Balance Before Pre-
Account Account Description Total Budget Month Project Commitment Encumbrance Encumbr;
50000 SALARY ANDWAGES 23,0000 000 000 23,100.00 000
58000 FRINGE BEMEFIT CHARGE 79200 o.oo o.oo 769200 o0.oo
61400 SUPPLEES AND MATERIALS 1,000.00 000 000 1,000.00 0.00
Total Direct Expense 3,792.00 000 000 31,792.00 .00
I E9300 F&4 DEDUCTION E73.00 000 | 000 E7a.00 000 had
4 »
[T [ [ [ e meeme [Fa - (%10 -
Aistart| | & | 48 Accounting and Repartin... |[@ https://infoview-qac..

Step

Action

36.

We are going to run the same report for a different Project ID: GG009008

Flle Edit Yiew Favorites Tools Help
i Favortes |4 @] Suagested Sites = ] Web Sice Gallery »
[ https: finfowiew-ga. cut.columbia cu;8443/OpenDac | | - Page - Safety - Tooks - @e 7
el CRYSTAL REPORTS'
Hide Parameter Panel
Main Report
Apply Delete =
2.
——— < Previous Accounting Period
e
1‘; [Payrall Summary Report] Fnzneizl Cat store
o COLUMBLA UNIVERSITY Columbia University
- Sponsored Project Financial Report - Sumimary By Bu
[iGDDBDDE As of 05/31/2012
ReportID:  FC_RPTIOEG
@
- Project Deseri 2 RO CATET47 11 Projectil:  GGANgoNS
¢ Project Manager:  Marcy Clarence W Rctivity ID: 01 H
Project Owning Dept: 5260204 - ENG OCLS Research Activity Type:  BPO01
i Project Title: UAT Tessing Gowt record 121373 Sponsor: 0000080222 - Mational §
Actualto Date Commitment
Balance Before Pre-
Account Account Description Total Budget Month Project Commitment Encumbrance Encumbr;
SU00D SALARY ANDWAGES 23000.00 nao nao 23,100.00 00
59000 FRINGE BEMEFIT CHARGE 789200 000 000 769200 0.00
B1400 SUPPLIES AND MATERIALS 1,00 oo oo 1, o
Total Direct Expense 79200 000 000 79200 w00
I BA800 F: DEDLICTION E78.00 0.00 | 000 B7g.00 0ng -
4 »
[T [ [ [ e meeme [Fa - (%10 -
distart| | & | 4 Accounting and Repartin... |[@ https:/finfoview-qac..
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Step Action

37. Click the Edit parameter value button.

infoview-qa.cuit.columbia edu:8443/0penDocument /opendoc/openDocument jsp2ses=3%2635%3Da - Windows Internet Explorer

2635%3 | 5 |54 % [ Live search Ll

- ||§| hteps: ffinFaview-qa, cuit. columbia.edu: 8443 OperDocUment| opendo: fapenDacument jsp?ses =

File Edit Wiew Favorites Tools  Help

¢ Favorkss |5 @] sugnested Sites = ) Web Sice Gallery =

o
[ https: finoviswi-ga cuit columbia ecu:6443/penDioc. . | | Ei - B) - [ & - Page - Sefety- Took~ @~
& 5 |3 Paameters L Jn Gfioow |- ) CRYSTAL REPORTS'
Main Report ‘
Al Delete ]
i
201 2:a02931 : < Previous Accounting Period
Enter Yalues % | Anancisl Cata stors
Project ID |P:“Rl;'ar|;|“2'975“¥ -
Project ID ial Report - Summary By Bu
56009005 rogec
., This prompt has an Edit Mask: LLOD00OD, As of 0513172012
- Selected Values:
O EEE— [as00s00s GE009005
[ GG00S00S
= ot -
bpe:  EPOOY
ST 0000060222 - National S

Remave Remove All c
Pre-|

Encumbrance Encumbr:

0.00
59000 FRINGE BEMEFIT CHARGE 7692.00 0.00 0.00 76920 0.00
1400 SUPPLIES AND MATERIALS 1,000.00 0.0 0.00 1,000.00 0.00
Total Direct Expense 31,792.00 0.00 0.00 31,792.00 0.00
I 59500 F&A DEDUCTION £78.00 0.00 | 0.00 £78.00 0.00 hd
4 v

Done [T T[T [ @ meeme 5~ [fwom -
destart| | & | @ accounting and Repurtln‘..l & https:/finfoview-ga.c... @

Step Action

38. First you will need to remove to previous Project ID from the list of Selected
Values.
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Fle Edit WVew Favarites Tools  Help

i Favortes | @] Suagested Sites = @] Web Sice Gallry »

[ hittpsfinfowiew-ga. cuit columbia, edu:8443/OpenDoc | |

- Page - safety - Took~ @ 7

[t ] |— Parameters

CRYSTAL REPORTS'

Main Report ‘
Apply Delete =
(5
301 3-202931 < Previous Accounting Period
(5,
1”1 Enter Yalues % | Anancial cata stors
% lumbia Universil
(% Project ID al Report . 5 oy oy
Project ID al Report - Summary By Bu
5G00AN0S )
o This prompt has an Edit Mask: LLODDO0D, As of 0513172012
Selected Values:
i SR GEO09005
= GG008005
= : o1 -
ype:  BPOOT
) 0000080222 - Netional §
Remave || Remove Al N
Pre-
Encumbrance Encumbr;
000
58000 FRINGE BEMEFIT CHARGE 79200 o.oo o.oo 769200 o0.oo
61400 SUPPLIES AND MATERIALS 1,000.00 000 000 1,00000 000
Total Direct Expense 31,792.00 0.00 0.00 31,792.00 .00
| E9300 F&4 DEDUCTION E73.00 000 | 000 E7a.00 000 had
4 »
pore [T T [ [ mteme [Fa - [®ew -
@stant| | & | 4 Accounting and Repartin... |[@ https://infoview-qac..

Step

Action

39.

Click the GG009005 list item.

[zE00200s5

indows Internet Explorer

Fle Edit Wiew Favorites Tools  Help

¢ Favorkss |5 @] sugnested Sites = ) Web Sice Gallery =

] htts: finFowiew-q. cuit coll mbia 0 8443/ OperiDo, | |

- Page - Sofety - Tooks~ @+

fi-B -1

& 5 [ Paramcters

Main Report ‘

CRYSTAL REPORTS'

Apply Delete
G

< Previous Accounting Period

2012ad2931
Ca

Enter Walues

Project

* | Rnancisl Cata $tors

lumbia University

Project ID ial Report - Summary By Bu
5G003005 rojed
om This prampt has an Edit Mask: LLOOOOOO, As of 053172012
. Selected Values:
o |EEHE
5, GG00S00S
7, S -
ype:  BFOO1
& 0000060222 - National S
Remowe Remove All c
Pre-|
Encumbrance Encumbr,
o0.oo
53000 FRINGE BENEFIT CHARGE 759200 000 000 75920 000
61400 SUPPLES AND MATERIALS 1,000.00 000 000 1,000.00 00
Total Direct Expense 3,792.00 0.00 0.00 3,752.00 0.00
: 63800 FA&ADEDLCTION 678.00 o 0o &78.00 000 id
4 »
Done [T T [ [ meeme 5~ [fom -
Bstart| | @ | @ hccounting and Reportin... |[ @ hetps://infoview-ga.c..
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Step

Action

40.

Click the Remove link.
| Remove |

File:

Edit  View Favorites Tools  Help

¢ Favorkss |5 @] sugnested Sites = ) Web Sice Gallery =

] httm: finoviswi-ga. et columbia ec:6443/CpenDoc. . | |

fi -8 -C

- Page - Safety - Tools - @)~

»

& 5 [ Paramcters L Jn

Main Report ‘

CRYSTAL REPORTS'

Apply Delete

[

2012ad2931
Ca

< Previous Accounting Period

Enter Walues

Project ID
This prampt has an Edit Mask: LLOI00OO,

Selected Values:

* | Rnancisl Cata $tors

lumbia University
ial Report - Summary By Bu
As of 0513172012

. =z
j
a 56009005
7, _— -
bpe:  BPOD1
& 0000060222 - National §
Remove || Remove Al -
Pre-
Encumbrance Encumbr,
000
53000 FRINGE BEMEFIT CHARGE 7692.00 0.00 0.00 76920 0.00
61400 SUPPLIES AND MATERIALS 1,000.00 0.0 0.0 1,000.00 0.00
Total Direct Expense 31,792.00 0.00 0.00 31,792.00 .00
: 69800 FAADEDLICTION A76.00 o nan £76.00 .o id
4 »
[T T [ [ meeme 5~ [fom -
Bstart| | & | @ hccounting and Reportin... |[ @ https://infoview-ga.c.. &

Step

Action

41.

Now we will add the new Project ID to the list of Selected Values.
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Fle Edit WVew Favarites Tools  Help

i Favortes | @] Suagested Sites = @] Web Sice Gallry »

[ hittpsfinfowiew-ga. cuit columbia, edu:8443/OpenDoc | |

- Pa

ge + Safety -+ Tooks+ @ 7

[t ] |— Parameters

Main Report ‘

CRYSTAL REPORTS'

Apply Delete

(5

3012:a02931

cal

11

(% Project ID

< Previous Accounting Period

Enter Yalues

Selected Values:

GG009005 Project ID

@ This prompt has an Edit Mask: LLOODDOD,
[ SR

2.

)

Remowe Remove All

Fnancial Cata stors

lumbia University
ial Report - Summary By Bu
As of 05/31/2012

GEO03005
[u} -
BPO01
0000060222 - Mational §

ype:

C

Pre-|
Encumbrance Encumbr

0.00
59000 FRINGE BENEFIT CHARGE 7.£92.00 0.00 0.00 789200 0.00
61400 SUPPLIES AND MATERIALS 1,000.00 000 000 1,000 00 0.00
Total Direct Expense 3,792.00 0.00 0.00 31,792.00 0.00
E9300 F&.4 DEDIICTION E78.00 0.0 000 £78.00 0.0 hd

41

»

Bistart| | &

| 4 Accounting and Repartin... |[@ https://infoview-qac..

@ trternet

e - [ w0 -

Step Action

42. Click in the Project ID field.

|sG00a00s

Fle Edit View Favorites Tooks  Help
7 Favorkes ‘ 95 & Suggested Sttes - @] web Slice Gallery =
- o»
@https:ﬂﬂ\nfowew—qa‘cuit‘columbia‘edu:S443f0penDoc‘H | | Eh B - - Page - Safety - Tooks~ @)~
P S ,ﬁ PER—— CRYSTAL REPORTS'
Main Report. |
Apply Delete 12
(.
2012:302931 < Previous Accounting Period
&
Enter Yalues % | Anancisl Cata stors
lumbia University
Project ID ial Report - Summary By Bul
56005005 ropec
oW This prampt has an Edit Mask: LLOOOOOO, As of 053172012
. Selected Values:
P EE— |EERE]
= Discrete alue
&, 008005
s A =
ype: BRODI
& 0000050222 - National §
Remove Remove All c
Pre-|
Encumbrance Encumbr
o0.oo
53000 FRINGE BENEFIT CHARGE 769200 0.00 0.00 7 520 0.00
1400 SUPPLIES AND MATERIALS 1,000.00 0.00 0.00 1,000.00 0.00
Total Direct Expense 31,792.00 0.00 0.00 31,792.00 0.00
| 3800 F 2,4 DEDUCTION £78.00 0.00 | 0.00 67500 0.00 i
4 »
[T [T [ meeme 5~ [fwom -
n(rstart| | & | @ acrounting and Repurtln‘..l /& https:/finfoview-ga.c...
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Step Action

43, Enter the desired information into the Selected Values: field. Enter "GG009008".

faview-ga.cuit.columbia.edu:8443/0penDocument /opendoc/ openDocument.jsp?ses=3%2635%3Da - Windows Internet Explorer

@_A % [l https:finfovien-ga.cut colombia. edu:B443{0penDacument{opendac fopenDacument. pfses=3%2635%3 | G |[##)[% [ Live Search L\~

Fle Edi WView Favorites Tools  Help

i Favortes |4 2] Suagested Sites = @] Web Sice Gallery »

[ hittpsfinfowiew-ga. cuit columbia, edu:8443/OpenDoc | | v B) - () o= - Page - Safety~ Took~ @
[t ] |— Parameters " < o i CRYSTAL REPORTS'
Main Report ‘
Apply Delete =
(€
;m 2:ad2931 < Previous Accounting Period
(5,

Enter Yaluss % | Anancisl Cata stors

lumbia University

Project ID ial Report - Summary By Bu
This prompt has an Edit Mask: LLOD00OD. As of 0513112012

GG009005

(.

T | =R

Selected Values:

e — GG003005

3 o1 -
yme:  BPOD1

@, 0000050222 - National §

Remowe Remove All c
Pre-|

Encumbrance Encumbr

0.00
59000 FRINGE BEMEFIT CHARGE 7.692.00 0.00 0.00 7 /92,00 0.00
61400 SUPPLIES AND MATERIALS 1,000.00 000 000 1,000 00 0.00
Total Direct Expense 3,792.00 0.00 0.00 31,792.00 0.00
[ E9300 F&.4 DEDIICTION E78.00 0.0 | 000 £78.00 0.0 hd
1 3

[T T [ [ mteme [a - [%1mw -
distart| | & | 4 Accounting and Repartin... |[@ https:/finfoview-qac.. &

Step Action

44, To add the value to the list of Selected Values click the Add a discrete
Value button denoted by a >".
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Fle Edit WVew Favarites Tools  Help

i Favortes | @] Suagested Sites = @] Web Sice Gallry »

[ hittpsfinfowiew-ga. cuit columbia, edu:8443/OpenDoc | |

- Page - safety - Took~ @ 7

[t ] |— Parameters

Main Report ‘

CRYSTAL REPORTS'

Apply Delete:
(5

2012:a02931 < Previous Accounting Period
cal

11

(% Project ID

Enter Yalues

% | Anancisl Cata stors

lumbia University
ial Report - Summary By Bu

Project ID
5G009008
o This prompt has an Edit Mask: LLODDO0D, As of 0513172012
. Selncte Valuss:
@
o 36003005
s : m -
ie:  BPOO1
N 0000080222 - Matianal
Remove || Remove Al .
Pre-
Encumbrance Encumbr;
0.00
£8000 FRINGE BEMEFIT CHARGE 789200 000 000 769200 0.00
61400 SUPPLIES AND MATERIALS 1,000.00 0.0 0.0 1,00000 0.00
Total Direct Expense 31,792.00 .00 .00 31,792.00 .00
I BA800 F: DEDLICTION E78.00 0.00 | 000 B7g.00 0ng -
4 »
pore [T T [ [ mteme [Fa - [®ew -
@stant| | & | 4 Accounting and Repartin... |[@ https://infoview-qac..

Step Action

45, Click the OK link.

Fle Edit Wiew Favorites Tools  Help

7 Favorites ‘ 9% @] Suggested Sites = @ Web Slice Gallery =

] httm: finoviswi-ga. et columbia ecu:6443/CpenDoc. . | |

»

- Bl - L) o= - Page - Safety - Took -+ (@~

& 5 [ Parancters

CRYSTAL REPORTS'

Main Report ‘
Apply Delete =
[
2012:a02931 < Previous Accounting Period
&
e [Payroll Summary Report] Financlal Cat Stors
COLUMBLA UNIVERSITY Columbia University
S Sponsored Project Financial Report - Summary By Bu
As of 0573172012
ReportD:  PC_RPT108B
(€
o Project Descri 2 PO1CADBT497-11 Frojectll:  GGODI0OS
= . Project Manager: Marcy Clarence W Activity ID: ol =
i Project Owning Dept: 5250204 - ENG CCLS Research Activity Type:  BPOD1
& Project Title: UAT Testing Gavi record 121379 Sponsor: 0000060222 - National §
Actual to Date Commitment
Balance Before Pre-
Account  Account Description Total Budget  Month Project Commitment  Encumbrance Encumbr,
50000 SALARY AND WAGES 23,100.00 000 000 2310000 noo
53000 FRINGE BENEFIT CHARGE 7,692.00 0o 0o 759200 000
61400 SUPPLIES AND MATERIALS 1,000.00 000 000 1,000.00 il
Total Direct Expense 31,792.00 0.00 0.00 31,792.00 0.00
| 63800 FAA DEDLICTION 676.00 non | non £78.00 0o id
4 »
Done [T [ 6 meeme 5~ [fwomm -
d!start| | @& | 1@ acrounting and Reportin... | & https://infoview-qa.

