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Budget Tool
This is the Budget Tool course within the General Ledger curriculum.

If you need a reminder on how to navigate through this course using ARC's web-based training
tool (WBT), click here (http://gateway-
7.webservices.lamptest.columbia.edu/files/gateway/content/training/job_aids/Job_Aid_Getting_S
tarted_With_the Web Based_Tool.pdf) for a quick reference guide.

GL/Budget

Budget Tool
After completing the Budget Tool Changes course,

1 hr, 30 min you will be able to:
* Understand how the Budget Teol integrates with other systems
1: Budget such as Columbia’s Accounting and Reporting System (ARC)
| Overview + Describe Columbia's Chart of Accounts Structure and use the
EEE— 10 minttes Budget Tools Chart of Accounts functicnality to access and review
2: Budget Tool account information
Overview | + Use the Budget Tool to create, update, and manage budgets
10 minrts
minutes . = Use the Budget Tool's Direct Activity functicnalityto budget chart
3: Budget - strings
— Direct Activity
15 minutes + Use the Budget Tool's Transfers functionality
4 Budget - + Manage Budget Revisions within the Budget Tool
Transfers — + Use a Worklist to manage approvals in the Budget Tool
15 minutes = Access and review COB Reports
5: Budget —
— Project Life
10 minutes
6: Process —
Worklist -
10 minutes
)
| | 7.Reports
10 minutes
S
| —
8: Payroll
10 minutes
— 9: Batch
— upload
15 minutes
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Budget Overview

This is the Budget Overview lesson of the Budget Tool course. Upon completion of this lesson,
you will be able to:

e Understand what a budget is and what tools will be used to enter budget data that
ultimately feed into ARC

e Understand the ARC Commitment Control functionality and how it applies to the Budget
Process

e Understand the Budget Tool's basic functionality and describe basic characteristics

e Understand the basic screen format and layout within the Budgeting Tool

o Describe the suggested workflow when using the Budgeting Tool

Estimated Time to Complete Lesson: 10 minutes
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ARC ™

Budget Basics

What is Budgeting?

A Budget is a list of all planned expenses and anticipated revenue collections. It is used to inform

management of key activities occurring at each school, department or center.

How is a Budget Entered?

Four different tools will capture and feed budgets into ARC. ARC will use this information to

manage expenditures actively against predefined, authorized budgets.

While the overall purpose of this course is to describe how a user will utilize the Budget Tool for
fiscal year and other project life budget entry, revision, and approval, the diagram below lists the
various types of budgets and the tool they will originate from.

) Tool (Fiscal)

Skire

(Capital Project
@), Life)

)

Tool (Other
Project Life)

(Sponsored

- Project Life)

Budget
Revisions

InfoEd

The table below provides additional examples of the types of budget required by project type.

Example

Fiscal Year Budget

Project Budget

Type of Project

Fiscal Year
Only Projects

Unrestricted school
funds

Department creates using
Budget Tool

Not Required

Skire will pass a “zero”

recruitment package)

el Capital Any major capital budget to start the Fiscal Facilities or OMB creates
S Projects activity in Skire
Year budget Process
e InfoEd will pass a “zero”
i) ifg:ztosr ed Grants and Contracts | budget to start the Fiscal Ng:;c;?;\tj:sai;elifgg d
- ) Year budget Process
Other Activity tracked in
Multi-Year aggregate across | Department creates using | Department creates using
Projects fiscal years (e.g. Budget Tool Budget Revisions Tool
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What's Changing with ARC

While the Budget Tool has been modified to integrate with ARC, most of the screens and
functionality with have a similar look and feel to the existing tool.

The primary change being made will allow the Budget Tool to utilize ARC's new ChartFields and
Chart of Accounts structure:

o Budgets will be entered using ARC's full ChartString. For more information on
ChartStrings and the Chart of Accounts, reference the content provided below or review
the Chart of Accounts lesson in the Introduction to ARC course

e The Budget Tool will now include a new ChartString Selector tool to facilitate budget
entry at the detailed level

Another significant change involves the concept of Commitment Control in ARC:

e Commitment Control is a feature within ARC that enables us to manage expenditures
actively against predefined, authorized budgets

o Budget Checking is one of the primary activities that takes place within Commitment
Control. Budget checking determines which transactions will be checked against control
budgets and what level of action is taken on the transactions (transaction stopped or
warning sent). For more information on Commitment Control and Budget Checking,
reference the content provided below or review the Budget Checking Course.

Please note: The Budget Tool's Payroll and Batch upload functionality are under construction and
will not be available until Fall 2012. Once these modules are available, you will receive guidance
from your local finance office.
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ChartFields and the Chart of Accounts

ChartFields are the way to keep track of information in ARC. ARC has a total of 11 ChartFields
which are recorded on every transaction.

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

£ H 9 .

B . £ :

§ £ 3 g £ :

5 3 8 =N 2 g £ H &
a2 a b4

sLs) Required ChartField

Fund source
[replaces GL Acct)
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What the ChartFields Tell Us About the Transaction

The Chart of Accounts organizes financial information to facilitate management reporting and

each ChartField classifies characteristics about fiscal activity.

Please refer to the Chart of Accounts lesson in the Introduction to ARC course for a

comprehensive overview of each of ARC's 11 ChartFields.

The following table summarizes the 11 ChartFields:

Business Unit

Account

Department

PC Business
Unit

Project

Activity

Segment

rrrrrrrrirnl

The legal entity that owns the transaction

What was purchased or received

Where the transactions took place in the University

What type of project (capital, sponsored or general)
Specific funding source

Phase of multi-year project

What program or activity took place

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

Where it took place

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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ChartFields make a 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

- = . . -
g H 3 i H z g H .
coLum 010
40000 ‘ 01
0102102 ‘
CAPTL

Changing any of these ChartFields changes the ChartString, e.g. if accountwas

The ChartString for the selected ChartFields = oL 50200

COLUMA00000102102CAPTLCPOD100501 01010 COLUM 50200 0102102CAPTLCPO0100501 01010
For purposesonly |

s/
- F
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The Budget Tool and the Chart of Accounts

The Retrofitted Budget Tool will function and look very similar to the way it does today. The
primary change being made is to allow it to accept our new Chart of Accounts.

e Schools and departments are still required to enter Fiscal Year Budgets for all revenue,
expense, allocation, payroll, and indirect activity related to their unit
o Budgets entered using the full ChartString

» Current state:
IAccoun@5205 I mmmm)  |edgers tell us how restricted the money is

— What we are planning to purchase

. | Fund and Function will be defaulted in Budget Tool E

2110 OFFICE SUPPLIES

» Future state:

Unit

Business
Unit
Natural
Account

PC
Business

Project
Activity
M
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COA Crosswalk Tool

A Chart of Accounts (COA) Crosswalk Tool has been developed to help you translate between
FAS accounts (GL/SL) and the new ARC ChartString as well as between FAS sub-code/account
control and ARC accounts.

This Crosswalk Tool will be available from the new ARC Portal: The screenshot below shows
you where to find and access the COA Crosswalk Tool:

MYCOLUMBIA

(ARG Pocial | OWR Rapers Eotwpens Rapotng Frdys EROEV ERTEST ERSTAGE ERSeC

The COA Crosswalk Tool has a straightforward interface to translate between FAS and ARC.

&2 COLUMBIA UNIVERSITY Einance

IN THE CITY OF NEW YORK Division
Chart of Accounts (COA) Crosswalk Tool

Use this tool to translate between FAS account info and ARC ChartString info. Retumed data includes a description of search and full results data. To begin a new
translation, change key fields then click Translate”

» Translate between FAS account (GL/SL) and ARC ChartString

» Translate between FAS sub-codefaccount control and ARC account

Page 11



Training Guide m
Budget Tool

Commitment Control and Budget Checking

Commitment Control is a feature within ARC that enables users to manage expenditures actively
against predefined, authorized budgets.

Columbia University will use Commitment Control to achieve the following objectives:

e Torestrict transactions if they trigger total spending to exceed a pre-determined budget
amount — Note: This feature will only be used for Capital Project expenses

e To block transactions when no budget exists for the department & project pairing — this
will help us manage security

o To provide enhanced reporting capability to review and audit budget capacity (budget vs.
actuals)
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How is ARC Implementing Commitment Control?
Levels of Commitment Control in ARC

There are 3 levels of Commitment Control that regulate spending:

CONTROL: Transactionsthat don't have a valid budget row OR
exceed the amount budgeted will be stopped.

TRACK WITH BUDGET: Transactions that don't have a valid
budget row will be stopped.

TRACK WITHOUT BUDGET: All transactions pass without error.

The level of spending control we will be implementing at go-live for Capital Project project life
transactions is “Control”:

CONTROL: Transactionsthat don’t have a valid budget row OR exceed
the amount budgeted will be stopped.

* Capital Project transactions will be stopped if they
push spending over the total authorized project
budget.

* Payroll expense transactions will not be stopped in
any circumstance.

The level of spending control we will be implementing at go-live for all Fiscal Year expense, and
Sponsored Project project life transactions is “Track with Budget™:

TRACK WITH BUDGET: Transactions that don't have a valid
budget row will be stopped.

» Does not stop transaction if it exceeds budget value (can have a zero
value budget)

» Revenue and Payroll expense transactions will not be stopped in any
circumstance
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Authorization to Spend

Authorization to spend will change in ARC. With FAS, spend authority was defined at time of
account set-up. In ARC, a series of validations have been put in place to validate a user's
authorization to spend.

Authorization
to spend

a APPROVED]

Today: In ARC:
*« This is done through FAS . Workﬂovy approval of Budget
account set-up Tool entries
+ Must create a budget row

(with valid Department / Fund
/ Project combination)

+ $0 budget is recognized as a
valid budget
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Budget Types and Commitment Control
The following table represents the different types of budgets and the level of Control we are

implementing for each, for both Fiscal Year and Project Life Budgets.

Type of Project Fiscal Year Budget Control Project Budget (project life) Control
Fiscal Year Revenue Budget: Track without Budget Not icabl
Only Projeds Expense Budget: Track with Budget ot applicable
Capital Revenue Budget: Track without Budget .
Eo Projects Expense Budget: Track with Budget Expense Budget: Cantrol
—
Revenue Budget: Track without Budget
Spolnsored Expense Budget: Track with Budget Expense Budget: Track with Budget
Projects
Other .
Sear | M et Tk | e st Tk witot e
N P get: e Expense Budget: Track without Budget
Projects

Training Guide

Budget Tool
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Budget Check Errors

As mentioned above, Commitment Control will be utilized for budget checking. Below is a
visual to show the cycle in which budgets are checked before dollars are spent.

Was spending

authorized? ) Create / allocate
Wish to Spend $ (e.g., Budgeted for If not, can’t new budget in
in the right place?) spend order to spend

o

n

&

o For requisitions and journal entries, budget checking can occur online at the request of
the initiator

e For items processed in batch (PO’s, Vouchers, Journal Entries), budget checking will be
scheduled to run 5 times during the day (approx. every 2-3 hours)

The Budget Checking Process occurs in ARC:

How to determine if a transaction fails budget check:

e User can view their transaction onscreen — to see if it has been given a status of “valid” or
“error,7

e User can run a query in ARC to view any transactions they initiated that resulted in
budget check errors

o Initiator will receive an email as part of the last batch process each day that identifies any
transactions that failed budget checking during that day
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Budget Check Error Handling
Below is a standard process of what to do when you encounter a budget check error in ARC:

User views
onscreen or
runs query in

. ARC to view
% i errors

Transaction fails

budget check Initiator corrects

ChartString
coding

Was the
correct
ChartString
used?

YES

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

Once a transaction has been initiated, there is the possibility that you may encounter an error. The
user will need to look at the individual transactions in error to determine the type of budget
checking error that occurred. Listed below are examples of budget checking errors that may occur
within a transaction and ways to mitigate:

B
Mo budget exists If a budget does not exist, contact the Budget Owner and request a budget to be created

Budget is closed If the budget is closed, change the transaction date, if appropriate, so that it is within the
budget period or delete the transaction

Budget is on hold If the budget is an hold (for Fiscal Year budgets), contact the Budget Owner or the Department
on the Project to find out why the budget is on hold

Budget date outside If the budget date is outside the specified dates (for Sponsored Projects), delete the

specified dates transaction. This means that the date exceeds the Project end date in addition to its 90 days
threshold

Exceeds budget and is If the transaction exceeds the budget and is over tolerance [only for Capital Projects), contact

over tolerance the Budget Owner and/or delete the transaction

Note: In ARC: To pass Commitment Control Budget Checking on actual transactions, an
account at the Department/Project level must be budgeted. This budget can be on any account
and can be for as little as $0 or $1. Zero dollar budgets will be automatically created by
integrating systems such as InfoEd or Skire when new projects are created via their systems, but
the user in the project owning department must enter a $0 or $1 dollar budget for any new
department-project combinations that will be charging to their project. If a user not in the project
owning department initiates this budget transaction, it will await foreign approval from the
project owning department to be sent to Commitment Control

In People @ Columbia/Labor Accounting (PAC/LA): To pass PAC/LA Budget Check on
personnel transactions, an account at the Department/Project level must be budgeted for $0 or $1.

Page 17



Training Guide m
Budget Tool

An OTPS account will allow the user to create a Combo Code in Labor Accounting for the
personnel transaction to be charged to. The user in the project owning department must enter $0
or $1 dollar budgets for any new department-project combinations where personnel costs will be
charging to their project. If a user not in the project owning department initiates this budget
transaction, it will await foreign approval from the project owning department to be sent to the
General Ledger.
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Budget Tool Overview

This is the Budget Tool Overview lesson of the Budget Tool course. Upon completion of this
lesson, you will be able to:

o Understand the Budget Tool's basic functionality and describe basic characteristics
e Understand the basic screen format and layout within the Budget Tool
o Describe the suggested workflow when using the Budget Tool

Estimated Time to Complete Lesson: 10 minutes
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ChartString Selector

The ChartString Selector is one of the key new features of the Budget Tool, and it is typically the
first screen you will see within all modules of the tool. Using the ChartString Selector, you can
both find and build a ChartString to budget. A series of system validations, called combination
edits, ensure the ChartString you enter is a valid ChartString to budget against. ChartStrings can
be combined in various ways rather than how a single FAS account is currently used.

The quickest way to navigate the module is to use the Autocomplete feature. Type the first three
characters of any string (letters or numbers) for a ChartField on the Selector screens and the first
300 matches to that string will automatically pop up to choose from. The more characters you
type, the smaller the list becomes until it drills down to one selection. This autocomplete feature
is available wherever there is a magnifying glass.

Chart String or Id:

Business Unit: COLUM - COLUMBIA UNIVERSITY -
Department: 4001101 - A%S CORE GENERAL <
PC Business Unit: GEMNRL -
Project: URD03758 - BRUS-DISCRETIONARY -4
Activity: o1 d
Initiative: £0732 - A%S RESEARCH SUPPORT P -4
Segment: 00000000 - UNDEFINED SEGMENT -4
Site: <4

In most cases, budgets will be entered at the detail level, requiring all ChartFields (except Site).

To make it easier to enter the required Chartfields:

e Fund and Function will default from other ChartFields
e Initiative and Segment can be populated with a generic "Undefined" value
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Directions for Direct Activity Screen
Directions for Direct Activity Screen

)))))
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From the Direct Activity screen, the user budgets accounts which are the equivalent of the FAS
sub-code or control code. Each account is listed under a revenue, expense, or indirect category.
Next to each account listed displays the function. The function determines the COB line that
these budgeted dollars will map to. The user enters a credit to revenue with a minus sign and a
debit to expense as a positive amount. Budgets are entered in whole dollars. The Save button is
to save your work and remain on the screen. Cancel will discard all work and return the
ChartString selector. The Add button allows the user to choose new accounts from a drop-down
list, make multiple selections and add them to the screen to budget.

The summary section in the middle of the screen will show the Beginning Project Fund Balance
passed in ARC actuals. The Budgeted Revenues and Expenses are as shown in Direct Activity for
this Project’s ChartStrings. The Budgeted Ending Project Fund Balance is the total of all
ChartStrings with the same Project as the currently shown chartstring. This is the measure of
overdraft/surplus status that the user is budgeting to and the project owner is allocating with.

Unprocessed transactions in the Worklist (including Open items) are reflected in the summary
section totals and ending fund balance. The Process button will save, create a Direct Activity
transaction and process it through the workflow as far as the security allowed on the user profile.

Note on Administrative Fees

Schools are allowed to charge administrative fees on certain projects in order to recover overhead
associated with the activities in those projects. Facilities & Administration (F&A; also known as
ICR) is charged to government and private grants (and grant proxies) based on eligible direct
expenses and the ICR rate applicable to the grant or proxy. Revenues from grant/grant proxy ICR
are automatically received by the department or school specific recovery ChartString in ARC for
indirect grant revenue.
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Administrative Fees are created real-time when an eligible account is budgeted in Direct Activity.
Based on the PeopleSoft attributes on the Project, an automatic calculation occurs and the
account is added to projects when the user budgets in Direct Activity and presses the Save or
Process buttons. A project can either be charged ICR or an admin fee, or it can be exempt from
either.

The user also now has the ability to manually calculate and enter adjustments to either Admin Fee
or ICR that is system generated on a different Account by using the Transfers module.

Note on Indirect Grant Revenue

Indirect Grant Revenue will be automatically added on every grant that is charged F&A. It is
added in Direct Activity to the grant in the same way the Direct Grant Revenue is, which is upon
changing a budget and pressing Save or Process. The account and amount of the F&A credit to
the unrestricted account is added to the grant using the same account and amount.

For P&S Industry Clinical Trial awards, an allocation will run to book F&A expense to the award
and F&A revenue to the school based on cash received on a nightly basis. In the Budget Tool,
departments must manually budget for F&A expenses and revenue on the award.
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Directions for Transfers Screen
Directions for Transfers Screen

&2 COLUMBIA UNIVERSITY
INTHE CITY OF NEW YORK

The Transfers screen is used to budget the transfer of funds or charge overhead from one
ChartField string to another for the current estimate and three future years. Screen validation will
enforce the formation of local and offset ChartField strings supporting ARC accounting rules. A
budgeted transfer can be added or edited. Transfers are entered with negative numbers for credit
amounts and in whole dollars consistent with the Direct Activity module. The budget amounts
and account will be entered for the local ChartField string only and the offset amounts and
matched pair account will be automatically generated by the Budget Tool so that both sides
always agree. A decrease in fund balance will be a positive entry on the Direct Activity and
Transfers screens and an increase in fund balance will be a negative entry on the Direct Activity
and Transfers screens.

The Transfers List at the bottom will show this string’s transfer budgets. Debit or Credit amounts
will be formatted on the screen with a plus or minus sign on all budget input columns for the
offset ChartField string. If the account needed is not shown, the “Add Transfer” button allows the
user to create a new transfer by selecting from a list of local account values. It will return the
local ChartFields pre filled to build the offset ChartString and new values can be changed. After a
description is entered and the amounts are budgeted, the added ChartString combination will list.

The Edit Transfer is to revise an existing budgeted transfer.

The Delete Transfer will delete selected budgeted transfers that have not yet been sent to ARC.
Once a transfer has posted to the ARC, it can never be entirely deleted and must be zeroed to
remove.

The Save button will save what you have budgeted. The Process button will save and return to
the Transfers List screen updating the Status and Next Action columns. It will create a Transfers
transaction and process it through the workflow as far as the security allowed on the user profile.
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The Cancel button will bring the user back to the Transfers screen without saving the current Add
or Edit session. If the user has made any changes, they will be prompted to save them.
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Project Life Screen Overview

The Project Life module is used to create and modify multi-year project budgets on PC BU
GENRL projects. It is used as an inquiry tool to see current month to date, year to date, and
project to date actual information as well as project budget balance available (except for
Sponsored project closeouts).

Other Project Life budgets (multi-year based, but non-Sponsored Project and non-Capital) will be
entered into Budget Revisions. Budget Revisions requires all ChartFields (except Site) for each
budget transaction.

| Other Project Life Budgets Source = Budget Revisions |

DEPT | FUND | PROJECT |ACTIVITY|ACCOUNT | FUNCTION | INITIATIVE | SEGMENT

v v v v v v v v

* To make it easier to enter the Chartfields:
% Fund and Function will default from other Chartfields.

¥ Initiative and Segment can be populated with a generic “Undefined” value.

Projects can have fiscal year and multi-year budgets, where multi-year budgets are budget
amounts that represent the life of a project. For a chartstring to be eligible for budgeting in Project
Life, it must have a controlled chartfield = Y attribute.

é Financial Systems Columbia University - Windows Internet Explorer

Financial Systems > BudgetTool > Budget > Project Life (Budget Welcome JILL TR,

&2 COLUMBIA UNIVERSITY Gl E AT

IN THE CITY OF NEW YORK
Budget Payrall Batch Process
Project Life (Budget Revision)
+ Changes saved.

Header Section

COLUM-7555102-GENRL-UR 00467 2-01-01-00000-00000000 Transaction 00000105 STATUS: OPEN

Business Unit coLum COLUMBIA UNIVERSITY Initiative 00000 UNDEFINED INITIATIVE

Department 7555102 SRG WOUND Segment 00000000 UNDEFINED SEGMENT

PC Business Unit GENRL  GENRL

Project UR04672 CURRENT UNRESTRICTED

Fund Code 01 GENERAL UNRESTRICTED FUND

Activity 01 01
T — e T N e
Total Project Revenues -10000

Total Project Expenses 0 25000 ] 0

Total 0 o 0 [
T — 0 3 50 S
40540 LAB FEES (020 Fees) -10000

FEES TOTAL 0 10000 0 0 0 0 ]
BEVENIIE TATAL n nnnn n a n n "

User ID: jtg2006 i
Date: Financial Systems - Col

I Add || save || Process || Cancel
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Worklist Screen Overview
Directions for Worklist Screen

Ei_? COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK
Budget Payrol Batch Process

Budget Tool Worklist

Current Quarter: 201204

seach Acoss poges] ¥

00000SML

000005MM 1

000005MX

e e R

The Worklist allows a user to perform the actions on a transaction that are required to obtain the
necessary approvals. The permission assigned in the FFE user profile determines the level of
authority the user has for approving transactions. When the user enters the Budget Tool, they will
see the Worklist menu which will show all outstanding items that the department has to take an
action on: those that are Open, Released, Awaiting Approval (Preliminary, Final) or Awaiting
Foreign Approval. When they choose the Process module from the top menu, they can also go to
the Worklist.

To work with an existing transaction, you use the checkbox in the left column to select the
transaction and then an action button at the bottom. The Worklist has buttons for Edit (View is
always allowed), Release (allowed if it is an Open item), Delete (allowed if it is an Open item),
Recall (allowed if it is a Released item), Approve (allowed if it is a Released item), and Reject
(allowed if it is a Released item). History (a new functionality in the Budget Tool) allows you to
view who has made updates to the transaction and the date they were made.

Once a transaction is saved, it is in an open status. With an Open status, a user can Edit, Release
or Delete a transaction. To move the transaction to the next step they must Release it. Once an
item is Released, the next action it needs is approval. If they choose to recall an item, the status
changes back to Open. Once a transaction has reached the approval stage, all levels of approval
will show on the Worklist. If the budgeter does not have final approval for the owning department
of the project, the transaction will await foreign approval.

The Worklist screen shows the snapshot quarter the Budget Tool is currently in. The ARC
terminology for this snapshot is a Journal Class and is used for reporting purposes to distinguish
between an original and adjustment budget. This is the current fiscal year quarter that the
transaction will apply to. Transactions finally approved today will post to this quarter. If a
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transaction has an error status of OMB Action Required, no additional changes will be allowed
until it is reconciled, corrected, and accepted (Contact OMB for reposting to ARC.).

You can select any in-process transaction from the Worklist and press History. This will show
you all of the steps in the workflow that have occurred for this transaction and the UNI of the user
who performed them. You can see the date and user who created the transaction, released it and
approved or recalled it.

Some key features to consider when using the Worklist:

e Onany of the Selectors or drop down lists for a chartfield, the full list of matching values
is returned and a user can page through this full set 100 at a time

o The magnifying glass search icon also returns a full list of results from the Worklist

e On the Worklist there is a new Pagination feature to step through one page at a time or go
straight to the end and a button to Search Across All Pages. There is also the ability to
search across all records. When there are lots of transactions a user can search across all
of them for an entered selection. For example: if you would like to see all transactions
for a given date and enter 06.01, the system will allow a user to search across all pages
for the list returned.

e When adding an account now from Direct Activity and Project Life, users can page
through the full set 100 at a time.
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Process - Posted Items Overview

When the transaction has posted to ARC, it will be moved to the Posted Items menu. Once the
item is posted it is complete in the Budget Tool, and the user can now check their reports to see
the results. The data is not real time, but it is refreshed multiple times a day.

In the Process module, there are two key header labels for the user to determine where in the
process an item or transaction is: these are Status and Next Action. The Status is the current state
of the item while the next action refers to the next step in the process for that item. If a transaction
results in an error, a user will see a message with the status of "Post Failed" and a next action of
"OMB action required.” Followed up with OMB would be required.

When the column headings are clicked, they have the ability to sort. There is a Find magnifying
glass in the upper left corner which can be used to search for all records that match a partial string
or a numeric value.

Welcome JILL TRACY GOLDSTEIN

Fi

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Budget Payroll Batch Process

Print | Help | Links | Exit

Budget Tool Posted List
Current Quarter: 2012Q4

Chart string Description [frans 1d_|[Posted]

COLUM-7903105-SPONS-GG001016-20-01-10003- DIRECT JTG2006 2012.04.01 POSTED CHECK REPORTS 000000VS 2012Q3

05000001-1058 ACTIVITY 12:45

I~ FLB KRAFT-7555202-GENRL-AG001014-01-01-10305. PROJECT LIFE JTG2006 (2012.03.20 POSTED CHECK REPORTS 000000XP 2012Q3

00000000 BUDGET 15:50

I DA COLUM-2510210-CAPTL-CPODI964-50-01-00000-  DIRECT 62006 |2012.0401  POSTED CHECK REPORTS 000000V 2012Q3
01000001-1084 ACTIVITY 12:45

|_Jrvoe ]
T oa
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Budgeting Accounts
Budgeting Accounts

Keep the following concepts in mind as you use the Budget Tool:

e Schools, departments, and centers maintain their own spreadsheets to model alternative
budget scenarios, and to assemble revenue and expense plans. COB detail reports saved
to Excel format can play an important role in these models

e Budget Tool screens are used to enter budgets after they have been developed, but not for
budget modeling and development itself

e The role of budget entry screens is to automate consolidation of data and provide a
framework for budget approval, not to support planning or replace local financial models

Before You Begin Budgeting Chart Strings

ChartStrings that cannot be budgeted are the ones that contain ChartFields that are flagged as
inactive as of the prior night’s ARC activity. If you try to open any of the above ChartStrings,
you will get an error message. A new ChartString would need to be built for further budgeting

with active ChartFields.
Entering Fiscal Year Revenue Budgets:

Fiscal Year revenue budgets will be entered into the Budget Tool. The Budget
Tool requires all ChartFields (except Site) for each budget transaction.

‘ Fiscal Year Revenue Budget Source = Budget Tool

DEPT | FUND | PROJECT |ACTIVITY |ACCOUNT [ FUNCTION |INITIATIVE [ SEGMENT

v < v v v v v v

+ To make it easier to enter the Chartfields:
# Fund and Function will default from other Chartfields.

» Initiative and Segment can be populated with a generic “Undefined”
value.

Fiscal Year Expense Budgets:
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All Fiscal Year expense transactions will go through Budget Check to evaluate
whether there is a valid Department / Fund / Project ChartField combination

- W

Fiscal Year Expense Budget

Source = Budget Tool

DEPT FUND PROJECT AMOUNT
v v v >$0
Example:
DEPT FUND PROJECT ACCOUNT
BUDGET ROW | A&S History | Unrestricted UR123456 Supplies
DEPT FUND PROJECT ACCOUNT
REQUISITION \ A&S History | Unrestricted UR123456 Consulting |
DEPT FUND PROJECT ACCOUNT
' ass - -
REQUISITION Chemistry Unrestricted UR123456 Supplies

Passes budgst check;
Dept/Fund/Project
match budget row

Fails budget check;
Dept does not match
budget row
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Budget - Direct Activity

This is the Budget - Direct Activity lesson of the Budget Tool course. Upon completion of this
lesson, you will be able to:

e Budget a direct activity within the Budget Tool

Estimated Time to Complete Lesson: 15 minutes
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Direct Activity
Use the Direct Activity screen to enter and review a budget.

Procedure

This topic provides guidance on how to enter and review a budget on the Direct Activity screen.

Welcome JILL TRACY GOLDSTEIN

Print | JB Print | Help | Links

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Financial Front End

Budget Tool

Cash Module

Security Administration

Administration
Development Section

Test: Direct Achivity

Done T e meeme [%h « [Hmw -

Step Action

1. Click the Budget Tool link.
Budget Tool
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Windows Internet Explorer

inancial Systems Columbia Univer:

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Direct Activity

Batch Process

Transfers

Project Life (Budget Revisions)

[chartsting _______Joescription _Jrodifier JLast Update Jstatus ___Jrent Action __JTrans d_Jrosted B

T COLUM-7903105-GENRL-AGO01016-01-01- Testing SE2328 |2012.03.27 OREN RELEASE 0000007 201203
25008-16000311-AUS-70510-640 16:51
COLUM-7903105-GENRL-AGO01016-01-01-
25008-16000311-AU5-75510-540

[T PLB  COLUM-1208106-GENRL-AGO01012-01-D1- PROJECT LIFE SE2328 | 2012,03.19 OFEN RELEASE 000000XS 201203
00000-00000000-1025 BUDGET 13:30

™ re COLUM-1208106-GENRL-AG001012-01-01- PROJECT LIFE SEZ2328  |2012.03.19 QPEN RELEASE 0o0000xT 201203
00000-05000001-1025 BUDGET 13:59

I~ pe COLUM-2510210-GENRL-AG001012-01-01- PROJECT LIFE SE23z8  201z2.03.20 QPEN RELEASE 000000vs Z012Q3
00000-05000002-1025 BUDGET 13:24

I~ oa COLUM-0503102-CAPTL-CP001964-80-01-00000 DIRECT SE2328 |2012.03.20 REIECTED RELEASE 00n000vs 201203
-00000000-1012 ACTIVITY 15:16

[T DA COLUM-D503107-GENRL-AGO01000-01-D1- DIRECT SE2328 | 2012.03.20 ERROR-ALLOC OMB ACTION 000000YF 201204
50096-00000000 ACTIVITY 17:52 REQUIRED

™ re COLUM-0503110-GENRL-AG001012-01-01- PROJECT LIFE SEZ2328  |2012.03.27 QPEN RELEASE gooooovL 201203
00000-00000000 BUDGET 17:10

I~ pe COLUM-0503110-GENRL-AGO001012-01-01- PROJECT LIFE SE23z8  z01lz.04.01 QPEN RELEASE 00000aYP Z012Q3
00000-01000001 BUDGET 1z2:07

I~ oa COLUM-411102-GENRL-AGO01037-01-01- DIRECT SE2328 |2012.03.26 ERROR-ALLOC OMB ACTION 0000010W | 201203
00000-16000539 ACTIVITY 16:05 REQUIRED

[T DA COLUM-6411102-GENRL-EN001542-50-01-10525 DIRECT SE2328 | 2012.03.28 ERROR-ALLOC OMB ACTION 0000011) 201203
-05000067-1013 ACTIVITY 16:32 REQUIRED

o COLUM-£411102-GENRL-ENO02195-60-01-00000 SE_TEST_001 SEZ2328  |201z.04.01 RELEASED APPROVE googoizz 201203
-00000000 -71210-620 12:05
COLUM-£411102-GENRL-ENO0Z195-60-01-00000 -2

Print | Help | Links | Exit

Count: 133

User ID;: jtg2006
Date:

I e [ viow | rotens [ et | e [ asprove | et s

Database: fintest
Finandial Systems - Golumbia University

i start J ) J (& Finaniisl Systems Colum... || @ https://fintest.cc.colu...

jo|m & [ @ &

Action

Click the Budget link.

dows Internet Explorer

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Direct Activity

Batch Process

Transfers

Project Life (Budget Revisions)

T COLUM-7903105-GENRL-AGO01016-01-01- Testing SE2328 201z2.03.27 QPEN RELEASE 0ooogoTd 201203
25009-15000311-AUS-70510-640 16:51
COLUM-7903105-GENRL-AGO01016-01-01-
25009-15000311-AUS-75510-340

™ pLe COLUM-1208106-GENRL-AG001012-01-01- PROJECT LIFE SE2328 2012.03.19 QOPEN RELEASE 000000KS 201203
00000-00000000-1025 BUDGET 13:30

l_ PLE COLUM-1208106-GENRL-AG001012-01-01- PROJECT LIFE SE2328 2012.03.19 OPEN RELEASE 000000XT 201203
00000-05000001-1025 BUDGET 13:59

'_ PLB COLUM-2510210-GENRL-AGO01012-01-01- PROJECT LIFE SE2328 2012.03.20 OPEN RELEASE 000o0oYs 201203
00000-05000002-1025 BUDGET 13:24

I D& COLUM-0503102-CAPTL-CPO01964-80-01-00000 DIRECT SE2328 z201z.03.20 REJECTED RELEASE ooooooYe 201203
-00000000-1012 ACTIVITY 15:16

r oa COLUM-0503107-GENRL-AG001000-01-01- DIRECT SE2328 2012.03.20 ERROR-ALLOC OMBE ACTION 000000YF 201204
50096-00000000 ACTIVITY 17:52 REQUIRED

l_ PLE COLUM-0503110-GENRL-AG001012-01-01- PROJECT LIFE SE2328 2012.03.27 OPEN RELEASE 00000avYL 201203
00000-00000000 BUDGET 17:10

'_ PLB COLUM-0503110-GENRL-AGOD1012-01-01- PROJECT LIFE SE2328 2012.04.01 OPEN RELEASE 0noooaypP 201203
00000-01000001 BUDGET 12:07

I D& COLUM-8411102-GENRL-AGO01037-01-01- DIRECT SE2328 2012.03.26 ERROR-ALLOC OMB ACTION 0000010 201203
00000-18000539 ACTIVITY 16:0% REQUIRED

r oa COLUM-6411102-GENRL-ENOD1242-60-01-10525 DIRECT SE2328 2012.03.28 ERROR-ALLOC OMBE ACTION 0000011) 201203
-05000067-1013 ACTIVITY 16:32 REQUIRED

l_ T COLUM-6411102-GENRL-ENOD2195-60-01-00000 SE_TEST_001 SE2328 2012.04.01 RELEASED APPROVE 00000122 201203
-00000000 -71210-620 12:05
COLUM-6411102-GENRL-ENOD2195-60-01-00000 hd

Print | Help | Links | Exit

Count: 133

User ID: jtg2006
Date:

I T e I

Database: fintast
Finandial Systerns - Golumbia University

#/start J @ J {& Financial Systems Colum... || & https://fintest.cc.colu...

jo|m & [| @ &
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Step

Action

3.

directly to the Direct Activity Module.

sity - Windows Internet Explorer

Fina ne JILL TRACY

&2 COLUMBIA UNIVERSITY vk | e | Lok Bt

IN THE CITY OF NEW YORK

Budgst Fayroll Batch Process

Chart string Selector - Direct Activiti

Chart String or Id:

Business Unit: COLUM - COLUMBIA UNIVERSITY Q
Department: 4001101 - ARS CORE GEMERAL Q
PC Business Unit: GENRL “%
Project: URD0375S8 - BRUS-DISCRETIONARY Q
Activity: o1 \«l
Initiative: 60732 - A&S RESEARCH SUPPORT P Q
Segment: 00000000 - UNDEFINED SEGMENT Q
Site: ‘Qs

User 1D jtg2006
Date:

2 start Jg Jgﬁnanma\SystemsCu\um‘.. [@ https:/hintest.c.cotu. J gJ @& [ v Iﬁ

Step

Action

Note: The most recently budgeted ChartString will be pre-populated in the
ChartString selector.
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Financia \ Budge

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Budget Payrall Batch Process

Chart string Selector - Direct Activity

Chart String or Id:

Business Unit:
Department:

PC Business Unit:
Frojsct:

Activity:
Initiative:
Segment:

Sike:

User ID;: jtg2006
Date:

COLUM

4501101

GENRL

00000

00000000

4z02

LLLLLLLL

Print | Help | Links | Exit

Database: fintest
Finandial Systems - Golumbia University

& start J s J {& Financis| Systems Colum... || & hitps:/ fintest.cc.cou...

Jolm & T o R

Step

Action

Click in the Project: field.
MO01057

For this demonstration, we will budget Direct Activity for a different project.
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&2 COLUMBIA UNIVERSITY ot e e e
IN THE CITY OF NEW YORK
Budget Payroll Batch Process
Chart string Selector - Direct Activity
Chart String or Id:
Business Unit: coLm Q
Departrent: 4501101 Q
PC Business Unit: GENFRL Q
Project: | Q
Activity: o1 Q
Initiative: 00000 Q
Segment: 00000000 Q
Sike: 4202 Q
User ID: jtg200& Database: fintest
Date: Financisl Systerns - Golurabia Un ity

@ start Jg J & Financial Systems Colom.. || € https:/ ffintest.ce.colu.. J GJ @ & [] Q » @

Step

Action

Delete any pre-populated data in the Project field.

Press [Backspace].
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ne JILL TRACY GOLDSTEIN

oY Print | Help | Links | Exit
IN THE CITY OF NEW YORK
Budget Payroll Batch Process Prntessing. Please w

Chart string Selector - Direct Activity

Chart String o 1d:

Business Unit: COLUM Q.