Page 242




m Training Guide
Reporting for Inquiry Only Roles

Step

Action

46.

Click the Apply button.

Apply

ndows Internet Explorer
w I3 https:jinfovien-ga.cut. columbis. edu:8443{penDacument{cpendacfopenDacument. jep?ses=3%2635%3 ] 41/ % | |2 Live search £~
Fle Edt Vew Faverles Tooks Help
Sy Favorkss |5 @] sugnested Sites = ) Web Sice Gallery =
D
[ ] hitps:jfinFoview-ga. cuit. columbia, sdu: 8443/0penboc. . | | - Bl - L) o= - Page - Safety - Took - (@~
P 5 s CRYSTAL REPORTS'
Main Report ‘
Bpply Delete =
o
201 2:ad2931 < Previous Accounting Period
(5,
1“; [Payroll Summary Report] Fnancial Cata $tors
@ ki COLUMBLA UNIVERSITY Columbia University
= Sponsored Project Financial Report - Summary By Bu
ciGDDQDDB As of 051312012
Report 1D: PC_RPT10BE
(€
m. Praoject Description: BROWNU 00000359 GG00S008
& ] Project Manager:  ClackHerek ity ;02 —
: Project Owning Dept: 7551101 - T8l General Activity Type:  GROD1
T Project Title: Scope Test Sponsor: 0000060408 - Brown L
Actualto Date Commitment
Balance Before Pre-
Account  Account Description TotalBudget  Month Project Commitment  Encumbrance Encumbr
S0000 SALARY AND WWAGES 200,000.00 000 000 200,000.00 0.00
59000 FRINGE BEMEFIT CHARGE 66,500.00 0.0 0.0 5650000 0.00
B1400  SUPPLIES AND MATERIALS 133,400.00 000 000 13340000 000
65000 SUBCONTRACTS 25,000.00 000 000 25,000.00 0.00
Total Direct Expense 425,000.00 .00 .00 42500000 .00
4] | v
Done [T T [ [ meeme 5~ [fom -
@start| | @ | @ ccounting and Reportin... |[ @ https://infoview-ga.c..

Step

Action

47.

A new report for Project ID GG009008 was generated.
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Fille Edit Wview Favorites Tools Help
i Favortes |5 @] Suagested Sites = @] Web Sice Gallry »
[ hittps: finfoview-qa.cuit. columbia. edu:8443/0penDoc. | | Ko B) - [ - Page s Safety v Tooks+ @
B 5 | [Ermee " - . ﬂh CRYSTAL REPORTS'
Main Report ‘
Apply Delete =
(5
201 2:202931 < Previous Accounting Period
a
A [Payroll Summary Report] [
11 "
& ] o COLUMBLA UNIVERSITY Columbia University
. Spansored Project Financial Report - Summary By By
iGUUQUUB As of 0513172012
ReportD:  PC_RPT1066
o
[—"}V Project Description: BROVNU 00000352 Project ID: GE03003
2 Project Manager:  Clack Herek ActivityID: 02 —
Project Owning Dept: 7581101 - T8I General Activity Type:  BPO01
N Project Title: Scops Test Sponsor: 0000080408 - Brown U
Actual to Date Commitment
Balance Before Pre-
Account Account Description Total Budget Month Project Commitment Encumbrance Encumbr;
50000 SALARY ANDWAGES 200,000.00 0.0 0.0 200,000.00 0.00
£8000 FRINGE BEMEFIT CHARGE BE,B00.00 000 000 BE,500.00 0.00
61400 SUPPLIES AND MATERIALS 13340000 0.0 0.0 13340000 0.00
5000 SUBCOMTRACTS 25,000.00 000 000 2500000 000
Total Direct Expense 425,000.00 0.00 0.00 425,000.00 0.00
4 [ »
pore [T T [ [ mteme [Fa - [®ew -
Aistart| | & | 48 Accounting and Repartin... |[@ https://infoview-qac..

Step Action

48. Another way to change the run parameters for this report is to click the 'Refresh’
button. This will take you back to the run time parameters page.
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Fle Edit WVew Favarites Tools  Help

i Favortes |5 @] Suagested Sites = @] Web Sice Gallry »
- Page - Safety - Tooks+ @+ 7
CRYSTAL REPORTS'

[ hittpsfinfowiew-ga. cuit columbia, edu:8443/0penDoc | |

@ S |— Parameters

Main Report ‘
Apply Delete =
cH
2012:302931 < Previous Accounting Period
ey
= ¥ [Payrall Summary Repart] Fnancial Cat stors
11
& UMBLA UNIVERSITY Columbia University
- Sponsored Project Financial Report - Summary By Bu
[iGUUQUUB As of 051312012
ReportID:  PC_RPT1066
=
= SR Project Description:  BROWHU 00000353 Project ID: GE003003
= Project Manager: Clack Herek Activity D: 0z -
Project Owning Dept: 7561101 - TBI General Activity Type: BP0
il Project Title: Scope Test Sponson: D0000G0408 - Brown U
Actual to Date Commitment
Balance Before Pre-|
Account  Account Description Total Budget  Month Project Commitment Encumbrance  Encumbr.
50000 SALARY AND WAGES 200,000.00 000 000 200,000.00 0.00
59000 FRINGE BENEFIT CHARGE E6,600.00 0.00 0.00 £8,600.00 000
61400 SUPPLIES AND MATERIALS 133,400.00 0.00 0.00 133,400.00 000
55000 SUBCONTRACTS 25,000.00 0.00 0.00 25,000.00 000
Total Direct Expense 425,000.00 0.00 0.00 425,000.00 0.00
4] [ »

| € mtemet [Fa - (%10 -

ez i
Aistart| | & | 48 Accounting and Repartin... |[@ https://infoview-qac..

Step Action

49, Click the Refresh Report button.
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Da - Windows Internet Explorer

- |E| https:/ inf ovien-qa.cut columbia .edu: 8443/ OpenDocument jopendoc jopenDocument  jsp7ses=3%2635%3 | &4 || 42X | [ 2 Lie search geiia

Fle Edit WVew Favarites Tools  Help

[F ] hetpst

i Favortes |5 @] Suagested Sites = @] Web Sice Gallry »

/s e | | Fi - B - [ 0% - Pager Safety+ Took~ @~

Fiscal ¥

Enter prompt values. =

car Requred Fiscal "ear

[z012

Accounl

=)

I set ko il

ting Period “Reguied’ Accounting Period

11-Mas

y =)

D4-Oct

01-July
02-August
03-September

ober

P0S-Kovember Project ID
05-December
07-January
05-Febr
bt Selected Values:
GG009008
Activity Type Activity Type

<

L A

Done

d—-start|

L] (O B B = 377 [a-[®n0w -
| & | |4 Accounting and Repartin... |[@ https://infoview-qac..

Step

Action

50.

In this scenario we will change the Accounting Period to 12-June and the Project ID
back to GG009005.

penDocument /opendoc/openDocument jsp?ses indows Internet Explorer

- |Eil hitps: finfovis-qa, cutt columbia. sdu: B443{perDacUment cpendoc openDocument  spses=3%2635%3 | G4 |44 X0 [ Live 5earch B~

File  Edit

View Favorites Tooks  Help

7 Favorites ‘ 9% @] Suggested Sites = @ Web Slice Gallery =

Ehttps:mnfnwew-qa‘cuit‘cnlumhia‘edu:E443f0penDnc‘H| | T - Bl - L o= - Page - Safety - Took -+ (@~

»

Enter prompt values. =

Fiscal Year *Reguied Fiscal Year
2012 = |
I~ set to hull

Accounting Period *Reguied Accounting Period
[11-may = |
I set ko il

Project ID Project I

This prompt has an Edit Mask: LLOODOOD

Selected Values:

5009008 GE009008

Activity Type Activity Type

[.. =1 >
4] | »
Done Il [T [ [ meeme 5~ [fom -
@istart| | @ | @ ccounting and Reportin... |[ @ hetps://infoview-ga.c..
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Step

Action

51.

Click the Accounting Period list.
| 11-may

penDocument /opendoc/openDocument.jsp?ses

2635%3Da - Windows Internet Explorer

——
@‘. g = [ heeps:ffinfavien-ga.cutt calumbia. edu: 5443{ OperDacumentjapendocjoperDacument jsprses=3%2635%3 2] | G || 42| %) [P Live search

File:

Edit  View Favorites Tools Help

<7 Favories

[ https: finoview-ga, cuit columbia ecu:8443/penbioc. . | |

9% @] Suggested Sites = @ Web Slice Gallery =

- B - ) mm - Page - Safety - Took~ @~

Enter prompt values.

Fiscal Year "Requred

2012 = |

I set to hull

Accounting Period *Reguied

11-May ;I

01-July I

02-hugust

03-September

04-Octaber

PO5-Hovember

06-December

07-January

o8 T ebrary Selected Values:

GE009008

Remave Remove All

Fiscal Year

Accounting Period

Project ID

Activity Type Activity Type
[.. B B
4] | »
Done ] [T [ [ meeme 5~ [fwom -
d—-start| | & | @ acrounting and Reportin... | /& https:/finfoview-ga.c...

[&

Step

Action

52.

Click the 12-June list item.
|12-June
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indows Internet Explorer
- IEIhttps:/'flnfuvlew'qa‘tult.Eu\umh\a.adu:E443ﬂOpervDDEumentiupendn(ﬂnpenDD[ument.|sp7555=3%2635%3j 8 |l +42| x| ]2 Lie search
Fle Edt Vew Favortes Took Help

i Favortes |5 @] Suagested Sites = @] Web Sice Gallry »

[ hittps:finfowiew-ga. cuit columbia, edu:8443/OpenDoc |

Enter prompt values.

- Page - safety - Took~ @ 7

Fiscal Year "Requred

Fiscal Year
[z012 =l

I set ko il

Accounting Period “Requied

Accounting Period

I set to hull
Project I Project 1D
This prompt has an Edit Mask: LLOGO0DD,
Selected Values:
[&E00s00s GG009008
Remove Al
Activity Type Activity Type
| | I
Done [T [ [ [ e meeme
@start| | & | |4 Accounting and Repartin... |[@ https://infoview-qac..

[a - [ w0 -

Step Action

53. Click the GG009008 list item.

[E002005

3 /0penDocument /opendoc,/openDocument jsp?se: indows Internet Explorer
w [l# tttps:jinfovien-ga.cut. columbis. edu:8443{dpenDacment{cpendacfopenDacument. jep?ses=3%2635%3 ] H2 || X | |5 Live search £~
Fle Edt View Favortes Tooks Help
7 Favorites ‘ 9% @] Suggested Sites = @ Web Slice Gallery =
_»
[ ] https:jfinFoview-ga. cuit columbia. sdu: 8443/OpenDoc. | | M-8 - ~ Page - Safety ~ Tooks ~ @)~
Enter prompt values. =
Fiscal Year *Reguied Fiscal Year
2012 = |
I~ set to hull
Accounting Period *Reguied Accounting Period
[12-3une
I set ko il
Project ID Project I
This prompt has an Edit Mask: LLOODOOD
Selected Values:
[FEE
Remove Selected Yalues
Activity Type Activity Type
[.. =1 =
4] | »
avascriptivoid promptengine_onRemovevalue{document. getElementById{ CrystalReportviewer Crystal [l [T T [ [ meeme 5~ [fom -
@start| | & | @ ccounting and Reportin... |[ @ hetps://infoview-ga.c..

Page 248




ARC™

Training Guide

Reporting for Inquiry Only Roles

Step
54.

Action

Click the Remove link.

Remoyve |

faview-ga.cuit.columbia.edu:8443/0penDocument,/opendoc/openDacument.jsp?ses

2635%3Da - Windows Internet Explorer

@’\ - |E| https:/ inf oview-qa.cut columbia.edu:8443{ OpenDocument jopendoc jopenDocument  jsprses=3%2635%3 x| &4 ||#2| X | [ 2 Lie search

Fle Edi WView Favorites Tools  Help

o~

i Favorkes | 4% @] suagested Sites = @] web Sice Gallery »

[E tpsinfoview 22 cut colurbsa eduassiopendec. . ||

Enter prompt values

K B) - [ @ o+ Pager Safety v Tooks+ @+

Fiscal Year "Requied

[z012 = |
I set to ull
Accounting Period “Requied
12-June = |
I set to hull
Project ID

This prompt has an Edit Mask: LLOO0OOD,

Selected Values:
[&s00s00s

Remove Remove All

Activity Type

4|Im =l

Fiscal Year

Accounting Period

Project ID

Activity Type

| of

- TT T T T T
@start| | &

| Aceounting and Reportin... |[@ hetps://infoview-qa.c..

[7h - [ w0 -

&

Step
55.

Action

Click the Project ID field.
|=G003005
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indows Internet Explorer
@’j - |@ https:/ inf ovien-qa.cut columbia .edu: 8443/ OpenDocument jopendoc jopenDocument  jsp7ses=3%2635%3 | &4 || %2 X | |2 Lie search geiia
Fle Edi Vew Favortes Took Help
i Favortes |5 @] Suagested Sites = @] Web Sice Gallery »
@https‘#\nfuw&w—qa cuit. columbia. edu:8443/0penDoc | | f’-’} - Bl - [ @ - Page - Safety - Tooks @' =
Enter prompt values, =
Fiscal Year "equied Fiscal Year
[z012 = |
I set ko il
Accounting Period “Reguied Accounting Period
12-June = |
I set to hull
Project ID Project ID
This prompt has an Edit Mask: LLOGO0DD,
Seleched Values:
|EETRERT]
Discreks Value
Remove Al
Activity Type Activity Type
4| | o
[T [ [ [ e meeme [Fa - [®1ow -
Aistart| | & | |48 Accounting and Repartin... |[@ https://infoview-qac..

56.

Enter the desired information into the Selected Values: field. Enter "GG009005".

t.columbia.edu:8443/0penDocument,/opendoc;/openDocument.jsp - Windows Internet Explorer

@A - |@ https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp

= & |42l x| [ tive search
Fle Edt Vew Favorites Tools Help

e
i Favortes |4 @] Suaoested Sites = @] Web Sice Gallery »

[ hittpsfinfowiew-ga. cuit columbia, edu:8443/OpenDoc |

Enter prompt values.

»

%y v B - ) om0 - Page~ Safety v Tods~ (@~

Fiscal Year "Requred

01z

|

I set to hull

Fiscal Year

Accounting Period *Reguied

12-June =l

I set to hull

Accounting Period

Project ID

This prompt has an Edit Mask: LLOO0O0D,

Project ID
Selected Values:
|EETERE]
Activity Type Activity Type | =
4| | »
Dore [T T [ [ mteme [Fa - [®en -
Aistart| | & | | Accounting and Repartin... |[@ https:/ finfoview-qac..
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Step Action

57.

Iik the Add a discrete Value button.

infoview-ga.cuit.columbia edu:8443/0penDocument fopendoc/openDocument jsp - Windows Internet Explorer

@ g = [ heeps:ffinfavien-qa.cutt calumbia. edu: 443 CperDacumentjapendocjoperDacument jsp =18 3l ]2 tive search Ll
Fille Edit Wiew Favorites Tooks Help

7 Favorites ‘ 9% @] Suggested Sites = @ Web Slice Gallery =

Ehttps:mnfowew-qa‘cuit‘columbia‘edu:s443;‘0penDoc‘H| | - B - ) mm - Page- Safety - Took~ @~

Enter prompt values.