Departrent: 4501101 Q

PC Business Unit: GENRL Q

Froject: =

Activity: o1 Q

Tnitiative: 00000 Q

Segment: 00000000 Q

Site: azoz Q
User ID: jtg200& base: fintest
Date: Finaneis| | Systems - C ity

@ start Jg J & Financial Systems Colom.. || € https:/ ffintest.ce.colu.. J GJ @ & [] Q » @

Step Action

7. Use the search button (the icon that looks like a magnifying glass) next to the
"Project" field to find a project.

Click the Search button.
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d;? COLUMB[A UNlVERSlTY Print | Help | Links | Exit
IN THE CITY OF NEW YORK
Lookup Page
[~ aGooi000 TRADING PLACES GROUP GERRL 01 GENERAL UNRESTRICTED FUND
[~ aGooioo1 ARCHITECTURE STUDENT ASSOCIATI GERRL 01 GENERAL UNRESTRICTED FUND
™ aGo01002 STUD GOWT ACTVT FEE GERRL 01 GENERAL UNRESTRICTED FUND
[ AGo01003 GO ALLIMNE GERRL 01 GENERAL UNRESTRICTED FUND
I aGooin0d4 VISUAL ARTS STUDIO DEFOSITS GERRL 01 GENERAL UNRESTRICTED FUND
[~ aGooi00S ARTS CAREER SERWICES FEE GERRL 01 GENERAL UNRESTRICTED FUND
[~ aGooi006 T FELLOWS APF FEE GERRL 01 GENERAL UNRESTRICTED FUND
™ aGooin07 FILM FESTI¥AL TICKET SALES GERRL 01 GENERAL UNRESTRICTED FUND
[ aGo0100 CHINA GENRL 01 GENERAL UNRESTRICTED FUND
I aGoo1009 AFRICA GERRL 01 GENERAL UNRESTRICTED FUND
[C aGo01010 ATIF NATIOMAL ASSEMBLY GERRL 01 GENERAL UNRESTRICTED FUND
[~ aGooio1l COMMUNITY CAPITALISM GERRL 01 GENERAL UNRESTRICTED FUND
[~ aGooioiz ARDEN HOUSE GERRL 01 GENERAL UNRESTRICTED FUND
I aGo01013 ACCOUNTING GERRL 01 GENERAL UNRESTRICTED FUND
[ aGooin1d TINKER CONF. GERRL 01 GENERAL UNRESTRICTED FUND
[©  aGo0101S PLEDGE FIXED ASSETS GERRL 01 GENERAL UNRESTRICTED FUND
[ aGooi016 ECONOMICS GERRL 01 GENERAL UNRESTRICTED FUND
[~ aGooi017 SHRIMKING CITIES GERRL 01 GENERAL UNRESTRICTED FUND
[ aGo01018 ARTS GERRL 01 GENERAL UNRESTRICTED FUND
GENRL. 01 GENERAL UNRESTRICTED FUND =l
Count: 1000

st | g | 8 Finencl ystans Coln...|[ & hitpss fintest.cc.colu.. lo|@m & ] @ 2

Step Action

8. Use your mouse to point and select the designated Project ID.

Click the AG001016 option.
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inancial Systems Columbia Univer:

Windows Internet Explorer

01 GENERAL UNRESTRICTED FUMD
01 GENERAL UNRESTRICTED FUND
01 GENERAL UNRESTRICTED FUMD
01 GENERAL UNRESTRICTED FUMD
01 GENERAL UNRESTRICTED FUMD
01 GENERAL UNRESTRICTED FUMD
01 GENERAL UNRESTRICTED FUND
01 GENERAL UNRESTRICTED FUMD
01 GENERAL UNRESTRICTED FUMD
01 GENERAL UNRESTRICTED FUMD
01 GENERAL UNRESTRICTED FUMD
01 GENERAL UNRESTRICTED FUND
01 GENERAL UNRESTRICTED FUND
01 GENERAL UNRESTRICTED FUMD
01 GENERAL UNRESTRICTED FUMD
01 GENERAL UNRESTRICTED FUMD
01 GENERAL UNRESTRICTED FUND
01 GENERAL UNRESTRICTED FUND
01 GENERAL UNRESTRICTED FUMD

Print |

01 =

&2 COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK
Lookup Page
'_ AG001000 TRADING PLACES GROUP GEMNRL
'_ AG001001 ARCHITECTURE STUDENT ASSOCIATI GEMNRL
(ml AGO001002 STUD GOWT ACTVT FEE GEMNRL
(m AGO01003 GD ALUMMI GEMNRL
(ml AG001004 YISUAL ARTS STUDIO DEROSITS GEMNRL
'_ AG001005 ARTS CAREER SERWICES FEE GEMNRL
'_ AG001006 T FELLOWS APP FEE GENRL
'_ AGO001007 FILM FESTIVAL TICKET SALES GEMNRL
(ml AG001008 CHINA GEMNRL
(m AG001009 AFRICA GENRL
'_ AG001010 ATIP MATIOMAL ASSEMBLY GEMNRL
'_ AG001011 COMMUNITY CAPITALISM GENRL
'_ AG001012 ARDEM HOUSE GEMNRL
(m AGO01013 ACCOUNTING GEMNRL
(ml AG001014 TIMKER CONF. GEMNRL
'_ AG001015 PLEDGE FIXED ASSETS GEMNRL
'7 AG001016 ECONOMICS GENRL
'_ AGD01017 SHRIMNKING CITIES GEMNRL
(ml AGO01018 ARTS GEMNRL
GENRL
Count: 1000

Help

| Links | Exit

i/ start J )

J {& Financis| Systems Colum... || @ hitps:/ fintest.cc.cou...

jo|m & [ @ L

Action

Click the Select button.

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Budget payroll

User 1D jtg2006
Date:

Batch

Chart string Selector - Direct Activity

Process

Chart String or Id:

Business Unit:
Department:

FC Business Unit:
Project:

Activity:
Initiative:
Segment:

Site:

GENRL

AG00L016
o1

00000
00000000

4z02

LLpLpLpLpLLp

Print |

Help

| Links | Exit

Database: fintest
Finandial Systems - Columbia University

#/start J @

J & Financial Systems Calum... || & https://fintest.cc.colu.

jo|m & [ @ &
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Step

Action

10.

Click in the Department: field.
=5 01101

/ - Financial Systems Columbi i ity - Windows Internet Explorer

= Buc = = C v ne JILL TRACY GOLDSTEIN

&2 COLUMBIA UNIVERSITY ot e e e
IN THE CITY OF NEW YORK
Budget Payroll Batch Process
Chart string Selector - Direct Activity
Chart String ar Id:
Business Unit: coLm Q
Departrant: | Q
PC Business Unit: GENRL Q
Project: AGOOLO1E Q.
Activity: 0l Q
Initiative: 00000 Q
Segment: 00000000 Q
Site: 4202 Q
User ID: jtg2008 D st
Date: Finanes| | Spstams= - C ity

@ start J@ J @ Financial Systems Colom.. || 4 https:/ ffintest.ce.colu... J ﬂJ @ & [] S » @

Step

Action

11.

Delete any pre-populated data in the Department field.

Press [Backspace].
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Fina = Bu ne JILL TRACY
&2 COLUMBIA UNIVERSITY ot e e e
IN THE CITY OF NEW YORK
Budget Payroll Batch Process
Chart string Selector - Direct Activity
Chart String or Id:
Business Unit: coLm Q
Departrant: | Q
PC Business Unit: GENFRL Q
Project: AGOOL016 Q
Activity: o1 Q
Initiative: 00000 Q
Segment: 00000000 Q
Site: az02 Q
User ID: jtg2006 Database
Date: Financial I Systems - Columbia Ui v

Blseart| | @ | & Financisl systems Colum... |[1@ hetpss//fntest.c.colu. | @ ‘ 2 ﬁ
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Step

Action

12.

from will auto complete.

Enter the desired information into the Department: field. Enter "555".

Type the first 3 characters of the name or number and matching selections to choose

Page 41




Traini
Budge

ng Guide ARC
t Tool

indows Internet Explorer

Print | Help | Links | Exit

&2 COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK

Budget Payrall Batch Process

Chart string Selector - Direct Activity

Chart String or Id:

Business Unit: coLm Q
Depsrtrnent: 555 Q
PC Business Unit: ‘ SRG OTHER OPERATION [7555202] ‘
Froject: SRG OTHER RSCH [7555402]
Activity: SRG SURG SCIENCE [7555302)
Initistive: SRG WALYE CENTER [755550%]
SRG WALYE CTR [7555502]
Segment:
SRG WOUND [7555102]
Site: -
User ID: jtg2008 Databare: fintest
Date: Financial Systems - Columbia Unive:

4 start, J @ J & Finarcisl Systems Colum... || & hittps:/ fintest.cc.colu...

Step

Action

13.

Click the SRG VALVE CTR [7555502] link.
SRG WAlLWE CTR [7355302]

indows Internet Explorer

&2 COLUMBIA UNIVERSITY e e e e
IN THE CITY OF NEW YORK
Budget Payroll Batch Process
Chart string Selector - Direct Activity
Chart String or Id:
Business Unit: coLm Q
Departrnent: 7555502 Q
PC Business Unit: GENFRL Q
Project: AGOOL016 Q
Activity: o1 Q
Initiative: 00000 Q
Segment: 00000000 Q
Sike: 4202 Q
User ID: jtg200& Database: fintest
Date: Finanecsl Systerns - Colurbia University

Wsear| | g | 8 Finercl ystans Coln...|[ & hitgss ffintest.cc.colu. lo|@m & ] &
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Step

Action

14.

Remove the Site.

Click in the Site field.
4202 |

e JILL TRACY GOLDSTEIN

&2 COLUMBIA UNIVERSITY

Print | Help | Links | Exit
IN THE CITY OF NEW YORK
Budget Payrall Batch Process
Chart string Selector - Direct Activity
Chart String ar 1d:
Business Unit: coLum Q
Departrnent: 7555502 Q
PC Business Unit: GENRL Q
Project: AGOOLO16E Q,
Activity: o1 Q
Initiative: 00000 Q
Segment: 00000000 Q
Site: -EDE Q
User ID: jtg200& Database: fintest
Date: Financisl Systerms - Colurnbia Univarsity

istart| | 8 | & rnercelsystens colm... | [ hitpss/ fntest.cc.colu.. |o|@ & [] & 2. @

Step

Action

15.

Delete any pre-populated data in the Site field.

Press [Backspace].
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indows Internet Explorer

&2 COLUMBIA UNIVERSITY ot e e e
IN THE CITY OF NEW YORK
Budget Payroll Batch Process Processing. Please
Chart string Selector - Direct Activity
Chart String or Id:
Business Unit: coLm Q
Departrnent: 7555502 Q
PC Business Unit: GENFRL Q
Project: AGOOLO1E Q
Activity: o1 Q
Initiative: 00000 Q
Segment: 00000000 Q
Site: Q
User ID: jtg200& Database: fintest
Date: Finanecsl Systerns - Colurbia University

st | g | 8 Finercl ystans Coln... | [ hitpss fintest.cc.colu.. lo|@m & ] @ 2

Step Action

16. Click the Find button.

indows Internet Explorer

Print | Help | Links | Exit

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Budget Payroll Batch Process Processing. Please

Chart string Selector - Direct Activity

Chart String or Id:

Business Lnit: COLUM Q
Department: 7555502 Q
PC Business Unit: GENRL Q
Project: AG00L016 Q
Activity: o1 Q
Initiative: an0og Q
Seqrent: 00000000 Q
Site: Q

[Project_____Jactivity _Jinitiative_Jseament ]

[Bus unit__Toeptid __Jrund _]

[~ |o014spP COLUM 7555502 o1 GENRL AGO01016 a1 0aoga 0a000000

Count: 1

User 1D jtg2006 Database: fintest
Date: Finandial Systems - Columbia University

&/ start, Jg J (& Financial Systems Colum... || @ https://fintest.cc.colu... J gJ @ & 7” Q
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Step

Action

17.

Note: If selecting only one item clicking the ‘find' button will also build the line.

When selecting more than one item, click the 'build' button. For this demonstration,
click the 'build' button.
Click the Build button.

d;

Fin. BL

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Budgst Fayroll Batch Process

Chart string Selector - Direct Activity

+ Mew chart string has been buitt,

Chart String or Id:

Business Unit:
Department:

FC Business Unit:
Project:

Activity:
Initiative:
Segment:

Site:

fintest.cc.columbia.edu/ - Financial Systems Columbia University - Windows Internet Explorer

COLUM
7555502
GENRL
AGOOL016
o1

Ll Jufu]}

00000000

LLLPLLLLL

o1

ne JILL TRACY

Print | Help | Links | Exit

Processing. Please w

[seament Jone |

it | outa

[ oo14spp caLum 7555502 o1 GENRL AGO01016 00000 00000000

Count: 1

User 1D jtg2006 Database: fintest
Date: Finansial | Systems - Columbia Ui

i/ start, J & J € Financial Systems Calum... || & https://fintest.cc.colu.

jo|@m & o @

Step

Action

18.

Note, once the line has been built, you must select the 'next' button to proceed.
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&2 COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK

Budget Payrall Batch Process

COLUM-7555502-GENRL-AGO01016-01-01-00000-00000000

indows Internet Explorer

Direct Activit
Header Section

Transaction

000001DG STATUS: NEW
Business Unit coLum COLUMBIA UNIVERSITY Initiative oo0on UNDEFINED INITIATIVE
Department 7555502 SRG WALVE CTR Segment 0nnooaao UNDEFINED SEGMENT
PC Business Unit GENRL GENRL
Project AGOOL016 ECONMOMICS
Fund Code o1 GENERAL UNRESTRICTED FUND
Activity o1 o1 Chart 1d 00145PF

Print | Help | Links | Exit

Processing. Please w

ning Project Fund
Balance

FY12 FY12
Budget
Begi o n

Total Project Revenues 1] -282

0 -336,031 1]
Total Project Expenses a 262 262 ) in 10 a 0 336,030 a
Ending Project Fund Balance a 1 1 1 1 1 o 0 0 a

Project
rrEst
o

User ID;: jtg2006
Date:

Process

Database: fintest

Finandial Systems - Golumbia University

& start J @ J (& Financis| Systems Colum... || & hitps:/ fintest.cc.colu...

jo|m & [ @ &

Step Action

19.
Click the Add button.

Click the 'add' button to add PeopleSoft accounts to the ChartString.
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test.cc.columbia.edu; - Financial Systems Columbia University - Windows Internet Explorer

Gb COLUMBIA UNlVERSITY Print | Help | Links | Exit
IN THE CITY OF NEW YORK

Lookup Page
40000 TUITION

" 40400 TUITION - NONDEGREE

40500 SCHOOL FEES

[ 40510 APPLICATION FEES

[C 40520 ADMISSION FEES

[~ ao0s30 LATE FEES

[C 40540 LAB FEES

[~ 40550 DISSERTATION FEES

41090 REFUND TO GOVERNMENT AGENCY

© 41105 GOVERMMENT REVENUE-PROGRAM INC

[C a1z00 STATE AID

[~ 42005 PRIVATE G&C REVENUE-PY ADJ

[©  az0s% CLINICAL TRIALS ACCRUED REVENU

42000 REFUND TO GRANTOR

[C 42105 PRIVATE G&C REVEMUE-PROGRAM IN

[© azs00 GIFT REVENUE-OFERATING

[C  |a2s05 GIFT REVENUE-PY ADI-OPERATING

[ 42507 GIFT REVENUE PREMILUM-OPERATING

42510 GIFT REVENUE-ENDOWMENT

[© 42515 GIFT REVENUE-PY ADI-ENDOWMENT o

Count; 1028

User ID: jtg2006 Dstsbase: fintest

Date: Financial Systems - Columbia University

Imstart | & | 8 Finencl ystans Coln...|[ & hitpss fintest.cc.colu.. lo|@m & ] @ 2

Step Action

20. Click the 40000 option.

test.cc.columbia.edu/ - Financial Systems Columbia University - Windows Internet Explorer

Qh? COLUMBIA UNIVERSITY Print | Help | Links | Exit
IN THE CITY OF NEW YORK

Lookup Page

Q

[C esese ANIMAL-BIRD =

[© esess ANIMAL-LIZARD

l_ 65660 ANMIMAL-FISH

l_ B6000 OTHER EXPENSES

[ e6003 OTHER EXPENSES-GENERAL

[ e6010 TEACHER CANCELLATION

[ een1s COLLECTION COSTS-LOANS

[© ee0z0 ADMINISTRATIVE EXPENSE-LOANS

l_ B6050 ExPAT EDUCATION ALLOWANCE

[T e60ss EXPAT R&R/HOME ALLOWANCE

[ e6060 EXPAT FURNITURE ALLOWANCE

[ eenes TEMPORARY QUARTERS

[© ee070 UTILITY ALLOWANCE

l_ 56075 ExPAT SEC ALLOWANCE =

[C  e6080 SITE SUPPORT

I |ecoa0 LICENSE

[ eenaz WEHICLE REGISTRATION/RENEWAL

[© |ee09s FERMITS

l_ 56100 TELLER'S OVER/SHORT

l_ B6105 STUDENT ACTIVITIES

|l BAR110 TUDEMT TNTRAMIUIRAL ACTIVITIE: =

Count: 1028

User ID: jtg2008 Database: fintest

Dste: Financisl Systams - Columbis University

lmstart Jg J & Financial Systems Colum... || @& https://fintest.cc.colu... J gJ @ & 7” Q
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Step Action

21. Click and drag the scroll bar down to select another value.

intest.cc.columbia. ancial Systems Columbia University - Windows Internet Explorer

Gb COLUMBIA UNIVERSITY Print | Help | Links | Exit
IN THE CITY OF NEW YORK

Lookup Page

2%

'- 55656 ANIMAL-BIRD =

[C esess ANIMAL-LIZARD

[ 65660 ANIMAL-FISH

[ esn00 OTHER EXPENSES

[©  eenos OTHER EXFENSES-GENERAL

'- 56010 TEACHER CAMNCELLATION

'- 56015 COLLECTION COSTS-LOANS

[ e6020 ADMINISTRATIVE EXPENSE-LOANS

[ eens0 EXPAT EDUCATION ALLOWANCE

[C |e60ss EXPAT RER/HOME ALLOWANCE

'- 66060 EXPAT FURNITURE ALLOWANCE

'- BEOES TEMPORARY QUARTERS

[ &6070 UTILITY ALLOWANCE

[ een7s EXPAT SEC ALLOWANCE |

[ ee0s0 SITE SUPPORT

[© |esns0 LICENSE

'- 56092 WEHICLE REGISTRATION/RENEWAL

I |eenas PERMITS

[ es100 TELLER'S OVER/SHORT

[ es105 STUDENT ACTIVITIES

Il BAR110 JTLIDEMT INTEAMUIRAL ACTTVITIE: hd

Count: 1028

User ID: jtg2006 Dsatabase: fintest

Date: Finandial Systerns - Golumbia University

| Lstart | & | 8 Finercl ystens Coln... | [ hitpss fintest.cc.colu.. o @m & [ @ =

Step Action

22. Click the 66092 option.
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test.cc.columbia.edu; - Financial Systems Columbia University - Windows Internet Explorer

&2 COLUMBIA UNIVERSITY ke e
IN THE CITY OF NEW YORK

Lookup Page

'- 55656 ANIMAL-BIRD =

'- B5658 ANIMAL-LIZARD

™ [eses0 ANIMAL-FISH

™ eeo00 OTHER EXPENSES

™ es005 OTHER EXPENSES-GENERAL

'- 66010 TEACHER CANCELLATION

'- 56015 COLLECTION COSTS-LOANS

™ ee0z0 ADMINISTRATIVE EXPENSE-LOANS

™ |es0s0 EXPAT EDUCATION ALLOWANCE

™ |e60ss EXPAT RER/HOME ALLOWANCE

'- 66060 EXPAT FURNITURE ALLOWANCE

'- BEOES TEMPORARY QUARTERS

™ |es070 UTILITY ALLOWANCE

I |es07s EXPAT SEC ALLOWANCE o

™ |es080 SITE SUPPORT

[© |esns0 LICENSE

F 56092 WEHICLE REGISTRATION/RENEWAL

I |eenas PERMITS

™ es100 TELLER'S OVER/SHORT

™ |estos STUDENT ACTIVITIES

T lertin TLIDEMNT TMTR AMIIBAL ACTTWVITIE hd

Count: 1028

User 1D: jtg2006 Databasze: fintest

Date: Financial Systems - Columbia University

Imstart | & | 8 Finencl ystans Coln...|[ & hitpss fintest.cc.colu.. lo|@m & ] @ 2

Step Action

23. Click the Next button.

&2 COLUMBIA UNIVERSITY Frne | e | ks Bt
IN THE CITY OF NEW YORK
Budget Payroll Batch Process
Direct Activit: =
ader Section
COLUM-7555502-GENRL-AG001016-01-01-00000-00000000 Transaction 0nooo1DG STATUS: NEW
Business Unit coLumM COLUMBLA UNIVERSITY Initi ve 00000 UNDEFINED IMITIATIVE
Department 7555502 SRG VALVE CTR Segment 00000000 UNDEFINED SEGMENT
PC Business Unit GENRL GEMRL
Project AG001016 ECOMOMICS
Fund Code o1 GEMERAL UNRESTRICTED FUND
Activity 01 {1} 8 ChartId 00145PP
FY12 FY12 FY12 FY1l4 FYL5 FY11 YTD FY1Z2 YTD Project
Beginning Project Fund Balance i] 1 1 1 1 1 il i} il C
Total Project Revenues a =262 262 o -10 -10 0 o -336,031 C
Total Project Expenses o 262 262 o 10 10 o o 336,030 C
Ending Project Fund Balance o 1 1 1 1 1 o o o C
FY11 FY12
FY12 FY11l r ct
Budget FY12 CurrEst ¥13 CE FY14 Budget Y15 Budget |YTI ¥ Actual urrEst
A Ell A al
40000 TUITION (DlEI Tuitmn)
TUITION TOTAL 1] 1] 0 o 1] 0 o 1] 1] C
REWEWUE TOTAL o o o o o o o o o C

User ID: jtg2006 Database: fintest
Dats: Financial Systemns - Columbia University

Add Savel Prucessl Cancel

sttart Jg J (& Financial Systems Colum... || @ https://fintest.cc.colu... J gJ @ & 7” Q
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Budget Tool M

Step Action

24, Note: Revenues should be entered as a credit and should be preceded by a "-"

Enter the desired information into the FY12 CurrEst field. Enter "-100",

nancial Systems Columbia Universit dows Internet Explorer

&2 COLUMBIA UNIVERSITY Frre | el | ke | Bt

IN THE CITY OF NEW YORK

Budgst Fayroll Batch Frocess

Direct Activity =
Header Section

COLUM-7555502-GENRL-AG001016-01-01-00000-00000000

Transaction 000001DG STATUS: NEW
Business Unit COLUM COLUMBIA UNIVERSITY Initiative 00000 UNDEFINED IMITIATIVE
Department 7555502 SRG WALVE CTR Segment 0ooooooo UNDEFINED SEGMENT
PC Business Unit  GENRL GENRL

Project AGOO1016 ECONMOMICS

Fund Code 01 GEMERAL UNRESTRICTED FUND

Activity 01 o1 Chart Id 00145PP

FY12 FY12

F\'12 Fyiace |F7L4 FYL5 FY11 YTD |FY1z YTD Project
Budqet Budget Actual Actual CurrEst

Beginning Project Fund Balance

o 1 o o C
Total Project Revenues a -262 -262 o -10 -10 1) o -336,031 L8
Total Project Expenses a 282 262 o pli} 10 o o 336,030 C
Ending Project Fund Balance o 1 1 1 1 1 o o o C
e e
40000 TUITION {010 Tuition) -100
TUITION TOTAL L] L]

=
o
o
=
o
o
o

REVENUE TOTAL o

User ID: jtg2006
Date:

Database: fintest
Financial Systems - Columbia University

Add Savel Prucessl Cancel

lmstart Jg Jgﬁnanma\SystemsCD\um‘.. /@ https://fintest.cc.colu.. J uJ @ ! 7” g S5 Ia

Step Action

25. Note: Press the Tab button for easy navigation within cells.

Page 50



inancial Systems Columbia University - Windows Internet Explorer

&2 COLUMBIA UNIVERSITY Pt | el | ks et
IN THE CITY OF NEW YORK
Budget Payroll Batch Process
Direct Activit: =
GEELE
COLUM-7555502-GENRL-AG001016-01-01-00000-00000000 Transaction 000001DG STATUS: NEW
Business Unit caLum COLUMBIA UNIVERSITY Initiative onooo UNDEFINED INITIATIVE
Department 7555502 SRG WALVE CTR Segment 0noooono UNDEFINED SEGMENT
PC Business Unit GENRL GEMNRL
Project AGOO1016 ECOMOMICS
Fund Code 01 GENERAL UNRESTRICTED FUNMD
Activity o1 o1 Chart Id 00145PP

Project
urrEst

FY12 FY12 . FY1l4 FYL5 FY11 YTD |[FY1ZYTD |FY11l
1 1 1

Beginning Project Fund Balance o 1 1 0 0 0 C
Total Project Revenues o -262 -262 o -10 -10 o o -336,031 C
Total Project Expenses o 262 262 i 10 10 0 i 336,030 C
Ending Project Fund Balance o 1 1 1 1 1 0 0 0 C

S Y T o O e e
40000 TUITION (010 Tuition) -100 1

TUITION TOTAL o o o o o o o o o C
REVENUE TOTAL o o 0 o s

o 0 o o o

User ID: jtg2006 Database: fintest
Date: Financial Systems - Columbia University

Add | Save l Process I Cancel

Imstart Jg J"eFinar\:\a\Systams[n\um‘.. @ https:/ffintest.cc.colu... J GJ @& [ & L @

Training Guide
Budget Tool

Step

Action

26.

Note: The Budget Tool is configured to allow the entry of three future years.

Enter the desired information into the FY 13 CE field. Enter "-125".

Page 51




Train

ing Guide
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Budget Ti ]
&2 COLUMBIA UNIVERSITY Pt | el | ks et
IN THE CITY OF NEW YORK
Budget Payroll Batch Process

Direct Activit: =
Heade: ction

COLUM-7555502-GENRL-AG001016-01-01-00000-00000000 Transaction 000001DG STATUS: NEW

Business Unit caLum COLUMBIA UNIVERSITY Initiative onooo UNDEFINED INITIATIVE

Department 7555502 SRG WALVE CTR Segment 0noooono UNDEFINED SEGMENT

PC Business Unit GENRL GEMNRL

Project AGOO1016 ECOMOMICS

Fund Code 01 GENERAL UNRESTRICTED FUNMD

Activity o1 o1 Chart Id 00145PP

FY12 FY12 FY1l4 FYL5 FY11 YTD (FY1Z YTD Yil Project

Beginning Project Fund Balance o 1 0 0 C
Total Project Revenues o -262 -262 o -10 -10 o o -336,031 C
Total Project Expenses o 262 262 i 10 10 0 i 336,030 C
Ending Project Fund Balance o 1 1 1 1 1 0 0 0 C

R o T o ey e
40000 TUITION (010 Tuition) -100 -1z8

TUITION TOTAL o o o o o o o o o C
REVENUE TOTAL o o 0 o o 0 o o o s

User ID: jtg2006
Date

Datsbase: fintest
Financial Systerns - Golumbia University

Add | Save l Process I Cancel

i start J @ J & Financial Systems Calum... || @ https://fintest.cc.colu...
L

Action

Press [Tab].

Budget T
d;, COLUMBIA UNIVERSITY Print | Help | Links | Exit
IN THE CITY OF NEW YORK
Budget Payrall Batch Process
Direct Activit =
Heade ction
COLUM-7555502-GENRL-AGO01016-01-01-00000-00000000 Transaction 000001DG STATUS: NEW
Business Unit COLUM COLUMBIA UNIVERSITY Initiative 0ooog UNDEFINED IMITIATIVE
Department 7555502 SRG WALVE CTR Segment 00000000 UNDEFINED SEGMEMT
PC Business Unit GENRL GEMRL
Project AGOO101E ECONMOMICS
Fund Code 01 GEMERAL UNRESTRICTED FUMD
Activity 01 o1 Chart 1d 00145FP

FY12 FY12 FY1l4 FYL5 FY11 ¥YTD (FY1Z YTD Yil Project

Beginning Project Fund Balance

a 1 1) o L8
Total Project Revenues 1] -282 -262 o -10 -10 0 o -336,031 C
Total Project Expenses a 262 262 a in 10 ) a 336,030 [
Ending Project Fund Balance a 1 1 1 1 1 1) o 1) L8

R e T e T
40000 TUITION (010 Tuition) -100 -1z8

TUITION TOTAL o o o o o o o o o C
REVENUE TOTAL o o 0 o o 0 o o o s

Database: fintest

Imstart Jg J (& Financial Systems Colum... || & https://fintest.cc.colu... J gj@ !-_ﬂwg =1

User ID: jtg2006
Date:

Financial Systerns - Golumbia University

Add | Save l Process I Cancel
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Step Action

28. Enter the desired information into the FY14 Budget field. Enter "-150".

inancial Systems Columbia University - Windows Internet Explorer

&2 COLUMBIA UNIVERSITY Frne | e | ks Bt
IN THE CITY OF NEW YORK
Budget Payroll Batch Process
Direct Activit: =
He.
COLUM-7555502-GENRL-AG001016-01-01-00000-00000000 Transaction 00oo01DG STATUS: MEW
Business Unit CoLumM COLUMBIA UNIVERSITY Initiative 000ao0 UMDEFINED INITIATIVE
Department 7555502 SRG WALVE CTR Segment 00000000 UMDEFINED SEGMENT
PC Business Unit GEMRL GEMNRL
Project AGODL1016 ECONOMICS
Fund Code o1 GENERAL UNRESTRICTED FUND
Activity o1 01 Chart Id 00145pp

. FY12 FY12 FY12 FYld FY15 FY11 YTD |FY12 YTD Project
1 1

Beginning Project Fund Balance 1

o 1 1 1] 0 1] 0
Total Project Revenues a -262 -262 ) -10 -10 a 0 -336,031 0
Total Project Expenses o 262 262 o 10 10 a 0 336,030 0
Ending Project Fund Balance o 1 1 1 1 1 1] 0 1] 0

i it e [l
Actual Actual

40000 TUITION {010 Tuition) -100 -125 -150

TUITION TOTAL 0 0 0 0 0 0 L] 0 0 0

REVEMUE TOTAL 0 o o o o o o o 0 0

User ID: jtg2006
Date:

Database: fintest
clurnbia University

Finandial System:

add || save [| process || cancel

IMStart Jg Jgﬁnanma\SystemsCu\um‘.. /& https://fintest.cc.colu... J uJ @) ! 7]_| g S5 Ia

Step Action

29. Click and drag the scroll bar down and enter additional amounts.
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Budget T

&2 COLUMBIA UNIVERSITY Pt | el | ks et
IN THE CITY OF NEW YORK
Budget Payroll Batch Process
Project AG001016 ECOMOMICS
Fund Code o1 GENERAL UNRESTRICTED FUND
Activity 01 (18 Chart Id 00145%PP

Beginning Project Fund Balance 0 1 1 1 1 1 0 o 0 o
Total Project Revenues o 262 -262 [ -10 -10 0 ] -336,031 ]
Total Project Expenses 0 262 262 [ 10 10 [ [ 336,030 [
Ending Project Fund Balance 0 1 1 1 1 1 0 o 0 o

— FY11 FY12
FY rrEst FY13 CE FY14 Budget |FYL5 Budget |YTD YTD
Budget
Actual |Actual
k10000 TUITION (010 Tuition) -100 -125 -150
TUITION TOTAL i 0 0 0 i 0 0 i i i
REVENUE TOTAL o o

o 0 0 o o
FY11l |Fy12
¥13 CE FY14 Budget |F¥15 Budget |¥TD |¥TD
Actual |Actual

0
FY12
Budg

] ]
FY12
|

66092 WEHICLE REGISTRATIOM/REMEW AL (225 Other Inst)

OTHER_EXPEMSE TOTAL 0 a 0 a o o a o o

EXPEMSE TOTAL 0 a 0 a o o a o o

| B
>

User ID: jtg2006 Dstsbase: fintest

Cates Financial Systems - Calumbia University

Add | Save l Process I Cancel

i start J @ J & Financial Systems Calum... || @ https://fintest.cc.colu...
L

Step

Action

30.

Click in the FY12 CurrEst field.

&2 COLUMBIA UNIVERSITY Frre | el | ke | Bt

IN THE CITY OF NEW YORK

Budgst Fayroll Batch Frocess
Project AGO01016 ECONOMICS
Fund Code 01 GENERAL UNRESTRICTED FUND
Activity 01 01 Chart Id 00145PF

Beginning Project Fund Balance o 1 1 1 1 1 0 [ 0 [
Total Project Revenues o -262 -262 0 -10 -10 o o -336,031 o
Total Project Expenses o 262 262 0 10 10 0 i 336,030 i
Ending Project Fund Balance 0 1 1 1 1 1 0 [ 0 [

FY11 FY12
FY12 FY12 FY11 roject
Budg FY12 CurrEst ange FY13 CE FY14 Budget |FYL5 Budget |(YTD ¥YTD Fyeinal] WrEet
Actual Actual
140000 TUITION {010 Tuition) -100 -128 -150
TUITION TOTAL o 0 0 0 o 0 0 o o o
REVEWUE TOTAL L] 0 0 0 L] 0 0 L] L] L]
FY1l |FY12
L2 FY12 CurrEst [Fiaa Y13 CE FY14 Budget |FY15 Budget |YTD YTD
Budge Change
Actual | Actual

66092 WEHICLE REGISTRATION/REMEW AL (225 Other Inst)

(OTHER_EXPEMSE TOTAL o o o o o o o o o

EXPEMSE TOTAL 0 a 0 a o o a o o

(| | &
D

User ID: jtg2008 Database: fintest

Dste: Financisl Systarns - Columnbis University

Add Savel Prucessl Cancel

#/start J @& J € Financial Systems Calum... || & https://fintest.cc.colu...
L
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Step

Action

31.

Enter the desired information into the FY12 CurrEst field. Enter "250",

ancial Systems Columbia Univer

dows Internet Explarer

&2 COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK
Budget payroll Batch Pracess
Project AG001016 ECOMOMICS
Fund Code o1 GENERAL UNRESTRICTED FUND
Activity 01 (18

Print | Help | Links | Exit

ChartId 00145PP

Project Fund Balance
Total Project Revenues
Total Project Expenses

Ending Project Fund Balance

Y12z
ange
1

-262

Y14
udget

b oale ok

1

udget Actual Actual Actual CurrEst
1 o o o o
-10 a a -336,031 a
10 1) o 336,030 o
o o o

0

k10000 TUITION (010 Tuition)
[TUITION TOTAL L]
REVENUE TOTAL o

66092 WEHICLE REGISTRATIOM/REMEW AL (225 Other Inst)
OTHER_EXPEMSE TOTAL

EXPENSE TOTAL
|

-100
0
0

o

-1

0
0

FY12
Budget FY12 CurrEst E Y13 CE FY14 Budget ¥15 Budget

25

-150
L]
o

FY11

YTD
Actual

¥TD

Actual

FYl1l Project
Actual CurrEst

5

User ID: jtg2006
Date:

Add | Save l Process I Cancel

Imstart J @

J & Financial Systems Calum... || & https://fintest.cc.colu...

Financial Systems -

lo|@m & [ @ o

Datsbase: fintest
Columbia University

Step

Action

32.

L

Click in the FY13 CE field.
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Budget T
919 COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK
Budget payroll Batch Process
Project AGO0L1016 ECONOMICS
Fund Code 01 GENERAL UNRESTRICTED FUND
Activity 01 01

Chart Id 00145PP

Print |

Help | Links |

Beginning Project Fund Balance

Total Project Revenues

[Total Project Expenses

o ole o

Ending Project Fund Balance

o ole o

o
-336,031
336,030
o

o ole o

k10000 TUITION (010 Tuition)
[TUITION TOTAL L]
REVENUE TOTAL o

66092 WEHICLE REGISTRATIOM/REMEW AL (225 Other Inst)
OTHER_EXPEMSE TOTAL

EXPEMSE TOTAL

|

1 1 1 1 1 o
-262 -262 0 -10 -10 a
282 262 ) 10 10 1)

1 1 1 1 1 o
T Y
Budget FY rrEst FY13 CE FY14 Budget |FY15 Budget |(YTD

Actual
-100 -125 -150
0 a a a 0
o o o
250
o a o a o
) o ) o 1)

FY12

¥TD
Actual

0

L]

L]

User ID: jtg2006
Date:

Add | Save l Process I Cancel

Imstart J @

J 1€ Financial Systems Colum... || & https:/ /fintest.cc.cohu...

Datsbase: fintest
Financial Systerns - Golumbia University

Action

Enter the desired information into the FY 13 CE field. Enter 275",

Budget T
Gi? COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK
Budget payroll Batch Process
Project AGOO1016 ECONOMICS
Fund Code 01 GENERAL UNRESTRICTED FUND
Activity 01 01 Chart Id 00145PP

Print. |

Help | Links |

Beginning Project Fund Balance

Total Project Revenues

Total Project Expenses

o ole o

Ending Project Fund Balance

k10000 TUITION (010 Tuition)
[TUITION TOTAL L]
REVENUE TOTAL o

66092 WEHICLE REGISTRATIOM/REMEW AL (225 Other Inst)
OTHER_EXPEMSE TOTAL

EXPENSE TOTAL
|

1 1 1 1 1 0 o 0 o
262 -262 [ -10 -10 0 ] -336,031 ]
262 262 [ 10 10 [ [ 336,030 [
1 1 1 1 1 0 o 0 o
N e e S ) Ty e
-100 -125 -150
0 0 0 ] 0 0 ] ] ]
0 0 0 [ 0 0 [ [ [
250 275 |
0 o 0 o 0 ] o 0 0
0 i 0 i 0 [ i 0 0

User ID: jtg2006
Date:

Add | Save l Process I Cancel

Imstart J @

J & Financial Systems Calum... || & https://fintest.cc.colu...

Datsbase: fintest
Financial Systerns - Golumbia University

jo|@m & T @ &
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Step

Action

34.

Click in the FY14 Budget field.

inancial Systems Columbia Universi indows Internet Explorer

&2 COLUMBIA UNIVERSITY Pt | el | ks et
IN THE CITY OF NEW YORK
Budget Payroll Batch Process
Project AG001016 ECOMOMICS ;I
Fund Code o1 GENERAL UNRESTRICTED FUND
Activity 01 oL Chart Id 00145%PP
FY12 Y12 FY12 Y14 FYL5 F¥11 YTD FY1Z2 ¥YTD |FY11 Project
Budget CurrEst Change Budget Budget Actual Actual Actual CurrEst
Project Fund Balance o 1 1 1 1 1 o o o o
[Total Project Revenues o -262 -262 0 -10 -10 o 1] -336,031 1]
[Total Project Expenses o 282 262 o 10 10 o o 336,030 o
Endlnq Project Fund Balance o 1 1 1 1 1 o o o o

FY11 FY12 -
FYl12 FY12 FYl1l Project
Budget FY12 CurrEst Change Y13 CE FY14 Budget Y15 Budget |YTD ¥TD Actual CurrEst
Actual Actual
10000 TUITION (010 Tuition) -100 -125 -150
[TUITION TOTAL L] 0 0 0 L] 0 0 L] L] L]
REVENLIE TOTAL [ 0 0 0 [ 0 0 [ [ [
¥i1 |Fviz
PH12 leviz currest [F112 fevis ce FY14 Budget [FY15 Budget (YTD |YTD
Budget: hange 3
ctual [Actual
£.6092 VEHICLE REGISTRATION/RENEWAL (225 Other Inst) 250 275
OTHER_EXPEMSE TOTAL 0 a 0 a o o a o o
EXPEMSE TOTAL 0 a 0 a o o a o o
| B
4l b

Database: fintest

User ID: jtg2006
alumbia Uni

D, Financial System:

Add | Save l Process I Cancel

Imstart | & | 8 Finerc ystens Colm...| [ hitgss ffintest.cc.colu.. lo|@m & ] & 2

Step

Action

35.

Enter the desired information into the FY14 Budget field. Enter "300".
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Budget T
Gi? COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK
Budget payroll Batch Process
Project AGO0L1016 ECONOMICS
Fund Code 01 GENERAL UNRESTRICTED FUND
Activity 01 01 Chart 1d

Print | Help | Links | Exit

Processing. Please w|

00145PP

Beginning Project Fund Balance 0 1 1 1
Total Project Revenues o 262 -262 [ -
Total Project Expenses 0 262 262 [
Ending Project Fund Balance 0 1 1 1

10
10

-10
10

0 o 0 o
1) o -336,031 o
o o 336,030 o
0 o 0 o

k10000 TUITION (010 Tuition) -100 -125
[TUITION TOTAL L] 0 0 0
REVENUE TOTAL o

0 0 0
FY12 FY12
250

OTHER_EXPEMSE TOTAL 0 a 0
EXPEMSE TOTAL 0 a 0
|

66092 WEHICLE REGISTRATIOM/REMEW AL (225 Other Inst)

— FY11 FY12
FY rrEst FY13 CE FY14 Budget |FYL5 Budget |YTD YTD
Budget
Actual |Actual

-150
L]

o 0 0 o o
FY11l |Fy12
¥13 CE FY14 Budget |F¥15 Budget |¥TD |¥TD
Actual |Actual
275 300

0 0 L] L] L]

User ID: jtg2006
Date:

Process

Datsbase: fintest
Financial Systerns - Golumbia University

i start J @ J & Financial Systems Calum... || @ https://fintest.cc.colu...
L

Step

Action

36.

Click the Save button.

2 COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK

Budget Payrall Batch Process
Direct Activity

+ Changes saved.

COLUM-7555502-GENRL-4G001016-01-01-00000-00000000 Transaction
Business Unit COoLumM COLUMBIA UNIVERSITY Initiative
Department 7555502 SRG WALVE CTR Segment
PC Business Unit GENRL GEMRL

Project AGD01016 ECONOMICS

Fund Code 01 GEMERAL UNRESTRICTED FUND

Activity 01 o1 Chartid

000001DG
onnoo
00000000

STATUS: OPEN
UNDEFINED IMITIATIVE
UNDEFINED SEGMENT

00145PP

FY12 FY12
Budget

FY12 = FYl4 FYL5 FY11¥TD [FY12 YTD [FY11 Project
hange Budget Budg: Actual Actual ctual CurrEst
1

Beginning Project Fund Balance 1] 1 151 301 451 0 o 0 C
Total Project Revenues a -362 -362 -125 -160 -10 ) a -336,031 [
Total Project Expenses a 51z 512 275 310 10 o o 336,030 C
Ending Project Fund Balance 1] 151 151 301 451 451 0 o 0 [

FY12
m ey

FY11 FY1z
FY12 FYi1l r ct
hange Y13 CE FY14 Budget [FY15 Budget ‘Y‘TD o ;TD o |actuar urrEst

40000 TUITION {010 Tuition} -100 -125 -150
TUITION TOTAL L] -100 -100 -125 -150 0 0 L] L]
JFWFNH: TrTAl n ~1nn ~1nn “195 180 n n n n |

User ID: jtg2006
Date:

Database: fintest
Financial Systems - Columbia University

#/start J @& J & Financial Systems Calum... || & https://fintest.cc.colu...
L
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Step Action

37. Click the Process button.

Process

Frint | Help | Links | Exit

2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Budgst Fayroll Batch Frocess

Budget Tool Worklist

Current Quarter: 201204

Ql
Testing SE2328 2012.03.27 OPEM RELEASE 00000072 201203

-18000311-AUS-70510-640 16:51
COLUM-7903105-GENRL-AG001016-01-01-25009
-18000311-AUS-75510-840

l_ PLB COLUM-1205106-GENRL-AGN01012-01-01-00000 FROIECT LIFE SE2328 2012.03.19 OPEM RELEASE 000000%S 201203
-00000000-1025 BUDGET 13:30

'- PLE COLUM-1208106-GENRL-AG001012-01-01-00000 PROIECT LIFE SEZ328 2012.03.19 OPEM RELEASE 000000=T 201203
-05000001-1025 BUDGET 13:59

|— PLB COLUM-2510210-GENRL-AG001012-01-01-00000 PROJECT LIFE SE2328 2012.03.20 OPEM RELEASE ooooooYs 201203
-05000002-1025 BUDGET 13:24

r oa COLUM-0S03102-CAPTL-CPO01964-50-01-00000- DIRECT SE2328 2012.03.20 REJECTED RELEASE 000000739 201203
00000000-1012 ACTIVITY 15:18

r oa COLUM-0503107-GENRL-AG001000-01-01-50096 DIRECT SE2328 2012.03.20 ERROR-ALLOC OMB ACTION 000000YF 201204
-00000000 ACTIVITY 17:52 REQUIRED

'- PLE COLUM-0503110-GENRL-AG001012-01-01-00000 PROIECT LIFE SEZ328 2012.03.27 OPEM RELEASE ooooooyYL 201203
-00000000 BUDGET 17:10

|— PLB COLUM-0S03110-GENRL-AG001012-01-01-00000 PROJECT LIFE SE2328 2012.04.01 OPEM RELEASE ooooooYpP 201203
-01000001 BUDGET 12:07

r oa COLUM-6411102-GENRL-AG001037-01-01-00000 DIRECT SE2328 201Z.03.26 ERROR-ALLOC OMB ACTION 0000010wW 201203
-18000539 ACTIVITY 16:05 REQUIRED

r oa COLUM-6411102-GENRL-ENO01942-60-01-10525- DIRECT SE2328 2012.03.28 ERROR-ALLOC OMB ACTION 00000111 201233
05000067-1013 ACTIVITY 16:32 REQUIRED

'- T COLUM-6411102-GENRL-EM002195-60-01-00000- SE_TEST 001 SEZ328 201Z.04.01 RELEASED APPROVE o0oo01zz 201203 ¥

Count: 134

User ID: jtg2006 Database: fintest

Date: Financial Systerns - Columbia University

T e
i/ start] J @ J (& Financial Systems Colum... || & https://fintest.cc.colu... J %)
|

Step Action

38. The transaction has been created and will now display on the Worklist.
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Budget T
&2 COLUMBIA UNIVERSITY Pt | el | ks et
IN THE CITY OF NEW YORK
Budget Payroll Batch Process
Budget Tool Worklist
Current Quarter: 201204
Testing SEZ328 2012.03.27 OPEM RELEASE 000o0oT1 201203
16:51
COLUM-7903105-GENRL-AG001016-01-01-25009
-18000311-AUS-75510-840
|— PLE COLUM-1208106-GENRL-AG001012-01-01-00000 PROJECT LIFE SEZ328 2012.03.19 OPEN RELEASE 000000XS 201203
-00000000-1025 BUDGET 13:30
I~ rLe COLUM-1205106-GENRL-AGO01012-01-01-00000 PROIECT LIFE SEZ328 2012.03.19 OPEN RELEASE 000000xT 201203
-05000001-1025 BUDGET 13:59
I~ rLe COLUM-2510210-GENRL-AGO01012-01-01-00000 PROIECT LIFE SEZ2328 2012.03.20 OPEN RELEASE 000000YE 201233
-05000002-1025 BUDGET 13:24
'- DA COLUM-0503102-CAPTL-CPO01964-50-01-00000- DIRECT SEZ328 2012.03.20 REIECTED RELEASE ooooooyYe 201203
00000000-1012 ACTIVITY 15:16
|— D& COLUM-0503107-GENRL-AG001000-01-01-50098 DIRECT SEZ328 2012.03.20 ERROR-ALLOC OMB ACTION 0oooooYF 201204
-00000000 ACTIVITY 17:52 REQUIRED
I~ rLe COLUM-0503110-GENRL-AGO01012-01-01-00000 PROIECT LIFE SEZ328 2012.03.27 OPEN RELEASE 0o0oooYL 201203
-00000000 BUDGET 17:10
I~ rLe COLUM-0503110-GENRL-AGO01012-01-01-00000 PROIECT LIFE SEZ2328 2012.04.01 OPEN RELEASE 000000YP 201233
-01000001 BUDGET 12:07
'- DA COLUM-56411102-GENRL-AG001037-01-01-00000 DIRECT SEZ328 201Z2.03.26 ERROR-ALLOC OMB ACTION 0000010W 201203
-18000539 ACTIVITY 16:05 REQUIRED
|— D& COLUM-6411102-GENRL-ENO01942-60-01-10525- DIRECT SEZ328 2012.03.28 ERROR-ALLOC OMB ACTION oooo011d 201203
05000067-1013 ACTIVITY 16:32 REQUIRED
I~ = COLUM-6411102-GENRL-EN0O0Z195-60-01-00000- SE_TEST 001 SEZ328 2012.04.01 RELEASED APPROVE 00000122 201203 T
Count: 134
Uzer ID: jkg2008 Database: fintest
Date: Financial Systems - Columbia University

I e [ vew [ serense oot | neca [ approve [ resos isor
Biseart| | @ | & Financisl systems Colum... |[1@ hetpss//fntest.c.colu.. | @
|

T

Step Action

39. You have completed how to enter and review a budget on the Direct Activity screen.
End of Procedure.
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Budget - Transfers
This is the Budget - Transfers lesson of the Budget Tool course. Upon completion of this lesson,

you will be able to:

e Budget a transfer within the Budgeting Tool

Estimated Time to Complete Lesson: 15 minutes
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Transfers
Use the Transfer screen to enter and review transfers.

Procedure

This topic provides guidance on how to enter and review transfers.

/2 https:/ /fintest.cc.columbia.edu/ - Financial Systems Columbia University - Windows Internet Explorer

JILL TRACY GOLDSTEIN

&2 COLUMBIA UNIVERSITY print | elp | tinke

IN THE CITY OF NEW YORK

Financial Front End

Budget Taol

Cash Module

Security Administration

Administration
Development Section

Test: Direct Activity

@ start J@ J (& Financlal Systems Colum.. |[/@ https://fintest.cc.colu... J gJ @ &[S @

Step Action

1. Click the Budget Tool link.
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Budget Tool

dows Internet Explorer

&2 COLUMBIA UNIVERSITY ot e e e
IN THE CITY OF NEW YORK
Budget Payroll Batch Process
Chart string Selector - Direct Activity
Chart String or Id: |
Business Unit: coLm Q
Departrnent: 7555502 Q
PC Business Unit: GENFRL Q
Project: AGOOLO1E Q
Activity: o1 Q
Initiative: 00000 Q
Segment: 00000000 Q
Site: Q
User ID: jtg200& Database: fintest
Date: Finanecsl Systerns - Colurbia University

st | & | & Financia Systems Colum... | & htpsi/ffintest.cc.columb... || @ httpss/ ffintest.cc.cohu... lo|@m & ] @ =

uide

Action

Click the Budget link.
Budget

dows Internet Explorer

&2 COLUMBIA UNIVERSITY e e e
IN THE CITY OF NEW YORK
Budget Fayroll Batch Process
Direct Activit .
2 Activity
Project Life (Budast Revisions) Chart String or Id: ‘
Business Unit: CoLum Q
Department: 7555502 Q
PC Business Unit: GENRL Q
Project: AGOOL016 Q
Activity: 01 Q
Initiative: o000 Q
Segrnent: anoooono Q
Site: Q
User ID: jtg2006 Database: fintast
Date: Finandal Systerns - Columbia University

2 start J & J & Financial systems Colum... | € hitpsi/ffintest.cc.columb... [ @ hetpss/ ffintest.ce.cohu... J gJ @ & [ o L
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Budget Tool

Step

Action

3.

Click the Transfers link.

f - Financial Systems Columbia University - Windows Internct Explorer

ne JILL TRACY GOLDSTEIN

Print | Help | Links | Exit

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Budget Payrall Batch Process

Chart string Selector - Transfers

Chart String ar 1d: |

Business Unit: CoLum Q

Departrent: 1203102 Q

PC Business Unit: GENRL Q

Project: INO01002 Q

Activity: o1 Q

Initiative: 00000 Q

Segment: 00000000 Q

Site: Q
User ID: jtg200& [ st
Date: Finanes| | Spstams= - C ity

@/ start J & J (& Financlal Systems Colom.. | @ httpsifffintest cc.columb... [ @ hitpsy/ /fintest.cc.colu... J ﬂJ @ & [ @ @

Step

Action

The prior budgeted ChartField values pre fill. Choose a new project.

Click in the Project: field.
[1nDo1002 ]
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&2 COLUMBIA UNIVERSITY ot e e e
IN THE CITY OF NEW YORK
Budget Payroll Batch Process
Chart string Selector - Transfers
Chart String or Id:
Business Unit: coLm Q
Departrnent: 1203102 Q
PC Business Unit: GENFRL Q
Project: | Q
Activity: o1 Q
Initiative: 00000 Q
Segment: 00000000 Q
Site: Q
User ID: jtg200& Database: fintest
Date: Finanecsl Systerns - Colurbia University

st | & | & Financia Systems Colum... | & htpsi/ffintest.cc.columb... || @ httpss/ ffintest.cc.cohu... lo|@m & ] @ =

Training Guide
Budget Tool

Action

Press [Backspace].

Print | Help | Links | Exit

@ COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK

Budget Payrall Batch Process

Chart string Selector - Transfers

Chart String ar 1d:

Business Unit: CoLum Q
Departrent: 1203102 Q
PC Business Unit: GENRL Q
Project: Q
Activity: o1 Q
Initiative: 00000 Q
Segment: 00000000 Q
Site: Q

Database: fintest
Financial Systams - Columbia University

Hstan| | @ | & Financial Systems Colum... | & htpsi/ffintest.cc.columb... || @ httpss/ ffintest.cc.cohu... lo|@ & [ @ =
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Step Action

6. Type the first 3 characters of the number or name of the project.

Enter the desired information into the Project: field. Enter "urQ".

indows Internet Explorer

&2 COLUMBIA UNIVERSITY rne | el |tk Bt

IN THE CITY OF NEW YORK

Budget Payrall Batch Process

Chart string Selector - Transfers
|

Chart String or Id:

Business Unit: coLm Q

Departrnent: 1203102 Q

PC Business Unit: GENRL Q

Project: urg| Q

Activity: #10194- MED-390 FT W - [URDDS628] PCBU=GENRL FUND=01
Initiative: #10335- CDM IS164 CO - [URINS626] PCEU=GENRL FUND=01
Segment: #10620-K0OLBSRT - [URDOS627] PCBU=GENRL FUND=01

Site: 010115 - [URD0S222] PCBU=GEMRL FUND=01

010805 - [URDDS213] PCBU=GENRL FUND=01

010206 - [URDDS214] PCBU=GENRL FUND=01

010810 - [URDDS215] PCBU=GENRL FUND=01

010812 - [URDDS218] PCBU=GENRL FUND=01

011150 - [URDOS217] PCBU=GENRL FUND=01

011323 - [URDDS218] PCBU=GENRL FUND=01
011325 - [URD05210] PCBU=GENRL FUND=01
011352 - [URDDS220] PCBU=GENRL FUND=01
012650 - [URDDS221] PCBU=GENRL FUND=01

013075 - [URDDS223] PCBU=GENRL FUND=01
User I0: jtg2008 014088 - [URDDS224] PCBU=GENRL FUND=01 e —,
oo 014069 - [URDOS225] PCBU=GENRL FUND=01
]

distart| | & | & Financisl systems colum... | @ hetps:ffintest,cc.columb... | [ @ htpss//fintest.cc.coh...

Step Action

7. Click the 011352 - [UR005220] PCBU=GENRL FUND=01 link.
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ancial Systems Columbia University - Windows Internet Explorer

&2 COLUMBIA UNIVERSITY ot e e e
IN THE CITY OF NEW YORK
Budget Rayrall Batch r—
Chart string Selector - Transfers
Chart String or Id:
Business Unit: coLm Q
Departrnent: 1203102 Q
PC Business Unit: GENFRL Q
Project: URDOS220 Q
Activity: o1 Q
Initiative: 00000 Q
Segment: 00000000 Q
Site: Q
User ID: jtg200& Database: fintest
Date: Finanecsl Systerns - Colurbia University

distart| | & | (& Financlal Systems Colom.. | @ httpsifffintest cc.columb... [ @ hitpsy/ /fintest.cc.colu... lo|@m & [ @

Action

Click the Find button.

Windows Internet Explorer

Print | Help | Links | Exit

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Budgst Fayroll Batch Process

Chart string Selector - Transfers

Chart String or Id:

Business Unit: coLum Q
Department: 1203102 Q
PC Business Unit: GENRL Q
Project: UROODS220 Q
Activity: o1 Q
Initiative: 00000 Q
Seqment: 00000000 Q
Site: Q

[Bus unit__Toeptid __Jrund _] [Project ____Jactivity _Jinitiative_Jseament ]
[~ |o014sps COLUM 1203102 o1 GENRL UROODS220 a1 0aoga 0a000000
Count: 1
User 1D jtg2006 Database: fintest
Date: Finandial Systems - Columbia University

&/ start, J & J & Financial Systems Colam.. | @ httpsi/ffintest cc.columb... [ /@ httpss//fintest.cc.colu... J gJ @ & [
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Step

Action

9.

Click the Build button.

ws Internet Explorer

B e

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Budgst Fayroll Batch Process

Chart string Selector - Transfers

+ Mew chart string has been buitt,

Chart String or Id:

Business Unit: coLum Q
Department: 1203102 Q
PC Busingss Unit: GENRL Q
Project: URD05220 Q@
Activity: o1 Q
Initjative: 00000 Q
Segrnent: 00000000 Q
Site: Q

[Bus unit _Joeptid ___TFund

[Project ____Jactvity _Jinitiative _Jsegment _Jsite ]

[~ oo14sps COLUM 1203102 o1 GENRL UROOS220 o1 00000 00000000

Count: 1

User ID: jtg2006 Database: fintest
Date: Finandal Systems - Columbia Ui

Bistart| | & | & Financial systems Colun... | @ hitps:/ffintest.cc.columb... [ hetpss/ ffintest.ce.cohu... le|@ & [ @ v @

Step

Action

10.

Click the Next button.
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Windows Internet Explorer

&2 COLUMBIA UNIVERSITY Frne | el |tk Bt

IN THE CITY OF NEW YORK
Budget payrol atoh process

Budget Tool - Transfer List

Header Section

COLUM-1203102-GENRL-UR00S220-01-01-00000-00000000 Transaction 00000103 STATUS: NEW
Business Unit COLUM COLUMBIA UNTVERSITY Initiative a0oan UMDEFIMED INITIATIVE
Department 1203102 FAC HUMAMN RESOURCES Segment 00000000 UMDEFIMED SEGMENT
PC Business Unit | GENRL GENRL

Project URDO5220 011352

Fund Code o1 GENERAL UNRESTRICTED FUMD

Activity o1 o1 ChartId 00145PS

FY12 FY12 FY12 FY14 FYL5 FY11 YTD |FY12 YTD Y11
SHmmanEReeton Budget FY3CE Joudger |pudget

Beginning Project Fund Balance

Project
urrEst

Total Project Revenues

Total Project Expenses

o ole o
o ole o

Ending Project Fund Balance

1]
a
a
1]

o oo =

o
a
o
o

o olo o
o olo o

o
a
o
o

o olo o

0
)
o
0

User ID;: jtg2006

Database: fintest
Date

Finandial Systems - Golumbia University

Histan| | @ | 8 Fnandal Systens col.. | & ripsifffintest.cc.columb... [ https fhntest.cc.cohu... |lo|@ & [ @ =

Step Action

11. Click the New button.

&2 COLUMBIA UNIVERSITY Frne | e | Lnke St

IN THE CITY OF NEW YORK
Budget payral Bateh process

Budget Tool Transfer - Select Target Chart Strin
eader Section

COLUM-1203102-GEMRL-UR005220-01-01-00000-00000000

Business Unit COLUM COLUMBIA UNIVERSITY I ative oooo0 UMDEFINED INITIATIVE
Department 1203102 FAC HUMAN RESOURCES Segment 00000000 UNDEFINED SEGMENT
PC Business Unit GEMRL GENRL

Project URQOS220 011352

Fund Code 01 GENERAL UNRESTRICTED FUMD

Activity 01 01 chart 1d 00145PS

N
Accaunt: a

Database: fintest
Finandial Systems - Columbia University

User 1D jtg2006
Date:

&/ start Jg J {& Financial Systems Calum... | @ hitps:/ffintest cc.columb... | [ httpss/ /fintest.ce.colu. J gJ @ & [ @
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Step

Action

12.

Search for an account.

Click the Search button.

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Lookup Page

Q

120
[T 69830 FéA DEDUCTION-PRIY MAN AD]
[~ 7o1o0 I1S-COMMON COST
- 70110 15-AQF CONTRIBUTIONS
™ 70120 I5-INCREMENTAL UTILITIES & O&M
I~ 70130 15-SITE ACQUISITION RESERVE
[T 70140 15-HOUSING EXFANSION OPS LOSS
[ 7o1s0 15-EWP RESEARCH
™ 70160 IS-UNDERWATER EMDOW LOAN INCOM
I~ 70170 IS-SPACE ASSESSMENT
[~ 70305 15-ADMIN FEE - MANUAL ADJ
[ 7pann 15-GENERAL FUND TRANSFER
[T 7oa1n I5-PLANNED OPERATING SUPPORT
™ 70420 IS-SURPLUS TRANSFER
™ 70430 15-0D COVERAGE-OPERATING OD
™ 70435 15-0D COVERAGE-SPON PROT OD
[ 70440 15-RECRUITMENT FUNDING
[ 7paso IS-CAPITAL CAMPAIGN TRAMSFER
[ 70460 IS-AQF TRANSFER
C 0470 15-GI CARRYFORWARD TRAMSFER
Count: 120

Print | Help | Links | Exit

@istart| | @

| & Financisl systems colum... | @ https:ffintest,cc.columb... || @ htpst//fintest.cc.coh...

| @

TE

Step

Action

13.

Click the 70100 option.
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inancial Systems Columbi

Windows Internet Explorer

&2 COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK
Lookup Page
'_ 41120 GOVERMMENT REWENUE-F&u AN AD]
'_ 69830 F&a DEDUCTION-PRIV MAN ADI
i 70100 IS-COMMON COST
(m 70110 IS-AQF CONTRIBUTIONS o
(ml 701z0 IS-INCREMENTAL UTILITIES & O&M
'_ 70130 IS-SITE ACQUISITION RESERVE
'_ 70140 IS-HOUSING EXPANSION OFS LOSS
'_ 70150 IS-EVP RESEARCH
(ml 70160 IS-UNDERWATER ENDOW LOAN INCOM
(m 70170 IS-SPACE ASSESSMENT
'_ 70305 IS-ADMIN FEE - MANUAL AD]
'_ 70400 IS-GENERAL FUMD TRANSFER
'_ 70410 IS-PLANNED OPERATING SUPPORT
(m 70420 IS-SURPLUS TRANSFER
(ml 70430 I15-0D COVERAGE-OPERATING OD
'_ 70435 15-0D COVERAGE-SPON PROI OD
'_ 70440 IS-RECRUITMENT FUNDING
'_ 70450 IS-CAPITAL CAMPAIGN TRAMSFER
(ml 70460 IS-AQF TRANSFER
[ 70470 15-GI CARRYFORWARD TRAMSFER, =
Count: 120

Print |

Help | Links | Exit

i/ start J -

| 8 Pl Systens col.. | @ httpsiffintest cc.columb... [ @ hitps:/ ffntest.ce.colu...

jo|m & [ @ &

Step

Action

14.

Click the Select button.

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Budget Payroll Batch Process

Budget Tool Transfer - Select Target Chart Strin
eader Section
COLUM-1203102-GENRL-UR005220-01-01-00000-00000000

Business Unit COLUM COLUMBIA UNIVERSITY
Department 1203102 FAC HUMAN RESOURCES

PC Business Unit GEMRL GENRL

Project URQOS220 011352

Fund Code 01 GENERAL UNRESTRICTED FUMD
Activity 01 01

I ative oooo0
Segment 00000000
chart 1d

UMDEFINED INITIATIVE
UNDEFINED SEGMENT

00145PS

Print | Help | Links | Exit

Proc Please

Account:

User 1D jtg2006
Date:

Q

Database: fintest
Finandial Systems - Columbia University

/start J @

| & rnancel systens cotn. | @ hitpsilffintest cc.columb... [ @ hitpsy/ /fintest.ce.colu

jo|m & [ @ &
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Step Action

15. Click the Next button.

Internet Explorer

&2 COLUMBIA UNIVERSITY Frne | e | Lnke St

IN THE CITY OF NEW YORK

Budget Payroll Batch Process

Budget Tool Transfer - Select Offset Chart Strin =

Header Section Target Chart String
COLUM-1203102-GENRL-UR005220-01-01-00000-00000000 -70100-600

Business Unit COLUM COLUMBIA UNIVERSITY Initiative oooo0 UMDEFINED INITIATIVE
Department 1203102 FAC HUMAN RESOURCES Segment 00000000 UNDEFINED SEGMENT
PC Business Unit GEMRL GENRL

Project URQOS220 011352 Account 70100 IS-COMMON COST
Fund Code 01 GENERAL UNRESTRICTED FUMD Function 500 IS - COMMON COST
Activity 01 01 chart 1d 00145PT

Business Unit: COLUM Q

Department: 1203102 Q

PC Business Unit: GEMRL Q

Project: Jurooszzof Q

Activity: 01 Q

Initiative: 00000 Q

Segment; 00000000 Q

Site: Q z

Account: 75100
. | of
User ID: jtg2008 Databas
Date:

Finandial Systems - Columbia

2 start J & J & Financial systems Colum... | @ hitps:/ffintest.cc.columb... [ hetpss/ ffintest.ce.cohu... J gJ @ & [ Q

Step Action

16. Click in the Project: field.
| I |
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Windows Internet Explorer

2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Budget Payrall Batch Process

Budget Tool Transfer - Select Offset Chart Strin

Header Section Target Chart String

COLUM-1203102-GENRL-UR00S220-01-01-00000-00000000 -70100-600

Business Unit COLUM COLUMBIA UNIVERSITY

Department iz03102 FAC HUMAMN RESOURCES Segment
PC Business Unit GEMRL GENRL

Project URDOS220 011352 Account
Fund Code 01 GENERAL UNRESTRICTED FUMD Function
Activity 01 01 Chart 1d

00000
00000000

70100
600

Print | Help | Links | Exit

UMDEFINED INITIATIVE
UMDEFINED SEGMENT

IS-COMMON COST
15 - COMMON COST
00145PT

Business Unit:

COLUM
Department: 1203102
PC Business Unit: GEMRL
Project:
Activity: o1
Initiative: 00000
Segment: 00000000
Site:
Account: 75100

LLLHLLHLLYH

1o

User ID;: jtg2006
Date:

Database: fintest
Finandial Systems - Golumbia University

i/start J )

| 8 Fnandal Systens col.. | @ httpsiffintest cc.columb... [ @ hitps:/ ffntest.ce.colu...

Jolm & [ e [R

Step

Action

17.

Press [Backspace].

Windows Internct Explorer

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Budget Payrall Batch Process

Budget Tool Transfer - Select Offset Chart Strin

COLUM-1203102-GENRL-UR00S220-01-01-00000-00000000 -70100-600

Business Unit COLUM COLUMBIA UNIVERSITY Initiative
Department iz03102 FAC HUMAMN RESOURCES Segment
PC Business Unit GEMRL GENRL

Project URDOS220 011352 Account

Fund Code 01 GENERAL UNRESTRICTED FUMD Function
Activity 01 01 Chart 1d

Header Section Target Chart String

00000
00000000

70100
600

Print | Help | Links | Exit

UMDEFINED INITIATIVE
UMDEFINED SEGMENT

IS-COMMON COST
15 - COMMON COST
00145PT

Business Unit:

COLUM
Department: 1203102
PC Business Unit: GENRL
Project:
Activity: o1
Initiative: 00000
Segment: 00000000
Site:
Account: 75100

LPLLLLLLL

1o

User ID: jtg2006
Data:

Database: fintest
inancisl Systems - Columbis Univarsity

@istart| | @

| & Finantisl systems Colum... | @ tps: ffintest.cr.columb... | [ @ hetpsz/ /fintest.cc.cohs...
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Budget Tool

Step Action

18. Click the Search button.

inancial Systems Columbia University - Windows Internct Explorer

d;? COLUMB[A UNlVERSlTY Print | Help | Links | Exit
IN THE CITY OF NEW YORK
Lookup Page
Ql
[~ aGooiooo TRADING PLACES GROUP GERRL 01 GENERAL UNRESTRICTED FUND
[~ aGooioo1 ARCHITECTURE STUDENT ASSOCIATI GERRL 01 GENERAL UNRESTRICTED FUND
™ aGo01002 STUD GOWT ACTVT FEE GERRL 01 GENERAL UNRESTRICTED FUND
[ AGo01003 GO ALLIMNE GERRL 01 GENERAL UNRESTRICTED FUND
I aGooiood VISUAL ARTS STUDIO DEFOSITS GERRL 01 GENERAL UNRESTRICTED FUND
[~ aGooioos ARTS CAREER SERWICES FEE GERRL 01 GENERAL UNRESTRICTED FUND
[~ aGooi006 T FELLOWS APP FEE GERRL 01 GENERAL UNRESTRICTED FUND
T aGooi007 FILM FESTI¥AL TICKET SALES GERRL 01 GENERAL UNRESTRICTED FUND
[ AGo01003 CHINA GERRL 01 GENERAL UNRESTRICTED FUND
I aGooi009 AFRICA GERRL 01 GENERAL UNRESTRICTED FUND
[C aGo01010 ATIF NATIOMAL ASSEMBLY GERRL 01 GENERAL UNRESTRICTED FUND
[~ aGooio1l COMMUNITY CAPITALISM GERRL 01 GENERAL UNRESTRICTED FUND
™ aGooiniz ARDEN HOUSE GERRL 01 GENERAL UNRESTRICTED FUND
I aGo01013 ACCOUNTING GERRL 01 GENERAL UNRESTRICTED FUND
[ aGooin1d TINKER CONF. GERRL 01 GENERAL UNRESTRICTED FUND
[©  aGo0101S PLEDGE FIXED ASSETS GERRL 01 GENERAL UNRESTRICTED FUND
[ aGooi0ie ECONOMICS GERRL 01 GENERAL UNRESTRICTED FUND
©  aGooi017 SHRIMKING CITIES GERRL 01 GENERAL UNRESTRICTED FUND
[ aGo01018 ARTS GERRL 01 GENERAL UNRESTRICTED FUND
GERRL. 01 GENERAL UNRESTRICTED FUND =
Count: 1000

Histan| | @ | & Financia Systems Colum... | @ htpsi/ffintest.cc.columb... [ @ httpss/ ffintest.cc.cohu... lo|@ & [ @ =

Step Action

19. Click the AG001016 option.
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Budget Tool

inancial Systems Columbia Univer:

Windows Internet Explorer

01 GENERAL UNRESTRICTED FUMD
01 GENERAL UNRESTRICTED FUND
01 GENERAL UNRESTRICTED FUMD
01 GENERAL UNRESTRICTED FUMD
01 GENERAL UNRESTRICTED FUMD
01 GENERAL UNRESTRICTED FUMD
01 GENERAL UNRESTRICTED FUND
01 GENERAL UNRESTRICTED FUMD
01 GENERAL UNRESTRICTED FUMD
01 GENERAL UNRESTRICTED FUMD
01 GENERAL UNRESTRICTED FUMD
01 GENERAL UNRESTRICTED FUND
01 GENERAL UNRESTRICTED FUND
01 GENERAL UNRESTRICTED FUMD
01 GENERAL UNRESTRICTED FUMD
01 GENERAL UNRESTRICTED FUMD
01 GENERAL UNRESTRICTED FUND
01 GENERAL UNRESTRICTED FUND
01 GENERAL UNRESTRICTED FUMD

01 =

&2 COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK
Lookup Page
'_ AG001000 TRADING PLACES GROUP GEMNRL
'_ AG001001 ARCHITECTURE STUDENT ASSOCIATI GEMNRL
(ml AGO001002 STUD GOWT ACTVT FEE GEMNRL
(m AGO01003 GD ALUMMI GEMNRL
(ml AG001004 YISUAL ARTS STUDIO DEROSITS GEMNRL
'_ AG001005 ARTS CAREER SERWICES FEE GEMNRL
'_ AG001006 T FELLOWS APP FEE GENRL
'_ AGO001007 FILM FESTIVAL TICKET SALES GEMNRL
(ml AG001008 CHINA GEMNRL
(m AG001009 AFRICA GENRL
'_ AG001010 ATIP MATIOMAL ASSEMBLY GEMNRL
'_ AG001011 COMMUNITY CAPITALISM GENRL
'_ AG001012 ARDEM HOUSE GEMNRL
(m AGO01013 ACCOUNTING GEMNRL
(ml AG001014 TIMKER CONF. GEMNRL
'_ AG001015 PLEDGE FIXED ASSETS GEMNRL
'7 AG001016 ECONOMICS GENRL
'_ AGD01017 SHRIMNKING CITIES GEMNRL
(ml AGO01018 ARTS GEMNRL
GENRL
Count: 1000

| Links | Exit

Histan| | @ | 8 Fnncel systens Colum... | @ httpsifffintest cc.columb... [ @ htps:/ ffntest.ce.colu...

jo|m & [ @ &

Step

Action

20.

Click the Select button.
Select

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Budget Payroll Batch Process

Budget Tool Transfer - Select Offset Chart Strin

eader Section Target Chart String
COLUM-1203102-GENRL-UR005220-01-01-00000-00000000 -70100-600

Business Unit COLUM COLUMBIA UNIVERSITY
Department 1203102 FAC HUMAN RESOURCES

PC Business Unit GEMRL GENRL

Project URQOS220 011352

Fund Code 01 GENERAL UNRESTRICTED FUMD
Activity 01 01

I ative oooo0 UMDEFINED INITIATIVE
Segment 00000000 UNDEFINED SEGMENT
Account 70100 IS-COMMON COST
Function 500 IS - COMMON COST
chart 1d 00145PT

| Links | Exit

Business Unit:
Department:

FC Business Unit:
Project:

Activity:
Initiative:
Segment:

Site:

Account:

1203102

GENRL

AGO0L016

01

00000

00000000

LLLLLHLLH

75100

| of?

User 1D jtg2006
Date:

Database: fintest
Finandial Systems - Columbia University

& start J @ J & Financia systems Colun... | @ hitps:/fintest cc.columb. . [ 72 hetpss/ /fintest.ce.colu.

jo|m & [ @ &
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Budget Tool

ARC™

Step

Action

21.

Click and drag the scroll bar down to enter a Transfer Description.

ncial Systems Columbia Univer: dows Internet Explorer

&2 COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK

Budget payrol Batch Process
COLUM-1203102-GENRL-URO05220-01-01-00000-00000000 -70100-600
Business Unit coLumM COLUMBIA UNIVERSITY Initiative
Department 1z03102 FAC HUMAN RESOURCES Segment
PC Business Unit GEMRL GEMNRL
Project UROO5220 011352 Account
Fund Code o1 GENERAL UNRESTRICTED FUND Function
Activity o1 01 Chart Id

00000
00000000

70100
600

UMDEFINED INITIATIVE
UMDEFINED SEGMENT

IS-COMMON COST
15 - COMMON COST

00145PT

Print | Help | Links | Exit

Business Unit:

Department: 1203102
PC Business Unit: GEMRL
Project: AGO01016
Activity: o1
Initiative: 00000
Segment: 00000000
Site:

Account: 75100

Transfer Description:

LPLLHLLHLL Y

User ID;: jtg2006
Date:

Database: fintest
Finandal Systems - Golumbia Universit,

Wistan| | @ | & Fnencelsystens Colum... | @ httpsifffintest cc.columb... [ @ htpsy/ ffintest.ce.colu...

Jolm & [ R

Step

Action

22.

Click in the Transfer Description: field.
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Windows Internet Explorer

ka COLUMB[A UNIVERS[TY Print | Help | Links | Exit
IN THE CITY OF NEW YORK
Budget Fayroll Batch Process
COLUM-12053102-GENRL-URO05220-01-01-00000-00000000 -70100-600 _I
Business Unit coLUM COLUMBIA UNIVERSITY 00000 UNDEFINED INITIATIVE
Department 1203102 FAC HUMAN RESOURCES Segment 00000000 UNDEFINED SEGMENT
PC Business Unit | GENRL GENRL
Project URDOSZ2Z0 011352 Account 70100 IS-COMMON COST
Fund Code 01 GENERAL UNRESTRICTED FUND Function 600 15 - COMMON COST
Activity 01 01 Chart 1d 00145PT

Business Unit: coLUmM Q
Departrent: 1205102 Q
PC Business Unit: GEMRL Q
Project: AGDO1016 Q
Activity: o1 Q
Initiative: 00000 Q
Segment: 00000000 Q
Site: Q
Account: 75100

Transfer Description: | _

User ID;: jtg2006 Database: fintest
Date: Finandial Systems - Golumbia University

st | & | & Financia Systems Colum... | & htpsi/ffintest.cc.columb... || @ httpss/ ffintest.cc.cohu... lo|@m & ] @ =

Step

Action

23.