Fiscal Year "Requred

012 =l

I set ko il

Fiscal Year

Accounting Period “Requied

12-June j

I Set to hull

Accounting Period

Project ID Project ID
This prompt has an Edit Mask: LLOODOOO,

Selected Values:

(&

Remowe Remove All

Activity Type

Activity Type | |+
kil |
Done [T T [ [ meeme 5~ [fwom -
istart| | @ | |8 accounting and Reportin... |[ & https://infoview-ga.c.. G,

Step

Action

58.

Notice that selected value will appear on the 'Selected Values' box.
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edu:8443/0penDocument/opendo

penDocument.jsp?se:

File  Edit

indows Internet Explorer

View Favarites Tooks  Help

@A - |@ https:/ inf ovien-qa.cut columbia .edu: 8443/ OpenDocument jopendoc jopenDocument  jsp7ses=3%2635%3 | &4 || %2 X | |2 Lie search

i Favortes |5 @] Suaaested Sites = @] Web Sice Gallery »

[ hittpsfinfowiew-ga. cuit columbia, edu:8443/0penDoc | |

Enter prompt values.

»

%y v B - ) om0 - Page~ Safety v Tods~ (@~

Fiscal Year "Requred

[z012 = |
I set ko il
Accounting Period “Requied
12-June = |
I set to hull
Project ID

This prompt has an Edit Mask: LLOO0OOD,

Fiscal Year

Accounting Period

Project 1D
Selected Values:
[&s00z00s]
Activity Type Activity Type
- E .
| | I
[ [ T

@start| | &

| |48 Accounting and Repartin... |[@ https://infoview-qac..

| trternet

[a - [ w0 -

Step Action

59.

Click the scroll bar to view the bottom of the

page.

File:

Edit  View

Favorites  Tools  Help

i Favortes |4 @] Suagested Sites = @] Web Sice Gallery »

[ hittpsfinfowiew-ga. cuit columbia, edu:8443/0penDoc | |

Selected Values:

v B - () mm - Page - safety - Took @ T
I~ et ta B
Activity ID Activity 1D
This prompt has an Edit Mask: #:#.
I™ Set to hul
Specific Owning Department(s) Department
This prompt has an Edit Mask: 0000000.

Remave Remove All

Project Manager

I set to hul

<

Project Manager

(- I I
@stant| | @

| ol

| 4 Accounting and Repartin,.. |[@ https:/ finfoview-ga.

[ |6 mtemet

[a - [ w0 -
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Step

Action

60.

Click the OK link.

indows Internet Explorer

@ 2| % | |2 Live Search Pl
Fle Edi View Favortes Tooks Help
¢ Favorkss |5 @] sugnested Sites = ) Web Sice Gallery =
o
@ hitps:jfinFoview-qa, cuit, columbia, edu:8443/OpenDoc. ., | | Eh ~ [ - [0 = - Page - Safety - Tooks - (@~
B S [E e [ CRYSTAL REPORTS'
Main Report ‘
Al Delete ||
o
201 2302931 < Previous Accounting Period
o
L2 [Payroll Summary Report] Fnancial Cata $tors
12
) S COLUMBLA UNIVERSITY Columbia University
2 Sponsored Project Financial Report - Summary By Bu
cim‘ o ndd As of 061302012
Click to Add... Report ID: PC_RPT10BE
(€
o Project Description:  Government Proxy ProjectiD:  Goooooot
% Project Manager: Activity D 01,02,03,04,05 06,07 03—
Click to Add.. Project Owning Dept;  250200% - GEU OME Activity Type:  BPCHY
& Project Title: Governmert Proxy Sponsor: -
Actual to Date Commitment
Balance Before Pre-|
Account  Actount Description Total Budget  Month Project Commitment  Encumbrance Encumbr,
50000 SALARY AND WAGES o.oo o.oo 5544873 -55 44873 o0.oo
53000 FRINGE BEMEFIT CHARGE 000 000 1agEERt 1856621 000
Total Direct Expense 0.00 0.00 7413494 -74134.94 0.00
Total F&A Expense 0.00 0.00 0.00 0.00 0.00
4] | v
Done [T [ @ meeme 5~ [fwom -
d-start| | & | @ acrounting and Reportin... | & https:/finfoview-ga.c...

Step

Action

61.

To print this report, click the Print button.
=3
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443 /0penDocument,/opendoc;/openDocument.jsp - Windows Internet Explorer

@: - |@ https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp = & |42l x| [ tive search geita

Fle Edit WVew Favarites Tools  Help

i Favortes |5 @] Suagested Sites = @] Web Sice Gallry »

- [ g= v Page v Safety r Tooks+ @ 7

& CRYSTAL REPORTS'

[ hittpsfinfowiew-ga. cuit columbia, edu:8443/OpenDoc | |

@ S |— Parameters

Main Report ‘

+ Apply | X Delete =

)

201 232931 “ General | Options |

N

1; . —Gelect Printer Ananci! Caa stors

& . 2] Add Printer = Columbia University

|2 Micrasaft ¥PS Document Writer (From MWTKRZK4RAYUBH] in session 2 1 5¢ sored Project Financial Report - Summary By Bu

[gwck to Add. v " T As of 06/30/2012
Click to Add ; o
an
s Ststus: Flesdy I Pinltafle _Preferences |
- Location: . Project ID:  GGOOOON
o) Comment m Activity ID: 01,02,03,04 05,06 07 06—
Click G Activity Type:  BPCHY
i - Page Range Sponsor: -
& 4l Number of copies: [1 =
) Selection. ) Current Page Commitment
Balance Before Pre-|
© Pages. |1 I ol Commitment  Encumbrance Encumbr,
Enter either a single page number or a single
page range. For example, 51
5544573 0.00
1888621 0.00
Pink | Camcel | oo
- 413494 0.00
Total F&A Expense 0.00 0.00 0.00 0.00 0.00
4 [ »

CT 0T T (@

distart| | & | 4 Accounting and Repartin... |[@ https:/finfoview-qauc..

Step Action

62. Click the Print button.
Print

pendoc/openDacument.jsp - Windows Internet Explorer
@‘f/ - |@ https: finfoview-ga. cuit. columbia.edu: 8443 OperDocumentjopendac fopenDocument.jsp = & |42l x| [ tive search L~
Fle Edt View Favortes Took Help
i Favortes |5 @] Suggested Sites = @] Web Sice Gallry »
= S
[ hittps:finfoview-ga. cuit, columbia . edu:8443/0penDo. . | | - - [ #m - Page~ Safety ~ Took~ @@+
& 5 ([ Paraneters y W CRYSTAL REPORTS'
Main Report ‘
« “pply | X Delete =
Ca
e p—— < Previous Accounting Period
(5
1; [Peyroll Summary Report] Anancial Dot stors
& ] COLUMBLA UNIVERSITY Columbia University
= Spansorcd Praject Financial Report - Summary By Bu
:;!‘”k o Bd As of 06/30/2012
Click to Add ReportiD:  PC_RPT1066
=5
v ————— Project Deseription:  Gavernment Proxy ProjectiD:  GGOOOON!
2 Praject Manager: Activity ID:  01,02,03,04,05,06,07 08—
Click to Add Project Owning Dept:  250200% - GELl OMB Activity Type:  BPCHY
G Project Title: Government Praxy Sponsor: -
Actual to Date Commitment
Bakance Before Pre-
Account  Actount Description Total Budget  Month Project Commitment  Encumbrance Encumbr,
S0000  SALARY ANDWWAGES 000 000 s5MET3 5544873 00
59000 FRINGE BENEFIT CHARGE 000 0o 1sgset 18,886 21 000
Total Direct Expense .00 000 1413444 7413494 0.00
Total F&A Expense .00 .00 .00 0.00 .00
4 [ »

N

Chv [ mn -

€ Intemnet

Aistart| | & | 4 Accounting and Reprtin,.. | [ https:/ /infoview-ga
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Step

Action

63.

To export this report, click the Export button.

indows Internet Explorer

- |@ https:/ inf ovien-qa.cut columbia .edu: 8443/ OpenDocument jopendoc jopenDocument  jsp7ses=3%2635%3 | &4 || %2 X | [,2 Lie search geiia
Fle Edi View Favorites Help
i Favortes |4 @] Suanested Sites = @] Web Sice Gallery »
[#] hittps: finfoview-ga.cuit. columbia. edui8443/0penDoc. | | K B) - [ - Pager Safety v Tooks+ @v
B 5 [Ermee Y W CRYSTAL REPORTS'
Export this report
Apply Delete =
(€
Erep—— < Previous Accounting Period
57
1; [Payrall Summary Repart] Anancil Cot stors
& A COLUMBLA UNIVERSITY Columbia University
= Sponsored Project Financial Report - Summary By Bu
Clici o Add As Of 06/30/2012
=, Export X
ci\lmk to Add Reportln: B
= Crystal Reports (RPT) o
by Project Descrip  Fage Range: Project GG00OM
2 Project Manage (% All Pages Activity [D: 01,02,03 04 05 06 07 08—
Click to Add Project OWning  ~ Select Pages Activity Type:  BPCNY
& Project Title: _— - Sponsor: -
Date Commitment
Balance Before Pre-
Account  Account Description Total Budget  Month Project Commitment  Encumbrance Encumbr,
50000 SALARY ANDWAGES 000 000 55,8873 -55,448.73 000
50000 FRINGE BENEFIT CHARGE 000 000 18BEB21 1868621 noo
Total Direct Expense 0.00 000 7413434 74,1394 0.00
Total F&A Expense 0.00 0.00 0.00 0.00 .00
4 [ 3
[T [ [ e mneeme [Fa - [®1ow -
distart| | & | 4 Accounting and Repartin... |[@ https:/finfoview-qac..

Step

Action

64.

]

Click the drop down arrow.

Page 255




Training Guide
Reporting for Inquiry Only Roles

Fille Edit Wview Favorites Tools Help
i Favortes |5 @] Suagested Sites = @] Web Sice Gallry »
[ https: finfowiew-ga. cut.columbia cu; 8443/OpeniDoc | | - Page - Safety - Took - @e
&P 5 | [ P y W CRYSTAL REPORTS'
Main Report ‘
Apply Delete =
(&
Erep—— < Previous Accounting Period
al
e [Payrall Summary Repart] st cats e
12
& UMBLA UNIVERSITY Columbia University
= Spansored Praject Financial Report - Summary By Bu
Click o Add As of 06/30/2012
e Export x
E"C:mk to Add Reporti: PC
i Crystal Reports (RPTY
. Project Deserip P3| ¥ Crystal Reports (RPT) Project ID: GEO0000
2 Project Manage (% POF Activity ID: 01,02,03,04,05 06 07 06—
Click to Add Project Owning Activity Type:  BPCHY
il Project Title: CEEsEi EEE] EP-2IE) Sponsor: B
- Microsaft Excel (97-2003) Data-Only
Microsoft iord (97-2003) Date Commitment
P Balance Before Pre-
Account Account| e e (AR BN Project Commitment Encumbrance Encumbr;
—_— Rich Text Format (RTF)
50000 SALARY|  Seperated Values (C5V) 5544873 5544375 000
£8000 FRINGE B| KL 1868621 -18,686.11 0.00
Total Direct Expense .00 000 1413444 7413494 0.00
Total F&A Expense 000 000 000 0.00 .00
4 [ »
pore [T T [ mteme [Fa - [®ew -
Aistart| | & | 4 Accounting and Repartin... |[@ https:/finfoview-qauc..

Step Action

65. Click Microsoft Excel (97-2003).

Microzaoft Excel (97-2003)

Flle Edit Yiew Favorites Tools Help
i Favortes |4 @] Suagested Sites = @] Web Sice Gallry »
[ https: finfowiew-ga. cut.columbia cu; 8443/OpeniDoc | | - Page - Safety - Tooks - @e
& 5 | [ P y W CRYSTAL REPORTS'
Main Report ‘
Apply Delete =
(€
Erep—— < Previous Accounting Period
7
F [Payrall Summary Repart] st cats e
12
& COLUMBLA UNIVERSITY Columbia University
= Spansored Praject Financial Report - Summary By Bu
Click to Add As of 06/30/2012
7., Export x
ci\lmk to Add Reporti: PC
(e Micrasaft Excel (97-2003) -
- Project Deserip Fags Rance: PrajectID:  GGODDOO
2 Project Manage (% All Pages Activity [D: 01,02,03 04 05 06 07 08—
Click to Add Project OWning  ~ Select Pages Activity Type:  BPCHY
il Project Title: - = Sponsor: -
Date Commitment
Balance Before Pre-
Account Account Description Total Budget Month Project Commitment Encumbrance Encumbr;
50000 SALARY ANDWAGES 000 000 ssMET3 5544375 000
59000 FRINGE BEMEFIT CHARGE 0.00 000 1868621 -18,686.21 0.00
Total Direct Expense .00 000 | 1413484 EZCELT] 0.00
Total F&A Expense 000 000 000 0.00 .00
4] | 3
Dore [T T [ mteme [Fa - [®aen -
distart| | & | 4 Accounting and Repartin... |[@ https:/finfoview-qac..
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Step Action

66. Click the Export button.

Expiort

oview-ga.cuit.calumbia.edu:8443/0penDacument fapendac /apenDocument. jsp7si indows Internet Explorer
[ & hitps: inforview-ga. cuit columbia, edu: 5443/GpenDocument jopendoc fopenDocument jspeses=37%263573 L
Fie Edt ‘ew Favortes Tooks Help
S Favorites |53 @] Suggected Sites » ] Weh Sice Gallery ©
-
[ https: finfaview-ga. cuit. columbia edu: 8443 0pentoc. . | | X3 v B - 2 o= - Pagev Safety~ Tools- d@h-
&P 3 | [T parameters [ s v v & AL [ i
Main Report |
Al Delete =
€
2017 2931 < Previous Accounting Period
L
1); [Payroll Summary Report] Anancial (et Stors
R EE— S COLUMBIA UNIVERSITY Columbia University
= Sponsared Project Financial Repart - Summary By Bu
‘i‘”km Add. As of 061302012
Click to Add ReportID:  PC_RPTI066
@
- Project Description:  Government Proxy Project ID:  GGOOOOD!
% Project Manager: Activity ID:  01,02,03,04,05,08,07 08—
Click to Add Project Owning Dept:  250200% - GEU OMB Activity Type:  BPCHY
il Project Title: Government Proxy Sponsar: -
Actual to Date Commitment
Balance Befare Pre-
Account  Account Description Total Budget  Month Praject Commitment  Encumbrance Encumbr:
50000 SALARY ANDWAGES 000 000 5544ET3 -55,448.73 000
sg000 FRINGE BENEFIT CHARGE 000 o0 18g8821 1858821 000
Total Direct Expense 0.00 000 7413494 ETTEITTY .00
Total F8A Expense 0.00 0.0 0.0 .00 .00
< I »
Done [T [ [@ntemet [Fa - [®Rioow -~
@start| | @ | @ accounting and Reportin... |[ @ https:/ infoview-qa.c... @

Step Action

67. You have successfully accessed and run the Sponsored Project Financial Report
from the ARC Portal.
End of Procedure.
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COB Reports

Consolidated Operating Budget (COB) reports are used to compare budget, current estimate, and
actuals. The reports pull information specific to Operating Funds only.

The following table describes the COB Detailed Statement and COB Summary Operating
Statement reports.

Report Name Description Wheo Should Use it | What it Fields Included
Replaces

The COB - Detailed The report provides a detailed listingof ~ This report is used by Legacy system  Prior Year YTD, Current  No

Statement all account string combinations and their Department/School ~ COB Detail file.  Year YTD, Prior Year Full
related balances. In addition, certain administrators to Year, Original Budget,
attributes and derived values will be review their overall Current Estimate, and
provided as an output in the report. operating results Fund Balance.