Enter the desired information into the Transfer Description: field. Enter "Training
Transfer”.

dows Internet Explorer

&2 COLUMBIA UNIVERSITY ot e ke e
IN THE CITY OF NEW YORK
Budget Payroll Batch Process
COLUM-1203102-GENRL-UR005220-01-01-00000-00000000 -70100-600 |
Business Unit CoLUM COLUMBIA UNIVERSITY Initiative 00000 UNDEFINED INITIATIVE
Department 1203102 FAC HUMAN RESOURCES Segment 00000000 UMDEFINED SEGMENT
PC Business Unit | GENRL GENRL
Project UROD5220 011352 Account 70100 I1S-COMMON COST
Fund Code 01 GENERAL UNRESTRICTED FUND Function 600 1S - COMMON COST
Activity 01 01 Chart 1d 00145PT
Busingss Unit: coLUM Q
Department: 1203102 Q
PC Business Unit: GENRL Q
Project: AGDILD16 Q
Activity: o1 Q
Initiative: 00000 Q
Segment: 00000000 Q,
Site: Q
Account: 75100
Transfer Description: Training Transfer] —

User 1D jtg2006 Database: fintest
Date Finandial Systems - Columbia University

2 start J & J & Financial systems Colum... | (€ hitpst/ffintest.ce.columb... [ @ hetpss/ ffintest.ce.cohu... J gJ @ &[] o L
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Step Action

24, Click the Next button.
Mext

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Budget Payroll Batch Process
Budget Tool Transfer
* Transaction 0000010K created with base id 000001DK

eader

ction Target Chart String

COLUM-1203102-GEMRL-UR005220-01-01-00000-00000000 -70100-600

Business Unit COLUM COLUMBIA UNIVERSITY
Department 1203102 FAC HUMAN RESOURCES

PC Business Unit | GENRL GEMRL

Project UROOS220 011352

Fund Code o1 GEMERAL UNRESTRICTED FUND
Ac o1 01

COLUM-1203102-GEMRL-AGO01016-01-01-00000-00000000 -75100-800

Business Unit coLum COLUMBIA UNIVERSITY
Department 1203102 FAC HUMAN RESOURCES

PC Business Unit | GENRL GEMNRL

Project AGOOL016 ECONOMICS

Fund Code o1 GENERAL UNRESTRICTED FUND
Activity o1 01

Transaction 0000010K
Initiative 00000
Segment 00000000
Account 70100
Function 500
chart 1d

Transaction 000001DK
Initiative 0ooog
Segment 00000000
Account 75100
Function 800
Chart 1d

Print |

STATUS: NEW
UNDEFINED IMITIATIVE
UNDEFINED SEGMENT

12-COMMON COST
IS - COMMON COST
00145PT

STATUS: NEW
UNDEFINED INITIATIVE
UNDEFINED SEGMENT

IU-COMMON COST
U - COMMON COST
0014 5P Ul

| Links | Exit

Description

Y12
o ol

Training Transfer

Y12 FY11 YTD |F¥12 ¥TD |FY11 Project
S el | ik ELEGESE
o 0 o o o o a

User 1D jtg2006
Date:

Process || Cancel

Finandial Systems - Columbia University

Database: fintest

#/start J @

| & rnancil systens cotn. | @ hitpsilffintest cc.columb... [ @ hitpsy/ /fintest.ce.colu

jo|m & [ @ &

Step Action

25. Enter the desired information into the FY12 CurrEst field. Enter "

500"
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Windows Internet Explorer

&2 COLUMBIA UNIVERSITY Frne | el |tk Bt

IN THE CITY OF NEW YORK
Budget Payrall Batch Process
Budget Tool Transfer

+ Transaction 000001DK created with base id 000001DK

Header Section Target Chart String

COLUM-1203102-GENRL-URO05220-01-01-00000-00000000 -70100-600 Transaction 0000010k STATUS: NEW

Business Unit CoLJrM COLUMBIA UNMIVERSITY Initiative 00000 UNDEFINED IMITIATIVE

Department 1203102 FAC HUMAN RESOURCES Segment 00000000 UNDEFINED SEGMENT

PC Business Unit GENRL GEMRL

Project UROOSZ220 011352 Account 70100 IS-COMMON COST

Fund Code o1 GEWERAL UMRESTRICTED FUND Function 600 IS - COMMON COST

Activity oL 01 Chart Id 00145PT

Header Section Dffs hart String

COLUM-1203102-GEMRL-AGO01016-01-01-00000-00000000 -75100-800 Transaction 0000010K STATUS: NEW

Business Unit CoOLUM COLUMBIA UNIVERSITY Initi ve 00000 UNDEFINED INITIATIVE

Department 1203102 FAC HUMAN RESOURCES Segment oooooooo UNDEFINED SEGMENT

PC Business Unit GENRL GENRL

Project AGOOLO16 ECONOMICS Account 75100 IU-COMMON COST

Fund Code oL GEMERAL UNMRESTRICTED FUND Function 800 IU - COMMON COST

Activity 01 01 Chart 1d 00145P W

b oz [ st s Jrsvn Joga [ [t e
Training Transfer o _s00) o o o o o o o o

User ID;: jtg2006 Database: fintest
Date: Finandial Systems - Golumbia University

Frocess | Cancel

Histan| | @ | 8 Fnandal Systens col.. | & ripsifffintest.cc.columb... [ https fhntest.cc.cohu... |lo|@ & [ @ =

Step

Action

26.

Enter the desired information into the FY 13 CE field. Enter "-1000".

Windows Internct Explorer

&2 COLUMBIA UNIVERSITY Frne | el |tk Bt

IN THE CITY OF NEW YORK
Budget Payrall Batch Process
Budget Tool Transfer
+ Transaction DDO001DK created with base id D00001DK

Header Section Target Chart String

COLUM-1203102-GEMRL-UR005220-01-01-00000-00000000 -70100-600 Transaction 0000010K STATUS: NEW
Business Unit coLum COLUMBIA UMIVERSITY Initiative 0ooo0 UNDEFINED INITIATIVE
Department 1203102 FAC HUMAN RESOURCES Segment 00000000 UNDEFINED SEGMENT
PC Business Unit |GENRL GENRL

Project URDOS220 011352 Account 70100 I1S-COMMON COST
Fund Code 01 GEMERAL UNRESTRICTED FUND Function 600 1S - COMMON COST
Activity 0l 01 Chart Id 00145PT

Header Section Offs hart String

COLUM-1203102-GENRL-AGO01016-01-01-00000-00000000 -75100-800 Transaction 000001DK STATUS: HEW
Business Unit coLuM COLUMBIA UNIVERSITY Initiative 00000 UNDEFINED INITIATIVE
Department 1203102 FAC HUMAN RESOURCES Segment 00000000 UNDEFINED SEGMENT
PC Business Unit GENRL GENRL

Project AGDOL016 ECONOMICS Account 75100 IU-COMMON COST
Fund Code 0l GEMERAL UNRESTRICTED FUND Function 00 IU - COMMON COST
Activity 01 01 Chart 1d 00145PW

Training Transfer il -500 i} -1000] il 0 0 1} 1] 0

User ID: jtg2006 Database: fintest
Data:

inancisl Systems - Columbis Univarsity

Pracess || Cancel

Histan| | @ | 8 Fnandal Systens col.. | & ripsijffintest.cc.columb... [ httpss/ fhintest.cc.cohu... lo|@ & [ @ =
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Step

Action

27.

Press [Tab].

Windows Internet Explorer

&2 COLUMBIA UNIVERSITY Prink | el | Links | &t

IN THE CITY OF NEW YORK
Budget Payroll Batch Process
Budget Tool Transfer

« Transaction 000001DK created with base id 000001DK

eader Section Target Chart String

COLUM-1203102-GENRL-URD05220-01-01-00000-00000000 -70100-600 Transaction 000001DK STATUS: HEW
Business Unit coLuM COLUMBIA UNIVERSITY Initiative 00000 UNDEFINED INITIATIVE
Department 1203102 FAC HUMAN RESOURCES Segment 00000000 UNDEFINED SEGMENT
PC Business Unit GENRL GENRL

Project UROD5220 011352 Account 70100 15-COMMON COST
Fund Code 01 GEMERAL UNRESTRICTED FUND Function 600 IS - COMMON COST
Ac 14 o1 01 Chart Id 00145PT
COLUM-1203102-GENRL-AG001016-01-01-00000-00000000 -75100-800 Transaction 0000010K STATUS: HEW
Business Unit COLUM COLUMBIA UNMIVERSITY Initiative 0ooo0 UNDEFINED INITIATIVE
Department 1203102 FAC HUMAN RESOURCES Segment 00000000 UNDEFINED SEGMENT
PC Business Unit |GENRL GENRL

Project AGOOLOLE ECONOMICS Account 75100 IU-COMMON COST
Fund Code o1 GENMERAL UMRESTRICTED FUND Function 8500 IU - COMMON COST
Activity 01 01 Chart 1d 00145 W

Training Transfer 0 -500 0 -1000 o] 0 0 0 0 0

User 1D jtg2006 Database: fintest
Date: Finandial Systems - Columbia University

Process | Cancel

istart| | & | & Financial systems Colum... | (€ hitpst/ffintest.cc.columb... [ @ hetpss/ ffintest.ce.conu... |o| @ & [ ex & Ia

Step

Action

28.

Enter the desired information into the FY14 Budget field. Enter "-1500".
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&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Budget Payrall Batch Process
Budget Tool Transfer
+ Transaction 0DO001DK created with base id D00001DK

Header

ction Target Chart String
COLUM-1203102-GEMRL-UR005220-01-01-00000-00000000 -70100-600

Business Unit coLum COLUMBIA UMIVERSITY
Department 1203102 FAC HUMAN RESOURCES

PC Business Unit | GENRL GENRL

Project URDOS220 011352

Fund Code o1 GEMERAL UMRESTRICTED FUND
Activity o1 01

Header Section Offs.

hart String
COLUM-1203102-GENRL-AG001016-01-01-00000-00000000 -75100-600

Business Unit COLUM COLUMBIA UNIVERSITY
Department 1203102 FAC HUMAN RESOURCES

PC Business Unit | GENRL GENRL

Project AGOOL016 ECONOMICS

Fund Code o1 GEMERAL UNRESTRICTED FUND
Activity o1 01

Windows Internet Explorer

Transaction 000001DK
Initiative 0ooog
Segment 00000000
Account 70100
Function 600
ChartId

Transaction 0000010K
Initiative 00000
Segment oooooooo
Account 75100
Function 00
Chart 1d

Print | Help | Links | Exit

STATUS: NEW
UNDEFINED INITIATIVE
UNDEFINED SEGMENT

15-COMMON COST
15 - COMMON COST
00145PT

STATUS: NEW
UNDEFINED IMITIATIVE
UNDEFINED SEGMENT

IU-COMMON COST
IU - COMMON COST
00145Pu

Training Transfer 1] =500 a

-1000 -1500

Y12 FY11 ¥YTD [FY12 ¥TD |[FYL1 Project
o ] a o

o

User ID;: jtg2006
Date:

Process

Cancel

Database: fintest
Finandial Systems - Golumbia University

i/ start J @

J (& Financial Systems Colum... | @ httpsi{ffintest cc.columb...

|[@ htas:/ fintest.ce.colu..

jo|m & [ @ L

Step

Action

29.

Click the Save button.

Save

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Budget

Payroll Batch Process

COLUM-1203102-GEMRL-UR005220-01-01-00000-00000000 -70100-600

Business Unit coLum COLUMBIA UNIVERSITY
Department 1203102 FAC HUMAN RESOURCES

PC Business Unit | GENRL GENRL

Project UR005220 011352

Fund Code 01 GEMERAL UNRESTRICTED FUND
Activity 01 01

Transaction 000001DK
Initiative oooo0
Segment 00000000
Account 70100
Function 500
chart 1d

Budget Tool Transfer
eader Section Target Chart String

Print | Help | Links | Exit

STATUS: OPEN
UNDEFINED IMITIATIVE
UNDEFINED SEGMENT

I1S-COMMON COST
IS - COMMON COST
00145PT

COLUM-1203102-GENRL-AGN01016-01-01-00000-00000000 -75100-800 Transaction 0000010k STATUS: OPEN

Business Unit coLum COLUMBIA UMIVERSITY Initiative 00000 UNDEFINED INITIATIVE

Department 1203102 FAC HUMAN RESOURCES Segment 00000000 UNDEFINED SEGMEMT

PC Business Unit |GENRL GENRL

Project AGO0L016 ECONOMICS Account 75100 IU-COMMON COST

Fund Code i} GEMERAL UNRESTRICTED FUND Function 800 IU - COMMON COST

Activity 12 01 Chart 1d 00145FW

Training Transfer il -S00] -500 -1000 -1500 0 0 1} ] 0

User 1D jtg2006
Date:

Cancel

Process

Database: fintest
Finandial Systems - Columbia University

#/start J &

| & rnancil systens cotn. | @ hitpsilffintest cc.columb... [ @ hitpsy/ /fintest.ce.colu

jo|m & [ @ &
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Step

Action

30.

Process

Click the Process button.

Budget payroll

Budget Tool Transfer

+ Mo changes to save

eader Section Targ,

Business Unit [etalRE )
Department 1203102
PC Business Unit GEMRL
Project UROOSZ220
Fund Code o1
Activity oL

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Batch Process

Chart String
COLUM-1203102-GENRL-UR005220-01-01-00000-00000000 -70100-600

COLUMBIA UNIVERSITY

FAC HUMAN RESOLURCES
GEMRL

011352

GEMERAL UNRESTRICTED FUND
01

COLUM-1203102-GEMRL-AGO01016-01-01-00000-00000000 -75100-800

« Transaction 000001DK has status APPROVED FINAL and cannot be edited

Transaction a00nn1nK
Initiative aoooo
Segment 00000000
Account 70100
Function &00

chart 1d

Transaction 0000010k STATUS: OPEN
Business Unit COLUM COLUMBIA UNIVERSITY Initiative 00000 UNDEFINED INITIATIVE
Department 1203102 FAC HUMAMN RESOURCES Segment 0nnoooao UMDEFIMED SEGMENT
PC Business Unit GEMRL GEMRL
Project AGOD1016 ECONOMICS Account 75100 IU-COMMON COST
Fund Code oL GEMERAL UNRESTRICTED FUND Function 800 IU - COMMON COST
Activity o1 o1 Chart 1d 00145PW

Print | Help | Links | Exit

STATUS: OPEN
UNMDEFIMED INITIATIVE
UNDEFINED SEGMENT

IS-COMMON COST
IS - COMMON COST
00145PT

Y12
0 |-soq]

Training Transfer

-500

-1000

E FY13 CE FY14 Budget Y15 Budget

-1500 0

FY11 YTD|FY12 ¥70|Fy11 Project |B
Actual  |Actual |Actual [currEst
0 o o 0 =

User 1D jtg2006
Date:

Process || Cancel

Database: fintest
Finandial Systems - Columbia University

#/start J @

J & Financial Systems Colam.. | @ httpsifffintest.cc.columb... [ /@ https;

ffintest.cc.colu

jo|m & [ @ &

Step

Action

31.

Cancel

Click the Cancel button.
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Budget payroll

Budget Tool - Transfer List

Header

ction

Business Unit COLUM
Department 1203102
PC Business Unit | GENRL
Project URDO5220
Fund Code o1
Activity o1

2 COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK

Batch Process

COLUM-1203102-GENRL-UR00S220-01-01-00000-00000000

COLUMBIA UNTVERSITY

FAC HUMAMN RESOURCES
GENRL

011352

GENERAL UNRESTRICTED FUMD
o1

Windows Internet Explorer

Transaction 00000101
Initiative a0oan
Segment 00000000
Chart 1d

Print | Help | Links | Exit

STATUS: NEW
UMDEFIMED INITIATIVE
UMDEFIMED SEGMENT

00145PS

Beginning Project Fund Balance
Total Project Revenues
Total Project Expenses

Ending Project Fund Balance

FY12
Summary Section Budget

FY12 FY12
urrEst Change
0 0

0 -500 -1,500 -3,000
0 -500 -500 -1,000 -1,500 o
[ 0 [ [ [ [
0 -500 -500 -1,500 -3,000 -3,000

Frizce |FY14 FYL5 Y11 ¥TD [FY12 YTD |FY11
Budget Budget ctual Actual ctual

Project
urrEst

o olo o

o
a
o
o

o oo =

1]
a
a
1]

cct/Func|0ffset Chart String

[T 70100/600 |COLUM-1203102-GENRL-AGO01016-01-01-00000-00000000 -75100-800ITG2006 |2012.04.26 15:20 0000010K| Training Transfer ARPROVED FINAL TRAMSMIT

I |

User ID;: jtg2006
Dats

Database: fintest
Finandial Systems - Golumbia University

@istart| | @

| & Financisl systems Colum... | @ hetps:ffintest,cc.columb... | [ @ htpss/ /fintest.cc.cor..

Step

Action

32.

Action.

The process transfer displays in the Transfers list with an updated Status and Next

Budget payroll

Budget Tool - Transfer List
Header Section

Business Unit COLUM
Department 1203102
PC Business Unit | GENRL
Project UROOS220
Fund Code o1
Activity o1

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Batch Process

COLUM-1203102-GEMRL-UR005220-01-01-00000-00000000

COLUMBIA UNIVERSITY

FAC HUMAN RESOURCES
GENRL

011352

GENERAL UNRESTRICTED FUMD
o1

dows Internet Explorer

Transaction 0000010L
Initiative aoooo
Segment 00000000
Chart 1d

Print | Help | Links | Exit

STATUS: MEW
UNMDEFIMED INITIATIVE
UNDEFINED SEGMENT

00145PS

Beginning Project Fund Balance
Total Project Revenues

Total Project Expenses

Ending Project Fund Balance

FY12 FY12

FY12
Change
1)

0 a -500 -1,500 -3,000
0 -500 -500 -1,000 -1,500 o
0 1] 0 0 o o
0 -500 -500 -1,500 -3,000 -3,000

Fyisce |FY! FYL5 Y11 YTD |FY12 YTD |FY1l Project
Budget Budget ctual Actual ctual CurrEst

o
o
o
o

o o a o
= = a o
o o e e

[ 70100/600 |COLUM-1203102-GENRL-AGO01016-01-01-00000-00000000 -75100-500JTGZ006 |2012.04.26 15:20 0000010K | Training Transfer APPROVED FINAL TRAMSHMIT

Modifier|Last Update

User 1D jtg2006
Date

Database: fintest
Finandial Systems - Columbia University

#start J @&

J € Financial Systems Colum... | € hitps:/{fintest.cc.columb... || €& https:/ /fintest.cc.cohu...

jo|m & [| @ &
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Budget Tool
Step Action
33. You have completed how to enter and review transfers.
End of Procedure.
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Budget Tool

Budget - Project Life (Budget Revisions)

This is the Budget - Project Life lesson of the Budget Tool course. Upon completion of this
lesson, you will be able to:

e Perform a Budget Revision within the Budgeting Tool

Estimated Time to Complete Lesson: 15 minutes
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Budget Tool

Budget - Project Life
Use the project life screen to revise and review a budget.

Procedure

This topic provides guidance on how to revise and enter a Project Life budget.

/2 https:/ /fintest.cc.columbia.edu/ - Financial Systems Columbia University - Windows Internet Explorer

> Budget > ProjectLife (Budget e JILL TRACY GOLDSTEIN

Print | Help | Links | Exit

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Budget Payrall Batch Process

Chart sString Selector - Project Life (Bud%et Revi

Chart String or Id:

Business Unit:
Department:

FC Business Unit:
Project:

Activity:
Initiative:

SEgment:

LLLLLLLL

Site:

User ID;: jtg2006
Date:

Bistart| | & | & Financial systems Colum... | [/ hetps://fntest.c.colu.. | @ ‘ 2 ﬁ

Step Action

1. Click the Budget link.
Budget
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indows Internet Explorer

&2 COLUMBIA UNIVERSITY ort e e e
IN THE CITY OF NEW YORK
Fayrol Batch E—
Direct Activit: .
i C Life {(Budget Rev
Transfers
Project Life (Budast Revisions) Chart String or 1d:
Business Lnit; Q
Department: Q
PC Business Unit: Q
Froject: Q
Activity: Q
Initiative: Q
Segment: Q
Site: Q
User ID: jtg200& Database: fintest
Date: Finanecsl Systerns - Colurbia University

Bistart| | @ | @ Financial systems Column... |[ @ https://fintest.cc.colu... | @

T

Training Guide
Budget Tool

Action

Click the Project Life (Budget Revisions) link.
Project Life (Budget Revisions)

indows Internet Explorer

Print | Help | Links | Exit

&2 COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK

Budget Payrall Batch Process

Chart String Selector - Project Life (Bud%et Revi

Chart String or Id:

Business Unit: |
Department:

FC Business Unit:

Project:

Activity:

Initiative:

SEgment:

LLLLLLLL

Site:

User ID: jtg2006 Database: fintest
Data: Financial Systams - Columbia University

st | | 8 Finencl ystans Colm...|[ 7 hitpss fintest.cc.colu.. o @m & [ @ =
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Step

Action

3.

You can type the first 4 characters of a name or number to see auto complete
choices.

Click in the Business Unit: field.

{2 https://fintest.cc.columbia.edu/ - Financial Systems Columbia University - Windows Internet Explorer

Budgst >

Print | Help | Links | Exit

2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Budget Payrall Batch Process

Chart String Selector - Project Life (Bud%et Revi

Chart String or Id:

Business Unit:
Department:

FC Business Unit:
Project:

Activity:
Initiative:

SEgment:

LLLLLLLL

Site:

User ID;: jtg2006
Date:

te

Biseart| | @ | & Financisl systems Colum... |[1@ hetpss//fntest.c.colu. | @ ‘ 2 ﬁ

Step

Action

Enter the desired information into the Business Unit: field. Enter "colu".
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indows Internet Explorer

Print | Help | Links | Exit

2 COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK

Budget Payrall Batch Process

Chart String Selector - Project Life (Bud%et Revi

Chart String or Id:

Business Linit; cold] Q

Departrment: COCIN - COLUMBLA OPHTHALMOLOGY CONSULT

PC Busingss Unit: COLUM - COLUMBLA UNIVERSITY

Project: CUELT - COLUMBTA CONSOL ELIMIMATION BU

A CUHCI - COLUMBLA UNIVERSITY HEALTHCARE

it CUPRE - COLUMBLS UNTVERSITY PRESS

) NIDOC - COLUMBLA DOCTORS OF MEW JERSEY
SEgment:
Site: RPOFF - CURP FOR OFFICERS OF COLUMBIA
’ I

User ID: jtg200& Database: fintest
Date: Finanecsl Systerns - Colurbia University

Bistart| | @ | @ Financial systems Colum... |[ @ https://fintest.cc.colu... | @

T

Training Guide
Budget Tool

Action

Click the COLUM - COLUMBIA UNIVERSITY link.
COLUM - COLUMBIA UNIVERSITY

indows Internet Explorer

Print | Help | Links | Exit

2 COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK

Budgst Fayroll Batch Process

Chart string Selector - Project Life (Bud%et Revi

Chart String or Id:

Business Unit; COoLM
Department: |

PC Business Unit:

Project:

Activity:

Initiative:

Segment:

LLLLLLLYL

Site:

User ID;: jtg2006 Database: fintest
Date: Finandial Systems - Golumbia University

Wsear| | g | 8 Finercl ystans Coln...|[ & hitgss ffintest.cc.colu. lo|@m & ] &
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Step

Action

6.

Click in the Department: field.

fintest.cc.columbia.edu/ - Financial Systems Columbia University - Windows Internat Explorer

> Bud = Budget = Pro fe (Budget

Print | Help | Links | Exit

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Budget payroll Batch Process

Chart string Selector - Project Life (Budg{et Revi

Chart String or Id:

Business Linit: COLUM
Departrent: |

PC Business Unit:

Froject:

Activity:

Initiative:

Segment:

Site:

Q
Q
Q
Q
Q
Q
Q
Q

User 1D jtg2006 Database: fintest
Date: Finandial Systems - Columbia University

i/ start] J & J 1@ Financial Systams Colum... || & https:/ fintest.cc.cou... J %)

‘@

Step

Action

Enter the desired information into the Department: field. Enter "555".
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indows Internet Explorer

&2 COLUMBIA UNIVERSITY Pt | elp | nks | Bt
IN THE CITY OF NEW YORK

Budget Payrall Batch Process

Chart String Selector - Project Life (Bud%et Revi

Chart String or Id:

Business Unit; coLum Q
Department: 555| Q
PC Business Unit: SRG OTHER OPERATION [7555202]
Project: SRG OTHER RSCH [7555402]
Activity: SRG SURG SCIENCE [7955302]
. SRG VALYE CENTER [755550%]
Jp—— SRG VALVE CTR [7555502]
Site: SRG WOUND [7555102]
User ID: jtg200& Database: fintest

Date:

Finandial Systems - Golumbia University

distart| | @ | @ Financial systems Column... |[ @ https://fintest.cc.colu... | @

T

Action

Click the SRG VALVE CTR [7555502] link.
SRG WALVE CTR [F555502]

indows Internet Explorer

&2 COLUMBIA UNIVERSITY Pt | elp | nks | Bt
IN THE CITY OF NEW YORK

Budgst Fayroll Batch Process

Chart string Selector - Project Life (Bud%et Revi

Chart String or Id:

Business Unit; COoLM
Department: 7555502
PC Business Unit: |
Project:

Activity:

Initiative:

Segment:

LLLLLLLYL

Site:

User ID;: jtg2006 Database: fintest
Date: Finandial Systems - Golumbia University

Wsear| | g | 8 Finercl ystans Coln...|[ & hitgss ffintest.cc.colu. lo|@m & ] &
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Step

Action

9.

Click in the PC Business Unit: field.

fintest.cc.columbia.edu/ - Financial Systems Columbia University - Windows Internat Explorer

> Bud = Budget = Pro fe (Budget

Print | Help | Links | Exit

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Budget payroll Batch Process

Chart string Selector - Project Life (Budg{et Revi

Chart String or Id:

Business Unit: COLUM
Departrnent: 7555502
PC Business Unit: |
Project:

Activity:

Initiative:

Segment:

Site:

Q
Q
Q
Q
Q
Q
Q
Q

User 1D jtg2006 Database: fintest
Date: Finandial Systems - Columbia University

@ start Jg J‘@Flnanma\SystemsCu\um‘.. [@ https://hintest.c.cot.. J gJ @& [ @ v Iﬁ

Step

Action

10.

Enter the desired information into the PC Business Unit: field. Enter "genr".
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indows Internet Explorer

&2 COLUMBIA UNIVERSITY ort e e e
IN THE CITY OF NEW YORK
Budget Payrall Batch Process
Chart String Selector - Project Life (Bud%et Revi
Chart String or 1d:
Business Unit: coLm Q
Department: 7555502 Q
PC Busingss Unit: genr Q
Project: GENRL Q
Activity: Q
Initiative: Q
Segment: Q
Site: Q
User ID: jtg200& Database: fintest
Date: Finanecsl Systerns - Colurbia University

distart| | @ | @ Financial systems Column.. |[ @ https://fintest.cc.colu... | @

‘R

Training Guide
Budget Tool

Step

Action

11.

Click the GENRL link.
GEMREL

indows Internet Explorer

Print | Help | Links | Exit

2 COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK

Budget payrol Bateh -
Chart string Selector - Project Life (Bud%et Revi

Chart String or Id:

Business Unit; COoLM
Department: 7555502
PC Business Unit: GENRL
Project:

Activity:

Initiative:

Segment:

LLLLELLL

Site:

User ID;: jtg2006 Database: fintest
Date: Finandial Systems - Golumbia University

Wsear| | g | 8 Finercl ystans Coln...|[ & hitgss ffintest.cc.colu. lo|@m & ] &
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Step

Action

12.

Click the Search button.

nancial Systems Columbia Univer: Windows Internet Explorer

Print | Help | Links | Exit

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Lookup Page

Q
™ |aGooiooo TRADING PLACES GROUP GENRL 01 GENERAL UNRESTRICTED FUMD
T AGDOLO0L ARCHITECTURE STUDENT ASSOCIATI GENRL 01 GENERAL UNRESTRICTED FUNMD
©  aGooinnz STUD GOVMT ACTVT FEE GENRL 01 GENERAL UNRESTRICTED FUMD
'_ AG001003 GO ALUMMI GENRL 01 GENERAL UNRESTRICTED FUMD
'_ AG001004 YISUAL ARTS STUDIO DEPOSITS GEMNRL 01 GENERAL UNRESTRICTED FUND
™ aGooi00s ARTS CAREER SERWICES FEE GENRL 01 GENERAL UNRESTRICTED FUMD
I~ acooioos T FELLOWS APP FEE GENRL 01 GENERAL UNRESTRICTED FUMD
C  aGooion? FILM FESTIVAL TICKET SALES GENRL 01 GENERAL UNRESTRICTED FUMD
'_ AG001008 CHINA GENRL 01 GENERAL UNRESTRICTED FUMD
'_, AG001009 AFRICA GEMNRL 01 GENERAL UNRESTRICTED FUND
™ aGooioi0 ATIP NATIONAL ASSEMBLY GENRL 01 GENERAL UNRESTRICTED FUMD
T AGDOL011 COMMUNITY CAPITALISM GENRL 01 GENERAL UNRESTRICTED FUNMD
I aGooiniz ARDEN HOUSE GENRL 01 GENERAL UNRESTRICTED FUMD
'_ AGO01014 TIMKER CONF. GEMNRL 01 GENERAL UNRESTRICTED FUMD
'_ AGO001015 PLEDGE FIXED ASSETS GEMNRL 01 GENERAL UNRESTRICTED FUND
T AGOO1016 ECONOMICS GENRL 01 GENERAL UNRESTRICTED FUMD
T aGooLoi7 SHRIMKING CITIES GENRL 01 GENERAL UNRESTRICTED FUMD
T aGooiois ARTS GENRL 01 GENERAL UNRESTRICTED FUMD
'_ AG001019 BOARD OF TRUSTEES GEMNRL 01 GENERAL UNRESTRICTED FUMD
(i 001020 TIP 11 ENEL 01 GENERAL UNRESTRICTED FUMD B
Count: 1000

i/ start, Jg J € Financial Systems Calum... || & https://fintest.cc.colu. J gJ @ & ﬂ Q

Step

Action

13.

Click the AG001009 option.
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inancial Systems Columbia Univer:

Windows Internet Explorer

01 GENERAL UNRESTRICTED FUMD
01 GENERAL UNRESTRICTED FUND
01 GENERAL UNRESTRICTED FUMD
01 GENERAL UNRESTRICTED FUMD
01 GENERAL UNRESTRICTED FUMD
01 GENERAL UNRESTRICTED FUMD
01 GENERAL UNRESTRICTED FUND
01 GENERAL UNRESTRICTED FUMD
01 GENERAL UNRESTRICTED FUMD
01 GENERAL UNRESTRICTED FUMD
01 GENERAL UNRESTRICTED FUMD
01 GENERAL UNRESTRICTED FUND
01 GENERAL UNRESTRICTED FUND
01 GENERAL UNRESTRICTED FUMD
01 GENERAL UNRESTRICTED FUMD
01 GENERAL UNRESTRICTED FUMD
01 GENERAL UNRESTRICTED FUND
01 GENERAL UNRESTRICTED FUND
01 GENERAL UNRESTRICTED FUMD

Print |

01 =

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK
Lookup Page
'_ AG001000 TRADING PLACES GROUP GEMNRL
'_ AG001001 ARCHITECTURE STUDENT ASSOCIATI GEMNRL
(ml AGO001002 STUD GOWT ACTVT FEE GEMNRL
(m AGO01003 GD ALUMMI GEMNRL
(ml AG001004 YISUAL ARTS STUDIO DEROSITS GEMNRL
'_ AG001005 ARTS CAREER SERWICES FEE GEMNRL
'_ AG001006 T FELLOWS APP FEE GENRL
'_ AGO001007 FILM FESTIVAL TICKET SALES GEMNRL
(ml AG001008 CHINA GEMNRL
i AG001009 AFRICA GENRL
'_ AG001010 ATIP MATIOMAL ASSEMBLY GEMNRL
'_ AG001011 COMMUNITY CAPITALISM GENRL
'_ AG001012 ARDEM HOUSE GEMNRL
(m AGO01014 TIMKER CONF. GEMNRL
(ml AG001015 PLEDGE FIXED ASSETS GEMNRL
'_ AG001016 ECOMOMICS GEMNRL
'_ AG001017 SHRINKING CITIES GENRL
'_ AG001018 ARTS GEMNRL
(ml AGO01019 BOARD OF TRUSTEES GEMNRL
O aGooiozo ATIP 1L GENRL
Count: 1000

Help

| Links | Exit

i/ start J )

J {& Financis| Systems Colum... || @ hitps:/ fintest.cc.cou...

jo|m & [ @ L

Step

Action

14.

Click the Select button.

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Budget payroll

User 1D jtg2006
Date:

Batch

Process

Chart String or Id:

Chart String Selector - Project Life (Bud%et Revi

Business Unit:
Department:

PC Business Unit:
Froject:

Activity:
Initiative:
Segment:

Site:

coLum
7555502
GENRL
AGO0LO09

LLLRpLLLL

Print |

Help

Proc Please

| Links | Exit

Database: fintest
Finandial Systems - Columbia University

#/start J @

J & Financial Systems Calum... || & https://fintest.cc.colu.

Jo|m & [ @ &
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Budget Tool

Step Action

15.

Click the Search button.

://fintest.cc.columbia.edu; - Financial Systems Columbia University - Windows Internet Explorer

&2 COLUMBIA UNIVERSITY vk | e | Lok Bt

IN THE CITY OF NEW YORK

Lookup Page

Ql

[ Joctvityid |oescription |
r |jm AFRICA

Count: 1

i/ start] J @ J {& Financial Systems Colum... || & https://fintest.cc.colu.

lel?l@

Step

Action

16.

Click the 01 option.
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ws Internet Explorer

Print | Help | Links | Exit

&2 COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK

Processing. Please w

Lookup Page

Count: 1

@ start Jg J @ Financial Systems Colom.. || € https:/ ffintest.ce.colu.. J GJ @& [ & L @

Training Guide
Budget Tool

Step

Action

17.

Click the Select button.

dows Internet Explorer

&2 COLUMBIA UNIVERSITY e e e e
IN THE CITY OF NEW YORK
Budget Payroll Batch Process
Chart String Selector - Project Life (Bud%et Revi
Chart String or Id:
Business Unit: coLum Q
Department: 7555502 Q
PC Business Unit: GENRL Q
Froject: AGO01009 Q
Activity: o1 Q
Initiative: Q
Segment: Q
site: Q
User ID: jtg2008 Database: fintest
Date: Financisl Systermns - Columbia University

@ start Jg Jgﬁnanma\SystemsCD\um‘.. [@ hetps://hintest.c.cot. J gJ ol TR T Ia
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Step

Action

18.

Click in the Initiative: field.

intest.cc.columbia.ed

inancial Systems Columbia University - Windows Internet Explorer

B o g
&2 COLUMBIA UNIVERSITY ot e ke e
IN THE CITY OF NEW YORK
Budget payroll Batch Process
Chart string Selector - Project Life (Budg{et Revi
Chart String or Id:
Business Unit: coLum Q
Departrnent: 7555502 Q
PC Business Unit: GENRL Q
Projset: AG001009 Q
Activity: o1 Q
Initiative: | Q
Segment: Q
Sits: Q
User ID: jtg2008 Database: fintest
Date: Financisl Systermns - Columbia University

Bistart| | & | @ Fnancial Systems Colum... || & hetps://fintest.ce.colu... | o2 @

Step

Action

19.

Enter the desired information into the Initiative: field. Enter "0000".

Page 98




Training Guide
Budget Tool

indows Internet Explorer

2 COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK

Budget Payrall Batch Process

Chart String or Id:

Business Unit:
Department:

FC Business Unit:
Project:

Activity:
Initiative:
Segment:

Site:

User ID;: jtg2006
Date:

Chart String Selector - Project Life (Bud%et Revi

COLUM
7555502
GENRL
AGOOLO09

o1

LLLLLL

onoo|

00000 UNDEFINED INITIATIVE
70000 IC 0D OFF

Print | Help | Links | Exit

Database: fintest
Finandial Systems - Golumbia University

) start, J @ J & Financisl Systems Colum... || & hittps:/ fintest.cc.colu...

T

| @

Step

Action

20.

0o0o00 UNDEFIMED INITIATIVE

Click the 00000 UNDEFINED INITIATIVE link.

indows Internet Explorer

2 COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK

Budgst Fayroll Batch Process

Chart String or Id:

Business Unit:
Department:

FC Business Unit:
Project:

Activity:
Initiative:
Segment:

Site:

User ID;: jtg2006
Date:

Chart string Selector - Project Life (Bud%et Revi

COLUM

7555502

GENRL

AGOOLO09

o1
Ll Jufu]}

LLLLLLLYL

Print | Help | Links | Exit

Database: fintest
Finandial Systems - Golumbia University

& start J s J {& Financis| Systems Colum... || & hitps:/ fintest.cc.cou...

jo|m & [| @ =
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Step

Action

21.

Click in the Segment: field.

fintest.cc.columbia.edu/ - Financial Systems Columbia University - Windows Internat Explorer

> Bud = Budget = Pro fe (Budget

&2 COLUMBIA UNIVERSITY ot e ke e
IN THE CITY OF NEW YORK
Budget payroll Batch Process
Chart string Selector - Project Life (Budg{et Revi
Chart String or Id:
Business Unit: coLum Q
Departrnent: 7555502 Q
PC Business Unit: GENRL Q
Project: AG00L009 Q
Activity: o1 Q
Initiative: 00000 Q
Segment: | Q
Sits: Q
User ID: jtg2008 Database: fintest
Date: Financisl Systermns - Columbia University

@ start Jg J‘@Flnanma\SystemsCu\um‘.. [@ https://hintest.c.cot.. J gJ @& [ @ v Iﬁ

Step

Action

22.

Enter the desired information into the Segment: field. Enter "000".
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2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Budget Payrall Batch Process

Chart String or Id:

Business Unit:
Department:

FC Business Unit:
Project:

Activity:
Initiative:

SEgment:

indows Internet Explorer

Chart String Selector - Project Life (Bud%et Revi

COLUM

7555502

GENRL

AGOOLO09

o1
Ll Jufu]}

LLLLLLL

ong

Print | Help | Links | Exit

Site:

User ID;: jtg2006
Date:

00000000 UNDEFINED SEGMENT

01000001 PRE HOUSE ADMINISTRATION
01000002 PRE PO OPERATIONS

01000002 PRE PO PROJECTS

01000004 PRE PRESIDEMTIAL FUNDS
01000005 PRE PROPERTY ORPERATIONS
01000006 UPE COMMENCEMENT

01000007 UPE HONORARY DEGREE

01000008 UPE OPERATIONS

01000009 UPE PRESIDENT HOUSE EVENTS PO
01000010 UPE PRESIDENT HOUSE EVEMNTS UPE
05000001 ATH BARMARD COLLEGE

05000002 ATH COLUMBIA COLLEGE
NSNNNNN=T ATH TEACHER'S ™01l | FGE

Database: fintest
Columbia University

| Systems -

i start, J @ J & Financisl Systems Colum... || & hittps:/ fintest.cc.colu...

| @

‘e

Step

Action

23.

Click the 00000000 UNDEFINED SEGMENT link.

oooooood UNDEFIMED SEGMEMT

indows Internet Explorer

2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Budgst Fayroll Batch Process

Chart String or Id:

Business Unit:
Department:

FC Business Unit:
Project:

Activity:
Initiative:
Segment:

Site:

User ID;: jtg2006
Date:

Chart string Selector - Project Life (Bud%et Revi

COLUM
7555502
GENRL
AGOOLO09
o1

Ll Jufu]}

0ooooooo

LLLLLLLYL

Finand.

Print | Help | Links | Exit

Proce: ase W

Database: fintest
Columbia University

al Systems -

& start J @ J & Financis| Systems Colum... || & hitps:/ fintest.cc.cou...

jo|m & [| @ »
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Budget Tool

Step Action

24, Click the Find button.

ws Internet Explorer

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Budget Payroll Batch Process

Chart String Selector - Project Life (Bud%et Revi

Chart String or Id:

Business Unit: coLum Q
Department: 7555502 Q
PC Business Unit: GENRL Q
Froject: AGO0L009 Q
Activity: o1 Q
Initjative: 0000 Q
Segment: 00000000 Q
Site: Q

L_Jis ___ Jousumt_Joopud _ Jrumi |

[ on14spx COLUM 7555502 01 GENRL AGOO1009 o1 0oooo oooooooo

Count: 1

User ID: jtg2006 Database: fintest
Date: Finandal Systems - Columbia Ui

@ start Jg Jgﬁnanma\SystemsCu\um‘.. @ https:/ /fintest.cc.colu... JgJ @& ] v Iﬁ

Step Action

25. Click the Build button.
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Windows Internet Explorer

2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Budget Payrall Batch Process

Chart String Selector - Project Life {(Budget Rev)
o Mew chart string has been buitt.