Generally, this report is not a
formatted/printable report, but is used
for downloading into excel or an access

database for further analysis.
The COB - Summary  This report provides a summarized This report is used by Legacy system  Prior Year YTD, Current  No
Operating Statement  Operating P&L showing revenue and Department/School ~ COB Budget Year YTD, Prior Year Full
functional expenses, along with expenses  administrators to Summary - Year, Original Budget,
reported by natural classification. In review and analyze  Trustee Format  Current Estimate, and
addition, internal transfers are reported  the detail of their tab. Attributes

in both a summarized and more detailed  operating results
view on this report. This report is a

formatted/printable report, and is used

as the basis for Columbia University’s

reporting to the Board of Trustees for a

standard set of department rollups.
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ChartField versus COB Reports

Both Consolidated Operating Budget (COB) and Trial Balance reports are the same as they were
in the legacy system but they have been updated to reflect the new Chart of Accounts. Like
ChartField Statement reports, COB Summary and Detail Reports roll up based on Departments.

For additional comparison between ChartField and COB Reports refer to the table below:

Replaces DARTS

COB Reports are the same (updated for
ChartFields)

Roll-up based on Department(s)

Roll-up based on Department(s)

All funds available for selection

Operating funds only

All reports use natural expense
classifications (e.g. Salary, Supplies)

Summary uses functional expense (e.g.,
Instruction, Research)

Includes encumbrances

No encumbrances

Only includes prior and current year

Includes prior, current, and future years,
with dollar and percent variances

The detail report includes attribute
information

The detail report includes attribute
information

Can drill down to transactions (incl. payroll)

No drilldown to transaction level
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Running the COB Detailed Statement Report
In this topic you will run the COB Detailed Statement report from the ARC Portal.

Estimated time to complete this topic: 3 minutes

Procedure

Welcome to the Running the COB Detailed Statement Report topic. In this scenario you will learn
how to access and run the COB Detailed Statement report from the ARC Portal, preview pages
within the report, and export the report to Excel for further analysis.

Hello ad2931@columbia.edu  Log out

other subjects, please navigate to the Finance Gateway [,

Go to ARG
Transaction Quick Links Reporting Quick Links
Use the below links to inititiate comman Use the below links to run or view
transactions or inguiries: common reports:
Budgeting » Chartfield Staterments )
- Budget Tool (FFE) ' Project Lifecycle Reports

* Consolidated Operating Reports
General Ledger * Trial Balance Reports
- Journals (Entry, Approval,
Inguiry
- Internal Transfers (Entry, * Payroll Reports
Approval, Inquiry)

- Cash Entry (FFE}

» Financial Statements

* Endowment Reports
* Other Reports

' Pre-Defined Queries
Procurement
Click on the Reports Info Page i for more info
- Requisitions (Entry, Approval,
Inguiry
- Youchers (Entry, Approval,

Inguiry}

Payroll

-]

Done ‘ ‘l‘ [ [T [ [@meeme 75~ [Foms -

Step Action

1. Click the Consolidated Operating Reports link.
IConsolidated Operating Reports|
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Transaction Quick Links
Use the helow links to inititiate comman
transactions ar inguiries:
Budgeting

- Budget Tool (FFE)

General Ledger
- Journals (Entry, Approval,
Inguiry
- Internal Transfers (Entry,
Approval, Inquiry)

- Cash Entry (FFE)

Procurement
- Requisitions {Entry, Approval,
Inguiry
- Wouchers (Entry, Approval,
Inguiry

Payroll
- Labor Accounting (PAC)
- Casual & Support Staff Time Entry

Training Guide
Reporting for Inquiry Only Roles

ad2931@columb

Reporting Quick Links ARC News

Use the helow links to run or view
commaon reports:

¥ Chartfield Statements
' Project Lifecycle Reports

~Lonsolidated Operating Reports

A multi-year comparison of department
operating funds vs, budgets by FY and |
function,

- COB Detail Operating
- COB Summary Operating

- COB Operating Statement by
Fund

- COB Current Estimate Review
with Extrapolation

- COB Expense Summary by
Function

- COB Budget Comparison
- Budget Changes
- Internal Transfers

- Change in Fund Balance

(FFE) * Trial Balance Reports
}» Einancial @tatamantc ﬂ
ittps: fwind. columbia.eduflogin?destination=https: finfoview-ga.cult. columbia.edug443/Infoviensppiwindauthrivoco=a | | [ [ [ [ @ mteme 5 - [Hoe -

Step

Action

Click the COB Detail Operating link.
[coB Detail Operating|

penDocument /opendoc/openDocument jsp - Windows Internet Explorer

y = [ heeps:ffinfavien-qa.cutt. calumbia. edu: 443{ CperDacumentjapendocjoperDacument jsp =l 42| % |2 Live search £l

File:

Edit  View Favorites Tools  Help

7 Favorites ‘ 9% @] Suggested Sites = @ Web Slice Gallery =

] httms: finoviswi-ga, et columbia ecu:6443/penDoc. . | |

»

i - Bl - L) o= - Page - Safety - Took - (@)~

Enter prompt values.

Select Fiscal Year for Actuals and Budgets *Reguied

|

Select YTD Accounting Period for Actuals *Requied

|

Select Journal Class for Budgets *Reguied

DEPARTMENT SELECTION

Department Filter
\Fow diepartment roflip selection, select 8 campus fiker, then choose avalabie Department Roltp value(s),
\For speciic department selection, select SPECIFIC DEPARTRIENTTS), then manually enter the Department(z).

Department Rollup

7|

Available Values:

1

5

Selected Yalues:

Fiscal Year

Accounting Period

Journal Class

Department: Filter/Department Rollup

| of

Done

li-'Startl | @&

| @ ccounting and Reportin... |[ @ hetps://infoview-ga.c..

[T T [ 6 meeme 5~ [fomm -
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Step

Action

3.

In this scenario we are going to run the COB Detailed Statement report for January
2012 (The seventh month of FY 2012). The COB Detailed Statement is replacing
the legacy system COB Detail file.

This report is used by Department/School Administrators to review their overall
operating results.

= /3 et inFovien-ga. cuttcolumbia. edu: 3443 OpenDocLment apendac fapenDas ment. sp =18 32 [ ]2 vive search £l

File Edit “iew Favorites Tools  Help

<y Favortes |55 @] Suggested Sites ~ @] Web Sice Gallry

[ ] https:jfinFoview-ga. cuit. columbia, sdu: 8443/0penboc. . ‘ ‘ % - B - ) mm - Page - Safety - Took~ @

Enter prompt values. =

Select Fiscal Year for Actuals and Budgets *Reguied Fiscal Year

Select ¥TD Accounting Period for Actuals *Reguied Accounting Period

|

Select Journal Class for Budgets *Reguied Journal Class

|

DEPARTMENT SELECTION Department Filter/Department Rallup

Department Filter
\Fow diepartment roflip selection, select 8 campus fiker, then choose avalabie Department Roltp value(s),
\For speciic depariment selection, select SPECIFIC DEPAR TRIENTS), then manually enter the Department(z).

Department Rollup

Available Values: Selecked Values:

|

1

ol !

Done

Aistart| | & | @ accounting and Reportin... |[ @ https://infoview-ga.c...

[T T 6 meeme 5~ [fomm -
&

Step

Action

Notice that fields with an asterisk are required whereas fields without an asterisk are
optional. The following three fields are required to run this COB report:

- Fiscal Year for Actuals and Budgets
- YTD Accounting Period for Actuals
- Journal Class for Budgets
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443 /0penDocument,/opendoc;/openDocument.jsp - Windows Internet Explorer

- |E| https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp = & |42l x| [ tive search gelta

Fle Edit WVew Favarites Tools  Help

i Favortes |5 @] Suagested Sites = @] Web Sice Gallry »

[ hittpsfinfowiew-ga. cuit columbia, edu:8443/OpenDoc | |

Enter prompt values.

Select Fiscal Year for Actuals and Budgets "Regured Fiscal Year

Select YTD Accounting Period for Actuals *Reguied’ Accounting Perlod

|

Select Journal Class for Budgets “Requted Journal Class

DEPARTMENT SELECTION Department Filter/Department Rollup

Department Filter

\For dapartment rolip selection, select a campus filter, then choose avaable Department Rollyp vale(s).
\For speciic department seiection, selsct SPECIFIC BERAR TMENTY'S), then manuslly enter the Depariment(z}.

Department Rollup

Available Yalues: Selected Yalues:

4 | _’l—l
Done [T [ [ [ e meeme [Fa - (%o -
Astart| | & | |4 Accounting and Repartin... |[@ https://infoview-qac..

Step Action

5. Click the Fiscal Year list.

443 /0penDocument,/opendoc;/openDocument.jsp - Windows Internet Explorer

J® |E| https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp = & |42l x| [ tive search gelta

e

Fle Edi WView Favorites Tools  Help

i Favortes | 4% @] Suaoested Sites = @] Web Sice Gallery »

[ hittpsfinfowiew-ga. cuit columbia, edu:8443/0penDoc | |

Enter prompt values.

Select Fiscal Year for Actuals and Budgets *Requied Fiscal "ear
2013
2011 Accounting Period

Select Journal Class for Budgets “Requted Journal Class

DEPARTMENT SELECTION Department Filter/Department Rollup

Department Filter

\For dapartment rolip selection, select a campus filter, then choose avaable Department Rollyp vale(s).
\For speciic deparment selaction, select SPECIFIC DEPARTMENTYS), then manuall enter the Department{z).

[ =l

Department Rollup

Available Yalues: Selected Values:

y | of

Done [T [ [ [ e meeme [Fa - [®1oew -
Aistart| | & | |4 Accounting and Repartin... |[@ https:/finfoview-qac..
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Step Action

6. Click the 2012 list item.

penDocument /opendoc/openDocument jsp - Windows Internet Explorer

- |Ei| https: ffinFoview-qa, cuit. columbia. edu: 8443 OperDocUment ] open doc fapenDacUment. jsp

=18 32 [ ]2 vive search gl

Fle Edit Wiew Favorites Tools  Help

< Favortes | gis @ | suggested Sites = @ | Web Slice Gallery ~

] Rt finoviswi-ga, et columbia ecu:6443/CpenDoc. . | |

i - Bl - L) o= - Page - Safety - Took - (@~

Enter prompt values.

Select Fiscal Year for Actuals and Budgets *Reguied

Select YTD Accounting Period for Actuals *Requied

Select Journal Class for Budgets *Reguied

DEPARTMENT SELECTION

Department Filter
\Fow diepartment roflip selection, select 8 campus fiker, then choose avalabie Department Roltp value(s),
\For speciic department selection, select SPECIFIC DEPARTRIENTTS), then manually enter the Department(z).

[ |

Department Rollup

Available Values: Selected Yalues:

Fiscal Year

Accounting Period

Journal Class

Department: Filter/Department Rollup

4] m

| of

Done

li-'Startl | @&

| @ ccounting and Reportin... |[ @ hetps://infoview-ga.c..

T T [ e

[“5 - [®1o0m -

[&

Step Action

7. Click the Accounting Period list.
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Fle Edit WVew Favarites Tools  Help

9% €] Suagested Sites @ | Web Slice Gallery =

¢ Favories

[ hittpsfinfowiew-ga. cuit columbia, edu:8443/0penDoc |

Enter prompt values.

Select Fiscal Year for Actuals and Budgets "Regured

01z

Select YTD Accounting Period for Actuals *Reguied’

|

Di
\For dapartment rolip selection, select a campus filter, then choose avaable Department Rollyp vale(s).
\For speciic department seiection, selsct SPECIFIC BERAR TMENTY'S), then manuslly enter the Depariment(z}.

Department Rollup

Selected Yalues:

Fiscal Year

Accounting Perlod

Journal Class

Department Filter/Department Rollup

Available Yalues:

| of

| € meemet [Fa - [®1oew -

<

Done

@start| | &

| |4 Accounting and Repartin... |[@ https://infoview-qac..

T

Step Action

8. Click the 07-January list item.

[07-January

Fle Edit Wiew Favorites Tools  Help

9% @] Suggested Sites = @ Web Slice Gallery =

7 Favories

[ ] hitps:jfinFoview-ga. cuit columbia. sdu: 8443/OpenDoc. |

fi-8-4

- Page - Sofety - Tooks~ @+

Enter prompt values.

Select Fiscal Year for Actuals and Budgets *Reguied

|

2012

Select YTD Accounting Period for Actuals *Requied

Select Journal Class for Budgets *Reguied

Discrete Yalue

DEPARTMENT SELECTION

Department Filter
\Fow diepartment roflip selection, select 8 campus fiker, then choose avalabie Department Roltp value(s),
\For speciic department selection, select SPECIFIC DEPARTRIENTTS), then manually enter the Department(z).

[ |

Department Rollup
Selected Yalues:

Fiscal Year

Accounting Period

Journal Class

Department: Filter/Department Rollup

Available Values:

1

| of

| & mtemer [“5 - [®1o0m -

e

Done

li-'Startl | @&

| @ ccounting and Reportin... |[ @ hetps://infoview-ga.c..
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Step Action

9. Click the Journal Class list.

-ga.cuit.columbia

penDocument;/opendoc/openDacument.jsp - Windows Internet Explorer

- |E‘:| https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp

= & |42l x| [ tive search e

Fle Edi WView Favorites Tools  Help

i Favorites | ok @] Sugassted Sites = | Web Slice Gallery =

[ hittpsfinfowiew-ga. cuit columbia, edu:8443/0penDoc | |

v B - () mm - Page - safety - Took @ T

Enter prompt values.

Select Fiscal Year for Actuals and Budgets "Regured

012 =l

Select YTD Accounting Period for Actuals *Reguied

07-January =l

Select Journal Class for Budgets “Requted

Criginal Budget
Current Estimate at Prior Vear /E
Current Estimate at Q1

Current Estimate at Q2
D|Current Estimate at Q3

Current Estimate at Q4

Latest Estimate in Budget Tool

available Department Roltp value(s).
(5 then manually anter the Deparément(s).

Department Rollup

Available Yalues: Selected Values:

Fiscal Year

Accounting Period

Journal Class

Department Filter/Department Rollup

=]

<

| of

Done

@stant| | @

| |4 Accounting and Repartin... |[@ https:/finfoview-qac..

T T [ (@

[a - [waoee -

&

Step Action

10. Click the Original Budget list item.

[Driginal Budget
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Fle Edit WVew Favarites Tools  Help

<7 Favorites

[ hittpsfinfowiew-ga. cuit columbia, edu:8443/0penDoc | |

9% €] Suagested Sites @ | Web Slice Gallery =

%y v B - ) o - Page~ Safety v Tods~ (@~

Enter prompt values.

Select Fiscal Year for Actuals and Budgets "Regured Fiscal Year

012 =l

Select YTD Accounting Period for Actuals *Reguied’ Accounting Perlod

07-January =l

Select Journal Class for Budgets “Requted Journal Class

DEPARTMENT SELECTION Department Filter/Department Rollup
Department Filter

\For dapartment rolip selection, select a campus filter, then choose avaable Department Rollyp vale(s).
\For speciic department seiection, selsct SPECIFIC BERAR TMENTY'S), then manuslly enter the Depariment(z}.

[ &l

Department Rollup
Selected Yalues:

A P

Available Yalues:

kil
Done T | [ meemet [Fa - [®1oew -
@start| | & | |4 Accounting and Repartin... |[@ https://infoview-qac.. &

Step

Action

11.

Department Selection is not required.

In this scenario we will specify the Department Filter and the Department Rollup.
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443 /0penDocument,/opendoc;/openDocument.jsp - Windows Internet Explorer

- IEIhttps:/'flnFDvlew'qa‘Eult.Eu\umh\a.adu:E44SiOpeerDEumentiupendn(ﬂnpenDD[ument.|sp = & |42l x| [ tive search
Fle Edt Vew Favortes Took Help

i Favortes |5 @] Suaoested Sites = @] Web Sice Gallry »

[ hittpsfinfowiew-ga. cuit columbia, edu:8443/0penDoc | |

- Page - safety - Took~ @ 7
Enter prompt values.

Select Fiscal Year for Actuals and Budgets "Regured Fiscal Year

01z

Select YTD Accounting Period for Actuals *Reguied’

07-January =l

Accounting Perlod

Select Journal Class for Budgets “Requted Journal Class

DEPARTMENT SELECTION Department Filter/Department Rollup
Department Filter

\For dapartment rolip selection, select a campus filter, then choose avaable Department Rollyp vale(s).
\For speciic department seiection, selsct SPECIFIC BERAR TMENTY'S), then manuslly enter the Depariment(z}.