Chart String or Id:

Business Unit: coLM Q
Departrent: 7555502 Q
PC Business Unit: GENRL Q
Project: AGD01009 Q
Activity: 01 Q
Initiative: 00000 Q
Seqment: 00000000 Q
Site: Q
T T
v |oniasex COLUM 7555502 01 GENRL AGOOL009 o1 00000 00000000
Count: 1

Print |

Help |

Links | Exit

User ID;: jtg2006
Date:

Database: fintest
Finandial Systems - Golumbia University

& start J @ J {& Financis| Systems Colum... || & hitps:/ fintest.cc.cou...

jo|m & [ @ &

Step

Action

26.

Click the Next button.

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Budget Payroll Batch Process

Project Life (Budget Revision

COLUM-7555502-GENRL-AG001009-01-01-00000-00000000

Transaction 000001DR STATUS
Business Unit COLUM COLUMBIA UNIVERSITY Initiative 0ooog
Department 7555502 SRG WALVE CTR Segment 00000000
PC Business Unit | GENRL GENRL
Project AGOOLODS AFRICA
Fund Code o1 GENERAL UNRESTRICTED FUMD
Activity o1 o1 Chart 1d 00145P%

+ MEW
UNMDEFIMED INITIATIVE
UMDEFIMED SEGMENT

Print | Help | Links | Exit

Proc Please

Total Project Revenues 0 0 -36,604 36,604 o o a
Total Project Expenses 0 o 36,604 -36,604 o o 1)
Total o o o o o o o

User 1D jtg2006
Date:

Save I Process I Cancel

Database: fintest
Finandial Systems - Columbia University

i/ start, J @& J (& Financial Systems Colum... || @ https://fintest.cc.colu...

jo|m & [ @ &
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Step Action

27. Click the Add button.

ncial Systems Columbi i il indows Internet Explorer
Gb COLUMB[A UNIVERSITY Print | Help | Links | Exit
IN THE CITY OF NEW YORK
Lookup Page
Q
- 000
40400 TUITION - NONDEGREE
[~ 40500 SCHOOL FEES
l_ 40510 APPLICATION FEES
l_ 40520 ADMISSION FEES
™ 40530 LATE FEES
[C 40540 LAR FEES
[~ 40550 DISSERTATION FEES
l_ 41090 REFUND TO GOVERNMENT AGENCY
l_ 41105 GOVERMMENT REVENUE-PROGRAM INC
41120 GOVERNMENT REVENUE-F&A-MAN AD]
I~ 41200 STATE AID
[ 4zo0s FRIVATE G&C REVENUE-FY AD)
l_ 42055 CLINICAL TRIALS ACCRUED REVENU
l_ 42090 REFUND TO GRAMTOR
I 4z105 PRIVATE G&C REVENUE-PROGRAM IN
I~ 4z130 PRIVATE G&C REVENUE-F&A-MANAD]
™ 4zis0 CLINICAL TRIALS REVENUE - F&A
[~ 4zs00 GIFT REVENUE-OPERATING
[T 4250 IFT REVEMUE-PY AD1-OPERATIN: a
Count; 1032
User ID: jtg2008 Databas
Date: Financisl Systermns - Columbia
&/ start, J & J & Financial Systems Calum... || & https://fintest.cc.colu. J o J @ & [

Step Action

28. Click the 42005 option.
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r
-
=
al
al
-
r
ul
=
=
ul
-
=
=
=
ul
r
-

-

Date:

inancial Systems Columbia Univer:

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Lookup Page

40000
40400
40500
40510
40520
40530
40540
40550
41090
41105
41120
41200
4z005
42055
42090
42105
42130
42150
42500

Count: 1032

User ID;: jtg2006

TUITION
TUITION - NONDEGREE
SCHOOL FEES
APPLICATION FEES
ADMISSION FEES
LATE FEES
LaB FEES
DISSERTATION FEES
REFUND TO GOVERNMENT AGENCYT
GOVERMMENT REVENUE-PROGRAM INC
GOVERMMENT REVENLE-FRA-MAN AD]
STATE AID
PRIVATE G&C REWENUE-PY AD]
CLIMICAL TRIALS ACCRUED REVENU
REFUND TO GRANTOR
PRIVATE G&C REWVENUE-PROGRAM IN
PRIVATE GEBC REVENUE-F&A-MANAD]
CLIMICAL TRIALS REVENUE - F&a
GIFT REVEMUE-OPERATING

| - ATING

Windows Internet Explorer

Print |

Help

| Links | Exit

Database: fintest
Finandial Systems - Golumbia University

i/ start J )

J {& Financis| Systems Colum... || @ hitps:/ fintest.cc.cou...

jo|m & [ @ L

Step

Action

29.

Click the 40500 option.

nancial Systems Columbia Univer:

Windows Internet Explorer

&2 COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK
Lookup Page
Q
(ml 54630 UNION-FOOD SERVWICE EMPLOYEE =
(m 54640 UNIOM-SUPERINTEMDENTS
l_ Sd61 UNIOM-HANDY PERSONS
'_ 54642 UNIOM-FPORTERS
'_ 54643 UNION-DOOR ATTENDANTS
r 54645 UNION-MECHANICS
(ml 54800 MOMNUNION-SUPPORT STAFF
(m 54805 MOMNUNION-ADMINISTRATIVE EMPLOY =
'_ 54810 MOMUNION-RESEARCH EMPLOYEE
'_ 54815 MOMUMION-HEALTH RELATED TECHNI
(ml 54820 MONUNION-FACILITIES/TRADE EMPL
(m 54525 MOMNUNION-SECURITY
(ml 54830 MOMNUNION-FOOD SERVICE EMPLOYEE
l_ 54840 MOMNUNION-SUPERINTENDENTS
'_ 54841 MOMUNION-HANDY PERSONS
r 54842 MOMUNICOKN-PORTERS
(ml 54543 MOMNUNION-DOOR ATTEMDANTS
(m Sd544 MOMNUNION-HOUSEKEERPERS
l_ 58999 SALARY COMTROLLER ADIJUSTMENT
'_ 59000 FRINGE BENEFIT CHARGE =
Count: 1032
User ID: jtg2008
Date:

Print |

Help

| Links | Exit

Database: fintest
Finandial Systems - Columbia University

#/start J @

J € Financial Systems Calum... || & https://fintest.cc.colu.

|o|m & [| @ &
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ARC™

Step

Action

30.

Click and drag the scroll bar down to select another value.

ws Internet Explorer

&2 COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK
Lookup Page
Q
T el6ed COLD/FROZEN B
I~ elees BREAD & PASTRIES
C 1668 PRODUCE
l_ 61670 DAIRY PRODUCTS
l_ B1672 SODA/MWATER
[~ 61674 ALCOHOL-WINE/LIQUOR/BEER
I~ 61678 HOT BEVERAGE
™ 1690 FOOD-STAFF & FACULTY
l_ 61692 FOOD-PARTICIPANTS
l_ 51700 MAINTENANCE SUPPLIES-GENERAL =
1705 JANITORIAL SUPPLIES
61710 MACHINE & EQUIPMENT SUPPLY
™ 61715 WORK MATERTALS
[ ei7z0 AUTOMOTIVE SUPFLIES
l_ 51725 SMALL TOOLS & UTENSILS
61730 HOUSEHOLD SUPPLIES
™ e173s LAUNDRY & CLEAN SUP
™ 61750 BEDDING SUFFLIES
I~ 61760 ATHLETIC TEAM SUPPLY-GEMERAL
l_ 61770 WEARIMNG APPAREL
™ 61900 MINOR EQUIPMENT -
Count: 1032
User ID: jtg200&
Dsta:

Print | Help | Links | Exit

Database: fintest
Financial Systams - Columbia University

i start J @ J {& Financis| Systems Colum... || & hitps:/ fintest.cc.colu...

Jalmw T o R

Step

Action

31.

Click the 61720 option.
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inancial Systems Columbia Univer: Windows Internet Explorer
d;) COLUMB[A UNIVERSITY Print | Hslp | Links | Exit
IN THE CITY OF NEW YORK
Lookup Page
Q
T 6leed COLD/FROZEN =
I~ elees BREAD & PASTRIES
C 1668 PRODUCE
l_ 61670 DAIRY PRODUCTS
l_ B1672 SODA/MWATER
T s1674 ALCOHOL-WINE/LIQUOR/BEER
61675 HOT BEVERAGE
™ 1680 FOOD-STAFF & FACULTY
I~ eiss2 FOOD-PARTICIPANTS
l_ 51700 MAINTENANCE SUPPLIES-GENERAL =
I~ e17os JANITORIAL SUPPLIES
™ 61710 MACHINE & EQUIPMENT SUPPLY
™ 61715 WORK MATERIALS
¥ 61720 AUTOMOTIVE SUPFLIES
l_ 61725 SMALL TOOLS & UTENSILS
61730 HOUSEHOLD SUPPLIES
™ e173s LAUNDRY & CLEAN SUP
™ 61750 BEDDING SUFFLIES
I~ 61760 ATHLETIC TEAM SUPPLY-GEMERAL
T 1770 WEARING APPAREL
[~ &1900 MINOR EQUIPMENT -
Count: 1032
User ID: jtg200& Database: fintest
Date Finanecsl Systerns - Colurbia University
i/ start J ) J (& Financial Systems Colum... || @ hetps://fintest.cc.colu... J a J @ W H 9

Step Action

32. Click the Next button.

Print | Help | Links | Exit

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Budget Payroll Batch Process

Project Life (Budget Revision =

COLUM-7555502-GENRL-AG001009-01-01-00000-00000000 Transaction 000001DR STATUS: MEW
Business Unit COLUM COLUMBIA UNIVERSITY Initiative 0ooog UNMDEFIMED INITIATIVE
Department 7555502 SRG WALVE CTR Segment 00000000 UNDEFINED SEGMENT
PC Business Unit | GENRL GENRL

Project AGOOLODS AFRICA

Fund Code o1 GENERAL UNRESTRICTED FUMD

Activity o1 o1 Chart 1d 00145P%

Total Project Revenues 0 0 -36,604 36,604 o o C
Total Project Expenses 0 o 36,604 -36,604 o o C
Total o o o o o o O

REVENUE Prior CurrEst |Project Actusl pTp | Budast Used Actual ¥TD  |Actual MTD
rE st Balanc
40500 SCHOOL FEES (020 Fees) 1

FEES TOTAL L] L] L] 0 0 a C

REVENUE TOTAL o o o o o
EXPENSE Prior CurrEst Project ual pTp  [Budoet Use: ual ¥TD
CurrEst Balance

?177!’! ALTAMOTINE S1PPITFS {225 ther Tnstt
4

C
| _l_I

User 1D jtg2006 Database: fintest
Date: Finandial Systems - Columbia University

add || save [| process || cancel

&/ start, Jg J (& Financial Systems Colum... || @ https://fintest.cc.colu... J gJ @ & H Q
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Step

Action

33.

Enter the desired information into the Project CurrEst field. Enter "-1000".

dows Internet Explorer

Print | Help | Links | Exit

&2 COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK
Budget Paymll Batch Process
Project Life { Budget Revision -
COLUM-7555502-GENRL-AGO01009-01-01-00000-00000000 Transaction 000001DR STATUS: MEW
Business Unit COLUM COLUMBIA UNIVERSITY Initiative 0o0oo UMNDEFIMED INITIATIVE
Department 7555502 SRG WALVE CTR Segment 0noooono UMDEFIMED SEGMENT
PC Business Unit GENRL GENRL
Project AGOO0L009 AFRICA
Fund Code o1 GENERAL UNRESTRICTED FUMD
Activity o1 o1 Chart 1d 00145P%

Total Project Revenues 0 0 -36,604 36,604 o o C
Total Project Expenses 0 il 36,604 36,604 i} i} r
Total 0 o o o ] ] C
40500 SCHOOL FEES (020 Fees) -1000

FEES TOTAL o o o 0 0 a C

RE¥ENUE TOTAL

o o o o
EXPENSE Prior CurrEst |Project al pTp  [Budget
urrEst Balance

61720 AUTOMOTIVE SUPPLIES (225 Other Inst) S

Ll |

Database: fintest

User ID: jtg2006
Data: Financial Systams - Columbia University

Add Savel Prn:assl Cancel

Wsear| | | 8 Finercl ystens Colm... | [ hitpss fintest.cc.colu.. lo|@ & ] @ 2

Step

Action

34.

Click and drag the scroll bar down to add another amount.
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Windows Internet Explorer

&2 COLUMBIA UNIVERSITY Frne | el |tk Bt
IN THE CITY OF NEW YORK
Budget Payroll Batch Process
Business Unit COoLUM COLUMBIA UNIVERSITY Initiative 00000 UNDEFIMED INITIATIVE _I
Department 7555502 SRG WALVE CTR Segment 0oooooog UNDEFIMNED SEGMENT
PC Business Unit GENRL GENRL
Project AGODO01009 AFRICA
Fund Code o1 GENERAL UNRESTRICTED FUMND
Activity oL oL Chart 1d 00145Px

Total Project Revenues -36,604 36,604 ] ] C
Total Project Expenses 0 0 36,604 -36,604 o o 4
Total o o o o o o O

40500 SCHOOL FEES (020 Fees) -1000
FEES TOTAL i i i 0 0 o il
REVENUE TOTAL o o o 0 0 o C

61720 AUTOMOTIVE SUPPLIES (225 Other Inst) |
SUPPLIES_8&_MATERIALS TOTAL o 0 0 o 0 0 c
EXPEMZE TOTAL L] 0 0 L] 0 0 C

4 | 2

User ID;: jtg2006 Database: fintest
Date: Finandial Systems - Golumbia University

Add Save l Process I Cancel

& start Jg J"eFinar\:\a\Systams[n\um‘.. | @ https:/ ffintest.ce.colu... J GJ o &[] S

Step Action

35. Click in the Project CurrEst field.

windows Internet Explorer

d;, COLUMBIA UNIVERSITY Print | Help | Links | Exit
IN THE CITY OF NEW YORK
Budget payroll Batch Process
Business Unit COoLUM COLUMBIA UNIVERSITY Initiative ooooo UNMDEFIMED INITIATIVE
Department 7555502 SRG WALVE CTR Segment 00000000 UNDEFINED SEGMENT
PC Business Unit |GENRL GENRL
Project AGO01009 AFRICA
Fund Code o1 GENERAL UNRESTRICTED FUMD
Activity 01 01 Chart 1d 00145PK

e e T o e ey
Total Project Revenues -36,604 36,604 o o C
Total Project Expenses 0 il 36,604 36,604 i} i} r
Total 0 0 0 0 o o C

40500 SCHOOL FEES (D20 Fees) -1000
FEES TOTAL o o o o o o C
REVENUE TOTAL o o o 0 o a C

61720 AUTGMOTIVE SUPPLIES (225 Other Inst) |
SUPPLIES_&_MATERIALS TOTAL L] 0 0 L] 0 0 C
E=PENSE TOTAL o 0 0 o 0 0 c

Kl | s

User 1D jtg2006 Database: fintest
Date: Finandial Systems - Columbia University

add || save [| process || cancel

i/ start, Jg Jgﬁnanma\SystemsCD\um‘.. | @ https://fintest.cc.colu... J uJ @ & ﬂ o
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Step Action

36. Enter the desired information into the Project CurrEst field. Enter "5000".

Print | Help | Links | Exit

&2 COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK

Budget payroll Batch Process Processing. Please w

Business Unit COLUM COLUMBIA UNIVERSITY Initiative 00000 UMDEFIMED INITIATIVE ;I
Department 7555502 SRG WALVE CTR Segment 0ooooooo UNDEFIMED SEGMENT

PC Business Unit | GENRL GENRL

Project AGOOLO0S AFRICA

Fund Code o1 GENERAL UNRESTRICTED FUMD

Activity o1 o1 Chart 1d 00145PK

Summary Section Prior CurrEst ual PTD :gfagnecte Actual YTD | Actual MTD
Total Project Revenues o o -36,604 36,604 o o O
Total Project Expenses 0 5 36,604 36,604 o o H
Total o o o o o o O
REVENUE Prior CurrEst |Project Actual pTp | Budaet

CurrEst alance
40500 SCHOOL FEES (020 Fees) -1000
FEES TOTAL ] ] ] 3 5 o t
REVENUE TOTAL o o o 0 5 o t

61720 AUTOMOTIVE SUPPLIES (225 Other Inst) S000
SUPPLIES_3_ MATERIALS TOTAL o 0 0 o 0 0 c
EXPEMSE TOTAL o o o o o o C

4 | 2

User ID: jtg2006 Database:
Data:

Finsncisl Systerns - Columbia U
==

Wsear| | | 8 Finercl ystans Coln... | [ hitpss fintest.cc.colu.. o @m & [ @ o

ue

Step Action

37. Click the Process button.

Process
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inancial Systems Columbia Univer:

Windows Internet Explorer

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Budget

Batch

payroll Process

Budget Tool Worklist

Current Quarter: 2012Q4

l_ T COLUM: GE| GO01011 Testing SE2328
25003-18000311-AU5-70510-640
COLUM-7903105-GENRL-AG001016-01-01-
25003-18000311-AU5-75510-840

'_ PLE COLUM-1208106-GENRL-AG001012-01-01- PROJECT LIFE SE2328 2012.03.19
00000-00000000-1025 BUDGET 13:30

I~ prLe COLUM-1208106-GENRL-AG001012-01-01- PROJECT LIFE SE2328 2012.03.19
00000-05000001-102% BUDGET 13:59

™ pLe COLUM-2510210-GENRL-AGO001012-01-01- PROJECT LIFE SE2328 2012.03.20
00000-05000002-1025 BUDGET 13:24

l_ D COLUM-0503102-CAPTL-CPO01964-80-01-00000 DIRECT SE2328 2012.03.20
-00000000-1012 ACTIVITY 15:16

'_ DA COLUM-0503107-GENRL-AGO001000-01-01- DIRECT SE2328 2012.03.20
50095-00000000 ACTIVITY 17:52

I~ prLe COLUM-0503110-GENRL-AGO01012-01-01- PROJECT LIFE SE2328 201z2.03.27
00000-00000000 BUDGET 17:10

™ pLe COLUM-0503110-GENRL-AG001012-01-01- PROJECT LIFE SE2328 2012.04.01
00000-01000001 BUDGET 12:07

l_ D COLUM-6411102-GENRL-AG001037-01-01- DIRECT SE2328 2012.03.26
00000-18000539 ACTIVITY 16:05

'_ DA COLUM-6411102-GENRL-END015942-60-01-10525 DIRECT SE2328 2012.03.28
-05000067-1013 ACTIVITY 16:32

.

OREN

OPEN

QPEN

QPEN

REIECTED

ERROR-ALLOC

QPEN

QPEN

ERROR-ALLOC

ERROR-ALLOC

Print | Help | Links | Exit

RELEASE 0000007 201203
RELEASE 000000xs 201203
RELEASE 000000XT 201203
RELEASE 00000078 201203
RELEASE 00000073 201203
OMB ACTION oonoooYF 201204
REQUIRED

RELEASE oooooovL 201203
RELEASE 000000YP 201203
OMB ACTION 0000010 201203
REQUIRED

OMB ACTION 0o0no011) 201203
REQUIRED =

Count: 136

User ID;: jtg2006
Date:

I e [ viow | rotens [ et | e [ asprove | et s

Database: fintest
Finandial Systems - Golumbia University

i start J é J {& Financial Systems Colum... || @ https://fintest.cc.colu...

T

| @

Step

Action

38.

The transaction has been created and will now display on the Worklist.

inancial Systems Columbia Univer:

Windows Internct Explorer

&2 COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK
Budget Batch

payroll Process

Budget Tool Worklist

Current Quarter: 2012Q4

Q

T COLUM-7903105-GE| GO01011 Testing SEz328

25008-16000311-4US-70510-640
COLUM-7903105-GENRL-AGO01016-01-01-
25003-16000311-A415-75510-840

'_ PLE COLUM-1208106-GENRL-AGO01012-01-01- PROJECT LIFE SE2328 2012.03.19
00000-00000000-1025 BUDGET 13:30

[ PLB | COLUM-1208106-GENRL-AGOIL01Z-01-01- PROJECT LIFE  |SE2328 20120313
00000-05000001-1025 BUDGET 13:59

[ PLB | COLUM-2510210-GENRL-AGD0L012-01-01- PROJECT LIFE  |$E2328 |2012.03.20
00000-05000002-1025 BUDGET 13:24

[T D& | COLUM-0503102-CAPTL-CPO01364-80-01-00000 DIRECT SE2326  |2012.03.20
-00000000-1012 ACTIVITY 15:16

'_ DA COLUM-0503107-GENRL-AGO01000-01-01- DIRECT SE2328 201z2.03.20
50096-00000000 ACTIVITY 17:52

™ PLB | COLUM-0S03110-GENRL-AGO0L01Z-01-01- PROJECT LIFE  |SE2328 |2012.0%.27
00000-00000000 BUDGET 17:10

[ PLB | COLUM-0503110-GENRL-AGD0L012-01-01- PROJECT LIFE  |$E2328 |2012.04.01
00000-01000001 BUDGET 12:07

[T D& | COLUM-5411102-GENRL-AGD01037-01-01- DIRECT SE2326  |2012.03.26
00000-16000539 ACTIVITY 16:05

'_ DA COLUM-£411102-GENRL-ENOD1942-60-01-10525 DIRECT SE2328 2012.03.28
-05000067-1013 ACTIVITY 16:32

=

OFEN

OPEN

QPEN

QPEN

REIECTED

ERROR-ALLOC

QPEN

QPEN

ERROR-ALLOC

ERROR-ALLOC

Print | Help | Links | Exit

RELEASE 0o0no0oT) 2012Q3
RELEASE 000000xs 201203
RELEASE 000000XT 201203
RELEASE 00000078 201203
RELEASE 00000073 201203
OMB ACTION oonoooYF 201204
REQUIRED

RELEASE oooooovL 201203
RELEASE 000000YRP 201203
OMB ACTION 0000010 201203
REQUIRED

OMB ACTION 0o0no011) 201203
REQUIRED =

User ID: jtg2006
Data:

I e [ viow | sotens [ et | e [ asprove | veiot [ sy

Database: fintest
inancisl Systems - Columbis Univarsity

i start J é J {& Finaniisl Systems Colum... || @ https://fintest.cc.colu...

‘&

| @

Page 111




Training Guide m
Budget Tool

Step Action

39. You have completed how to revise and enter a Project Life budget.
End of Procedure.
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Process - Worklist
This is the Process - Worklist lesson of the Budget Tool course. Upon completion of this lesson,

you will be able to:

Understand the steps required to perform budget approvals

Estimated Time to Complete Lesson: 10 minutes
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Worklist Screen
Use the Worklist screen to review Worklists.

Procedure

This topic provides guidance on how to review a Worklist.

nancial Systems Colum Windows Internet Explorer

&2 COLUMBIA UNIVERSITY e e e e
IN THE CITY OF NEW YORK
Budget Payrall Batch
. Worklist

Budget Tool Worklist

Current Quarter: 201204 Posted Itsms

[ T COLUM-7903105-GENRL-AGO0L016-01-01- Testing SE2328  2012.03.27 OFEN RELEASE 000000T] | 201203
25008-16000311-A15-70510-640 16:51
COLUM-7903105-GENRL-AGOD1016-01-01-
25003-16000311-A15-75510-840

l_ PLE COLUM-1208106-GENRL-AGO01012-01-01- PROJECT LIFE SEz328 2012.03.19 OPEN RELEASE 000000XS 201203
00000-00000000-1025 BUDGET 13:30

[T PLE  COLUM-1208106-GENRL-AGO0L012-01-01- PROJECT LIFE  |SEZ328  2012.03.19 OPEN RELEASE 000000XT  |2012Q%
00000-05000001-1025 BUDGET 13:59

[ PLE  COLUM-2510210-GENRL-AGO0L012-01-01- PROJECT LIFE  SE2328  2012.03.20 OPEN RELEASE 000000VE | 2012Q3F
00000-05000002-1025 BUDGET 13:24

[© DA COLUM-0503102-CAPTL-CPO01864-60-01-00000 DIRECT SE2328  2012.03.20 REJECTED RELEASE 000000YS | 201203
-00000000-1012 ACTIVITY 15:16

l_ DA COLUM-0503107-GENRL-AGO01000-01-01- DIRECT SEz328 2012.03.20 ERROR-ALLOC OMB ACTION 000000YF 201204
50096-00000000 ACTIVITY 17:52 REQUIRED

[T PLE  COLUM-0503110-GENRL-AGO0L012-01-01- PROJECT LIFE  |SE2328  2012.03.27 OPEN RELEASE 000000YL  |2012Q%
00000-00000000 BUDGET 17:10

[ PLE  COLUM-0503110-GENRL-AGO0L012-01-01- PROJECT LIFE  $E2328  2012.04.01 OPEN RELEASE 0000DOYE | 2012Q3
00000-01000001 BUDGET 12:07

C DA COLUM-411102-GENRL-AGO01037-01-01- DIRECT SE2328  2012.03.26 ERROR-ALLOC OMB ACTION 0000D10W | 201203
00000-15000533 ACTIVITY 16:05 REQUIRED

l_ Da COLUM-p411102-GENRL-ENO01942-60-01-10525 DIRECT SEz328 2012.03.28 ERROR-ALLOC OMB ACTION 00000117 2012Q3
-05000067-1013 ACTIVITY 16:32 REQUIRED

l_ T COLUM-£411102-GENRL-ENOD21595-60-01-00000 SE_TEST_001 SEZ328 2012.04.01 RELEASED APPROVE 00000122 201203
-00000000 -71210-620 12:05
COLUM-$411102-GENRL-ENOD21595-60-01-00000 -

Count: 136

User ID: jtg200& Database: fintest

Date: ancial Systems - Columbia University

l Ed\tl \newl Ra\easel Delatal Racal\l Approve I Rejel:tl History
istart| | & | 8 Finercl ystans Coln...|[ 18 hitpss fintest.cc.col. lo|@m & ] ©

Step Action

1. Click the Process link.
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nancial Systems Columbia Univer - Windows Internet Explorer

&2 COLUMBIA UNIVERSITY ik | el |tk Bt
IN THE CITY OF NEW YORK
Budget Payroll Batch Process

Budget Tool Worklist

Current Quarter: 201204 Pasted Items
-

l_ T COLUM-7903105-GENRL-AG001016-01-01- Testing SE2328 2012.03.27 OPEN RELEASE 000000T) 201203
25009-18000311-AUS-70510-640 16:51
COLUM-7903105-GENRL-AG001016-01-01-
25009-18000311-AUS-75510-840

'_ FLB COLUM-1208106-GENRL-AGO01012-01-01- PROJECT LIFE SE2328 2Z012.03.19 OPEN RELEASE 000000xS 2012033
00000-00000000-1025 BUDGET 13:30

'_ PLE COLUM-1208106-GENRL-AG001012-01-01- PROJECT LIFE SE2328 2012.03.19 QOPEN RELEASE 000000XT 201203
00000-05000001-1025 BUDGET 13:59

r re COLUM-2510210-GENRL-AG001012-01-01- PROJECT LIFE SE2328 201z2.03.20 QOPEN RELEASE 000000vE 201203
00000-05000002-102% BUDGET 13:24

I Dpa COLUM-0503102-CAPTL-CPO01964-80-01-00000 DIRECT SE2328 2012.03.20 REIECTED RELEASE 000000ve 201203
-00000000-1012 ACTIVITY 15:16

'_ Da COLUM-0503107-GENRL-AGO01000-01-01- DIRECT SE2328 Z01z2.03.20 ERROR-ALLOC OMB ACTION 0nooooYF 201204
50096-00000000 BCTIVITY 17:52 REQUIRED

'_ PLE COLUM-0503110-GENRL-AG001012-01-01- PROJECT LIFE SE2328 2012.03.27 QOPEN RELEASE oooooovL 201203
00000-00000000 BUDGET 17:10

r re COLUM-0503110-GENRL-AG001012-01-01- PROJECT LIFE SE2328 2012.04.01 QOPEN RELEASE 0o0oooYP 201203
00000-01000001 BUDGET 12:07

I Dpa COLUM-p411102-GENRL-AGO001037-01-01- DIRECT SE2328 2012.03.26 ERROR-ALLOC OMB ACTION 000001 0w 201203
00000-18000539 ACTIVITY 16:05 REQUIRED

'_ Da COLUM-6411102-GENRL-ENOD1942-60-01-10525 DIRECT SE2328 2012.03.26 ERROR-ALLOC OMB ACTION 00000113 2012033
-05000067-1013 BCTIVITY 16:32 REQUIRED

'_ TX COLUM-6411102-GENRL-ENO02195-60-01-00000 SE_TEST_001 SE2328 2012.04.01 RELEASED APPROVE ooooo1zz 201203
-00000000 -71210-620 12:05
COLUM-6411102-GENRL-ENO02195-60-01-00000 hd

Count: 136

User ID: jtg2008 Database: fintest

Date: Financial Systerns - Colurnbia University

I e [ viow | rotens [ et | e [ asprove | et s
@ start Jg J & Financial Systems Colum... | 4 https://fintest.cc.colu.. J GJ o &[] S

Step Action

2. Click the Worklist link.

inancial Systems Columbia Univer - Windows Internet Explorer

&2 COLUMBIA UNIVERSITY Print | el | tnks et
IN THE CITY OF NEW YORK
Budget Payroll Batch Process

Budget Tool Worklist

Current Quarter: 201204
-

l_ T COLUM-7903105-GENRL-AG001016-01-01- Testing SE2328 2012.03.27 OPEN RELEASE 000000T) 201203
25009-18000311-AUS-70510-640 16:51
COLUM-7903105-GENRL-AG001016-01-01-
25009-18000311-AUS-75510-840

'_ FLB COLUM-1208106-GENRL-AGO01012-01-01- PROJECT LIFE SE2328 2Z012.03.19 OPEN RELEASE 000000xS 2012033
00000-00000000-1025 BUDGET 13:30

I re COLUM-1208106-GENRL-AG001012-01-01- PROJECT LIFE SE2328 2012.03.19 QOPEN RELEASE 000000XT 201203
00000-05000001-102% BUDGET 13:59

r re COLUM-2510210-GENRL-AG001012-01-01- PROJECT LIFE SE2328 2012.03.20 QOPEN RELEASE 000o000veE 201203
00000-05000002-102% BUDGET 13:24

l_ DA COLUM-0503102-CAPTL-CPO01964-80-01-00000 DIRECT SE2328 2012.03.20 REIECTED RELEASE 000000ve 201203
-00000000-1012 ACTIVITY 15:16

'_ Da COLUM-0503107-GENRL-AGO01000-01-01- DIRECT SE2328 Z01z2.03.20 ERROR-ALLOC OMB ACTION 0nooooYF 201204
50096-00000000 ACTIVITY 17:52 REQUIRED

I re COLUM-0503110-GENRL-AG001012-01-01- PROJECT LIFE SE2328 2012.03.27 QOPEN RELEASE oooooovL 201203
00000-00000000 BUDGET 17:10

r re COLUM-0503110-GENRL-AG001012-01-01- PROJECT LIFE SE2328 2012.04.01 QOPEN RELEASE 0o0ooovP 201203
00000-01000001 BUDGET 12:07

l_ DA COLUM-p411102-GENRL-AGO001037-01-01- DIRECT SE2328 2012.03.26 ERROR-ALLOC OMB ACTION 000001 0w 201203
00000-18000539 ACTIVITY 16:05 REQUIRED

'_ Da COLUM-6411102-GENRL-ENOD1942-60-01-10525 DIRECT SE2328 2012.03.26 ERROR-ALLOC OMB ACTION 00000113 2012033
-05000067-1013 ACTIVITY 16:32 REQUIRED

= COLUM-6411102-GENRL-ENO02195-60-01-00000 SE_TEST_001 SE2328 2012.04.01 RELEASED APPROVE ooooo1zz 201203
-00000000 -71210-620 12:0%
COLUM-6411102-GENRL-ENO02195-60-01-00000 -

Count: 136

User ID: jtg2008 Database: fintest

Date: insncial Systarns - Colurnbia University

l Ed\tl \newl Ra\easel Deletel Recal\l Approve I Rejel:tl Histary
i start, Jg J (& Financial Systems Colum... || € hetps://fintest.cc.colu... J @J @ &[] @
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Step

Action

3.

Click in the Search field.

nancial Systems Columbia Univer - Windows Internet Explorer

&2 COLUMBIA UNIVERSITY rne | el |tk Bt
IN THE CITY OF NEW YORK
Budget Payroll Batch Process

Budget Tool Worklist

Current Quarter: 201204
-

T COLUM-7903105-GENRL-AG001016-01-01- Testing SE2328 2012.03.27 OPEN RELEASE 000000T) 201203
25009-18000311-AUS-70510-640 16:51
COLUM-7903105-GENRL-AG001016-01-01-
25002-18000311-AUS-75510-840

'_ FLB COLUM-1208106-GENRL-AG001012-01-01- PROJECT LIFE SE2328 2Z012.03.19 OPEN RELEASE 000000XS 2012Q3
00000-00000000-1025 BUDGET 13:30

'_ PLB COLUM-1208106-GENRL-AGOD1012-01-01- PROJECT LIFE SE2328 2012.03.19 OPEN RELEASE 000000xT 201203
00000-05000001-1025 BUDGET 13:59

r re COLUM-2510210-GENRL-AG001012-01-01- PROJECT LIFE SE2328 201z2.03.20 QOPEN RELEASE 000000vE 201203
00000-05000002-102% BUDGET 13:24

I Dpa COLUM-0503102-CAPTL-CPO01964-80-01-00000 DIRECT SE2328 2012.03.20 REIECTED RELEASE 000000ve 201203
-00000000-1012 ACTIVITY 15:16

'_ Da COLUM-0503107-GENRL-AG001000-01-01- DIRECT SE2328 2Z01z2.03.20 ERROR-ALLOC OMB ACTION 00oooovF 201204
50096-00000000 BCTIVITY 17:52 REQUIRED

'_ PLB COLUM-0503110-GENRL-AGOD1012-01-01- PROJECT LIFE SE2328 2012.03.27 OPEN RELEASE 0nooooyYL 201203
00000-00000000 BUDGET 17:10

r re COLUM-0503110-GENRL-AG001012-01-01- PROJECT LIFE SE2328 2012.04.01 QOPEN RELEASE 0o0oooYP 201203
00000-01000001 BUDGET 12:07

I Dpa COLUM-p411102-GENRL-AGO001037-01-01- DIRECT SE2328 2012.03.26 ERROR-ALLOC OMB ACTION 000001 0w 201203
00000-18000539 ACTIVITY 16:0% REQUIRED

'_ Da COLUM-6411102-GENRL-ENOD1942-60-01-10525 DIRECT SE2328 2012.03.26 ERROR-ALLOC OMB ACTION 00000113 2012Q3
-05000067-1013 BCTIVITY 16:32 REQUIRED

'_ T COLUM-6411102-GENRL-ENO02195-60-01-00000 SE_TEST_001 SE2328 2012.04.01 RELEASED APPROVE 0noo01z2 201203
-00000000 -71210-620 12:05
COLUM-6411102-GENRL-ENO02195-60-01-00000 hd

Count: 136

User ID: jtg2008 Database: fintest

Date: Financial Systerns - Colurnbia University

l Ed\tl V\ewl Ra\easel Deletel Recanl Approve I Re]ei:tl History

Wsear| | g | 8 Finerc ystens Coln... | [ hitss ffintest.cc.colu. lo|@m & ] & 2

Step

Action

Enter a name or number into the Search field. Enter "jtg2006".
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inancial Systems Columbia University - Windows Internet Explorer

Print | Help | Links | Exit
&2 COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK
Budget payrall Batch Process
Warklist

Budget Tool Worklist
Current Quartsr: 201204

(o

(B o fhortstrimg —————————Jocacrption [Hodiher [Las tpdate statvs [t actionJTrans 19 Jrosteal

[T T¢ | AGENC-010000%-CAPTL-CPOD1022-60-01-10116 Fund OD ITG2006 | 2012.02.29 RELEASED AFPROVE 00000070 | 201203
-05000012-1022-70150-600 13:57

AGENC-010000%-CAPTL-CPO01022-580-01-10116
-05000012-1022-75150-500 P
C T= COLUM-7303105-GENRL-AGO01016-01-01-25009 | Housing Support JTGZ006 | 2012,03.02 GPEN RELEASE 000000TL 201203
-18000311-AUS-70500-640 17:29
COLUM-7303105-GENRL-AGN01016-01-01-25009
-18000311-AUS-75500-640
[ COLUM-7903105-GEMRL-AGO01016-01-01-25009 | Adj ITG2006 |2012.03.02 OPEN RELEASE 000000TM  |201203
-18000311-AUS-41120-050 17:07
COLUM-7903105-GEMRL-AGO01016-01-01-25009
-18000311-AUS-69820-200

= COLUM-7903105-GENRL-AGO01016-01-01-25009 trx ITGZ006  2012.03.02 OPEM RELEASE 00000oTY 201203
-1B000311-AUS-70470-656 17:30
COLUM-7903105-GENRL-AGO01016-01-01-25009
-1B000311-AUS-75470-856

T COLUM-7903105-GENRL-AGO01016-01-01-25009 999 ITG2006 2012.03.02 RELEASED APPROVE 000000TT 201203
-18000311-AUS-70400-640 17:36
COLUM-7903105-GENRL-AGO01016-01-01-25009
-18000311-AUS-75400-840

I~ oa AGENC-7555202-GENRL-AGO01016-01-01-10109 DIRECT ITG2006  2012.03.06 OPEN RELEASE 000000VE 201203
-05000006 ACTIVITY 17:05

[T DA KRAFT-0109103-GENRL-AGO01018-01-01-10104- DIRECT ITG2006 | 2012.03.16 ERROR-ALLOC OMB ACTION 000000VH | 2012G3
01000008 ACTIVITY z0:27 REQUIRED

I D& COLUM-1812306-GENRL-AGO01018-01-01-40399 DIRECT ITGZ006  2012.03.14 ERROR-ALLOC OMB ACTION 0ooo0owM 201303
-18000489 ACTIVITY 21:22 REQUIRED -

Count; 136

User ID;: jtg2006 Database: fintest

Date: Finandial Systems - Golumbia University

I e [ viow | rotens [ et | e [ asprove | et s
i/ start Jg JgFinar\ma\Systams[n\um‘.. & https://fintest.cc.colu.. JQJ @ W H 9

Step Action

5. Click the Posted Items link.

inancial Systems Columbia Univer - Windows Internet Explorer
&2 COLUMBIA UNIVERSITY e e e e
IN THE CITY OF NEW YORK
Budget Payrall Batch Process
Budget Tool Posted List
Current Quarter: 201204
'_ DA COLM-7903105-5PONS-GG001016-20-01-10003- DIRECT JTGz006 2012.04.01 POSTED CHECK REFPORTS 0000008 2012Q3
05000001-1058 ACTIVITY 12:45
'_ PLE KRAFT-7555202-GENRL-4G001014-01-01-10305- PROJECT LIFE JTGZ006 2012.03.20 POSTED CHECK REPORTS |000000XP 201203
noooonoo BUDGET 15:50
[© DA | COLUM-2510210-CAPTL-CPO01964-80-01-00000- DIRECT ITGZO0E 2012 04.01 POSTED: CHECK REPORTS |000DOOVL | 201203
01000001-1084 ACTIVITY 12:45
[T PLB  |COLUM-0503102-GENRL-AGO01000-01-01-00000- PROJECT LIFE  ITG2006 |2012.04.09 POSTED CHECK REPORTS |D00000YG | 201204
00000000 BUDGET 23:45
'_ PLE KRAFT-7555202-GENRL-AGO02732-01-01-10555- FROJECT LIFE JTGz006 2012.04.01 POSTED CHECK REFPORTS 000000YK 2012Q3
RE2555 BUDGET 12:45
'_ PLE RPOFF-7555102-GENRL-AGO01012-01-01-20555- PROJECT LIFE JTGZ006 2012.04.01 POSTED CHECK REPORTS 00000020 201203
RBZ555 BUDGET 12:45 foo
[~ PLB | RPOFF 7555102 GEMRL-AGDUL01Z-01-01-20555- PROJECT LIFE  JTGZO0& 2012 04.09 POSTED: CHECK REPORTS |000000Z4 | 201204
RE2555-1021 BUDGET 12:30
[~ PLB  |RPOFF-7555102-GEMRL-AGD01012-01-01-20555-  PROJECT LIFE  ITG2006 |201203.22 POSTED CHECK REPORTS (00000026 | 201204
RE2555-2ZMB BUDGET 12:15
'_ PLE RPOFF-7555102-GENRL-AGO01012-01-01-20555- FROJECT LIFE JTGz006 2012.03.22 POSTED CHECK REFPORTS 00000028 201204
RE2555-2ZMB BUDGET 13:00
'_ PLE RPOFF-7555102-GENRL-AGO01012-01-01-20555- PROJECT LIFE JTGZ006 2012.03.22 POSTED CHECK REPORTS |000000ZB 201204
RBZ2555-1016 BUDGET 13:15
[C DA | COLUM-7555202-GEMRL-URD04672-01-01-00000- DIRECT ITGEO0E 20120326 POSTED: CHECK REPORTS |DDODO10R | 201203
00000000 ACTIVITY 13:15
[T PLB  |COLUM-7555102-GENRL-URD04672-01-01-00000- | PROJECT LIFE  ITG2006 |2012.03.26 POSTED CHECK REPORTS (00000105 | 2012Q3
00000000 BUDGET 13:15
= B
Counti 31
User ID: jtg2006 Database: fintest
Date: inancial Systems - Columbis University
i start, Jg J {& Financis| Systems Colum... || & hitps:/ fintest.cc.colu... J @J @ &[] @
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Step

Action

6.

Enter the desired information into the Search field. Enter "jtg2006".

05000001

00000000

01000001

00000000

RB2555

RBZSES

00000000

00000000

]
]
r
(]
]
I~ pre RPOFF-7555102-GENRL-AGO01012-01-01-20555%-  PROJECT LIFE
r
(]
]
]
r
=

nancial Systems Colum

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Budget Payrall Batch Process

Budget Tool Posted List
Current Quartsr: 201204

() TGzo0s

PLB  |KRAFT-7555202-GENRL-AGO01014-01-01-10305- | PROJECT LIFE

BUDGET

DA COLUM-2510210-CAPTL-CPO01964-80-01-00000-  DIRECT
-1084 ACTIVITY

PLE COLUM-0503102-GENRL-AG001000-01-01-00000- | PROJECT LIFE

BUDGET

FLB  |KRAFT-7555202-GENRL-#GO02732-01-01-10555- | PROJECT LIFE

BUDGET

PLBE  |RPOFF-7555102-GENRL-AGO01012-01-01-20555- | PROJECT LIFE

BUDGET

RBZ5S5-1021 BUDGET

PLE RPOFF-7555102-GENRL-AG001012-01-01-20555- | PROJECT LIFE
RB2555-ZME BUDGET

FLB  |RPOFF-7555102-GENRL-AGO01012-01-01-20555- | PROJECT LIFE
RB2555-ZME BUDGET

PLBE  |RPOFF-7555102-GENRL-AGO01012-01-01-20555- | PROJECT LIFE
RBZ555-1016 BUDGET

DA COLUM-7555202-GENRL-URO04672-01-01-00000-  DIRECT

ACTIVITY

PLE COLUM-7555102-GEMRL-URO04672-01-01-00000- | PROJECT LIFE
B

UDGET

escri n

[~ oa COLUM-7903105-5PONS-GGO01016-20-01-10003- | DIRECT
-1058 ACTIVITY

ITG2006

ITG2006

ITGZO006

ITG2006

ITG2006

ITG2006

ITGZO006

ITG2006

ITG2006

ITG2006

ITGZO006

ITG2006

Univer - Windows Internet Explorer

2012,04.01
12:45
2012.03.20
15:50

201z.04.01
12:45

201z2.04.09
23145

2012,04.01
12:45

2012.04.01
12:45
201z.04.00
12:30
201z.03.22
12:15
2012,03.22
13:00
2012.03.22
13:15
2012.03.26
13:1%

2012.03.26
13:15

POSTED

POSTED

POSTED

POSTED

POSTED

POSTED

POSTED

POSTED

POSTED

POSTED

POSTED

POSTED

Print | Help | Links | Exit

CHECK REPCRTS 000000VE  2012Q3

CHECK REPORTS |000000XP 201203

CHECK REPORTS 000000v1  ZO1203

CHECK REPORTS |000000vE 201204

CHECK REPCRTS 000000VK  2012Q3

CHECK REPCRTS 00000020

CHECK REPORTS 00000024  zZ01204

CHECK REPORTS |000000Z6 201204

CHECK REPCRTS 000000Z8  2012Q4

CHECK REPCRTS (000000ZB 201204

CHECK REPORTS 0000010R  ZO1203

CHECK REPORTS 00000105 201203

201203

User ID: jtg2006
Data:

inancisl Systerms

Database: fintest
- Columnbis Univarsity

@stant| | @

J & Financial Systems Colum... |Ehttps:/fﬁmgst.((.m|u...

| @

-

=

Action

You have completed how to review a Worklist.
End of Procedure.
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COB Reports
This is the COB Reports lesson of the Budget Tool course. Upon completion of this lesson, you

will be able to:

o Describe the COB Detail and COB Summary Statement reports
e Runa COB Detailed Statement report from the ARC Portal

Estimated Time to Complete Lesson: 15 minutes
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COB Reports Overview

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

Training Guide
Budget Tool
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Running the COB Detailed Statement Report
In this topic you will access and run the COB Detailed Statement report from the ARC Portal.

Estimated time to complete this topic: 3 minutes

COB Detail Report

Ezch line has the unique Chartfield combination {with
both walues end descriations)

Fund o
T ey

e -
‘ 2o Rupaitins o Poet| T actt ottie s | e P
comp g

Additional Column Headers

Y Reportis the same as today, with changes for ChartFields
Budgets. Actual | Department Detail

o
il

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 i,

Go to ARC
Transaction Quick Links Reporting Quick Links
Use the helow links to inititiate comman Use the helow links to run or view
transactions ar inguiries: comman reparts:
Budgeting » Chartfield Statements

- Budget Tool (FFE) * Project Lifecycle Reports

* Consolidated Operating Reports

Eremeral Ly * Trial Balance Reports
- Journals (Entry, Approval, . .

Inquiry) ¥ Financial Statements
- Internal Transfers (Entry, * Payroll Reports
Approval, Inquiry)

* Endowment Reports
- Cash Entry (FFE)}

* Other Reports

' Pre-Defined Queries

Procurement
o Click on the Reports Info Page % for mare infa
- Requisitions (Entry, Approval,
Inguiry
- Wouchers (Entry, Approval,
Inguiry
Payroll B
pone T [ [epmteme [F5 = [®aow «
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Step Action

1. Click the Consolidated Operating Reports link.

IConsolidated Operating Reports|

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 (PAC)

- Casual & Support Staff Time Entry
(FFE)

Reporting Quick Links

Use the below links to run ar view
commaon reports:

¥ Chartfield Statements

' Project Lifecycle Reports

~Lonsolidated Operating Reports

A multi-year comparison of department
operating funds vs, budgats 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

* Trial Balance Reports

} Einancial @tatamante

d2931@columbia.edu

=

ittps:fwind. columbia.eduflogin?destination=https: finfoview-ga.cult. columbia, eduB443/Infoviewspp/Windauthribocio=a | | ||

ERERR

|| 6 mtemet

Step Action

2. Click the COB Detail Operating link.

[coe Detail Operating|
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//infoview-qa.cuit.columbia.edu:8443/0penDocument,/opendoc/openDocument.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 Gallry »

[ hittpsfinfowiew-ga. cuit columbia, edu:8443/OpenDoc | |

SR

Page = Safety » Toos+ @+ 7

Enter prompt values.

Select Fiscal Year for Actuals and Budgets "Regured

|

Select YTD Accounting Period for Actuals *Reguied’

|

Select Journal Class for Budgets “Requted

DEPARTMENT SELECTION
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

Available Yalues: Selected Yalues:

| m

Fiscal Year

Accounting Perlod

Journal Class

Department Filter/Department Rollup

| of

]

Astart| | & | |4 Accounting and Repartin... |[@ https://infoview-qac..

| trternet

RS

7
[

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.

operating results.

This report is used by Department/School Administrators to review their overall
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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 Gallry »

[ hittpsfinfowiew-ga. cuit columbia, edu:8443/OpenDoc | |

- Page - safety - Took~ @ 7

Enter prompt values.

Select Fiscal Year for Actuals and Budgets "Regured

|

Select YTD Accounting Period for Actuals *Reguied’

|

Select Journal Class for Budgets “Requted

DEPARTMENT SELECTION
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

Available Yalues: Selected Yalues:

=]

<

Fiscal Year

Accounting Perlod

Journal Class

Department Filter/Department Rollup

| of

Done [T [ [ [ e meeme [Fa - (%o -
Astart| | & | |4 Accounting and Repartin... |[@ https://infoview-qac.. &

Step

Action

- Journal Class for Budgets

- Fiscal Year for Actuals and Budgets
- YTD Accounting Period for Actuals

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:
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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 @] Suagested Sites = @] Web Sice Gallry »

[ hittpsfinfowiew-ga. cuit columbia, edu:8443/OpenDoc | |

Enter prompt values.

Select Fiscal Year for Actuals and Budgets "Regured

Select YTD Accounting Period for Actuals *Reguied’

|

Select Journal Class for Budgets “Requted

DEPARTMENT SELECTION
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:

<

Done

Fiscal Year

Accounting Perlod

Journal Class

Department Filter/Department Rollup

| of

T [ (@

Astart| | & | |4 Accounting and Repartin... |[@ https://infoview-qac..

RS

Step Action

5. Click the Fiscal Year 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

2013

2011

Select Journal Class for Budgets “Requted

DEPARTMENT SELECTION

\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:

<

Department Filter/Department Rollup
Department Filter

Fiscal Year

Accounting Period

Journal Class

| of

Done

T T [ (@

Aistart| | & | |4 Accounting and Repartin... |[@ https:/finfoview-qac..

R

Page 126




ARC™

Training Guide
Budget Tool

Action

Click the 2012 list item.

it columbia.edu:8443/0penDocument /opendoc /openDocument

lows Internet Explorer

|Ei| https: ffinFoview-qa, cuit. columbia. edu: 8443 OperDocUment ] open doc fapenDacUment. jsp

(<19

=18 32 [ ]2 vive search

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:

4] m

Fiscal Year

Accounting Period

Journal Class

Department: Filter/Department Rollup

| of

Done

@start| | @ | @ ccounting and Reportin... |[ @ hetps://infoview-ga.c..

|

€ Trtermet [“5 - [®1o0m -

[&

Step

Action

Click the Accounting Period list.
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Fle Edit WVew Favarites Tools  Help

i Favorites | 3% @] Sugassted Sites = @] Web Slice 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 Perlod

|

Journal Class

Department Filter/Department Rollup

ent roliup selection, select a campus fiker, then choose avaiable Department Rolkp valuefs),
\For speciic department seiection, selsct SPECIFIC BERAR TMENTY'S), then manuslly enter the Depariment(z}.

Department Rollup

Selected Yalues:

Available Yalues:

| of

<
[T [ [ [ e meeme [Fa - [®1o0w -

Done
@start| | & | |4 Accounting and Repartin... |[@ https://infoview-qac..

Step Action

8. Click the 07-January list item.
[07-January

Fle Edit Wiew Favorites Tools  Help

9% @] Suggested Sites = @ Web Slice Gallery =

| B-8-C

7 Favories
- Page - Safety - Tools - @)~

[ ] hitps:jfinFoview-ga. cuit columbia. sdu: 8443/OpenDoc. |

Enter prompt values.

Select Fiscal Year for Actuals and Budgets *Reguied Fiscal Year

2012 =l

Select YTD Accounting Period for Actuals *Requied Accounting Period

Journal Class

Select Journal Class for Budgets *Reguied

[Discrete value
Department: Filter/Department Rollup

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:

Available Values:

| of

| & mtemer [“5 - [®1o0w -

<
T

Done
@start| | @ | @ ccounting and Reportin... |[ @ hetps://infoview-ga.c..
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Step

Action

Click the Journal Class list.

Fle Edi WView Favorites Tools  Help

i Favorites | ok @] Sugassted Sites = | Web Slice Gallery =

[ hittpsfinfowiew-ga. cuit columbia, edu:8443/0penDoc | |

»

%y v B - ) o - Page~ Safety v Tods~ (@~

Enter prompt values.

Select Fiscal Year for Actuals and Budgets "Regured

|

01z

Select YTD Accounting Period for Actuals *Reguied

07-January

|

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

I I
@stant| | @

| |4 Accounting and Repartin... |[@ https:/finfoview-qac..

[ |6 mtemet

[a - [waoee -

&

Step

Action

10.

Click the Original Budget list item.

[Driginal Budget
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iew-ga.cuit.columbia.edu:8443/0penDocument,/opendoc/openDocument.jsp - Windows Internet Explorer

@A - |E| https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp

= & |42l x| [ tive search

Fle Edi WView Favarites  Tools

ol
Help

i Favortes |5 @] Suaoested Sites = @] Web Sice Gallry »

[ 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

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

\Fow dapartment roliup selection, select 3 campus fiker, then choose avalable Department Rolkp valuefs),

\For speciic department seiection, selsct SPECIFIC BERAR TMENTY'S), then manuslly enter the Depariment(z}.

[ &l

Department Rollup

Available Yalues: Selected Yalues:

| m

| I
Done [T [ [ [ e meeme [Fa - [®1o0w -
@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

File  Edit

View Favarites Tooks  Help

- |E| https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp

=l

8 | #2]| x| |2 Live search

i Favortes |5 @] Suaoested Sites = @] Web Sice Gallry »

[ hittpsfinfowiew-ga. cuit columbia, edu:8443/0penDoc | |

Enter prompt values.

- Page - safety - Took~ @ 7

Select Fiscal Year for Actuals and Budgets "Regured

01z

Select YTD Accounting Period for Actuals *Reguied’

07-January

|

Select Journal Class for Budgets “Requted

DEPARTMENT SELECTION
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:

Fiscal Year

Accounting Perlod

Journal Class

Department Filter/Department Rollup

<

| of

Done

@start| | & | |4 Accounting and Repartin... |[@ https://infoview-qac..

N

| trternet

[a - [waoee -

Step

Action

12.

Click the Department Filter 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% @] Suaoested Sites = @] Web Sice Gallery »

[ hittpsfinfowiew-ga. cuit columbia, edu:8443/0penDoc | |

Enter prompt values.

Dy -

Select Fiscal Year for Actuals and Budgets "Regured

01z

Select YTD Accounting Period for Actuals *Reguied

07-January =l

Select Journal Class for Budgets “Requted

Original Budgst

DEPARTMENT SELECTION

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).

Lo ]

PECIFIC DEPARTMENT(S)
Total University
L2 - CUMC

L2 - General University Selected Yalues:

L2 - Morningside Academic

Fiscal Year

Accounting Period

Journal Class

Department Filter/Department Rollup

Done

| of

@stant| | @

| |4 Accounting and Repartin... |[@ https:/finfoview-qac..

T

| trternet

[a - [waoee -
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Step Action

13. Click the L2 - CUMC list item.
[Lz - CumMc

penDocument /opendoc/openDocument jsp - Windows Internet Explorer

Fle Edit Wiew Favorites Tools  Help

w [l#] https:jinfovien-ga.cut. columbis. edu:8443{penDamument{cpendacfopenDacument. i =18 32 [ ]2 vive search £l

< Favortes | gis @] suggested Sites = @ | Web Slice Gallery ~

Ehttps:mnfnwew-qa‘cuit‘cnlumhia‘edu:E443f0penDnc‘H| | % - B - ) mm - Page - Safety - Took~ @

Enter prompt values. =

Select Fiscal Year for Actuals and Budgets *Reguied

2012 = |

Fiscal Year

Select YTD Accounting Period for Actuals *Reguied’ Accounting Period

[07-2anuary | o

Select Journal Class for Budgets *Reguied Journal Class

[original Budget = |

DEPARTMENT SELECTION Department Filter/Department Rallup

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
Available Yalues: Selected Yalues:
L2 - CUMC -
L3 - CUMC Admin
L3 - CUMC Schools 3
L4 - COM Dental
L4 - CMC CUMC Admin 7 =
4| | I

Done [ [T T [ 6 meeme 5~ [fom -
gi-start| | & | 1@ accounting and Repurtln‘..l & https:/finfoview-qa.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

Favortes  Tools  Help

<7 Favorites

9% €] Suagested Sites @ | Web Slice Gallery =

[ hittpsfinfowiew-ga. cuit columbia, edu:8443/OpenDoc | |

DEPARTMENT SELECTION

- Page - safety - Took~ @ 7

Department Fiter/Degartmert Rolp |
Department Filter

Vs cpestm el i, S e e, (7 AT e Bt R U,

\For specific department selaction, seiect SPECIFIC BERAR IMENTYS), then manually enter the Dapartment(=),

[Lz - cume

Department Rollup

Available Values: Selecked Values:
L2 - CUMC
L3 - CUMC Admin
L3 - CUMC Schools
L4 - CDM Dental
L4 - CMC CUMC Admin
L4 - MDM MSPH

[0 E—- |

Remove Remave Al

Specific Department(s) Department
This prompt has an Edit Mask: 0000000,
Selected Values:

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 =

] htts: finFowiews-q. cuit colu mbia cu; 8443/ OperiDo, | |

DEPARTMENT SELECTION

fi-B-0

- Page - Sofety - Tooks~ @+

Department Filter/Department Rollup 4]
Department Filter
\Fow dapartment rolup seiection, Fefect 3 campu fiker, then choose avatabie Department Roltp vaisefs).
\Fow gpeciic department selection, Felect SPECIFIC DEPAR TMEVTTS), than manuall enter the Depariment{z).

[Lz - cumc e

Department Rollup

Available Values: Selected Valuas:
L2 - CUMC

L4 - CDM Dental

L4 - MDM MSPHa. Siable Values:

[« =i 2]
B
Specific Department(s) Department
This promet has an Edit Mask: 0000000,
Selected Values:

[
1i—nn | »
Done [T [ meeme 5~ [fwom -
@start| | @ | @ hccounting and Reportin... |[ @ hetps://infoview-ga.c..
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Step Action

16.

Double-click the L4 - CMC CUMC Admin list item.

penDocument;

& pendoc/openDocument jsp - Windows Internet Explorer
—
@ W3 = [l hetps:iinfovien-ga.cut. columbis. edu:8443{dpenDacument{cpendacfopenDacument. i

File Edit View

7 Favories

=18 32 [ ]2 vive search
Favortes Tools  Help

9% @] Suggested Sites = @ Web Slice Gallery =

] Rt finoviswi-ga, et columbia ecu:6443/CpenDoc. . | |

fi-8 -
DEPARTMENT SELECTION
Department Filter

7 g

= - Page- Safsty - Took~ @~

(o daparément rolp selection, efect o compus fiker, then choose avalable Department Rolip vaiefz),
\Fow spectic department seiection, select SPECIFIC DEPAR TMENTIS), dhen manuall enter the Deparment(z).
[Lz - cumc

Department Rollup
Available valuss:

Selected Values:
L2 - CUMC L4 - CDM Dental
L3 - CUMC Admin
L3 - CUMC Schools
- CDM Dental
- CMC CUMC Admin

F——mr

Department Filter Department Rollup =]

Specific Department(s) Department
This prompt has an Edit Mask: 0000000,
Selected Yalues:
[
(oot I _.'_I
Done [ [T 6 meeme 5~ [fwomm -
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 - MDM MSPH

L4 - CDM Dental

L4 - CMC CUMC Admin

L4 - FaS
L5 - CDM Academic
LS - DM Central Admin

[0 E—- |

Remove Remave Al

Specific Department(s)

This prompt has an Edit Mask: 0000000,

Department
Selacted Values:
[
e : _’I_I
[ ] [T [ [ [ e meeme [Fa - [®1oew -
distart| | & | |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 Fiker/Department Rolup | 21
Department Filter
\For dlapartment rollup selection, select a campus fiter, than choose avatable Dapartment Rolkp value(s).
\For speciiic department seiection, select SPECIFIC DERAR THENTS), then manuall enter the Department(s),
[Lz - cumc

=)

Department Rollup

Available Values:

L4 - CMC CUMC Admin
L4 - MDM MSPH

Selecked Values:
L4 - CDM Dental
L4 - CMC CUMC Admin

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 [ [ [ e meeme [Fa - [®1oew -
Aistart| | & | |4 Accounting and Repartin... |[@ https:/finfoview-qac..
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Step Action

19.

The Specific Department(s) is not a required field.

We will leave this field blank.

File  Edit  View

infoview-ga.cuit.columbia.edu:8443/0penDocument,/opendoc/openDocument.jsp - Windows Internet Explorer

|@ https: finfoview-ga. cuit. columbia.edu: 8443 OperDocumentjopendac fopenDocument.jsp

= & |42l x| [ tive search
Favarites Tooks  Help

2l-
i Favortes |5 @] Suagested Sites = @] Web Sice Gallry »
_w
[ ] hitps:jfinfoview-ga. et columbia, edu; 8443/CpenDot. . | | X B) - ) @ -+ Page - Safety - Tools+ @+
DEPARTMENT SELECTION Department Fiter(Degartment Ralup | =
Department Filter
\For cRapastent rollys seisctian, selsct 3 camyes fibes; then Chdons avsiatis Apartment Rakip vaises).
\For Speciic department seiaction, relsct SPECIFEIC BERAR TMENTTS), then manualy anter the Depariment(s),
[Lz - cume

Department Rollup

Available Values:

L3 - CUMC Admin

L3 - CUMC Schools

L4 - CDM Dental

L4 - CMC CUMC Admin
- VDM MSPH

Selected Yalues:
L4 - CDM Dental
L4 - CMC CUMC Admin

7] —- Y

Remove Remave Al

Specific Department(s)

This prompt has an Edit Mask: 0000000,

Department.
Selacter Valuss:
'
— i
. [T [T [ e meme |75 - [ w00 -
dstart| | & | |48 Accounting and Repartin... |[@ https://infoview-qac.. &
Step Action

20.

Click the scroll bar to view the other run time parameters for this report.
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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

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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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)
Aote: 1 no dnes are sefected, gsfaut i ALL COB Lines.

v B - () mm - Page - safety - Took @ T

Available Values:

COB Line(s)

L1

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

Direct Expense Categary
Aote; IF o categorks are selected, defaut i AL categorks.

Available Values:

Remove Remave Al

Direct Expense Category

Lz

Central/Non-Central
Aote: JF o selection i made, defaut if ALL vaies.

Available Values:

L2 -
Lz -

L3 -
L3 -
13-
L3 -

Selecked Values:
- Al Direct Expe
OTPS Expenses

- Recoveries

All Other

Communications
Computer Usage
Consulting |

Remove Remave Al

Centralfton-Central

<

Selected Yalues:
04: Central to School
09: Non-Central

@start| | &

| aill
- T T e

[Va - [waoe -

| |4 Accounting and Repartin... |[@ https://infoview-qac..

=]
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.
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penDocument.jsp

@ - |@ https: finfovies-ga, cuit. columbia. edu: 8443 CperDocumentjopendoc fopenDocument. jsp

File Edit Wview Favorites Tooks  Help

Training Guide
Budget Tool

dows Internet Explorer

j 8 | #2|| %[ |2 Live search

o~

s Favorites |5 @] Sungested Stec = @] Wk Sice Gallery =

[ https:/finfoview-ga. cuit.columbia, edu:8443/0penDoc | |
COB Line(s)
Aote: JFno dnes are sercted, defaut i ALt COB Lhes,

Available Yalues:

- Page- Safety- Took - @ 7

All Lines
All Sources
All Uses

Selected Values:

=l

COE Line(s)

Transfers from{to Operating
All Direct Revenues ines

All Indirect Sources lines

All Direct Expense lines

All Indirect Lses lines

Direct Expense Category
Alote: I 1o categories are selected, cefault & ALL categories.

Available Yalues:

Selected Values:
L1 - All Direct Expe

Remave Remove all

Direct Expense Category

L2 - OTPS Expenses j
L2 - Personnel Expen

L2 - Recoveries

L3 - All Other

L3 - Communications
L3 - Computer Usage
L3 - Consulting

Central/Non-Central
Aote: I o selection i made, cefauttis ALL vaies.

Available Values:

04: Central to School

Selected Yalues:
09: Non-Central

Remave Remove All

CentraliNon-Central

<

@start| | &

o

| |4 Accounting and Repartin... |[@ https://infoview-qac..

€ trternet /

&

75 - [ w00 -

Action

Click the scroll bar to view the other run time parameters for this report.

e

J® |E| https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp
Fle Edt View Favorites

Tooks  Help

443 /0penDocument,/opendoc;/openDocument.jsp - Windows Internet Explorer
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24,

If no selection is made for the Central/Non-Central field, the default is all values.

Double-click the 04: Central to School list item.
[04: Central bo School

File  Edit

@ y ||EI hteps: ffinFoview-qa, cuit. columbia. edu: 8443 OpeDocUmEnt open doc fapenDacUment.jsp
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Available Yalues:
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04: Central to Schoal 1
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25. Click the OK link.

Page 140




m Training Guide
Budget Tool

File:

Edt  View Favortes Tools  Help

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

[ hittpsfinfowiew-ga. cuit columbia, edu:8443/0penDoc |

»
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& 5| 3 Parameters 73 Group Tree P Qe v M

Main Report ‘

CRYSTAL REPORTS'

= IFthe curvent monti is 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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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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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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»

[ hittpsfinfowiew-ga. cuit columbia, edu:8443/0penDoc |

@ 5 | 3 Parameters 3 Group Tres

Main Report ‘

= IFthe curvent monti is 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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1.2 1 & Instruction and faculty support  ALL_OTHER COLUM ESEDZ  ANIMAL HUSBANDRY 7920302 01 GEMRL URODT437  wWADHWA RECRLUI
2.1 . Instruction and facully support - ALL_OTHER COLUM BSBD3  ANMAL HISBANDRY 7920401 01 GENRL  UROO1440  CDMUNRESTRICTI
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Step Action

217. Notice that the plus sign next to the 1 indicates that this report contains additional
pages.
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Main Report ‘
i i i *[fthe covrent month [s apen, the actuals will reflect transactions that
Columbia 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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28.

You have the option to view the report page by page.

Click the Go to Next Page button to preview page 2.

4

443 /0penDocument,/opendoc;/openDocument.jsp - Windows Internet Explorer
https: finfoview-ga. cuit. columbia, edu: 8443 {0penbocument fopendar fopenDocument . jsp- j 9 *2| X | |52 Live Search Bl
Fle Edt View Favorites Tooks Help
Sif Favorites | 4% @ Sugassted Sites = €| Web Slice Gallery =
S o
hittps:jfinfoview-ga, cuit. columbia, edu: 8443/ Cpenboc, ti- B - - Page - Safety - Tooks - |
@ 5| 3 Parameters Group Tree | H CRYSTAL REPORTS'
Main Report ‘
1B.1. Gowt grants and contracts - dirsct COLUM 41000 GOVERNMENT REVENUE-DIRECT 8211502 20 SPONS  GGOOS208 3RO CA127532-025
1B.1. Gow't grarts and contracts - direct COLUM 41000 GOWERNMENT REVENUE-DIRECT 8211502 20 SPONS GEO05243 3 PS0 ESOD5005-035
1B.1. Gowt grants and contracts - direct COLUM 41000 GOVERMMENT REVENUE-DIRECT 8211502 20 SPONS  GGDS252  3RO1 ES014393-035
1B.1. Gowt grants and contracts - dirsct COLUM 41000 GOVERNMENT REVENUE-DIRECT 8211502 20 SPONS  GGDOSHS  5RC2 ESO18784-02
1B.1. Gow't grarts and contracts - direct COLUM 41000 GOWERNMENT REVENUE-DIRECT 8211502 20 SPONS GGO05385 & PO1 ESO0SE00-12
1B.1. Gowt grants and contracts - direct COLUM 41000 GOVERNMENT REVENUE-DIRECT 5211502 20 SPONS  GGDOS4S3  EPA RD-53450901-1
1B.1. Gowt grants and contracts - dirsct COLUM 41000 GOVERNMENT REVENUE-DIRECT 8211502 20 SPONS  GGDOSS4T 5RO ES013543-07
1B.1. Gow't grarts and contracts - direct COLUM 41000 GOWERNMENT REVENUE-DIRECT 8211502 20 SPONS GGO0SESS 5 RO0ESO17051-04
1B.1. Gowt grants and contracts - direct COLUM 41000 GOVERNMENT REVENUE-DIRECT 8211502 20 SPONS  GGDOSEST 5SROI CA127532-05
1B.1. Gaw't grarts and contracts - direct COLUM 41000  GOWERNMENT REWENUE-DIRECT 8211502 20 SPONS GG00G393 5 PO1 ESO0SG00-13
1B.1. Gowt grants and contracts - direct COLUM 41000 GOVERMMENT REVENUE-DIRECT 5212403 20 SPONS  GGONI024  HWJF 709627
1B.1. Gowt grants and contracts - direct COLUM 41000 GOVERNMENT REVENUE-DIRECT 8212403 20 SPONS  GGOOI796  NDRIOS!
1B.1. Gaw't grarts and contracts - direct COLUM 41000  GOWERNMENT REWENUE-DIRECT 8212403 20 SPONS GGO01604  HARYARD 23600-114
1B.1. Gowt grants and contracts - direct COLUM 41000 GOVERMMENT REVENUE-DIRECT 8212403 20 SPONS  GGDI30S4  LHOC CU0S-4652
1B.1. Gowt grants and contracts - direct COLUM 41000 GOVERNMENT REVENUE-DIRECT 8212403 20 SPONS  GGO03053 DARTC 666
1B.1. Gow't grarts and contracts - direct COLUM 41000 GOWERNMENT REWENUE-DIRECT 8212403 20 SPONS GGO0320M  WWBTHWH-06-2-0204
1B.1. Gowt grants and contracts - direct COLUM 41000 GOVERMMENT REVENUE-DIRECT 8212403 20 SPONS  GGOI3483  NYVAMED CU1-0015
1B.1. Gowt grants and contracts - dirsct COLUM 41000 GOVERNMENT REVENUE-DIRECT 8212403 20 SPONS  GGDO38E3  5R21 HDOBTSTO-2
1B.1. Gow't grarts and contracts - direct COLUM 41000 GOWERNMENT REVENUE-DIRECT 8212403 20 SPONS GEO03973 5 K01 DAO30449-02
1B.1. Gowt grants and contracts - direct COLUM 41000 GOVERNMENT REVENUE-DIRECT 5212403 20 SPONS  GGD4DS1 5RO MHO93612-02
1B.1. Gowt grants and contracts - dirsct COLUM 41000 GOVERNMENT REVENUE-DIRECT 8212403 20 SPONS  GGDOS4SS 5RO MHOS2729-05
1B.1. Gow't grarts and contracts - direct COLUM 41000 GOWERNMENT REVENUE-DIRECT 8212403 20 SPONS GGO0SES0 1 R2S HL105401-01
1B.1. Gowt grants and contracts - direct COLUM 41000 GOVERNMENT REVENUE-DIRECT 8212403 20 SPONS  GGDISTSZ  EMORYU S502055
1B.1. Gowt grants and contracts - dirsct COLUM 41000 GOVERNMENT REVENUE-DIRECT 8212403 20 SPONS  GGDOSTES  HARYARD 1148135
1B.1. Gowt grants and contracts - direct COLUM 41000 GOVERMMENT REVENUE-DIRECT 8212403 20 SPONS  GGD0SESS  NAS [OM-2000000821
1B.1. Gowt grants and contracts - direct COLUM 41000 GOVERNMENT REVENUE-DIRECT 8212403 20 SPONS  GGDISESS  LUHOC CUN-3012
1B.1. Gaw't grarts and contracts - direct COLUM 41000  GOWERNMENT REWENUE-DIRECT 8212403 20 SPONS GGRO0G4H2 5 R25 HL105401-02
1B.1. Gowt grants and contracts - direct COLUM 41000 GOVERMMENT REVENUE-DIRECT 8212404 20 SPONS  GGODIDE1  MWRI 4392
1B.1. Gowt grants and contracts - direct COLUM 41000 GOVERNMENT REVENUE-DIRECT 8212404 20 SPONS  GGO01449  FHIGGED =
(| | ¥
Dore [T T G mteme [Fa - "o -
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29.

Click the Go to Previous Page button to go back to page 1.

1
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CRYSTAL REPORTS'

As of 01/31/112

@ 5 | 3 Parameters 3 Group Tres P M
Main Report ‘
i I I ~Fthe current month is apen, the actuais wil reflect transactions that
Columbia University hawe g valid budget check but may nol be spproved 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

»

distart| | & | |4 Accounting and Repartin... |[@ https://infoview-qac..
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1.2 1 & Instruction and faculty support  ALL_OTHER COLUM ESEDZ  ANIMAL HUSBANDRY 7920302 01 GEMRL URODT437  wWADHWA RECRLUI
2.1 . Instruction and facully support - ALL_OTHER COLUM BSBD3  ANMAL HISBANDRY 7920401 01 GENRL  UROO1440  CDMUNRESTRICTI
.21 . Instruction and faculty support  ALL_OTHER COLUM BSED3  ANMAL HISBANDRY 8212202 01 GENRL  URODI122 EPILinkSupport |
| »
pore | | @ mteme: [Fa - [®aew -
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Action

30.

To go to the last page of the report click the Go to Last Page button.
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@ 3 | [ rernars T3 oo e | W4 ] T CRYSTAL REPORTS
Main Report |
LD, Operstion and maintenance of plart TRAVEL COLUM 65205 DOMESTIC TRAVEL-GENERAL 700703 01 GENRL  URDOSSS4  CUMC CENT LNRE
1.0 Operation and maintenance of plant TRAVEL COLUM B5205 DOMESTIC TRAVEL-GENERAL 7007304 01 GENRL URDOS594  CUMC CENT UNRE:
LD, Operation and mentenance of plant TRAVEL COLUM B5205  DOMESTIC TRAVEL-GENERAL 7007305 01 GEWRL  URDDSS34  CUMC CENT LNRE
WD, Operation and maintenance of plart TRAYVEL COLUM 55205 DOMESTIC TRAVEL-GENERAL 007307 01 GEWRL  URDOSES4  CUMC CENT NRE
1.0 Operation and maintenance of plant TRAVEL COLUM B5211  DOMESTIC-LOCAL TRANSPORTATION 7007303 01 GENRL URDOS594  CUMC CENT UNRE:
LD, Operation and mentenance of plant TRAVEL COLUM B5211 DOMESTICLOCAL TRANSPORTATION 7007304 01 GENRL  UROOSS34  CLUMC CENT LNRE;
WD, Operation and maintenance of plart TRAYVEL COLUM 65211 DOMESTICLOCAL TRANSFORTATION 7007307 01 GENRL  LIROSS34  CLMC CENT LUNRE:
1.0, Operation and maintenance of plant  TRAVEL COLUM B5211  DOMESTIC-LOCAL TRANSPORTATION 8202304 01 GEMNRL URDOESES  PUB HLTH UNRES
LD, Operation and meintenence of plant TRAVEL COLUM 65212 CAR SERVICENTERAL 7007303 01 GEWRL  UR0OSS34  CUMC CENT UNRE
WD, Operation and maintenance of plart TRAYVEL COLUM 65212  CAR SERVICE INTERAL 7007304 01 GEWRL  URDOSES4  CUMC CENT UNRE
1.0 Operation and maintenance of plant TRAVEL COLUM B5305  INTERMATIONAL TRAVEL-GEMNERAL 7007303 01 GEMRL URDOS594  CUMC CENT UNRE:
LD, Operetion and meintenance of plart. UNALLCWABLES COLUM 66320 PUBLIC RELATIONS - GENERAL 700703 01 GEWRL  URDOSS34  CUMC CENT LNRE
WD, Operation and maintenance of plart UNALLCWABLES COLUM 663201 PLBLIC RELATIONS - GENERAL 7007304 01 GEWRL  URDOSES4  CUMC CENT UNRE
LD, Operation and manterance of plant. UNALLCWABLES COLUM 68320 PUBLIC RELATIONS - GENERAL 7007304 01 GEWRL  URDDSBO3  CUMC CENT FACL
LD Operetion and meintenance of plart UNALLCWABLES COLUM 66320 PUBLIC RELATIONS - GENERAL 700705 01 GEWRL  URDOSS34  CUMC CENT LNRE
1.0 Operation and maintenance of plant UNALLCOWIABLES COLUM BE320  PUBLIC RELATIONS - GENERAL 7007306 01 GENRL URDOSS94  CUMC CENT UNRE:
LD, Operation and manterance of plant. UNALLCWABLES COLUM 68320 PUBLIC RELATIONS - GENERAL 7007307 01 GEWRL  URDDSS34  CUMC CENT LNRE
LD, Operstion and maintenance of plart UNALLCWABLES COLUM 66320 PUBLIC RELATIONS - GENERAL 700708 01 GEWRL  URDOSSS4  CUMC CENT LNRE
1.0, Operation and maintenance of plant UNALLOWYABLES COLUM BE325  ADVERTISING 7007303 01 GENRL URDOS594  CUMC CENT UNRE:
LD, Operation and manterance of plant. UNALLCWABLES COLUM BB450  FINES OR PENALTEES 7007302 01 GEWRL  URDDSS34  CUMC CENT LNRE
WD, Operation and maintenance of plart UNALLCWABLES COLUM BG4S0 FINES OR PENALTEES 7007304 01 GENRL  URDOSES4  CUMC CENT UNRE
1.0 Operation and maintenance of plant  UNALLOWVUABLES COLUM BE4B0  FINES OR PENALTIES 7007307 01 GEMNRL URDOS594  CUMC CENT UNRE:
1D, Operation and meintenence of plart. UTLITES COLUM B5405  LTILITIES - GENERAL 7001101 01 GEWRL  URDDSS34  CUMC CENT LNRE
WD, Operation and maintenance of plart LTLITIES COLUM 65405 LITILTIES - GENERAL 7007302 01 GEWRL  URDOSES4  CUMC CENT NRE
1.0, Operation and maintenance of plant  UTILITIES COLUM BS410  UTILITIES - GAS 7001101 01 GEMRL URDOS594  CUMC CENT UNRE:
1D, Operation and meintenence of plart. UTLITES COLUM 65410 UTILTIES - GAS 7007308 01 GEWRL  UR0OSS34  CUMC CENT LNRE
WD, Operation and maintenance of plart LTLITIES COLUM 65420 LITILITIES - FUEL O T0M101 01 GEWRL  URDOSES4  CUMC CENT NRE
1.0, Operation and maintenance of plant  UTILITIES COLUM B5430  UTILITIES - ELECTRIC 7001101 01 GEMRL URDOS594  CUMC CENT UNRE:
LD, Operation and meintenence of plart UTLITES COLUM 65430 UTILITIES - ELECTRIC 700702 01 GEWRL  UROOSSS4  CUMC CENT UNRE!
| I »
pore [T T [ [ mteme [Fa - [®aew -
Aistart| | & | |4 Accounting and Repartin... |[@ https://infoview-qac..
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Notice that th

is 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 - Tooks~ @~
@ 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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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.