Department Rollup

Available Yalues: Selected Yalues:

| | I
Done

[T [ [ [ e meeme [Fa - [®1oew -
@start| | & | |4 Accounting and Repartin... |[@ https://infoview-qac..

Step Action

12. Click the Department Filter list.

443 /0penDocument,/opendoc;/openDocument.jsp - Windows Internet Explorer

@A‘v |E| https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp = & |42l x| [ tive search

Fle Edi WView Favorites Tools  Help

i Favortes | 4% @] Suaoested Sites = @] Web Sice Gallery »

[ hittpsfinfowiew-ga. cuit columbia, edu:8443/0penDoc | |

Enter prompt values.

Select Fiscal Year for Actuals and Budgets "Regured Fiscal Year

01z

Select YTD Accounting Period for Actuals *Reguied Accounting Period

07-January =l

Select Journal Class for Budgets “Requted Journal Class

Original Budgst

DEPARTMENT SELECTION Department Filter/Department Rollup
Department Filter

\For dapartment rolip selection, select a campus filter, then choose avaable Department Rollyp vale(s).
\For speciic deparment selaction, select SPECIFIC DEPARTMENTYS), then manuall enter the Department{z).

L ]

PECIFIC DEPARTMENT(S)
DIL1 - Tokal University

L2 - CUMC :
L2 - General University Selected Yalues:
L2 - Morningside Academic

| | I
Done

[T [ [ [ e meeme [Fa - [®1oew -
Aistart| | & | |4 Accounting and Repartin... |[@ https:/finfoview-qac..

Page 268



Training Guide

m Reporting for Inquiry Only Roles

Step Action

13. Click the L2 - CUMC list item.
[Lz - CumMc

Fle Edit Wiew Favorites Tools  Help

9% @] Suggested Sites = @ Web Slice Gallery =

7 Favories
| Zi - B - L mm - Page - Safety - Took~ @+

[ ] https:jfinFoview-ga. cuit. columbia, sdu: 8443/0penboc. . |

Enter prompt values.

Select Fiscal Year for Actuals and Budgets *Reguied Fiscal Year

2012 = |

Select YTD Accounting Period for Actuals *Reguied’ Accounting Period

[07-2anuary |

Select Journal Class for Budgets *Reguied Journal Class

[original Budget = |

DEPARTMENT SELECTION Department Filter/Department Rollup
Department Filter
\For dlepartment roflip selection, select o campus fiker, then choose avalabie Department Roltp value(s),
\For speciic department selection, select SPECIFIC DEPAR TRENTS), then manually enter the Department{s).

[Lz - cume =l

Department Rollup
Selected Yalues:

Available Valuss:
L2 - CUMC =
L3 - CUMC Admin
L3 - CUMC Schools

| »

L4 - COM Dental
L4 - CMC CUMC Admin

4| :
Done [ [T T [ 6 meeme 5~ [fomm -
&

@istart| | & | @ ccounting and Reportin... |[ @ hetps://infoview-ga.c..

Step Action

14. Click the scroll bar to view the other run time parameters for this report.
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File  Edit  view

<7 Favorites

Favarites  Tools

Help

9% €] Suagested Sites @ | Web Slice Gallery =

DEPARTMENT SELECTION

Department Filter

[ hittpsfinfowiew-ga. cuit columbia, edu:8443/OpenDoc | |

- Page - safety - Took~ @ 7

\For dapartment rofup seiection, sefect a campus fiter, then choose avatable Department Roftyp vaises),
\For speciic department seiection, selsct SPECIFIC BERAR TMENTY'S), then manuslly enter the Depariment(z}.

[Lz - cume

Department Rollup

Available Values:

L2 - CUMC

L3 - CUMC Admin

L3 - CUMC Schools

L4 - CDM Dental

L4 - CMC CUMC Admin
L4 - MDM MSPH

[0 E—- |

Specific Department(s)

This prompt has an Edit Mask: 0000000,

Selecked Values:

Remove Remave Al

Selected Values:

Department Fiter/Degartmert Rolp |

Department

e I _’I_I
Done [T [ [ [ e meeme [Fa - (w1 -
dstart| | & | |48 Accounting and Repartin... |[@ https://infoview-qac..

Step Action

15.

Double-click the L4 - CDM Dental list item.

[L4 - COM Dental

Fle Edit Wiew Favorites Tools  Help

7 Favories

9% @] Suggested Sites = @ Web Slice Gallery =

DEPARTMENT SELECTION

Department Filter

] htts: finFowiews-q. cuit colu mbia cu; 8443/ OperiDo, | |

fi-B-0

- Page - Sofety - Tooks~ @+

\Fow diepartment roflip selection, select o campus fiker, then choose avalabie Department Roltp value(s),
\For speciic department selection, select SPECIFIC DEPARTRIENTTS), then manually enter the Department(z).

[Lz - cumc

Department Rollup

Available Values:

JEa |

L4 - CDM Dental

L4 - MDM MSPHa. Siable Values:
[« =i 2]

Specific Department{s)

This prompt has an Edit Mask: 0000000,

Selected Valuas:

Remove Remave Al

Selected Values:

4 i"'“"

Done

Remove Remove All

Department Filter Department Rollup =]

Department

4'5tart| | @&

| o

| @ acrounting and Reportin... |

(& https:/finfoview-ga.c...

1 o o o

€ Trkermet

[“5 - [®1o0w -
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Step Action

16.

Double-click the L4 - CMC CUMC Admin list item.

]S

- |Ei| https: ffinFoview-qa, cuit. columbia. edu: 8443 OperDocUment ] open doc fapenDacUment. jsp

penDocument /opendoc/openDocument jsp - Windows Internet Explorer

File Edit View

=18 32 [ ]2 vive search
Favortes Tools  Help

7 Favories

9% @] Suggested Sites = @ Web Slice Gallery =

DM Denkal

5
[ ] hitps:jfinFoview-ga. cuit. columbia, sdu; 8443/0penboc. . | | i - Bl - L e - Page - Safety - Tooks -
DEPARTMENT SELECTION Department Filter/Department Rollup =]
Department Filter
\For department roip selection, sefect o campus fiter, then choase avaltabie Department Rolp valve(z).
\For spectic department selection, select SPECIFIC PEPARTIMENITS), then manusll enter the Department{z).
[Lz - cumc = |
Department Rollup
Available valuss: Selected Values:
Lz - CUMC - L4 - CDM Dental
L3 - CUMC Admin
L3 - CUMC Schools

: &
- CMC CUMC Admin
F——mr

B

Specific Department(s) Department

This prompt has an Edit Mask: 0000000,
Selected Yalues:
I 2]
(oot I _.'_I

Done [ [T 6 meeme 5~ [fwom -
i-start| | & | 1@ acrounting and Reportin... | & https:/finfoview-qa.c... @

Step Action

17.

Double-click the L4 - NUR Nursing list item.
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443 /0penDocument /opendoc/openDocument jsp - Windows Internet Explorer
- |E| https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp

= & |42l x| [ tive search
Fle Edt vew Favorites Tools Help

i Favortes |5 @] Suagested Sites = @] Web Sice Gallry »

[ hittpsfinfowiew-ga. cuit columbia, edu:8443/OpenDoc | |

- Page - safety - Took~ @ 7
DEPARTMENT SELECTION Department Fiker/Department Rolup | 221
Department Filter
\For department rolip selaction, sefect 8 campus fiter, then choose avatabie Department Rottyp value(s).
\For specific department seiection, seiact SPECIEIC BERAR TMENTT'S), then manualy enter the Beparément(s),
[Lz - cume

Department Rollup

Available Values:

Selecked Values:
L4 - CMC CUMC Admin L4 - CDM Dental
L4 - CMC CUMC Admin

L4 - MDM MSPH

L4 - FaS
L5 - CDM Academic
LS - DM Central Admin

Specific Department(s) Department
This prampt has an Edit Mask: 0000000,
Selected Values:

Remove Remove All

g

@start| | &

| I
[ ] [T [ [ [ e meeme [Fa - [®1oew -
| |48 Accounting and Repartin... |[@ https://infoview-qac..

Step Action

Notice that the selected values will appear on the 'Selected Values' box.

e

443/0penDocument /opendoc/openDocument.jsp - Windows Internet Explorer
J® |E| https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp

= & |42l x| [ tive search
Fle Edt Vew Favorites Tools Help

i Favortes | 4% @] Suagested Sites = @] Web Sice Gallery »

[ hittpsfinfowiew-ga. cuit columbia, edu:8443/OpenDoc | |

- Page - safety - Took~ @ 7
DEPARTMENT SELECTION Department Flker(Depament Ralip | =1
Department Filter
\For dlapartment rollup selection, select a campus fiter, than choose avatable Dapartment Rolkp value(s).
\For speciic department selection, select SPECIFIC BEFPARTHENTTS), then manusll enter the Department(s),
[Lz - cumc = |
Department Rollup

Available Values:

Selecked Values:
L4 - CDM Dental
L4 - CMC CUMC Admin

L4 - CMC CUMC Admin
L4 - MDM MSPH

L4 - P35
L5 - CDM Academic
LS - DM Central Admin

[0 E—- |

Remove A1
Specific Department({s)

This prompt has an Edit Mask: 0000000,

Department
Selacted Values:
| _'l_I
[ ] [T T [ [ mteme [Fa - [®aew -
Aistart| | & | |4 Accounting and Repartin... |[@ https:/finfoview-qac..

Page 272




MC—-« Training Guide

Reporting for Inquiry Only Roles

Step Action

19. The Specific Department(s) is not a required field.

We will leave this field blank.

foview-ga.cuit.columbia.edu:8443/0penDocument /opendoc/openDocument.jsp - Windows Internet Explorer

p——s -
@“ ) |E‘:| https: finfoview-ga. cuit. columbia.edu: 8443 OperDocumentjopendac fopenDocument.jsp = & |42l x| [ tive search

File Edit View Favorites Tools  Help

i Favortes | 9% @] Suggested Stes ~ @) Web Slice Gallsry +

S o»
[#] hittps: finfoview-ga. cuit.columbia. edu:8443/OpenDoc. .. | | X B) - ) @ -+ Page - Safety - Tools+ @+

DEPARTMENT SELECTION

Department Fiter,Department Rolp |
Department Filter

(o ciapartment rolip selection, Fefact 8 campus filter, then choose avatabis Department Rottp vaile(s).
\Foi Speciic depaitment seisction, Selsct SPECIFIC BERAR TMEVTT'S), than manusll ntar the Dapartment(s).

[tz-come =1

Department Rollup
Available Values: Selected Yalues:
L3 - CUMC Admin L4 - CDIM Dental
L3 - CUMC Schools L4 - CMC CUMC Adrmin
L4 - CDM Dentsl

L4 - CMC CUMC Admin
L4 - MM MSPH

ET]n = &=

Remove Remave Al |

Specific Department(s)

Department
This prompt has an Edit Mask: 0000000,

Selected Values:

Remove Remove All

[ ] [T [T [ e meme YR
g

dstart| | & | 4 Accounting and Reportin... |[@ hteps://infoview.

Step Action

20. Click the scroll bar to view the other run time parameters for this report.
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Step

<

iew-qa.cuit.columbia.edu:8443/0penDocument /opendoc/openDacument.jsp - Windows Internet Explorer

@A - |E| https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp jl&[ *2 ([ 2 Live search gelta
Fle Edt Vew Favortes Took Help

i Favortes |5 @] Suagested Sites = @] Web Sice Gallery »

[ hittpsfinfowiew-ga. cuit columbia, edu:8443/OpenDoc | |
COB Line(s)

v B - () mm - Page - safety - Took @ T
Niote: JF o dnes are selected, defaut i ALL COB Lines,

Central/Non-Central
Aote: JF o selection i made, defaut if ALL vaies.

Available Values:

COB Line{s) =l

Available Values: Selecked Values:

All Lines

All Sources

All Uses

Transfers fromjto Cperating
All Direct Revenues lines

All Indirect Sources lines

All Direct Expense lines

All Indirect Uses lines

Remove Remave Al

Direct Expense Categary
Aote; IF o categorks are selected, defaut i AL categorks.
Available Values:

Selecked Values:
L1 - All Direct Expe
L2 - OTPS Expenses

15 Eorconed] £open -
Lz

Direct Expense Category

- Recoveries

L3 - &ll Other

L3 - Communications
L3 - Computer Usage

L3 - Cansulting |

Remove Remave Al

Centralfton-Central

Selected Yalues:
04: Central to School
09: Non-Central

@start| | &

| ail
- T T e

RS

| |4 Accounting and Repartin... |[@ https://infoview-qac..

=]
Action

21.

The COB Line(s) field allows you to specify which COB Lines you would like to
run the report for.

If no lines are selected, the default value is all lines.
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File:

Edt  View Favortes Tools  Help

i Favortes |5 @] Suagested Sites = @] Web Sice Gallery »

[#] hittps: finfoview-ga.cuit. columbia. edu:8443/0penDoc. | | Ko B) - [ - Page - Safety v Tooks+ @
COB Line{s) COB Line(s) &l
Niote: JF o dnes are selected, defaut i ALL COB Lines,

Available Yalues: Selected Values:

All Lines f’
4l Sources
Al Uses

Transfers fromjto Cperating
All Direct Revenues lines

All Indirect Sources lines
All Direct Expense lines
Al Indirct Uses Ines =

Direct Expense Categary
Aot

Available Values: Selecked Values:

Remove Remave Al

JF 1o categories are sefected, default i ALL categories. Direct Expense Categary

L1

Lz

L3

&l Cirect Exps =

L2 -

Personnel Expen
Lz -
L3 -
- Communications =
L3 - .
L3 -

Central/Non-Central y
Aipte: JF No sefection & made, defaul & ALL vaives. Centralfon-Central

Available Values: Selected Yalues:

OTPS Expenses

Recoveries
All Other

Computer Usage
Consulting =l

Remove Remave Al

<

D4:
09:

Central to Schoal
Man-Central

]

| of

dstart]| | & | |4 Accounting and Repartin... |[@ https://infoview-qac.. &

[ ] [T [ [ [ e meeme [Fa - [®ioew -

Step

Action

22.

The Direct Expense Category allows you to specify which COB expense category
you would like to run the report for.

If no categories are selected, the default value is all categories.

Page 275




Training Guide
Reporting for Inquiry Only Roles

penDocument.jsp

dows Internet Explorer
@A - |@ https: finfovies-ga, cuit. columbia. edu: 8443 CperDocumentjopendoc fopenDocument. jsp
Fie Edt View

= & |42l x| 2 tive search geas

Favorites  Took  Help
s Favorites |5 @] Sungested Stec = @] Wk Sice Gallery =
[ https: finfaview-ga.cut col.mbia edu; 8443/OpeniDoc | | - B - [ o~ Pager Safety+ Took+ @~
COB Line(s) N -l
Nipée: IF no dines are relected, defout i ALL COF Lines.

Available Values: Selected Values:

Al Lnes

all Sources

il Uses

Transfers from{to Operating
All Direct Revenues ines

All Indirect Sources lines

All Direct Expense lines

All Indirect Lses lines

Direct Expense Category
Note. If no categories are seiected, defauk i ALL categories.
Awailable ¥alues:

Selected Values:
L1 - All Direct Expe =
L2 - OTPS Expenses
L2 - Personnel Expen
L2 - Recoveries
L3 - All Other
L3 - Communications
L3 - Computer Usage
L3 - Consulting

Direct Expense Category

Central/Non-Central
Nipde: If no selection & madk, defaut i AL values,

Available Values:

Selected Yalues:
04: Central to School

CentraliNon-Central
09; Mon-Central
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]
Step Action

Click the scroll bar to view the other run time parameters for this report.

e
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L5 - All Other

L3 - Communications
L5 - Computer Usage
L3 - Consulting

Central/Non-Central
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Available values:

0

Selecked Values:
entral o School
jon-Central

Centralfton-Central

Remove Remave Al

Display Non-COB ICR. Expense

I

Display Non-COE ICR: Expense

Display Internal Transfers

Display Internal Transfers
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Step

Action

24,

Double-click the 04: Central to School list item.
[04: Central bo School |

If no selection is made for the Central/Non-Central field, the default is all values.

infoview-ga.cuit.columbia.edu:8443/0penDocument /opendoc/openDocument.jsp - Windows Internet Explorer

R bt inFovien-ga. cute columbia. edu: 3443 OpenDacumentfapendac fapenDas ment. sp =18 3l ]2 tive search

File Edit Wiew Favorites Tools  Help

S Favorkes |5 @] suonested Sites = @] Web Sice Gallery =

] https: finoview-ga, et columbia ecu:6443/penbioc. . | |

- B - ) mm - Page - Safety - Took~ @~

Remove Remave Al

Central/Non-Central
Note, ¥ 1o Fefaction & made, defaut £ AL vaises.

Available Yalues:

Selected Yalues:

04: Central ko Schaol

Display Non-COB ICR Expense

N =)

Display Internal Transfers

[P — -

|

Tz RETvenE:

L3 - All Other Al
L3 - Communications

L3 - Computer Usage

L3 - Consulting |

Centralfon-Central

Display Man-COB ICR Expense

Display Internal Transfers
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Step

Action

25.

Click the OK link.
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iew-ga.cuit.columbia.edu:8443/0penDocument/opendoc/openDocument.jsp - Windows Internet Explorer
@A - |@ https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp = & |42l x| ]2 tive search geiia
Fle Edt View Favorites Tooks Help
i Favortes |5 @] Suagested Sites = @] Web Sice Gallery »
[#] hittps: finfoview-ga.cuit. columbia. edu:8443/0penboc. | Ko B) - [ - Pager Safety - Tooks+ @+
& 5| 3 Parameters 73 Group Tree P Qe v M CRYSTAL REPORTS'
Main Report ‘
i i i * IFthe Gurrent manth (s apen, the actuals will reflect transactions that
Columbia University have a valid budget check but may nat be approved and posted.
COB - Detailed Statement
As of 01/31112
Business Unit Selection: L1 - Columbia U Consolidated
Actuals: FY2012, Period 7-January
Budgets Version Selection: Original Budget
Department/Department Rollup Selection Narne: CDM Dental, CMC CUMC Adrmin, MOM MSPH
COB Report Line Selection: All Lines
Direct Expense Category Selection: #.1:ALL_ACCOUNTS - L1 - All Direct Expense Accounts
Central / Non-Central Selection: 04: Central to School
Display Mon-COB ICR expenses: Mo
Display Internal transfers: Mo
=
s
=3
2 =
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© E = 2
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£ ] @ = = £ z — o
= o ] E 5 £ E] 5 5
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o 5 @ g (=] Lo o o
I2 T a Instruction and faculty support  ALL_OTHER COLOM BE803  ANMAL HUSBANDRY 7920302 01 GEWRL  UROD1437  WADHWA RECRUI
l.& .1 & Instruction and faculty support  ALL_OTHER COLUM 65803 ANIMAL HUSBAMDRY 7920401 01 GEWRL  UROO1440  COMUNRESTRICT!
NLA 1 & Instruction and faculty support  ALL_OTHER COLUM 65803 ANIMAL HUSBAMDRY 8212202 01 GENRL  URNO1122  EPILink Support |+
| »
pore | | @ mteme: [Fa - [®aew -
distart| | & | |4 Accounting and Repartin... |[@ https://infoview-qac.. &

Step

Action

26.

The COB Detailed Statement provides a detailed listing of all account string
combinations and their related balances. Generally, this report is not a
formatted/printable report, but it is used for downloading into Excel or an access
database for further analysis.
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penDocument/opendoc/openDocument.jsp dows Internet Explorer
@fj - |@ https: finfoview-ga. cuit. columbia.edu: 8443 DpenbocUment jopendac fopenDoc Ument jsp = & |42l x| ]2 tive search £~
Fle Edt View Favorites Tooks Help
i Favortes |5 @] Suagested Sites = @] Web Sice Gallery »
[#] hittps: finfoview-ga.cuit. columbia. edu:8443/0penboc. | | Ko B) - [ - Pager Safety - Tooks+ @+
@ 5 | 3 Parameters 3 Group Tres P M L R
Main Report ‘
i i i * IFthe Gurrent manth (s apen, the actuals will reflect transactions that
Columbia University have a valid budget check but may nat be approved and posted.
COB - Detailed Statement
As of 01/31112
Business Unit Selection: L1 - Columbia U Consolidated
Actuals: FY2012, Period 7-January
Budgets Version Selection: Original Budget
Department/Department Rollup Selection Narne: CDM Dental, CMC CUMC Adrmin, MOM MSPH
COB Report Line Selection: All Lines
Direct Expense Category Selection: #.1:ALL_ACCOUNTS - L1 - All Direct Expense Accounts
Central / Non-Central Selection: 04: Central to School
Display Mon-COB ICR expenses: Mo
Display Internal transfers: Mo
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= o ] E 5 £ E] 5 5
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I2 T a Instruction and faculty support  ALL_OTHER COLOM BE803  ANMAL HUSBANDRY 7920302 01 GEWRL  UROD1437  WADHWA RECRUI
l.& .1 & Instruction and faculty support  ALL_OTHER COLUM 65803 ANIMAL HUSBAMDRY 7920401 01 GEWRL  UROO1440  COMUNRESTRICT!
NLA 1 & Instruction and faculty support  ALL_OTHER COLUM 65803 ANIMAL HUSBAMDRY 8212202 01 GENRL  URNO1122  EPILink Support |+
| »
pore [T T [ [ mteme [Fa - [®aew -
distart| | & | |4 Accounting and Repartin... |[@ https://infoview-qac..

Step Action

217. Notice that the plus sign next to the 1 indicates that this report contains additional
pages.

dows Internet Explorer
=13 2 [ ]2 ive search
Fie Edic View Favorites Tools  Help
Sy Favorkes |5 @] suguested Sites = ) Web Sice Gallery =
2] httpsifinfoview-qa.cuit columbia.edui8443/CpenDoc. . | % - B - ) mm - Page - Safety - Took~ @~
@ 3| [3 Parameters T3 Group Tree SRYSTAL REPORTS
Main Report ‘
i i *[fthe covrent month [s apen, the actuals will reflect transactions that
Colum| University have 2 valid budget chech but may nat be appraved and posted.
COB - Detailed Statement
As of 01/31112
Business Unit Selection: L1 - Columbia U Consolidated
Actuals: FY2012, Period 7-January
Budgets Version Selection: Original Budget
Department/Department Rollup Selection Name: CDM Dental, CMC CUMC Admin, MDM MSPH
COB Report Line Selection: ALL
Direct Expense Category Selection: ALL
Central / Non-Central Selection: ALL
Display Mon-COB ICR expenses: Mo
Display Internal transfers: Mo
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L& & Tuition COLUM 40000 TUITION 7003302 01 GEWRL  URODTO00  MSPH allacation
L& a. Tution COLUM 40000 TLITION 7003302 01 GENRL  UROD1000  MSPH sllocation
121 a. Tuition COLUM 40000 TUITION 7005302 01 GEMWRL  UROOT000  MSPH allocstion -
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Step Action

28. You have the option to view the report page by page.

Click the Go to Next Page button to preview page 2.
2

443 /0penDocument,/opendoc;/openDocument.jsp - Windows Internet Explorer

https: {finfoview-qa. cuit.columbia. edu:8443{0penDocument fopenda fopenDocument . jsp = & |42l x| 2 tive search L~
File Edi View Favortes Tools  Help
i Favorkes | 5% @] Suggested Sites = @) Web Sice Gallery -
hittps:jfinfoview-ga, cuit. columbia, edu: 8443/ Cpenboc, ‘ ‘ ti- B - - Pager Safety~ Took~ @~ 7
@ 5 | [ parameters 73 GroupTres | M 4 oM CRYSTAL REPORTS'
Main Report ‘
LB1. Gowt grarts and contracts - drect COLUM 41000 GOVERNMENT REVENUE-DIRECT 8211502 20 SPONS  GGODS208 3ROT CA127532-023)
1B.1. Gow't grants and contracts - direct COLUM 41000 GOWERMMENT REVENUE-DIRECT 8211502 20 SPONS GGO0S243 3 PA0 ESOM 5905-035
1B.1. Gowt grants and contracts - direct COLUM 41000 GOVERNMENT REVENUE-DRECT 8211502 20 SPONS  GGODS252 3 ROT ESOI4393-095
LB1. Gowt grarts and contracts - drect COLUM 41000 GOVERNMENT REVENUE-DIRECT 8211502 20 SPONS  GGODSHS  5RC2ES018784-02
1B.1. Gow't grants and contracts - direct COLUM 41000 GOWERMMENT REVENUE-DIRECT 8211502 20 SPONS GGO0S385 5 POM ESO09600-12
1B.1. Gowt grants and contracts - direct COLUM 41000 GOVERNMENT REVENUE-DIRECT 8211502 20 SPONS  GGODS493  EPARD-33450901-1
LB1. Gowt grarts and contracts - drect COLUM 41000 GOVERNMENT REVENUE-DIRECT 8211502 20 SPONS  GGODSS47 5 ROTES013543-07
1B.1. Gow't grants and contracts - direct COLUM 41000 GOWERMMENT REVENUE-DIRECT 8211502 20 SPONS GGO0SESS 5 RO0DESO17051-04
1B.1. Gawt grarts and contracts - drect COLUM 41000 GOVERNMENT REVENUE-DIRECT 8211502 20 SPONS  GOODSEST 5 ROT CA127532-05
1B, Gow't grants and contracts - direct COLUM 41000 GOWERMMENMT REWENUE-DIRECT 8211502 20 SPONS GGO06393 5 PO1 ESO0S600-13
1B.1. Gowt grants and contracts - direct COLUM 41000 GOVERNMENT REVENUE-DRECT 8212403 20 SPONS  GGODT024  HAWF 709827
LB.1. Gawt grarts and contracts - drect COLUM 41000 GOVERNMENT REVENUE-DIRECT 8212403 20 SPONS  GGOO1796  HNORIOA
1B, Gow't grants and contracts - direct COLUM 41000 GOWERMMENMT REWENUE-DIRECT 8212403 20 SPONS GGO01604  HARYARD 23600-114
1B.1. Gowt grants and contracts - direct COLUM 41000 GOVERNMENT REVENUE-DRECT 8212403 20 SPONS  GGODI0S4  UHOC CLO9-4682
LB.1. Gawt grarts and contracts - drect COLUM 41000 GOVERNMENT REVENUE-DIRECT 8212403 20 SPONS  GGODI05E DARTC 666
1B.1. Gow't grants and contracts - direct COLUM 41000 GOWERMMENT REWENUE-DIRECT 8212403 20 SPONS GGOO320M  ¥¥51XWH-058-2-0204
1B.1. Gowt grants and contracts - direct COLUM 41000 GOVERNMENT REVENUE-DRECT 8212403 20 SPONS  GGODI4EE  NVAMED CUT1-0015
LB1. Gowt grarts and contracts - drect COLUM 41000 GOVERNMENT REVENUE-DIRECT 8212403 20 SPONS  GGOD3ME3 5 R21 HDOBTS70-02
1B.1. Gow't grants and contracts - direct COLUM 41000 GOWERMMENT REVENUE-DIRECT 8212403 20 SPONS GGO03973 5 K01 DAO30449-02
1B.1. Gowt grants and contracts - direct COLUM 41000 GOVERNMENT REVENUE-DIRECT 8212403 20 SPONS  GGOD4DSI 5 ROTMHO93612-02
LB1. Gowt grarts and contracts - drect COLUM 41000 GOVERNMENT REVENUE-DIRECT 8212403 20 SPONS  GGODS4E3 5 ROTMHO32723-05
1B.1. Gow't grants and contracts - direct COLUM 41000 GOWERMMENT REVENUE-DIRECT 8212403 20 SPONS CGGO0SEE0 1 R25 HL105401-01
1B.1. Gawt grarts and contracts - drect COLUM 41000 GOVERNMENT REVENUE-DIRECT 8212403 20 SPONS  GOOOSTS2  EMORYU 5602055
LB1. Gowt grarts and contracts - drect COLUM 41000 GOVERNMENT REVENUE-DIRECT 8212403 20 SPONS  GGODS783  HARVARD 1148135
1B.1. Gowt grants and contracts - direct COLUM 41000 GOVERNMENT REVENUE-DRECT 8212403 20 SPONS  GGODSESS NASIOM-2000000821
1B.1. Gawt grarts and contracts - drect COLUM 41000 GOVERNMENT REVENUE-DIRECT 8212403 20 SPONS  GOODSEES  UHOC CUM1-3012
1B, Gow't grants and contracts - direct COLUM 41000 GOWERMMENMT REWENUE-DIRECT 8212403 20 SPONS GGO06412 5 R25 HL105401-02
1B.1. Gowt grants and contracts - direct COLUM 41000 GOVERNMENT REVENUE-DRECT 8212404 20 SPONS  GGODIOE! MW 4302
LB.1. Gawt grarts and contracts - drect COLUM 41000 GOVERNMENT REVENUE-DIRECT 8212404 20 SPONS  GGODT443 FHIS60 =
(| | ¥
Dore [T T G mteme [Fa - "o -
Aistart| | & | [ Accounting and Reprtin,.. |[@ https:/ /infoview-gas

Step Action

29. Click the Go to Previous Page button to go back to page 1.
1
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penDocument;/opendoc/openDocument.jsp dows Internet Explorer

@A - |@ https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp = & |42l x| ]2 tive search geiia

File:

Edt  View Favortes Tools  Help

i Favortes |5 @] Suagested Sites = @] Web Sice Gallery »

»

As of 01/31/112

[ https: finfowiew-ga. cut.columbia ecu; 8443/OpeniDoc | | Bpow B) - (0 e v Page~ Safety+ Taok+ @+
& 5| 3 Parameters 73 Group Tree > CRYSTAL REPORTS'
Main Report ‘
i i i = Ifthe cuvrent month is open, the actuals will reflect transactions that
Columbia University have & valid badget check but may nat be approved and posted.

COB - Detailed Statement

Business Unit Selection: L1 - Columbia U Consolidated

Actuals: FY2012, Period 7-January

Budgets Version Selection: Original Budget

Department/Department Rollup Selection Narne: CDM Dental, CMC CUMC Adrmin, MOM MSPH
COB Report Line Selection: All Lines

Direct Expense Category Selection: #.1:ALL_ACCOUNTS - L1 - All Direct Expense Accounts
Central / Non-Central Selection: 04: Central to School

Display Mon-COB ICR expenses: Mo

Display Internal transfers: Mo
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1.2 1 & Instruction and faculty support  ALL_OTHER COLUM ESEDZ  ANIMAL HUSBANDRY 7920302 01 GEMRL URODT437  wWADHWA RECRLUI
I1.A.1 & Instruction and faculty support  ALL_OTHER COLUM 63803  ANMAL HUSBAMDRY 7920401 01 GEWRL URDO1440  COM UNRESTRICTE
1A 1 & Instruction and faculty support ALL_OTHER COLUM 65603 ANMAL HUSBANDRY 8212202 01 GEWRL URNO1122  EPl Link Support |+
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Done

distart| | & | |4 Accounting and Repartin... |[@ https://infoview-qac..
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Step

Action

30.