= lew-qa.cuit.columbia.edu: penDocument/opendoc/openDocument.jsp - Windows Internet Explorer
@, - |@ https: finfoview-qa. cuit. columbia.edu: 8443 {OperDocumentjopendac fopenDocument. jsp = & |42l x| [ tive search geita
Fie View Favorites Tooks  Help
i Favortes |4 @] Suagested Sites = @] Web Sice Gallry »
[#] hittps: finfoview-ga.cuit. columbia. edui8443/0penDoc. | | Ko B) - [ - Pager Safety v Tooks+ @
& 5 | [3 Parameters 73 GroupTres | M 4 118 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 Format: CUMCALL
7OCHODX 700000X Crystal Reports (RPT) . cuMeaLL
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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Action

35.

Click the Export link.

Fle Edi WVew Favorites Tools  Help

i Favorkes |4 @] suagested Sites = @] web Sice Gallry »

3 itgsifinfovien-qa.cu columbia edug413/Ogendos.. ||

- [ s - Page - Safety - Tooks - (@

»

@ 5 | [3 Parameters 73 Group Tree

Main Report ‘

CRYSTAL REPORTS'

= th
have

Columbia University
COB - Detailed Statement
As of 01731112

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_
Central / Non-Central Selection: 04: Central to

]

le Download

Do you want to open or save this file?

et it o nman Hha nchinie will rafiart beaneastinns ot

Name: CrystaReportyiewer.xls
Type: Microsaft Excel 97-2003 Workshest
.columbia.edu

From: infoview-qa.c

Save

| [ cancdd |

Open

Display Mon-COB ICR expenses: Mo
Display Internal transfers: Mo

9

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?

=
5
El
2z f=3
b 2 g
o = £ 2
3 = 5 = 2
g 5 2 - 2 5
® 2 P o 3 2 a
= fin} @ = £ £ 2 - =
= o @ E 5 £ E] 5 5
o 5 & 2 2 2 2 e z 5
o = 3 =3 Q @ S5 © 2 2
(5] o o o L O o o
1.8 1 &, Instruction and faculty support  ALL_OTHER COLUM BSEDZ  ANIMAL HUSBAMNDRY 7O0302 01 GENRL URODT437  WWADHYVA RECRUIT
I1.A.1 & Instruction and faculty support  ALL_OTHER COLUM 63803  ANMAL HUSBAMDRY 7920401 01 GEWRL URDO1440  CDM UNRESTRICTED
1A 1 & Instruction and faculty support ALL_OTHER COLUM 65603 ANMAL HUSBANDRY 8212202 01 GEWRL URNO1122 P Link Support -
»

<q

T
%, Done

@start| | &

N

| Aceounting and Reportin... |[@ hetps://infoview-qa.c...

€ tnternet

[7a - [ w0 -

Step

Action

36.

Click the Open button.
Open
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=] I= Micrasoft Excel o e R
Home  Insert  Pagelayout  Formulas Data Review  Wiew v @
0 Protected Yiew  This file originated from an Internet location and might be unsafe, Click for more details, Enable Editing x
A1 - I 4
] crystalReportviewer(1] [Protected View] = B 52
| A & © D E F G H 1K L ~
T 5 P * ifthe Gurrent manth is open, the actuals will refiect transactions that B
2 Columbia University have 3 valid budget check but may not be approved and pasted.
)
=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
=
2 =
w 2 = s
9 E H 2
3 = o =] =]
= £ & @ i
2 = & € @ &
2 ] z = = g s a
3 ot @ 5 5 © 3 G =
o 5 £ 2 2 5 = @ = =
[=] £ e 9 g oy S o 3 s
18 & =] o =L < ] [T o o
19 |41 a. Instruction and faculty support&LL_OTHER COLUM BSE03  ANMAL HUSBANDRY 7920302 01 GENRL  UROD1437  WADHWA v
W 4 ¥ M| Sheetl [af w1 0}
Ready | |[FEOm w0 (=) {+)
distart| | & | 4 Accounting and Reportin... | @ httpsiffinfovien-ge.cute.... |[[Z] Microsoft Excel &

Step

Action

37.

Click the Enable Editing button.
Enable Editing

S Micrasoft Excel
Home | Insert  Pagelayout  Formulas  Data  Review  View

= B 2B

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

=l # = ) =, g=hset~ E -
ARIEL -1 B S Genenl - = 7

PT1 - 0 .00 | C dtﬂ | Fﬁt _(‘nd Fouete - | 3 SZrt&F 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

distant| | @ | & accounting and Repartin... | @ hetpss/finfovien-ga.cutt...|[[iZ] Microsoft Excel

=
5
5
x c
= S c
9 B = 2
i = H > g
z E 2 o 5
E > & = @ 3
@ = w @ c [l
c ] 2 = E £ = o -
3 pot o 5 5 £ 3 5 ]
o =1 c a 2 5 = @ (] o
=] £ E g o 5 S o =) =
18 & =] @ = < =] [ o o
19 [ILAT . Instruction and faculty support_ALL_OTHER COLUM 65603 ANMAL HUSBANDRY 7920302 01 GENRL  UROD1437  WUADHWA|v)
Ready | | BT M@ 1003
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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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Payroll
This is the Payroll lesson of the Budget Tool course. Upon completion of this lesson, you will be

able to:

e Understand the steps required to review and enter budget payroll data

Estimated Time to Complete Lesson: 10 minutes
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Payroll

All personnel accounts are budgeted from the Payroll module. The Payroll Detail Worksheet
allows you to budget personnel expenses by person. The Payroll Summary Worksheet allows you
to budget personnel expenses by ChartString. PADS create/modify/delete access is required in
FFE to budget the Payroll Detail Worksheet by person.

If you do not have PADS access to a department and only BUD access, you will go directly to the
Summary Worksheet to budget by ChartString. A user with PADS can toggle between the two
worksheets.

The Payroll Detail Worksheet is one worksheet for budgeting personnel expenses by person. It
brings together all of the people in your department (roster) and your projects that they are
charged to, individuals from foreign departments who are funded from your projects, as well as
projects from foreign departments that your people are charged to.

People that are bold red and ChartStrings that are light red are foreign to your department. On the
worksheet you will see the actual payments of salary and fringe for employees by chartstring and
see how the pay is distributed at a point in time. Using the actual labor data as a comparison, the
user can enter fiscal year budgets by person across projects, accounts and earn codes.

ChartStrings with projects that have become inactive are view only and cannot be further
budgeted. Placeholders can be added for future positions or new hires to be budgeted. You can
budget a new person, add a chartstring to an existing person or create a Placeholder person to
budget by pressing Add. A ChartString that has been added will show a Delete button to remove.
If the budget amount has posted to ARC, it must be zeroed and reposted to ARC before deleting.

Procedure

This topic provides guidance how to review and enter budget data for Payroll.
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Budget T

Gi? COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK

Print | Help | Links | Exit

Budget payroll Batch Process

Budget Tool Worklist
Current Quarter: 2013Q1

Q Search Across all Pages

[W Jrvpe Jehartsrma _____Joescription JModifier ___JLast Update Jstatus ____[newt Action _[Trans 1d_Jposted

[T DA COLUM-7538509-SFONS-PGOOLE49-25-01- | DIRECT BURKE, JOHM 2012.09.21 APPROVED FINAL TRANSMIT 0D008YZ7 201301
70003-TWK16- ACTIVITY (1B1223) 0&:03

[T T#  COLUM-7538509-SPONS-PGO01848-25-01- | ICR PHASE1  |BURKE, JOHN 2012.09.21 APPROVED FINAL TRANSMIT 0D00BYSZ 201301
F0003-TWK16- -69811-371 (1B1223) 08:09 L
COLUM-7501101-GENRL-UR005348-01-01-
70302-00000000- -42100-080

I Da COLUM-1418102-GENRL-UR004672-01-01- DIRECT GOLDSTEIM, JILL - 2012.09.20 OPEN RELEASE 0ooosoLy 201301
00000-00000000- ACTIVITY TRACY (JTGZO08) (14:10

I oa COLUM-2501101-GENRL-ENO01227-60-01- DIRECT GOLDSTEIM, JILL  2012.09.18 OPEN RELEASE 000080L1 201331
50216-00000000- ACTIVITY TRACY (JTG2006) 22:45

[T T+ COLUM-7SCLOOX-GENRL-URN06974-01-01-  P&S OPEX GEM 2012.09.19 POST FAILED OMB ACTION 0D00BYDX 201301
10859-00000000- -76200-810 11:08 REQUIRED
COLUM-7501101-GENRL-UR005356-01-01-
10718-00000000- -71200-610

[T 7% COLUM-7SCLO0X-GENRL-URO0E974-01-01-  P&S OPEX SPON 2012.09.19 POST FAILED OMB ACTION 0D00BYDY 201301
10859-00000000- -76206-510 11:08 REQUIRED
COLUM-7501101-GENRL-UR005356-01-01-
10719-00000000- -71206-610

7= COLUM-75BS00%-GENRL-UROO6973-01-01-  P&S OPEX SPON 2012.09.19 POST FAILED OMB ACTION 0ooogYDZ 201301
10§58-00000000- -76206-810 11:08 REQUIRED
COLUM-7501101-GENRL-UR00S358-01-01-
10719-00000000- -71206-610

= COLUM-7SCTO0®-GENRL-URO06971-01-01-  P&S OPEX SPON 2012.09.189 POST FAILED OMB ACTION 00008YF0 201331
10560-00000000- -76208-510 11:08 REQUIRED
COLUM-7501101-GEMRL-URO05356-01-01- =

Count: 436 Page 1/

User ID: £g2008 Datsbase: fintest

Date: Financial Systerns - Golumbia University

Release Reject | History

Start| | (& & Fi | Systems Colum... || & :
Im art| | @ | [ Financial systems Column.. |[ @ https://fintest.cc.colu | 0‘ o=

Action

Click the Payroll link.
Fayroll

Frint | Help | Links | Exit

2 COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK

Budset I - Ca—

Budget Tool - Payroll Selector Screen

Department Selector
HR Admin/Payrall Dept:

el

Businsss Unit:
Department:

PC Business Unit:
Project:

Activity:
Initiative:
Seqment:

Site:

LLLLLLLLL

Account:

Earncode Selector
Earncode:

jol

User ID: jtg2006 Database: fintest
Dats: Financial Systemns - Columbia University

- - | um.... || & : .cc.colu... £
lmstart | & | & Financial ystems colum... | [ https://fintest.cc.colu | 0‘ [}
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Step

Action

2.

The HR Admin/Payroll Dept defaults to your Admin Dept. You can change this to
a department tree node to enter a worksheet with your entire school or a level 8
department to build your budget with smaller departments.

Additional filtering is available if you would like to budget a specific project,
account or earn code. You can enter with the whole school level node later to Apply.

test.cc.columbia.ed Financial Systems Columbia University - Windows Internet Explorer

ne JILL TRACY GOLDSTEIM

Date:

2 COLUMBIA UNIVERSITY

Budgst

Budget Tool - Payroll Selector Screen

User ID: jtg2006 Databas

Frint | Help | Links | Exit

IN THE CITY OF NEW YORK

Batch Process

Department Selector
HR Admin/Payrall Dept:

el

Businsss Unit:
Department:

PC Business Unit:
Project:

Activity:
Initiative:
Seqment:

Site:

LLLLLLLLL

Account:

Earncode Selector
Earncode:

jol

e fintest

Financial Systems - Columbia University

Bisiart| | @ | & Financial systems colun.. | [/ hetps://fntest.cc.colu.. | @ ‘ BR

Step

Action

3.

Enter the desired information into the HR Admin/Payroll Dept: field. Enter
"7580101".
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inancial Systems Columbia Universi indows Internet Explorer

Print | Help | Links | Exit

Gi? COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK

Budget payroll Batch Process

Budget Tool - Payroll Selector Screen

Department Selector
HR Admin/Payroll Dept: 7580101

CSM GEMERAL [7580101]

Business Unit:

Despartment:

pC Business Unit:

Project:

Activity:

Initistive:

Segment:

Site:

Account:
1 —

Earncode Selector
Earncode:

ppppppppplp

ol

User ID: £g2008 Datsbase: fintest
Date: Financial Systerns - Golumbia University

istart J @ J & Financial Systems Calum... || @ https://fintest.cc.colu...
|

Action

Click the CSM GENERAL [7580101] link.
CSM GEMERAL [F580101]

inancial Systems Columbia Universi indows Internet Explorer

Print | Help | Links | Exit

@ COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK

Budget Payrall Batch Process

Budget Tool - Payroll Selector Screen

Department Selector
HR Adrmin/Payraoll Dept: 7580101 - CSM GENERAL

‘D

Business Unit:

Department:

pC Business Unit:

Project:

Activity:

Initistive:

Segment:

Site:

Account:
1 —

Earncode Selector
Earncode:

LLLLLLLL L

pol

User ID: £g2008 Datsbase: fintest
Date: Financial Systerns - Golumbia University

Start| | (& & Fi | Systems Colum... || & :
Iﬁ art| | @ | [ Financial systems Column... || @ https://fntest.cc.colu | 0‘ o=
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Step Action

5. Click the Next button.

ancial Systems Columbia Unive: dows Internet Explarer

Print | Help | Links | Exit
&2 COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK
Budget payroll Batch Process
Budget Tool Fayrall Worksheet Admin Department: 7580101 =

Ql Search Across All Pages

FY16 Budget

JONES,JAHE DEPT=756000X ID=10099803000

COLUM-7580101-GENRL-
URO01173-01-01-10001- REG 1,038 o 1,038 350 0 350
00000000- -54105-225

SMITH,JOHN DEPT=75801011D=10099923000

COLUM-7580101-GENRL-
URO01173-01-01-10001- 007 2,548 0 2548 2500 859 0 859
00000000- -54105-225

COLUM-7580101-GENRL-
URO01176-01-01-10485- REG 7,984 6,377 6,371 2,322 4000 6,064 3,043 9,107
00000000- -50010-225

COLUM-7580101-GENRL-

URO01176-01-01-10455- o007 19,987 12337
00000000- -53300-225

COLUM-7580101-GENRL-

URO01176-01-01-10485- 007 6,196
00000000- -59010-215

COLUM-7580101-GENRL-

URO01176-01-01-10485- REG 1,240
00000000- -59010-215

COLUM-7580101-GENRL-

URO01176-01-01-10455- o007 540
00000000- -59020-215 o
COLUM-7580101-GENRL-

URO01176-01-01-10485- REG 108

QO0ANNNN- -5an?0-215 =
< I
User ID: jkg2006 Datshase: fintast
Date: Financial Systerns - Golumbia Universit

Summary Change View

i start J é J (& Financial Systems Colum... || @ https://fintest.cc.colu...
|

Step Action

6. YTD and Encumbered Salary and YTD and Encumbered Fringe represent actual
amounts interfaced from PAC (highlighted in red).
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inancial Systems Columbia University - Windows Internet Explorer

Print | Help | Links | Exit
&2 COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK
Budget payroll Batch Process
Budget Tool Fayrall Worksheet Admin Department: 7580101 =

Ql Search Across all Pages

JONES,JAHE D

COLUM-7580101-GENRL-
URO01173-01-01-10001- REG 1,038 0 1,038 350 0 350
00000000- -54105-225

SMITH,JOHN DEPT=75801011D=10099923000

COLUM-7580101-GENRL-
URO01173-01-01-10001- 007 2,548 0 2548 2500 859 0 859
00000000- -54105-225

COLUM-7580101-GENRL-
URO01176-01-01-10485- REG 7,984 6,377 6,371 2,322 4000 6,064 3,043 9,107
00000000- -50010-225

COLUM-7580101-GENRL-

URO01176-01-01-10455- o007 19,987 12337
00000000- -53300-225

COLUM-7580101-GENRL-

URO01176-01-01-10485- 007 6,196
00000000- -59010-215

COLUM-7580101-GENRL-

URO01176-01-01-10485- REG 1,240

00000000- -59010-215

COLUM-7580101-GENRL-

URO01176-01-01-10455- o007 540

00000000- -59020-215 o
COLUM-7580101-GENRL-

URO01176-01-01-10485- REG 108 =
pnnONANN_ 570715 =l

4] | 2

User ID: jt32006
Date: Financial Systems - Columbia Unive

Change View

i start J é J {& Financial Systems Colum... || @ https://fintest.cc.colu...
|

Action

The Payroll Worksheet displays.

Using the Search filter in the upper left of the Detail Worksheet, you can enter the
first or last name of a person and press 'Search Across All Pages' to jump directly to
their name on a page.
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test.cc.columbia.edu; - Financial Systems Columbia University - Windows Internet Explorer

Budget T

Gi? COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK

Budget payroll Batch Process

Budget Tool Fayrall Worksheet

Ql Search Across All Pages

JONES,JAHE DEPT=758000X ID=

COLUM-7580101-GENRL-

URO01173-01-01-10001- REG 1,038 0 1,038
00000000- -54105-225

SMITH,JOHN DEPT=75801011D=10099923000
COLUM-7580101-GENRL-

URO01173-01-01-10001- 007 2,548 0 2548
00000000- -54105-225

COLUM-7580101-GENRL-

URO01176-01-01-10485- REG 7,984 6,377 6,371 2,322
00000000- -50010-225

COLUM-7580101-GENRL-

URO01176-01-01-10455- o007 19,987
00000000- -53300-225

COLUM-7580101-GENRL-

URO01176-01-01-10485- 007

00000000- -59010-215

COLUM-7580101-GENRL-

0099803000

URO01176-01-01-10485- REG
00000000- -59010-215
COLUM-7580101-GENRL-
URO01176-01-01-10455- o007

00000000- -59020-215

COLUM-7580101-GENRL-
URO01176-01-01-10485- REG
QOnonNON- -5en70-715

2500

4000

12337

6,196

1,240

540

Print | Help | Links | Exit

Admin Department: 7580101 =

6,064 3,043 9,107

4

User ID: jt32006
Date:

Change View

Datsbase: fintest
Financial Systerns - Golumbia University

i start J é J {& Financial Systems Colum... || @ https://fintest.cc.colu...
|

| o|B=

Step Action

8. Click in the FY13 CurrEst field.

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Budgst Fayroll Batch Frocess

Budget Tool Payroll worksheet

Ql Search Across All Pages

JOMES,JAMNE DEPT=758000X ID=10099803000

COLUM-7580101-GENRL-
URO01173-01-01-10001- REG 1,038 0 1,038
00000000- -54105-225

SMITH,JOHH DEPT=7580101 ID=10099923000

COLUM-7580101-GENRL-
URO01173-01-01-10001- o007 2,548 0 2,548
00000000- -54105-225

COLUM-7580101-GENRL-

URO01176-01-01-10485- REG 7,994 8,377 6,371 2,322
00000000- -50010-225

COLUM-7580101-GENRL-

UR0O01176-01-01-10485- 007 19,967
00000000- -53300-225

COLUM-7580101-GENRL-
URO01176-01-01-10485- o007
00000000- -59010-215

COLUM-7580101-GENRL-
URO01176-01-01-10485- REG
00000000- -59010-215

COLUM-7580101-GENRL-
URO01176-01-01-10485- 007
00000000- -59020-215
COLUM-7580101-GENRL-

URO01176-01-01-10485- REG
QAAOANAN- -58020-215

2500

4000

19987

6,196

1,240

108

Frint | Help | Links | Exit

Admin Department: 7580101 —

6,064 3,043 9,107

L

User ID: jtg2006
Date:

l Add | Summary | Save | Apply | Cancel | Change wiew

i/ start] J & J & Financial Systems Colum... |ghttps. ffintest.cc.colu...
|

Database: fintest
Financial Systems - Columbis University
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Action

Enter the desired information into the FY 13 CurrEst field. Enter *1000".

inancial Systems Columbia Universil

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Budget Tool Fayrall Worksheet

Ql search Across all Pages

JONES,JAHE DEPT=756000X ID=10099803000

COLUM-7580101-GENRL-
URO01173-01-01-10001- REG 1,038 o 1,038
00000000- -54105-225

SMITH,JOHN DEPT=75801011D=10099923000

COLUM-7580101-GENRL-
URO01173-01-01-10001- 007 2,548 0 2548
00000000- -54105-225

COLUM-7580101-GENRL-
URO01176-01-01-10485- REG 7,984 6,377 6,371
00000000- -50010-225

COLUM-7580101-GENRL-
URO01176-01-01-10455- o007
00000000- -53300-225

COLUM-7580101-GENRL-
URO01176-01-01-10485- 007
00000000- -59010-215

COLUM-7580101-GENRL-
URO01176-01-01-10485- REG
00000000- -59010-215
COLUM-7580101-GENRL-
URO01176-01-01-10485- o007
00000000- -59020-215
COLUM-7580101-GENRL-
URO01176-01-01-10485- REG

Budget payroll Batch Process

2,322

19,987

Windows Internet Explorer

1000

2500

4000

12337

6,196

1,240

540

108

Print | Help | Links | Exit

Admin Department: 7580101 =

6,064 3,043 9,107

QOnonNON- -58n70-715
4

[ 3

User ID: jtg2006
Date:

Summary Change View

Datsbase: fintest
Financial Systerns - Golumbia University

sttart | &

J {& Finaniial Systems Colum... || @ https://fintest.cc.colu...

Step

Action

10.

Click the Save button.
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dows Internet Explorer

Print | Help | Links | Exit
&2 COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK
Budget payroll Batch Process
Budget Tool Fayrall Worksheet Admin Department: 7580101 =

Ql Search Across all Pages

JONES,JAHE DEPT=756000X ID=10099803000

COLUM-7580101-GENRL-
URO01173-01-01-10001- REG 1,038 0 1,038 1000 350 0 350
00000000- -54105-225

COLUM-7580101-GENRL-
URO01173-01-01-10001- REG 310
00000000- -59010-225

COLUM-7580101-GENRL-

UR0O01173-01-01-10001- REG 27
00000000- -59020-225
TOTAL 1,038 0 1,038 1,337 350 il 350 k|

SMITH,JOHN DEPT=7580101I1D=10099923000

COLUM-7580101-GENRL-

URO01173-01-01-10001- 007 2,548 0 2548 2500 859 0 859
00000000- -54105-225

COLUM-7580101-GENRL-

URO01176-01-01-10485- REG 7,984 6,377 6,371 2,322 4000 6,064 3,043 9,107
00000000- -50010-225

COLUM-7580101-GENRL-

URO01176-01-01-10485- o007 19,967 12387

00000000- -53300-225

COLUM-7580101-GENRL-

URO01176-01-01-10485- o7 6,196

00000000- -59010-215

COLUM-7S80101-GENRL- |
< D
User ID: jt32006 Database: fintest

Date: Financial Systerns - Golumbia University

Change View

start| | & EFi | Systems Colum... || & : &)
Im art| | & | & Financisl ystems Colum... | [/ httpss//fntest.cc.colu | @ ‘ BE

Step Action

11. After entering a salary budget and pressing Save, Fringe is automatically
recalculated or added on separate budget rows using the current fringe rates by fiscal
year.

Fringe is now calculated in the same way that PAC calculates actual fringe based on
characteristics of the employee as defined in PAC, the ChartString and the earn
code.
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Windows Internet Explorer

Print | Help | Links | Exit
&2 COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK
Budget payroll Batch Process
Budget Tool Fayrall Worksheet Admin Department: 7580101 =

Ql Search Across all Pages

JONES,JANE DEP 56000X ID=10099803000

COLUM-7580101-GENRL-
URO01173-01-01-10001- REG 1,038 0 1,038 1000 350 0 350
00000000- -54105-225

COLUM-7580101-GENRL-
URO01173-01-01-10001- REG 310
00000000- -59010-225

COLUM-7580101-GENRL-

UR0O01173-01-01-10001- REG 27
00000000- -59020-225
TOTAL 1,038 0 1,038 1,337 350 il 350 k|

SMITH,JOHN DEPT=7580101I1D=10099923000

COLUM-7580101-GENRL-

URO01173-01-01-10001- 007 2,548 0 2548 2500 859 0 859
00000000- -54105-225

COLUM-7580101-GENRL-

URO01176-01-01-10485- REG 7,984 6,377 6,371 2,322 4000 6,064 3,043 9,107
00000000- -50010-225

COLUM-7580101-GENRL-

URO01176-01-01-10485- o007 19,967 12387

00000000- -53300-225

COLUM-7580101-GENRL-

UROO1176-01-01-10485- o7 6,196

00000000~ -59010-215

COLUM-7580101-GENRL- |
< I
User ID: £g2008 Datsbase: fintest
Date: Financial Systerns - Golumbia University

Change View

start| | & EFi | Systems Colum... || & : £
I,.f art| | & | & Financisl ystems Colum... | [/ httpss//fntest.cc.colu | @ ‘ BE

Step Action

12. In the next example, you will update the budget for another employee.

Click in the FY13 CurrEst field.

2500

Page 161




Training Guide
Budget Tool

test.cc.columbia.edu; - Financial Systems Columbia University - Windows Internet Explorer

Budget T

Print | Help | Links | Exit
&2 COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK
Budget payroll Batch Process
Budget Tool Fayrall Worksheet Admin Department: 7580101 =

Ql Search Across All Pages

JONES,JAHE DEPT=758000X ID=

COLUM-7580101-GENRL-
URO01173-01-01-10001- REG 1,038 0 1,038 1000 350 0 350
00000000- -54105-225

COLUM-7580101-GENRL-
URO01173-01-01-10001- REG 310
00000000- -59010-225

COLUM-7580101-GENRL-
URD01173-01-01-10001- REG 27

00000000~ -59020-225

TOTAL 1,038 0 1,038 1,337 350 0 350 -
SMITH,JOHH DEPT=7T580104 ID=10099924000

COLUM-7580101-GENRL-

URO01173-01-01-10001- on7 2,548 0 2,548 25 00] 859 0 859
00000000~ -54105-225

COLUM-7560101-GENRL-

URD01176-01-01-10485- REG | 7,994 8,377 6,371 2,322 4000 6,064 3,043 | 9,107
00000000~ -50010-225

COLUM-7560101-GENRL-

URD01176-01-01-10485- 007 19,987 19957

00000000- -53300-225

COLUM-7580101-GENRL- -
URON1176-01-01-10485- 007 6,196

00000000~ -59010-215

0099803000

COLUM-7S80101-GENRL-
Kl

User ID: £g2008 Datsbase: fintest
Date: Financial Systerns - Golumbia University

Change View

i start J é J {& Financial Systems Colum... || @ https://fintest.cc.colu...
|

Step Action

13. Enter the desired information into the FY 13 CurrEst field. Enter *3000".

intest.cc.columbia.edu; - Financial Systems Columbia University - Windows Internet Explorer

Budget T > Budget Toc

Print | Help | Links | Exit
&2 COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK
Budget payroll Batch Process
Budget Tool Fayrall Worksheet Admin Department: 7580101 =

Ql search Across all Pages

JONES,JAHE DEPT=756000X ID=10099803000

COLUM-7580101-GENRL-

URO01173-01-01-10001- REG 1,038 o 1,038 1000 350 0 350
00000000- -54105-225

COLUM-7580101-GENRL-

URO01173-01-01-10001- REG 310

00000000- -59010-225

COLUM-7580101-GENRL-

URO01173-01-01-10001- REG 27
00000000- -59020-225
TOTAL 1,038 0 1,038 1,337 350 il 350 |

SMITH,JOHN DEPT=7580101I1D=10099923000

COLUM-7580101-GENRL-
URO01173-01-01-10001- o7 2,548 0 2,548 3000] 859 o 859
00000000- -54105-225
COLUM-7580101-GENRL-
UR0O01176-01-01-10485- REG 7,984 8,377 6,371 | 2,322 4000 6,064 3,043 9,107
00000000- -50010-225

COLUM-7580101-GENRL-

URO01176-01-01-10485- o007 19,967 12387

00000000- -53300-225

COLUM-7580101-GENRL- —
URO01176-01-01-10485- o7 6,196
00000000- -59010-215

COLUM-7580101-GENRL-

Kl

User ID: jtg2006 Database: fintest
Date: Financial Systems - Columbia University

Summary Change View

i start J é J {& Finaniial Systems Colum... || @ https://fintest.cc.colu...
|
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Step

Action

14.

Click the Save button.

est.cc.columbia.eds 1ancial Systems Columbia Univer:

2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Budgst Fayroll Batch Frocess

Budget Tool Payroll worksheet

Ql Search Across All Pages

JONES,JANE DEPT=758000X ID=10099803000

COLUM-7580101-GENRL-
URO01173-01-01-10001- REG 1,038 0 1,038
00000000- -54105-225

COLUM-7580101-GENRL-
URO01173-01-01-10001- REG
00000000- -59010-225

COLUM-7580101-GENRL-

URO01173-01-01-10001- REG

00000000- -59020-225

TOTAL 1,038 0 1,038
SMITH,JOHN DEPT=7580101 ID=10099924000
COLUM-7580101-GENRL-

URO01173-01-01-10001- onvy 2,548 0 2,548
00000000- -54105-225

COLUM-7580101-GENRL-

URO01173-01-01-10001- o7

00000000- -59010-225

COLUM-7580101-GENRL-

UR0O01173-01-01-10001- oo7

00000000- -59020-225

COLUM-7580101-GENRL-

URO01176-01-01-10485- REG 7,984 6,377 6,371
00000000- -50010-225

COLUM-7580101-GENRL-

2,322

dows Internet Explorer

1000

310

1,337

3000

930

4000

Frint | Help | Links | Exit

Admin Department: 7580101 —

6,064 3,043 9,107

0 350
o 350
0 859

L

User ID: jtg2006
Date:

l Add | Summary | Save | Apply | Cancel | Change wiew

i start J ] J 1@ Financisl Systams Colum... || & https:/ /fintest.cc.cou...
|

Financial Systems -

Database: fintest
Colurnbis University

Step

Action

15.

Fringe is automatically recalculated on the existing Fringe rows.
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Budget T

Print | Help | Links | Exit
&2 COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK
Budget payroll Batch Process
Budget Tool Fayrall Worksheet Admin Department: 7580101 =

Ql Search Across All Pages

JONES,JANE DEPT=758000X ID=
COLUM-7580101-GENRL-
URO01173-01-01-10001- REG 1,038 0 1,038 1000 350 0 350
00000000- -54105-225

COLUM-7580101-GENRL-

URO01173-01-01-10001- REG 310

00000000- -59010-225

COLUM-7580101-GENRL-

0099803000

UR0O01173-01-01-10001- REG 27
00000000- -59020-225 L
TOTAL 1,038 0 1,038 1,337 350 il 350

SMITH,JOHN DEPT=7580101 ID=10099323000

COLUM-7580101-GENRL-

URO01173-01-01-10001- 007 2,548 0 2548 3000 859 0 859
00000000- -54105-225

COLUM-7580101-GENRL-

URO01173-01-01-10001- onvy 930

00000000- -59010-225

COLUM-7580101-GENRL-

URO01173-01-01-10001- o007 81

00000000- -59020-225

COLUM-7580101-GENRL-

UROO1176-01-01-10485- REG 7,994 8,377 6,371 2,322 4000 6,064 3,043 9,107
00000000~ -50010-225

COLUM-7580101-GENRL- |
Kl | 2
User ID: £g2008 Datsbase: fintest
Date: Financial Systerns - Golumbia University

Change View

Start| | (& & Fi | Systems Colum... || & :
Im art| | @ | @ Financial systems Column.. |[ @ https://fntest.cc.colu | 0‘ o=

Step Action

16. To add a new row, click the Add button.

Budgst T
&2 COLUMBIA UNIVERSITY e e e
IN THE CITY OF NEW YORK
Budget Payroll Batch Process
Add Payroll Record - Select Employee
Employee/Existing Placeholder
Emplovee Id: | Q
New Placeholder
Placehalder Mame:
Department: [7580101 - cSM General =
Full Time/Part Time: |No‘r APPLICABLE =1
Employee Classification: [Mo cLassIFICATION =
Employee Job: [MOT APPLICABLE B
User ID: jtg2006 Dstabase: fintest
Date: Financial Systerns - Columbia University

i start J é J (& Financial Systems Colum... || @ https://fintest.cc.colu...
|
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Step

Action

17.

You can search by name or employee ID to find an existing employee that you are
searching for.

Enter the desired information into the Employee Id field. Enter "jones".

test.cc.columbi ancial Systems Columbia Universil Windows Internet Explorer

hest > BudgetToo

rne JILL TRACY GOLDSTEIM

&2 COLUMBIA UNIVERSITY Frne | e | ks Bt

IN THE CITY OF NEW YORK
Budget Payrall Batch Process

Add Payroll Record - Select Employee
|
Employee /Existing Placeholder
Employee Id: jones Q
_IDDQQQZADDD JOMES,JANE-758000X I
New Placeholder

Placeholder Mame:

Department: [7580101 - CSM General

Full Time/Part Time: [MOT APPLICABLE

Emplayee Classification: [0 CLassIFICATION

Emplayse Jab:

[CINENREn T

INOT APPLICABLE

User ID: jt32006
Date:

Database: fintest
Calumbia

i start J é J {& Financial Systems Colum... || @ https://fintest.cc.colu...
|

Step

Action

18.

Click the 10099924000 JONES,JANE-758000X link.
10099924000 JOMES, JANE-7S8000X
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Budget Tt S i = Budget Tool Pa t = Budgst Toal P ILL TRACY

&2 COLUMBIA UNIVERSITY Frne | e | ks et

IN THE CITY OF NEW YORK

Budget Payrall Batch Process

Add Payroll Record - Select Employee

Employee /Existing Placeholder
Employee Id: 10099924000 JONES, JANE-7S8000% | (4

New Placeholder

Placeholder Mame:

Department: [7580101 - GSM General =
Full Time/Part Time: [MoT apPLICABLE JE |
Employes Classification: [Mo CLASSIFICATION =
Employes Job: [NoT APPLICABLE =l
User ID: £52006 Ditabase: fintest

Financial Systerns - Golumbia University

Start| | (& & Fi | Systems Colum... || & :
Im art| | @ | @ Financial systems Column.. |[ @ https://fntest.cc.colu | 0‘ o=

Step Action

19. Click the Next button.

@COLUMBIAUNIVERS]TY Print | Help | Links | Exit

IN THE CITY OF NEW YORK

Budget payroll Batch Process
Add Payroll Record - Select Department
|

Employee/Placeholder Hame  JONES JANE DEPT=758000%
1D=10099924000

Business Unit: Q
Department: Q
PC Business Unit: GEMRL Q
Project: PCO02079 - CUHC, INC. Q
Betivity: 01 Q
Initiative: 00000 - UNDEFINED [MITIATIVE Q
Segment: 00000000 - UNDEFINED SEGMENT Q
Site: Q
Accaunt; 50120 - ASST PROF Q

Earnings Code

Earnings Code: IREG-REGULAR EARMINGS ;I

User ID: jkg2006 Datshase: fintast
Financial Systerns - Golumbia University

Date:

i start J @ J (& Financial Systems Calum... || & https://fintest.cc.colu...
|
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Step Action

20. Click in the Department: field.

— Buda

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Budgst Fayroll Batch Frocess

Frint | Help | Links | Exit

Add Payroll Record - Select Department

Employee/Flaceholder Mame JOMES JANE DEPT=758000X
ID=10099924000

Business Unit: COLUM - COLUMBIA UNIVERSITY ‘:’:
Department: | Q
PC Business Unit: GEMRL \33
Project: PCO0Z079 - CUHC, INC. Q
Activity: o1 \3)
Initiative: 00000 - UNDEFINED [MITIATIVE Q
Seqment: 00000000 - UNDEFINED SEGMENT Q
Site: Q
Account: 50120 - ASST PROF Q

Earnings Code

Earnings Code: [REG-REGULAR EARNINGS =]

User ID: jtg2006 Database: fintest
Date: Finandial Systerns - Colurnbia University

Z & | lum... || & : .cc.colu.. F
Imstart | & | @ Financial ystems Colum... || & hetps://fintest.ce.colu | o ‘ B&

Step Action

21. Enter the desired information into the Department: field. Enter "7580101".
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Budget T = Direct

ILL TRACY

User I

Gi? COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK

Budget payroll Batch Process

Add Payroll Record - Select Department

Employee/Placeholder Name  TOHES,JANE DERT=758000%
1D=10099924000

Business Unit: COLUM - COLUMBIA UNIVERSITY
Department: 7580101

PC Business Unit: | CSM GENERAL [7560101] ‘
Project: PCO0Z07S - CUHC, INC,

Activity: 01

Initiative: 00000 - UNDEFINED INITIATIVE

Segment: 00000000 - UNDEFINED SEGMENT

Site:

Account: 50120 - ASST PROF

Earnings Code

LLLLLLLOLYL

Earnings Code: IREG-REGULAR EARMINGS

: jt32006

Print | Help | Links | Exit

Datsbase: fintest
Financial Systerns - Golumbia University

istart J @ J (& Financial Systems Calum... || @ https://fintest.cc.colu...
|

Step

Action

22.