To go to the last page of the report click the Go to Last Page button.
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Fle Edt View Favorites Tooks Help
<ip Favorkes | @] Suggested Sites = @] Web Sice Gallery =
https:ffinfoview-qa.cuit. columbia. edu: 8443{0penDor. ‘ ‘ tx - B - v Page -~ Safety » Tools - | 7
& 5| 3 Parameters 73 GroupTree | M 4 J S RS e CHT S
Main Report |
11D, Operation and maintenance of plant TRAVEL COLUM 65205  DOMESTIC TRAVEL-GENERAL TOOF303 01 GENRL  UROOSSS4  CUMC CENT UNRE
1.0, Operation and maintenance of plant  TRAYEL COLUM 65205 DOMESTIC TRAVEL-GENERAL 7007304 01 GEWRL URO0S5594  CUMC CENT UNRES
11D, Operation and maintenance of plant TRAVEL COLUM 65205 DOMESTIC TRAVEL-GENERAL TODP308 01 GENRL  URODSS94  CUMC CENT UNRE
11.D. Operation and maintenance of plant TRAVEL COLUM 65205 DOMESTIC TRAVEL-GENERAL TOOF307 01 GENRL  URODSSS4  CUMC CENT UNRE
1.0, Operation and maintenance of plant  TRAYEL COLUM 65211 DOMESTIC-LOCAL TRANSPORTATION TO07303 01 GEWRL URO0S5594  CUMC CENT UNRES
11D, Operation and maintenance of plant TRAVEL COLUM 65211 DOMESTIC-LOCAL TRANSPORTATION 7007304 01 GEWRL  URODSS34  CUMC CENT UNRE
11.D. Operation and maintenance of plant TRAVEL COLUM B5211 DOMESTIC-LOCAL TRANSPORTATION 7007307 01 GEWRL  URO0SS34  CUMC CENT UNRE:
1.0, Operation and maintenance of plant  TRAVEL COLUM BS211  DOMESTIC-LOCAL TRANSPORTATION 8202304 01 GENRL URODESE4  PUB HLTH UNRES'
11D, Operation and maintenance of plant TRAVEL COLUM 65212  CAR SERVICE-NTERAL TOOTI03 01 GENRL  UROOSS34  CUMC CENT UNRE
11.D. Operation and maintenance of plant TRAVEL COLUM BS212  CAR SERVICE-NTERAL 7007304 01 GENRL  URODSSS4  CUMC CENT UNRE
11D, Operation and maintenance of plant  TRAVEL COLUM BS305  INTERMATIONAL TRAVEL-GENERAL FO07303 01 GENRL URO0S594  CUMC CENT UNRES
11D, Operation and maintenance of plant UNALLOWABLES COLUM 66320 PUBLIC RELATIONS - GENERAL TOOF303 01 GENRL  UROOSS34  CUMC CENT UNRE
11.D. Opsration and maintenance of plant UNALLOWABLES COLUM 86320 PUBLIC RELATIONS - GENERAL 7007304 01 GENRL  URODSSS4  CUMC CENT UNRE
11.D. Operation and maintenance of plant UNALLOWABLES COLUM BE320  PUBLIC RELATIONS - GENERAL 7007304 01 GENRL  LRDOSE03  CUMC CENT FACL
11D, Operation and maintenance of plant UNALLOWABLES COLUM 66320 PUBLIC RELATIONS - GENERAL TOOF30S 01 GENRL  UROOSS34  CUMC CENT UNRE
1D, Operation and mairtenance of plant UNALLOWWABLES COLUM 66320  PUBLIC RELATIONS - GEMERAL TO07306 01 GENWRL URO0S594  CUMC CENT UNRES
11.D. Operation and maintenance of plant UNALLOWABLES COLUM BE320  PUBLIC RELATIONS - GENERAL 7007307 01 GENRL  URODSS94  CUMC CENT UNRE
11D, Operation and maintenance of plant UNALLOWABLES COLUM 66320 PUBLIC RELATIONS - GENERAL TOOF308 01 GENRL  UROOSSS4  CUMC CENT UNRE
1D, Operation and maintenance of plant UNALLOWWABLES COLUM 66325  ADVERTISING TO07303 01 GEWRL URO0S5594  CUMC CENT UNRES
11.D. Operation and maintenance of plant UNALLOWABLES COLUM BE4E0  FINES OR PENALTES 7007302 01 GENRL  URODSS94  CUMC CENT UNRE
11.D. Opsration and maintenance of plant UNALLOWABLES COLUM BG450  FINES OR PENALTES 7007304 01 GENRL  URODSSS4  CUMC CENT UNRE
1.0, Operation and maintenance of plant  UNALLCOWWABLES COLUM EBE460  FINES OR PENALTIES TOO7307 01 GENRL URO0S594  CUMC CENT UNRES
11D, Operation and maintenance of plant UTILITIES COLUM 65405  LITILITIES - GENERAL TOM01 01 GENRL  URODDSS94  CUMC CENT UNRE
11.D. Operation and maintenance of plant UTILITIES COLUM 65405  LITILITIES - GENERAL TOOF30Z 01 GENRL  URODSSS4  CUMC CENT UNRE
11D, Operation and maintenance of plart  UTILITES COLUM BS410  UTILITIES - GAS T001101 01 GEMRL URO0S594  CUMC CENT UNRES
11D, Operation and meintenance of plant UTILITES COLUM 65410 UTILITIES - GAS TOOTI0E 01 GENRL  UROOSS34  CUMC CENT UNRE
11.D. Operation and maintenance of plant UTILITIES COLUM 65420 UILITIES - FUEL OIL TODIM01 01 GENRL  URODSSS4  CUMC CENT UNRE
11D, Operation and maintenance of plart  UTILITES COLUM E5430  UTILITIES - ELECTRIC T001101 01 GEMRL URO0S594  CUMC CENT UNRES
11D, Operation and maintenance of plant UTILITIES COLUM 65430 UITILITIES - ELECTRIC TOOP30Z 01 GENRL  URDOSS34  CUMC CENT UNRE:
| I »
pore [T T [ [ mteme [Fa - [®aew -
Aistart| | & | |4 Accounting and Repartin... |[@ https://infoview-qac..

Action

Notice that this report contains 18 pages.

Fle Edt View Favortes Took Help
< Favorites | 5% @ | Suggested Sites = @] Web Slice Gallery =
hitps:jfinfovisw-qa cuit, columbia, sdu:A443/CpenDoc, ‘ ‘ -6 - - Page - Safety - Took~ @+ 7
@ 5| [ rvandiers Tg oo ree | K4 W] L . CRYSTAL REPORTS
Main Report |
1.0 Operation and maintenance of plant TRAVEL COLUM B5205  DOMESTIC TRAVEL-CEMNERAL 7007303 01 GEMRL URDOS594  CUMC CENT UNRE:
II1.D. Operation and maintenance of plart TRAVEL COLUM 65205 DOMESTIC TRAVEL-GENERAL TOO7304 01 GEWRL URO0S594  CUMC CENT UNRES
1.0 Operation and maintenance of plant TRAVEL COLUM 65205 DOMESTIC TRAVEL-GENERAL 7007306 01 GENRL URDOSS94  CUMC CENT UNRE:
1I1.D. Operation and maintenance of plant TRAVEL COLUM 5205 DOMESTIC TRAVEL-GEMERAL TOOP307 01 GENRL URO0S594  CUMC CENT UNRES
II1.D. Operation and maintenance of plart TRAVEL COLUM 65211 DOMESTIC-LOCAL TRANSPORTATION 7007303 01 GEWRL URO0S594  CUMC CENT UNRES
1.0 Operation and maintenance of plant TRAVEL COLUM B5211  DOMESTIC-LOCAL TRANSPORTATION 7007304 01 GENRL URDOS594  CUMC CENT UNRE:
1I1.D. Operation and maintenance of plant TRAVEL COLUM B5211  DOMESTIC-LOCAL TRANSPORTATION TOOP307 01 GENRL URO0S594  CUMC CENT UNRES
11D, Operation and maintenance of plart TRAVEL COLUM 65211  DOMESTIC-LOCAL TRANSPORTATION 8202304 01 GEWRL UROOESE4  PUB HLTH UNRES'
1.0 Operation and maintenance of plant TRAVEL COLUM B5212  CAR SERVICE-INTERAL 7007303 01 GENRL URDOS594  CUMC CENT UNRE:
1I1.D. Operation and maintenance of plant TRAVEL COLUM B5212  CAR SERVICE-INTERAL 07304 01 GENRL URO0S594  CUMC CENT UNRES
11D, Operation and maintenance of plart TRAVEL COLUM 65305  INTERMATIONAL TRAVEL-GENERAL 7007303 01 GENRL URO05534  CUMC CENT UNRES
1.0 Operation and maintenance of plant  UNALLOWVUABLES COLUM BE320  PUBLIC RELATIONS - GEMNERAL 7007303 01 GEMNRL URDOS594  CUMC CENT UNRE:
1I1.D. Operation and maintenance of plant UNALLOWABLES COLUM 68320  PUBLIC RELATIONS - GEMERAL TOO7304 01 GEWRL URO05594  CUMC CENT UNRES
1D, Operation and maintenance of plant UNALLCWABLES COLUM 66320 PUBLIC RELATIONS - GEMERAL 7007304 01 GEWRL UROOS603  CUMC CENT FACIL
1.0, Operation and maintenance of plant UNALLOWVUABLES COLUM BE320  PUBLIC RELATIONS - GENERAL 7007305 01 GEMRL URDOS594  CUMC CENT UNRE:
I1.D. Operation and maintenance of plant UNALLOWABLES COLUM 66320  PUBLIC RELATIONS - GEMERAL TOO7306 01 GEWRL URO0S594  CUMC CENT UNRES
1D, Operation and maintenance of plant UNALLCWABLES COLUM 66320 PUBLIC RELATIONS - GEMERAL 7007307 01 GEWRL URO05534  CUMC CENT UNRES
1I1.D. Operation and maintenance of plant UMNALLOWWABLES COLUM BE320  PUBLIC RELATIONS - GEMERAL 7007308 01 GENRL URO0S594  CUMC CENT UNRES
I1.D. Operation and maintenance of plant UNALLOWABLES COLUM 68325  ADVERTISING TOO7303 01 GEWRL URO0S594  CUMC CENT UNRES
1.0 Operation and maintenance of plant UNALLCOWIABLES COLUM BE460  FINES OR PENALTIES 7007302 01 GENRL URDOSS94  CUMC CENT UNRE:
1I1.D. Operation and maintenance of plant UMNALLOWWABLES COLUM EE460  FINES OR PENALTIES TOO7304 01 GENRL URO0S594  CUMC CENT UNRES
1I1.D. Operation and maintenance of plant UNALLOWABLES COLUM 68460  FINES OR PENALTIES 7007307 01 GEWRL URO0S594  CUMC CENT UNRES
1.0, Operation and maintenance of plant UTILITIES COLUM B5405  UTILITIES - GENERAL 7001101 01 GENRL URDOS594  CUMC CENT UNRE:
1I1.D. Operation and maintenance of plart UTILITES COLUM B5405  UTILITIES - GENERAL 7007302 01 GENRL URO0S594  CUMC CENT UNRES
11D, Operation and maintenance of plart UTILITIES COLUM 65410 UTILITIES - GAS To0M101 01 GENRL URO05534  CUMC CENT UNRES
1.0, Operation and maintenance of plant  UTILITIES COLUM BSHO  UTILITIES - GAS 7007308 01 GEMNRL URDOS594  CUMC CENT UNRE:
1I1.D. Operation and maintenance of plart UTILITES COLUM 65420 UTILITIES - FUEL QIL 700101 01 GENRL URO05594  CUMC CENT UNRES
11D, Operation and maintenance of plart UTILITIES COLUM 65430  UTILITIES - ELECTRIC To0M101 01 GENRL URO05534  CUMC CENT UNRES
1.0, Operation and maintenance of plant  UTILITIES COLUM B5430  UTILITIES - ELECTRIC 7007302 01 GEMRL UROOS594  CUMC CERT UMRES o
| | »
Done [T [ [ meeme [%5 = [# 1002
distart| | & | | Accounting and Repartin... |[@ https:/finfoview-qac..
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Step

Action

32.

The COB Detailed Statement is not a formatted/printable report but it is used for
downloading into Excel or an access database for further analysis.

Click the Export this report button.

= 8443/0penDocument /opendoc/openDocument.jsp - Windows Internet Explorer
@, - |@ https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp = & |42l x| [ tive search geita
Fle Edi View Favortes Took Help
i Favortes |4 @] Suagested Sites = @] Web Sice Gallry »
[ https: finfowiew-ga. cut.columbia cu; 8443/OpeniDoc | | Bpow B) - 0 o+ Pager Safety+ Taods+ @+
@ 5 | [ Parameters 73 GroupTres | M 4 118 S L R
Main Report ‘
70CH0OX 700000% CUMCADM CUMCALL
TOCHOOX 700000 CUMCADM CUMCALL
70CH00X 700000% CUMCADM CLMCALL
70CHO0X 700000% CUMCADM CUMCALL
TOCHOOX 700000 CUMCADM CUMCALL
70CHA0X 700000% CUMCADM CLMCALL
70CHO0X 700000% CLUMCADM CUMCALL
824D00X 220000% Export x CUMCALL
70CH00X 700000% CLMCALL
70CHO0X 700000% File Farmat: CUMCALL
7OCHODX 700000% Crystel Regorts (RPT) . CcUMCALL
70CHAOK 700000% Page Range: CUMCALL
TOCHOOX 700000 @ Al Pages CUMCALL
70CH00X 700000% p CLMCALL
70CHAOX 700000% Sacliaoss CUMCALL
TOCHOOX 700000 From: To CUMCALL
70CH00X 700000% CLMCALL
70CHO0X 700000% CUMCALL
TOCHOOX 700000 IR TR CUMCALL
70CH00X 700000% CUMCADM CLMCALL
70CHO0X 700000% CUMCADM CUMCALL
TOCHOOX 700000 CUMCADM CUMCALL
70UPDOX 700000% CUMCADM CLMCALL
70CHO0X 700000% CUMCADM CUMCALL
TOUPOOX 700000 CUMCADM CUMCALL
70CHAOK 700000% CUMCADM CUMCALL
TOUROOX 700000 CUMCADM CUMCALL
70UPODX 700000% CUMCADM CLMCALL
70CHAOX 700000% CUMCADM CUMCALL =
Kij r
Dore [T T [ mteme [Fa - [®en -
distart| | & | | Accounting and Repartin... |[@ https:/finfoview-qa.c.. &

Step

Action

33.

Click the File Format button.
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443 /0penDocument /opendoc/openDocument jsp - Windows Internet Explorer
- |@ https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp = & |42l x| [ tive search L
File Edit ¥iew Favorites Tools  Help
i Favortes |5 @] Suagested Sites = @] Web Sice Gallery »
[ https: finfowiew-ga. cut.columbia cu; 8443/OpeniDoc | | Fi - B - ] 0% - Pager Safety+ Took~ @~
@ 5| 3 Parameters GroupTres | M 4 CRYSTAL REPORTS'
Main Report ‘

7aCHA0X 700000% CUMCADM CUMCALL

TOCHOOX 700000X CUMCADM CUMCALL

TOCHODX 700000% CLMCADM CUMCALL

70CHO0X 700000% CUMCADM CUMCALL

TOCHOOX 700000X CUMCADM CUMCALL

TOCHODX 700000% CLMCADM CUMCALL

70CHO0X 700000% CUMCADM CUMCALL

824000% 820000 Export X CUMEALL

7CHA0K 700000% CUMCALL

70CHO0X 700000% File Farmet: CUMCALL

TOCHOOX 700000 [Crystal Feports (RPTH B CUMCALL

7aCHA0H 7000005 Fad [ crystal Reperts (P7) CUMCALL

70CHO0X 700000% Py CUMCALL

7OCHI0K 7000003 = FOF CUMCALL

7aCHA0H 700000% Micrasoft Excel (87-2003) CUMCALL

TOCHOOX 700000X o e Al CUMCALL

TOCHOOK 700000 — Ierosoft Exeel (37-200%) Bata-Only CUMCALL

7aCHA0X 700000% Micrasoft Word (97-2003) i CUMCALL

7OCHODX 700000 T picrosatt Wword (97-2003) - Edditabie CUMCALL

TOCHODX 700000% CUMCALL

70CHOOX 700000% Gz Va3 ) CUMCALL

TOCHOOX 700000X Separated Values (CSV) CUMCALL

TOUPOOX 700000% -~ CUMCALL

70CHO0X 700000% CUMCALL

TOUPODOX 700000X CUMCADM CUMCALL

7CHA0K 700000% CUMCADM CUMCALL

70UPOOX 700000% CUMCADM CUMCALL

TOUPODOX 700000X CUMCADM CUMCALL

7aCHA0H 7000005 CUMCADM CUMCALL =
pore [T T [ mteme [Fa - [®aew -
Aistart| | & | |4 Accounting and Repartin... |[@ https://infoview-qac..

Step Action

34. Click the Microsoft Excel (97-2003) object.
Microsoft Excel (97-2003)

3/OpenDocument /opendoc/openDocument.jsp - Windows Internet Explorer
w [[#] https:jinfovien-ga.cut. columbis. edu:8443{penDamument{cpendacfopenDacument. i j|_[ 42| % |2 Live search Ll
Fle Edt Vew Faverles Tooks Help
Sy Favorkss |5 @] sugnested Sites = ) Web Sice Gallery =
@https:mnfnwew-qa‘cuit‘cnlumhia‘edu:E443f0penDnc‘H| | % - B - ) mm - Page - Safety - Took~ @
@ @ | [ rasmeers T crames | 4 4 L m CRYSTAL REPORTS
Main Report ‘

TOCHOOX 700000 CUMCADM CUMCALL

70CHAOK 700000% CUMCADM CUMCALL

70CHO0X 700000% CUMCADM CUMCALL

70CH00X 700000% CUMCADM CLMCALL

70CHAOX 700000% CLUMCADM CUMCALL

TOCHOOX 700000 CUMCADM CUMCALL

70CH00X 700000% CUMCADM CLMCALL

8240005 520000% Export x CUMCALL

TOCHOOX 700000 CUMCALL

70CH00X 700000% File Format: CLMCALL

70CHO0X 700000% Misroseft Excel (5720037 . CUMCALL

TOCHOOX 700000 Page Range: CUMCALL

70CH00X 700000% & apages CLMCALL

70CHO0X 700000% CUMCALL

TOCHOOX 700000 (" Select Pages CUMCALL

70CHA0X 700000 From To CLMCALL

70CHO0X 700000% CUMCALL

TOCHOOX 700000 CUMCALL

70CHAOK 700000% TR CUMCALL

TOCHOOX 700000 CUMCADM CUMCALL

70CH00X 700000% CUMCADM CLMCALL

70CHAOX 700000% CUMCADM CUMCALL

TOUROOX 700000 CUMCADM CUMCALL

70CH00X 700000% CUMCADM CLMCALL

70URDO 700000% CUMCADM CUMCALL

TOCHOOX 700000 CUMCADM CUMCALL

70UPODX 700000% CUMCADM CLMCALL

70URDO 700000% CUMCADM CUMCALL

TOCHOOX 700000 CUMCADM CUMCALL =

J—

Done [T [ [ meeme 5~ [fwom -
Astart| | @ | @ ccounting and Reportin... |[ @ hetps://infoview-ga.c..
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Step

Action

35.

Click the Export link.

dows Internet Explorer

@;\/ - |@ https: finfovien-ga. cuit. columbia. edu: 8443 {OperDocumentjopendac fopenDocument. jsp

=& |42l x| 2 tive search

Fle Edi WVew Favorites Tools  Help

i Favorkes |4 @] suagested Sites = @] web Sice Gallry »

) https:finfoview-ga.cuit. columbia, edu:8443/OpenDoc. . | |

»

- [ s - Page - Safety - Tooks - (@

CRYSTAL REPORTS'

COB - Detailed Statement
As of 01/31112

Business Unit Selection: L1 - Columbia U Con
Actuals: FY2012, Period 7-January

Budgets Version Selection: Original Budget
Department/Department Rollup Selection Narne
COB Report Line Selection: All Lines

Direct Expense Category Selection: #.1:ALL_

]

From: infoview-qa.c

Open

@ 5 | [3 Parameters 73 Group Tree P M
Main Report ‘
Columbia University e e

Do you want to open or save this file?

Name: CrystaReportyiewer.xls
Type: Microsaft Excel 97-2003 Workshest
.columbia.edu

Save

| [ cancdd |

Central / Non-Central Selection: 04: Central to

Display Non-COB ICR exy : Mo
Display Internal transfers: Mo

T save this file. What's the risk?

Wwhile files from the Intemet can be ussful, soms fles can potentially
haim your computer. If you da not trust the source, da net apen o1

=
5
2
2 <
] 5 c
3 g £ £
3 = 5 = £
g 5 2 - 2 5
® 2 P o 5 2 a
= fin} @ = £ £ 2 - =
3 - g 5 5 £ 2 5 =
o g s 8 = = 28 3 &
o = 3 =3 Q @ S5 © 2 2
o = o o i oa o o
1.8 1 a. Instruction and faculty support  ALL_OTHER COLUM BSEDZ  ANMAL HUSBAMDRY 7920302 01 GEMRL URDOT 437 WWADHWA RECRUIT
4.1 &, Instruction an faculty support  ALL_OTHER COLLM 65805 ANMAL HISBANDRY 7920401 01 GENRL  URODI440  COMLWRESTRICTED
.41 . Instruction and faculty support  ALL_OTHER COLUM BS503  ANMAL HUSBANDRY 8212202 01 GENRL URODI122  EPILinkSupport v
| »
B [T T [ e mteme [Fa = [®ow «
#isart| | & | Aceounting and Reportin... |[@ hetps://infoview-qa.c...

Step

Action

36.

Click the Open button.
Open
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=] I= Microsoft Excel ==ES
Home  Insert  Pagelayout  Formulas  Data  Review  Wiew v @

0 Protected View  This file originated from an Intemnet [ocation and might be unsafe, Click for more details. | Enable Editing X
a1 - fe i
& CrystalReportviewer[l] [Protected View] = B 52
| A & © D E F G H 1K L =
Columbia University * i the carrent month is apen, the actuals will reflect transactions that =

havs 2 valid bucget check but may not be approved and pasted

2
&5
=2
& |COB - Detailed Statement
7 As of 01/31/12

g

Business Unit Selection: L1 - Columbia U Consolidated
g |Actuals: FY2012, Period 7-January
10 Budgets Wersion Selection: Original Budget
11 Department/Department Rollup Selection Mame: CDM Dental, CMC CUMC Admin, MDM MSPH
12 COB Report Line Selection: All Lines
13 Direct Expense Category Selection: #.1:ALL_ACCOUNTS - L1 - All Direct Expense Accounts
14 Central f Non-Central Selection: 04: Central to School
15 | Display Mon-COB ICR expenses: Mo
17 Display Internal transfers: No

=
5
S
z =
w 3 _ c
9 E H 2
3 - 5 =1 g
2 £ 2 o 5
2 = 3 = 8 &
o s o = 2 = [=1
= w @ € = £ @ — pot
a - = =] = = = =) =)
o z G 2 3 z s ) =
[=] £ E g 3 g S o s 3
18 & =] o =L < ] [T o o
19 |IlA 1 &, Instruction and faculty support ALL_OTHER COLUM 65603 AMIMAL HUSBAMDRY 7920302 01 GENRL URODT437  WWADHWA +
W 4 b W] Sheetl [ _w_] *
Ready | | | B 1003 ( L) {+)

distart| | & | & accounting and Repartin... | € hetpsifinfovien-ga.cutt...|[[] Microsoft encel &

Step Action

37. Click the Enable Editing button.
Enable Editing

I= Micrasoft Excel ==
Home | Insart  Pagelaout  Formulas  Data  Review  Wiew @

e = oW m T A @
ARIEL -1 =i General - = 7

PT1 ar 0 .00 | C dtﬂ | Fﬁt _(‘nd Fouete - | 3 szut&r d &
33te B I U-|&~ BH-| 0§ - % 9 %l onditionsl  Farma el [ o in

- & = ¢ 00 0 | Ematting - s Table © Styles v | o Farmat s | (27 Filtere Selecte
Clipboard = Font . Alignment . Humber . Styles Cells Editing

21 - p3 v
] crystalkeportviewerll] [Compatibility Mode]
| A [ B C D E F G H K L
i ¥ P * ifthe current manth is open, the actuels will refiect transactions that

2 Columbia University have a valid budget check bist may nat be approved end posted.

)

i

5 |COB - Detailed Statement

7 As of 01/31/12

& |Business Unit Selection: L1 - Columbia U Consolidated

g |Actuals: FY2012, Period 7-January

10 Budgets Wersion Selection: Original Budget

11 Department/Department Rollup Selection Mame: CDM Dental, CMC CUMC Admin, MOM MSPH
12 COB Report Line Selection: All Lines

13 Direct Expense Category Selection: #L.1:ALL_ACCOUNTS - L1 - All Direct Expense Accounts
14 Central f Non-Central Selection: 04: Central to School

WE Display Mon-COB ICR expenses: Mo

17 Display Internal transfers: Mo

fand
5
=
x c
= S c
S = £ £
3 = 5 3 E
5 S i = @ H
= = a = o o
@ = w @ c a
= w o € E £ m — —
3 pot ] 5 H £ = = =
o = = a 2 5 = @ ® o
=] £ E g o 5 S o =) =
18 & =] [iv] < < =] [y [ o
19 [ILA.1 . Instruction and faculty suppart ALL_OTHER COLUM 65603 ANMAL HUSBANDRY 7020302 01 GENRL  UROO1437
Ready | | [ M 1002 (

distant| | @ | & accounting and Repartin... | @ hetpss/finfovien-ga.cutt...|[[iZ] Microsoft Excel
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Step

Action

38.

You have successfully run the COB Detailed Statement from the ARC Portal and
exported the report to Excel.
End of Procedure.
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Reporting Resources

This is the Reporting Resources lesson of the Reporting for Inquiry Only Roles course. Upon
completion of this lesson, you will be able to:

o Access the report, query, and inquiry inventories

Estimated Time to Complete Lesson: 3 minutes
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Reporting Inventories
Click here to access the inquiry inventory

Click here to access the query inventory
Click here to access the report inventory

Please note that these inventories will continue to grow as more inquiries, queries, and reports are
developed.
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Training and Support

This is the Training and Support lesson of the Reporting for Inquiry Only Roles course. Upon
completion of this lesson, you will be able to:

o Identify additional support available for web-based courses
e Sign up for learning labs
o Contact ARC training support

Estimated Time to Complete Lesson: 2 minutes
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Learning Labs

User Training Support: Learning Labs

Purpose of Learning Labs

+ Additional support for web-based courses

+ Opportunityto ask questions and get clarification on any aspect of the FIN ERP
training program

+  Requiredfor any user who does not pass a knowledge assessment for a particular
role-based course after three attempts

Frequency of Learning Labs

* Consistently scheduled between mid-April and system go-live in July

For more information click here

(http://vesta.cumc.columbia.edu/finance/uni/fin_erp/learning_lab.html) to access the Learning

Lab section of the FIN ERP website.
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Training Acknowledgement

If you are taking this course to obtain security access to one of Columbia University’s Financial
Systems, please ensure you have completed the following:

1. Security Application Request: All security roles must be requested by the user through
the Columbia University Financial Systems Security Application which can be found in
the Service Catalog of ServiceNow (https://columbiadev.service-now.com/navpage.do
(https://columbiadev.service-now.com/navpage.do)). Note: All security roles must be
approved by both the user’s manager and Department Security Administrator (DSA) for
the School/Admin Unit to which access is being requested.

2. Training Requirements: Security access will only be granted once all training
requirements have been fulfilled. After a user has reviewed all of the applicable training
material for a particular role, users must complete the Knowledge Assessment associated
with that training course with a score of 90% or higher. The Knowledge Assessments
can be found in New CourseWorks,
(https://newcourseworks.columbia.edu/portal/site/Finance_Training
(https://newcourseworks.columbia.edu/portal/site/Finance_Training)). If you have any
guestions about the training required for any security role, click here (http://gateway-
7.webservices.lamptest.columbia.edu/files/gateway/content/training/job_aids/Job_Aid_R
ole to_Course_Directory.pdf)for the Role to Course Directory job aid.

If you are taking this course for information purposes only, i.e., you are not requesting a security
role, no Knowledge Assessment is required.
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Course References

Please find links to all of the Job Aids, Policies, and Procedures that were referenced throughout
this course:

Job Aid: Getting Started with the Web-Based Training Tool

Operating Overdraft Policy (http://policylibrary.columbia.edu/operating-overdraft-policy)
Job Aid: Inquiry Inventory

Job Aid: Query Inventory

Job Aid: Report Inventory

Reporting for Inquiry Only Roles Training Guide
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Glossary

ARC

Budget
Checking

Chart of
Accounts
ChartFields
ChartString
COB
Commitment

Control
Encumbrance

ERP

FAS

FFE

Field

Financial Data
Store

General Ledger

InfoEd
Inquiries
Inquiry Pages

Nodes

PeopleSoft

Accounting and Reporting at Columbia. Columbia University's new financial
system.

Enables users to control commitments and expenditures automatically by
checking them against predefined, authorized budgets.

Columbia's Chart of Accounts is comprised of 11 ChartFields that are used to
organize and record financial activity at the University.

The fields that make Columbia's Chart of Accounts and provide it with an
overall structure. ARC has a total of eleven ChartFields which are recorded
on every transaction.

The combination of ChartFields and the level at which accounting charges
and credits are applied.

Consolidated Operating Budget - found in the Data Warehouse section of
My. Columbia portal - a useful budget report.

Functionality in ARC that enables users to manage expenditures actively
against predefined, authorized budgets. An example is budget checking.

A commitment to pay for goods and/or services reflected in a budget (i.e.
purchase order commitment).

Issuance of a purchase order to a vendor is a typical encumbrance transaction.
Enterprise resource planning. ERP refers to a category of business software
that is designed to integrate functions across an organization into a single
computer system.

Financial Accounting System - the University’s existing accounting system
that will be replaced by the FIN ERP solution in July 2012.

Financial Front End - front end interface that brings together various action
and report modules - interacts with FAS.

An area on a page that displays or requires data.

Columbia's new financial data warehouse. (Previously referred to as ODS --
Operational Data Store).

The ‘Book of Record’ which holds all financial transactions in detail or
summary and is used for financial reporting and financial management.

A software that enables faculty, administrators and staff to move efficiently
through each part of the grant and contract process from proposal
development to post award management.

Online search engine used to view data on a real-time basis within ARC, not
intended for printing/formatting.

ARC pages that provide inquiry access only.

Nodes define the hierarchical relationship within the tree. Nodes can be either
categories (as in a group of assets) or items that need to be placed in a
relationship with other items, such as an item in a catalog.

Oracle's PeopleSoft system is an integrated software package that provides a
wide variety of business applications to assist in the day-to-day execution and
operation of business processes. Each individual application, such as
Financial's and Human Resources, interacts with each other to offer an
effective and efficient means of working and reporting in an integrated
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Project

Project Life
Budgets
Purchase Order

Queries

Ranges

Security

SKIRE
SPF
Trees

User
Productivity Kit
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fashion across the enterprise.

ARC and PeopleSoft are used interchangeably when referring to Columbia's
new financial system.

Associates expenses with a specific funding source.

A budget that is created for the life of a project, e.g. Sponsored Projects,
Capital Projects

Based on a request by a Department indicating good/service, catalog number,
price and quantity. When accepted by a supplier, a purchase order forms a
binding contract.

A request against the ARC, ARC Reporting, or UDS database to obtain a set
of data that match a specified search criteria.

Each ChartField has conventions for assigning names and ranges to group
similar values together (similar to FAS ranges).

Controls what level of access a user can have to pages, dollar thresholds,
data, and allowable actions in the system. Security ensures that users have the
appropriate page access and access to data required to perform their job
functions.

SKIRE manages Capital and SOGR (State of Good Repair) projects. Skire is
currently used for budget creation, budget tracking, purchase order
processing and invoice.

Sponsored Projects Finance (formerly Restricted Funds).

Trees are used to organize ChartField data into hierarchies which can be used
for security, reporting and managing organizational structure.

Oracle's User Productivity Kit (UPK). The web-based training tool used for
ARC training.
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