Click the CSM GENERAL [7580101] link.
CSM GEMERAL [F580101]

Budget T > Budget > Direct A

@ COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK

Budget Payrall Batch Process

Add Payroll Record - Select Department

Emplayee/Placeholder Hame  TOWES JANE DERT=758000%
ID=10099924000

Business Unit: COLUM - COLUMBIA UNIVERSITY
Department: 7580101 - CSM GENERAL|

PC Business Unit: GEMRL

Project: PCO0Z079 - CUHC, INC.

Activity: o1

Initiative: 00000 - UNDEFINED [MITIATIVE
Segment: 00000000 - UNDEFINED SEGMEMT
Site:

Account; 50120 - ASST PROF

Earnings Code

LLLLLLLOLY

Earnings Code: IREG-REGULAR EARMINGS

User ID: jt32006
Date

Print | Help | Links | Exit

Datsbase: fintest
Financial Systerns - Golumbia University

i start J @ J (& Financial Systems Calum... || @ https://fintest.cc.colu...
|
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Step

Action

23.

Click in the Account: field.
|5IIIlZIZI - ASST PROF

Frint | Help | Links | Exit

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Budgst Fayroll Batch Frocess

Add Payroll Record - Select Department

Employee/Flaceholder Mame JOMES JANE DEPT=758000X
ID=10099924000

Business Linit: COLUM - COLUMBIA UNIVERSITY Q
Department: 7580101 - CSM GENERAL Q
PC Business Unit: GEMRL Q
Project: PCONZ07% - CUHG, INC. Q
Activity: 01 Q
Initistive: 00000 - UNDEFINED INITIATIVE Q
Segment: 00000000 - UNDEFINED SEGMENT Q
Site: Q
Account; Q

Earnings Code

Earnings Code: [REG-REGULAR EARNINGS =]

User ID: jtg2006 Database: fintest
Date: Finandial Systerns - Colurnbia University

Z & | lum... || & : .cc.colu.. F
Imstart | & | @ Financial ystems Colum... || & hetps://fintest.ce.colu | o ‘ B&

Step

Action

24.

Enter the desired information into the Account: field. Enter "53".
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Budget Tt S > Direct Y ILL TRACY

User I

53380 - EXECUTIVE (COMFIDENTIAL)
_ 53390 - DEFERRED COMPENSATION

istart J é J {& Financial Systems Colum... || @ https://fintest.cc.colu...
|

Gi? COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK

Budget payroll Batch Process

Add Payroll Record - Select Department

Print | Help | Links | Exit

Employee/Placeholder Name  TOHES,JANE DERT=758000%
1D=10099924000

Business Unit: COLUM - COLUMBIA UNMIVERSITY Q
Department: 7560101 - CSM GENERAL Q
PC Business Unit: GEMRL Q
Project: PCO0Z07S - CUHC, INC, Q
Activity: 01 Q
Initiative: 00000 - UNDEFINED [MITIATIVE Q
Segrnent: 00000000 - UNDEFINED SEGMENT Q
Site: Q
Account: 53| Q
— S0530 - TEACHING FELLOW —
Earnings Code 52530 - VISIT RESEARCH SCIENTIST (PT)

53000 - OFFICER OF THE LIBRARIES
53300 - OFFICER OF ADMINISTRATION
53310 - CHAIR PERSON

53320 - DIRECTOR

53330 - MANAGER/DEPT ADMINISTRATOR
53340 - SUPERVISOR/COORDINATOR
53350 - ADMINISTRATIVE PROFESSIONAL
53360 - OFFICER

Earnings Code:

B3 53370 - ADDITIONAL COMPENSATION oEbecos i
Financial Systems - Columbia University

Step

Action

25.

Click the 53300 - OFFICER OF ADMINISTRATION link.
53300 - OFFICER OF ADMINISTRATION

Budget T > Budget > Direct A

@ COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK

Budget Payrall Batch Process

Add Payroll Record - Select Department

User ID: £g2008 Datsbase: fintest
Date Financial Systerns - Golumbia University

Print | Help | Links | Exit

Emplayee/Placeholder Hame  TOWES JANE DERT=758000%
ID=10099924000

Business Unit: COLUM - COLUMBIA UNIVERSITY Q
Department: 7580101 - CSM GENERAL Q
PC Business Unit: GEMRL Q
Project: PCO02079 - CUHC, INC. Q
Activity: 01 Q
Initiative: 00000 - UNDEFINED IMITIATIVE Q
Segment: 00000000 - UNDEFINED SEGMENT Q
Site: Q
Account: 53300 - OFFICER OF ADMINISTRATION| Q

Earnings Code

Earnings Code: IREG-REGULAR EARMINGS ;I

i start J é J (& Financial Systems Colum... || @ https://fintest.cc.colu...
|
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Action

26.

Click the Finish button.

est.cc.columbia.ed ancial Systems Columbia Univer dows Internet Explarer

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Budget payroll Batch Process

Budget Tool Fayrall Worksheet

Ql Search Across All Pages

COLUM-7580101-
GEMRL-PCO02079-10-
01-00000-00000000- -
53300-290

COLUM-7580101-
GEMRL-URD01173-01-
01-10001-00000000- -
54105-225

COLUM-7580101-
GEMRL-UR001173-01-
01-10001-00000000- -
59010-225

COLUM-7580101-
GEMRL-UR001173-01-
01-10001-00000000- -
58020-225

TOTAL 1,038 0 1,038 1,337
SMITH,JOHN DEPT=7580101 ID=10099924000

COLUM-7580101-
GEMRL-UR001173-01-
01-10001-00000000- -
54105-225
COLUM-7580101-
GEMRL-UR0O01173-01-
01-10001-00000000- -

REG 1,038 0 1,038 1000

REG 27

o7 2,548 o z,548 3000

007 930

Print | Help | Links | Exit

Admin Department: 7580101 =

kil

User ID: jkg2006
Date:

Summary Change View

Datshase: fintast
Financial Systerns - Golumbia University

i start J é J (& Financial Systems Colum... || @ https://fintest.cc.colu...
|

0=

Step

Action

27.

The added Placeholder or ChartString is highlighted in green.
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test.cc.columbia.edu; - Financial Systems Columbia University - Windows Internet Explorer

Budget T

Print | Help | Links | Exit
&2 COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK
Budget payroll Batch Process
Budget Tool Fayrall Worksheet Admin Department: 7580101 =

Ql Search Across All Pages

COLUM-7580101-
GEMRL-PCO020738-10-
01-00000-00000000- -
53300-290
COLUM-7580101-
GEMRL-UROO1173-01- L
o o GES 1,038 0 1,038 1000 350 o 350

54105-225

COLUM-7580101-

GEMRL-UR001173-01-

01-10001-00000000- - REG &y

59010-225
COLUM-7580101-
GEMRL-URD01173-01-
01-10001-00000000- -
59020-225

TOTAL 1,038 0 1,038 1,337 350 o 350
SMITH,JOHN DEPT=7580101 ID=10099324000

COLUM-7S60101-
GENRL-URDD1173-111-
ni-1n001-oonoooan- - 07T 2548 0 2548 3000 859 0 859
S41115-255 _

COLUM-7550101-
GEMRL-URD01173-01-
01-10001-00000000- - oo7 230

Kl

User ID: £g2008 Datsbase: fintest
Date: Financial Systerns - Golumbia University

Change View

Start| | (& & Fi | Systems Colum... || & :
IQ art| | @ | [ Financial systems Column.. |[ @ https://fntest.cc.colu | 0‘ o=

Step

Action

28.

Click in the FY13 CurrEst field.

Frint | Help | Links | Exit

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK
Budgst Fayroll Batch Frocess

Budget Tool Payroll worksheet Admin Department: 7580101 —

Search Across All Pages

COLUM-7580101-
GEMRL-PC002079-10- o
01-00000-00000000- -
53300-290
COLUM-7580101-
GENRL-UR001173-01- a
S ncol.oonoooan. . FEG 1,038 o 1,088 1000 350 o as0

54105-225

COLUM-7580101-

GENRL-UROO1173-01-

91-10001-00000000- - "FC e

59010-225

COLUM-7580101-

GEMRL-UR001173-01-

01-10001-00000000- - REG 27

59020-225

TOTAL 1,038 o 1,038 1,337 350 o 350
SMITH,JOHN DEPT=7580101 1D=10099924000

COLUM-7580101-

GENRL-UR0O1173-01-

T onseon . 007 | 2,548 0 2,548 3000 859 o 859

54105225 -

COLUM-7S80101-
GEMRL-UR0O01173-01-

01-10001-00000000- - por 30
<

User ID: jtg2006 Database: fintest
Date: Finandial Systerns - Colurnbia University

l Add | Summary | Save | Apply | Cancel | Change wiew
i/ start] J @ J & Financial Systems Colum... |ghttps. ffintest.cc.colu...
|
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29. Enter the desired information into the FY 13 CurrEst field. Enter *5000".

ancial Systems Columbia Univer dows Internet Explarer

Print | Help | Links | Exit
&2 COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK
Budget payroll Batch Process
Budget Tool Fayrall Worksheet Admin Department: 7580101 =

Ql search Across all Pages

COLUM-7580101-
GEMRL-PCO02079-10-
01-00000-00000000- -
53300-290

COLUM-7580101-
GEMRL-URD01173-01-
01-10001-00000000- -
54105-225

COLUM-7580101-
GEMRL-UR001173-01-
01-10001-00000000- -
59010-225

COLUM-7580101-
GEMRL-UR001173-01-
01-10001-00000000- -
58020-225

TOTAL 1,038 0 1,038 1,337 350 0 350
SMITH,JOHN DEPT=7580101 ID=10099924000

COLUM-7580101-
GEMRL-UR001173-01-

REG s000|

REG 1,038 0 1,038 1000 350 o 350 =

REG z7

ni-1n001-oonoooan- - 07T 2548 0 2,540 3000 859 0 859

54105-225 o

COLUM-7580101-

GENRL-UR0OO1173-01-

b1-1000i-oousaoon- - 77 930 i
4] B
User 1D: jtg2006 Databasze: fintest
Date: Financial Systerns - Columbia University

Summary Change View

i start J é J {& Finaniial Systems Colum... || @ https://fintest.cc.colu...
|

Step Action

30. Click the Save button.
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test.cc.columbia.edu; - Financial Systems Columbia University - Windows Internet Explorer

Budget T

Gi? COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK

Print | Help | Links | Exit

Budget payroll Batch Process

Budget Tool Fayrall Worksheet Admin Department: 7580101 =

Ql Search Across All Pages

JONES,JANE DEPT=756000X ID=10099803000

COLUM-7580101-
GEMRL-PC002079-10-
01-00000-00000000- -
53300-290

COLUM-7580101- |
GEMRL-PCO02079-10-

01-00000-00000000- - REG 1,550

59010-290

COLUM-7580101-
GEMRL-PC002079-10-
01-00000-00000000- -
53020-290

COLUM-7580101-
GEMRL-URD01173-01-
01-10001-00000000- -
54105-225

COLUM-7580101-
GEMRL-URD01173-01-
01-10001-00000000- -
59010-225
COLUM-7580101-
GEMRL-UR001173-01-
01-10001-00000000- -
53020-225

TOTAL 1,038 0 1,038 8,022 350 o 350

REG s000

REG 1,038 o 1,038 1000 350 o 350

REG 27 —

Kl

User ID: £g2008 Datsbase: fintest
Date: Financial Systerns - Golumbia University

Change View

Start| | (& & Fi | Systems Colum... || & :
Im art| | @ | @ Financial systems Column.. |[ @ https://fntest.cc.colu | 0‘ o=

Step Action

31. To delete a row, click the Delete button.

intest.cc.columbia.edu; - Financial Systems Columbia University - Windows Internet Explorer

Budget T > Budget Toc

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Print | Help | Links | Exit

Budget payroll Batch Process

Budget Tool Fayrall Worksheet Admin Department: 7580101 =

Ql search Across all Pages

JONES,JANME DEPT=756000X ID=10099803000

COLUM-7580101-
GEMRL-PCO02079-10-
01-00000-00000000- -
53300-290

COLUM-7580101- |
GEMRL-PCO02079-10-

01-00000-00000000- - REG 1,550

59010-290

COLUM-7580101-
GEMRL-PC002079-10-
01-00000-00000000- -
53020-290

COLUM-7580101-
GEMRL-UR0O01173-01-
01-10001-00000000- -
54105-225

COLUM-7580101-
GEMRL-URD01173-01-
01-10001-00000000- -
59010-225
COLUM-7580101-
GEMRL-UR001173-01-
01-10001-00000000- -
53020-225

TOTAL 1,038 0o 1,038 8,022 350 o 350

REG 5000

REG 135

REG 1,038 o 1,038 1000 350 Ll 350

Kl

User ID: jtg2006 Database: fintest
Date: Financial Systems - Columbia University

Summary Change View

i start J é J {& Finaniial Systems Colum... || @ https://fintest.cc.colu...
|
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32. To view summary information, click the Summary button.

test.cc.columbia.edu, inancial Systems Columbia University - Windows Internet Explorer

Frint | Help | Links | Exit
2 COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK
Budget Payrall Batch Process
Budget Tool Payroll worksheet - Summary Admin Department: 7580101 —

Ql Search Across All Pages

SUMMARY

COLUM-7580101-GENRL-

PCO0Z079-10-01-00000- REG 5000

00000000- -53300-290

COLUM-7580101-GENRL-

PCO02079-10-01-00000- REG 1,550

00000000- -59010-290

COLUM-7580101-GENRL-

PC002079-10-01-00000- REG 135

00000000- -59020-290

COLUM-7580101-GENRL- I
PCO02079-10-01-00000- 6,685

00000000-

COLUM-7S80101-GENRL-

UR0O01173-01-01-10001- 007 2,548 0 2,548 3000 859 0 859
00000000- -54105-225

COLUM-7580101-GENRL-

URO01173-01-01-10001- REG 1,038 0 1,038 1000 350 0 350
00000000- -54105-225

COLUM-7580101-GENRL-

URO01173-01-01-10001- o7 930

00000000- -59010-225

COLUM-7S80101-GENRL-

URD01173-01-01-10001~- REG 310

00000000- -59010-225

0L LML TSR (1 < EHEL - hAd|
. |2l

User ID: jtg2006 Database: fintest
Date: Finandial Systerns - Colurnbia University

l Add | Detail | Save | Apply | Cancel
i start J ] J 1@ Financisl Systams Colum... || & https:/ /fintest.cc.cou...
|

Step Action

33. Users can enter summary level payroll budgets.

The last page of the worksheet shows grand totals by ChartString.
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test.cc.columbia.edu; - Financial Systems Columbia University - Windows Internet Explorer

Budget T

Print | Help | Links | Exit
&2 COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK
Budget payroll Batch Process
Budget Tool Fayrall Worksheet - Summary Admin Department: 7580101 =

Ql Search Across All Pages

SUMMARY

COLUM-7580101-GENRL-
PC002079-10-01-00000- REG 5000
00000000- -53300-290

COLUM-7580101-GENRL-
PCO02079-10-01-00000- REG 1,550
00000000- -59010-290

COLUM-7580101-GENRL-
PCO0Z079-10-01-00000- REG 135
00000000- -59020-290

COLUM-7580101-GENRL-
PCOD2079-10-01-00000- 6,685
00000000~
COLUM-7580101-GENRL-
URO01173-01-01-10001- o7 2,548 0 2,548 3000 859 0 859
00000000- -54105-225
COLUM-7580101-GENRL-
URO01173-01-01-10001- REG 1,038 0 1,038 1000 350 0 350
00000000- -54105-225
COLUM-7580101-GENRL-
URO01173-01-01-10001- onvy 930
00000000- -59010-225
COLUM-7580101-GENRL-
URO01173-01-01-10001- REG 310
00000000- -59010-225
Irmumr SRN1N1-EEHRL -
4

User ID: £g2008 Datsbase: fintest
Date: Financial Systerns - Golumbia University

Start| | (& & Fi | Systems Colum... || & :
IQ art| | @ | @ Financial systems Column.. |[ @ https://fntest.cc.colu | 0‘ o=

Step

Action

34.

To view detail information, click the Detail button.

Budgst T

Print | Help | Links | Exit
&2 COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK
Budget payroll Batch Process
Budget Tool Fayrall Worksheet Admin Department: 7580101 =

Ql Search Across All Pages

JONES,JANME DEPT=756000X ID=10099803000

COLUM-7580101-
GEMRL-PCO02079-10-
01-00000-00000000- -
53300-290

COLUM-7580101- |
GEMRL-PCO02079-10-

01-00000-00000000- - REG 1,550

59010-290

COLUM-7580101-

GEMRL-PC002079-10-

01-00000-00000000- - REG 135
53020-290

COLUM-7580101-
GEMRL-URD01173-01-
01-10001-00000000- -
54105-225

COLUM-7580101-

GEMRL-URD01173-01-

01-10001-00000000- - REG 1o
59010-225

COLUM-7S80101-

GEMRL-UR001173-01-

01-10001-00000000- - REG 27
59020-225

TOTAL 1,038 0 1,038 8,022 350 o 350
K|

REG 5000

REG 1,038 o 1,038 1000 350 o 350

User ID: jkg2006 Datshase: fintast
Date: Financial Systerns - Golumbia University

Summary Change View

i start J é J (& Financial Systems Colum... || @ https://fintest.cc.colu...
|
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35.

Change Yiew

Change View provides a different perspective showing budgets entered by
ChartString and all of the people charged to it.

To change the view, click the Change View button.

inancial Systems Columbia University - Windows Internet Explorer

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Budget payroll Batch Process

Budget Tool Fayrall Worksheet
Ql search Across all Pages

JOWES,JANE
DERT=758000% REG

ID=10059924000

TOTAL ALL EMPLOYEES

EXCLUDING FOREIGN CHART

STRINGS

COLUM-7580101-GENRL-PC0O02079-10-01-00000-00000000- -59010-290
JONES, JANE

DERT=758000% REG

ID=10089524000

TOTAL ALL EMPLOYEES

EXCLUDING FOREIGN CHART

STRINGS

COLUM-7580101-GENRL-PC0O02079-10-01-00000-00000000- -59020-290
JOMES,JANE

DEPT=758000% REG

ID=10099524000

TOTAL ALL EMPLOYEES

EXCLUDING FOREIGN CHART

STRINGS

COLUM-7580101-GENRL-UR001173-01-01-10001-00000000- -54105-225
JOMES,JANE

DERT=758000% REG 1,038 o 1,036
ID=10093%924000

5000

5,000

1,550

1,550

13%

1000

Print | Help | Links | Exit

Admin Department: 7580101 =

kil

User ID: jtg2006

Date

l add | Summary | Save | Apply | Cancel | Change View

i 5tart J @ J {& Financis| Systems Colum... || @ hitps:/ fintest.cc.colu...
|

Financial Systems

Step

Action

36.

Change Yiew

To revert to the previous view, click the Change View button again.
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inancial Systems Columbia University - Windows Internet Explorer

&2 COLUMBIA UNIVERSITY

Budget payroll Batch Process

Budget Tool Fayrall Worksheet Admin Department: 7580101 =

Search Across All Pages

Ql

JONES,

COLUM-7580101-
GEMRL-PC002079-10-
01-00000-00000000- -
53300-290

COLUM-7580101- 4
GEMRL-PCO02079-10-
01-00000-00000000- -
59010-290

COLUM-7580101-
GEMRL-PCO02079-10-
01-00000-00000000- -
59020-290
COLUM-7S60101-
GENRL-URDD173-01-

bi-1000i-000000on- - PEG | LA 0 1,08 1000 350 0 ss0
salos-225

COLUM-7580101-
GEMRL-URD01173-01-
01-10001-00000000- -
59010-225
COLUM-7580101-
GEMRL-UR001173-01-
01-10001-00000000- -
53020-225

TOTAL 1,038 0 1,038 8,022 350 o 350 'LI

Print | Help | Links | Exit

IN THE CITY OF NEW YORK

MNE D

REG s000

REG 1,550

REG 27 —

Kl

User ID: jt32006 Database: fintest
Date

Financial Systems

Change View

start| | & EFi | Systems Colum... || & : &)
I,.f art| | & | & Financisl ystems Colum... | [/ httpss//fntest.cc.colu | @ ‘ BE

Step

Action

37.

If you make a budget revision in the Summary view, a reconciling item (System
Generated Placeholder) is added to the Detail view.

Click and drag the scroll bar down to review totals.
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Budget T
Gi? COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK

Budget payroll Batch Process

Budget Tool Fayrall Worksheet

Q Search Across all Pages

Print | Help | Links | Exit

Admin Department: 7580101 =

GEMRL-URD01176-01-
01-10485-00000000- - FEC 1,240
58010-215

COLUM-7580101-
GEMRL-URD01176-01-
01-1048%-00000000- -
59020-21%

COLUM-7580101-
GEMRL-URDO1176-01-
01-10485-00000000- -
58020-215

TOTAL 16,943 71,976 88,919 22,309 36,082
TOTAL ALL EMPLOYEES EXCLUDING FOREIGN CHART STRINGS
COLUM-7580101-

GEMRL-PCO02079-10- 5,000
01-00000-00000000- - ’
53300-290

COLUM-7580101-

GEMRL-PCO02073-10- 1,550
01-00000-00000000- - '
59010-290

COLUM-7550101-
GEMRL-PCO02073-10- 135
01-00000-00000000- -

59020-290
COLUM-7580101-
GEMRL-UR001173-01-
01-10001-00000000- -

007 540

REG 108

3,586 0 3,586 4,000

5,710 24,256 29,966

1,209 0 1,209

=l
I

User ID: jt32006
Date:

Change View

Datsbase: fintest
Financial Systerns - Golumbia University

i start J é J (& Financial Systems Colum... || @ https://fintest.cc.colu...
|

| o|B=

Step

Action

38.

The Total amounts display in bold.

intest.cc.columbia.edu; - Financial Systems Columbia University - Windows Internet Explorer

Budget T > Budget Toc

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Budget payroll Batch Process

Budget Tool Fayrall Worksheet

Q search Across all Pages

Print | Help | Links | Exit

Admin Department: 7580101 =

GEMRL-UR0O01176-01-
01-10485-00000000- - REG 1,240
59010-215

COLUM-7580101-

GEMRL-URD01176-01-

01-1048%-00000000- - ooz 540
59020-21%

COLUM-7580101-
GEMRL-UR0O01176-01-
01-10485-00000000- -
53020-215

TOTAL 16,943 71,976 88,919 22,309 36,082
TOTAL ALL EMPLOYEES EXCLUDING FOREIGN CHART STRINGS
COLUM-7580101-

GEMRL-PC0O02079-10- 5.000
01-00000-00000000- - !
53300-290

COLUM-7580101-

GEMRL-PCO02073-10- 1,550
01-00000-00000000- - '
59010-290

COLUM-7580101-

GEMRL-PCO02073-10- 135
01-00000-00000000- -

S9020-290

COLUM-7580101-
GEMRL-UR001173-01-
01-10001-00000000- - 3,588 0 3588 +.000

REG 108

5,710 24,256 29,966

1,209 0 1,209

Kl

I

User ID: jtg2006
Date:

Summary Change View

Datsbase: fintest
Financial Systerns - Golumbia University

i start J é J {& Finaniial Systems Colum... || @ https://fintest.cc.colu...
|

| o|B=
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39.

When pressing Apply, the Direct Activity transaction generated in the Worklist will
have a status of Open.

ChartStrings that are local to your department will generate transactions. Personnel
accounts that are budgeted from the Payroll module will automatically create combo
codes in PAC.

To apply the updates/changes, click the Apply button.

(:https intest.cc.columbia.edu/ - Financial Systems Columbia University - Windows Internet Explorer

Fina > Budget Tool | >

e JILL TRACY GOLDE’

Frint | Help | Links | Exit
2 COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK
Budget Payrall Batch Process
Budget Tool Payroll worksheet - Confirmation Admin Department: 7580101 —
Ql Search Across All Pages

Description Earn |YTD |Encumb|Total |FY13 |Fy13 |Fyi4 [Fris [Frie [¥T Encumb | Total Il
Code |Salary |Salary |Salary |Budget |CurrEst|Budget [Budget |Budget [Fringe |Fringe [Fringe

1. PROPOSED DIRECT ACTIVITY

COLUM-7580101-GENRL-PCO02079-10-01-00000-

00000000- -53300-290 5,000

COLUM-7580101-GENRL-PCO02079-10-01-00000- 1550

00000000- -59010-290 !

COLUM-7580101-GENRL-PCON2079-10-01-00000- 135

00000000- -59020-220

COLUM-7580101-GENRL-URD01173-01-01-10001- 4,000

00000000- -54105-225 B

COLUM-7580101-GENRL-UROO1173-01-01-10001- 1 240 =
00000000- -59010-225 !

COLUM-7580101-GENRL-UROD1173-01-01-10001- 108

00000000- -59020-225

COLUM-7580101-GENRL-URDOO1176-01-01-10485- 4,000
00000000- -50010-225 B

COLUM-7580101-GENRL-URDD1176-01-01-10485-
00000000- -59010-215

COLUM-7580101-GENRL-URO01176-01-01-10485-
00000000- -59020-215

2. CURRENT DIRECT ACTIVITY

COLUM-7580101-GENRL-PCO02079-10-01-00000-
00000000- -53300-290

COLUM-7580101-GENRL-PCO02079-10-01-00000-
00000000- -59010-290 S|

| )

7,436

User ID: jtg2006 Database: fintest

Date: Financial Systems - Columbia University

Blsiart| | @ | & Financial systems colun.. | [ hetps://fntest.cc.colu... | @ ‘ (&[]

Step

Action

40.

Click and drag the scroll bar down to review the Change To Estimate.
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test.cc.columbia.edu; - Financial Systems Columbia University - Windows Internet Explorer

Budget T

Training Guide

Budget Tool

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Budget payroll Batch Process

Budget Tool Fayrall Worksheet - Confirmation

Q Search Across all Pages

Print |

Admin Department: 7580101 =

Help

| Links | Exit

00000000

0-215

00000000- -59020-225 " |||
COLUM-7580101-GENRL-URO01176-01-01-10485- 2392
00000000- -50010-225 !
COLUM-7580101-GENRL-UROD1176-01-01-10485- 0
00000000; 0-215

COLUM-7580101-GENRL-URDD1176-01-01-10485- 0
00000000- -59020-215

3. CHANGE TO ESTIMATE

COLUM-7580101-GENRL-PCON2079-10-01-00000- 5.000
00000000- -53300-290 ‘
COLUM-7580101-GENRL-PCO02079-10-01-00000- 1,550
00000000- -59010-230 ’
COLUM-7580101-GENRL-PCO02079-10-01-00000- 135
00000000- -59020-290

COLUM-7580101-GENRL-UR0O01173-01-01-10001- 4,000
00000000- -54105-225 !
COLUM-7580101-GENRL-URO01173-01-01-10001- 1,240
00000000- -59010-225 *
COLUM-7580101-GENRL-URD01173-01-01-10001- 108
00000000- -59020-225

COLUM-7580101-GENRL-UROO1176-01-01-10485- 1678
00000000- -50010-225 !
COLUM-7580101-GENRL-UROD1176-01-01-10485- 7438
00000000- -59010-215 ‘!
COLUM-7580101-GENRL-UROO1176-01-01-10485- 648

Kl

User ID: jt32006
Date:

Datsbase: fintest
Financial Systerns - Golumbia University

i start J é J (& Financial Systems Colum... || @ https://fintest.cc.colu...
|

| o|B=

Step

Action

41.

The Change To Estimate section displays.

intest.cc.columbia.edu; - Financial Systems Columbia University - Windows Internet Explorer

Budget T

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Budget Toc

Budget payroll Batch Process

Budget Tool Fayrall Worksheet - Confirmation

Q search Across all Pages

Print. |

Help

Admin Department: 7580101 =

| Links | Exit

00000000- -59020-215

00000000- -59020-225 " |||
COLUM-7580101-GENRL-URO01176-01-01-10485- 2392
00000000: 10-225 !
COLUM-7580101-GENRL-UROD1176-01-01-10485- 0
00000000- -59010-215

COLUM-7580101-GENRL-URDD1176-01-01-10485- 0
00000000- -59020-215

3. CHANGE TO ESTIMATE

COLUM-7580101-GENRL-PCON2079-10-01-00000- 5.000
00000000- -53300-290 ‘
COLUM-7580101-GENRL-PCO02079-10-01-00000- 1,550
00000000- -59010-230 ’
COLUM-7580101-GENRL-PCO02079-10-01-00000- 135
00000000- -59020-290

COLUM-7580101-GENRL-URO01173-01-01-10001- 4 000
00000000- -54105-225 !
COLUM-7580101-GENRL-UROD1173-01-01-10001- 1,240
00000000- -59010-225 *
COLUM-7580101-GENRL-URD01173-01-01-10001- 108
00000000- -59020-225

COLUM-7580101-GENRL-UROO1176-01-01-10485- 1678
00000000- -50010-225 !
COLUM-7580101-GENRL-UROD1176-01-01-10485- 7438
a0000000; 10-215 ‘
COLUM-7580101-GENRL-URDOO1176-01-01-10485- 648 ||

Kl

User ID: jtg2006
Date

Datsbase: fintest
Financial Systerns - Golumbia University

i start J é J {& Finaniial Systems Colum... || @ https://fintest.cc.colu...
|

| o|B=
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Step Action

42, Click the Confirm button.

2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Budgst

Payrall Batch Process
Budget Tool Worklist

Current Quarter: 201301

Ql Search Across All Pages

[B [ryoe [char strng

r oa COLUM-7580101-GENRL-URO01176-01-01- DIRECT GOLDSTEIN, JILL  |2012.09.21 QOPEN RELEASE 000030P1 201301
10485-00000000- ACTIVITT TRACY (JTGZ006) 11:23

r oa COLUM-7580101-GENRL-URD01173-01-01- DIRECT GOLDSTEIN, JILL | 2012.09.21 OPEN RELEASE 000030P2 201301
10001-00000000- ACTIVITY TRACY (JTG2006) 11:23 | |

'- DA COLUM-7580101-GEMRL-PC002079-10-01- DIRECT GOLDSTEIN, JILL 2012.09.21 OPEN RELEASE 000090P3 201301
00000-00000000- ACTIVITY TRACY (JTG2006) 11:23

|— DA COLUM-7538509-SPONS-PGO01849-25-01- DIRECT BURKE, JOHN 201z2.09.21 APPROVED FINAL TRANSMIT 0ooogYzy 201301
F0003-TWK16- ACTIVITY (IB1223) 03:09

r = COLUM-7S38503-SPONS-PGO01E49-25-01- ICR PHASE 1 BURKE, JOHN 201z.09.21 APPROVED FINAL TRANSMIT 0000&8YSZ 201301
FO003-TWk16- -69811-371 (IB1223) 05:09
COLUM-7501101-GEMRL-UR00S349-01-01-
F0302-00000000- -42100-080

r Da COLUM-1418102-GENRL-UR004672-01-01- DIRECT GOLDSTEIN, JILL | 2012.09.20 QOPEN RELEASE 000030LY 201391
00000-00000000- ACTIVITY TRACY (JTG2006) 14:10

'- Da COLUM-2501101-GEMRL-ENODLZ227-60-01- DIRECT GOLDSTEIN, JILL 2012.09.19 OPEN RELEASE 000090L1 201391
50216-00000000- ACTIVITY TRACY (JTG2006) 22:48

'- T COLUM-7SCLO0X-GENRL-URDOA974-01-01- P&S OPEX GEMN 2012.09.19 POST FAILED OMB ACTION 00008YDX 201301
1085%-00000000- -76200-810 11:08 REQUIRED
COLUM-7501101-GEMRL-UR0O0S356-01-01-
10719-00000000- -71200-610

r T= COLUM-7SCLO0X-GENRL-URDOE974-01-01- P&S OPEX SPOM 2012.09.19 POST FAILED OMB ACTION 00oosYDyY 201301
10859-00000000- -76208-810 11:08 REQUIRED
COLUM-7501101-GEMRL-UR00S356-01-01-
10719-00000000- -71208-610

| il L0l L-lRANASZ3-01-01- P OPF: izle]}} 0120949 POST FATIFD OMP ACTIORN OO0 01301 %

Frint | Help | Links | Exit

Count: 439 Page 1/

User ID: jtg2006
Date:

l Edit | view | Release | Delete | Recall | Approve | Reject | History

sttart | &

| @ Financil systems colum... || & hitps:/ fintest.cc.colu..

Database: fintest
Financial Systems - Columbis University

Step Action

43.
have a status of Open.

When pressing Apply, the Direct Activity transaction generated in the Worklist will

Page 182




Budget T

Training Guide
Budget Tool

Budget Tool Worklist
Current Quarter: 2013Q1

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Budget payroll Batch

Process

Ql Search Across All Pages

[B Jrvpe Jchart string [pescription JHodifier JiastUpdate Jstatus __Jnext action J1rans 1d_Jposted B

'- oA COLUM-7580101-GEMRL-UR001176-01-01- DIRECT GOLDSTEIN, JILL  |2012.09.21 OPEN RELEASE 000090P1 201301
10485-00000000- ACTIVITY TRACY (JTGZ006) |11:23

'- DA COLUM-7580101-GENRL-UR001173-01-01- DIRECT GOLDSTEIN, JILL |2012.09.21 OPEM RELEASE 000090P2 201301
10001-00000000- ACTIVITY TRACY (JTGZ006) 11:23 -

[ DA |COLUM-7S80101-GENRL-PCDOZO79-10-01-  DIRECT GOLDSTEIN, JILL  2012.09.21  QPEN RELEASE 000090P3  2013Q1
00000-00000000- ACTIVITY TRACT (JTGZ008) |11:23

[T DA |COLUM-7538503-5PONS-PGDD1849-25-01- | DIRECT BURKE, JOHN 2012.09.21  APPROVED FINAL TRANSMIT 00o0EY27 201301
F0003-TWK1E- ACTIVITY (381223} 08:09

'- T COLUM-7538509-5FPONS-PGO01649-25-01- ICR PHASE 1 BURKE, JOHN 2012.09.21 APPROVED FINAL TRANSMIT 00008YSZ 201301
70003-TWk16- -69611-371 (IB1223) 0&:09
COLUM-7501101-GEMRL-UR0053453-01-01-
70302-00000000- -42100-060

'- DA COLUM-1418102-GENRL-UR004672-01-01- DIRECT GOLDSTEIN, JILL | 2012.09.20 OPEM RELEASE 000090LY 201301
00000-00000000- ACTIVITY TRACY (JTGZ006)  14:10

[ DA |COLUM-2S01101-GENRL-ENOO1227-60-01-  DIRECT GOLDSTEIN, JILL  2012.0919  OPEN RELEASE 00ODIOLL  2013G1
S0216-00000000- ACTIVITY TRACT (JTGZ008) |22:48

[T TX |COLUM-7SCLODX-GENRL-URDDG974-D1-01- PGS OPEX GEN 2012,09.13  POSTFAILED  |OMB ACTION  00008YDX  2013Q1
10859-00000000- -76200-810 11:08 REQUIRED
COLUM-7501101-GENRL-UR005356-01-01-
10713-00000000- 71200610

[T T% | COLUM-75CLO0X-GENRL-URODES74-01-01-  |PAS OPEX SPON 2012,0913  POSTFAILED  |OMB ACTION  0000BYDY 201301
10853-00000000- -76206-510 11:08 REQUIRED
COLUM-7501101-GENRL-UR005356-01-01-
10713-00000000- -71206-610

[millEE LLM-7 SRS 00x-GEMEI =1 IRONAF73-01-01- P PE: PO n12.09.19 P L EATIED uls TION nOn0aYe, 01 il

Print | Help | Links | Exit

Date:

Count: 439 Page 1/

User ID: jt32006

Releaze

Reject | History

Datsbase: fintest
Financial Systerns - Golumbia University

I,.;'start | &

J (& Financial Systems Colum... || @ https://fintest.cc.colu...

Step

Action

44,

You have completed how to enter/review budget data for payroll.
End of Procedure.
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Batch Upload

This is the Batch Upload lesson of the Budget Tool course. Upon completion of this lesson, you
will be able to:

e Understand the steps required perform a batch upload for Direct Activity, Transfers, and
Payroll

Estimated Time to Complete Lesson: 15 minutes
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Direct Activity

The Batch Direct Activity module provides the ability to upload large numbers of ChartStrings
and direct activity accounts for multiple fiscal years from an Excel spreadsheet directly into the
Budget Tool. A user downloads a template from the Download Direct Activity ChartString
Selector, revises direct activity accounts in the template, and uploads the changes to the Budget
Tool. Upon successful validation, the uploaded batch can be processed and transactions are
created in the Worklist.

The user manages transactions that can be created via the online screens and the Batch Upload
facility. You cannot have two active transactions for the same ChartString regardless of the fiscal
year revised. The user will be prompted that the ChartString is in an existing transaction and
cannot be edited. The existing transaction must be finally approved and sent to ARC or recalled
and deleted before another one can be created.

Batch is one common staging area for all downloads/uploads. Excel files can be uploaded directly
now, there is no need to save as text anymore. Personnel expenses are budgeted in the Batch
Payroll module. 7X-series Transfer accounts are budgeted in the Batch Transfers module.

Procedure

This topic provides guidance how to download Direct Activity.

Welcome JILL TRACY GOLDSTEIN

Frint | Help | Links | Exit

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Budgst Fayroll Batch Frocess

Budget Tool Worklist
Current Quarter: 201301

Ql Search Across All Pages

[B Jrype Jchart string Modifier Last Update Next Action Posted

[ DA COLUM-S410103-GENRL-URDNLE27-01-01- DIRECT SANTOS, ROSA M 124045 OPEN RELEASE 00005GTS 201301
£0300-AMRTE- ACTIVITY (RMS2175) 1044

[ DA COLUM-5560120-5PONS-PGO04502-25-01- DIRECT WERFFELL, GABRIELE  2012,10.15  AFPROVED FINAL TRAMSMIT D0D0SHIF 201301
£0001-00000000- ACTIVITY (GW199) 1044

I~ Da COLUM-7521302-GENRL-URDO3043-01-01- DIRECT TROFIN, MIRELA M. 2012.10.15 RELEASED APPROVE 00005HS9 2D13Q1_
10329-70000000- ACTIVITY (MNT1) 10:43

[ DA COLUM-S410103-GENRL-URDN1E27-01-01- DIRECT SANTOS, ROSA M 20121015 APPROWED: APPROVE: 00005GQW | 201301
00000-00000000- ACTIVITY ({RMSZ179) 10:41 LOCAL PRELIM LOCAL FINAL

[ [T COLUM-S410103-GENRL-URDN1E27-01-01- ADMIN FEE SANTOS, ROSA M 20124015 APPROVED: APPROVE: 0000SHSC 201301

00000-00000000- -75300-805 (RMSZ179) 10:41 LOCAL PRELIM LOCAL FINAL
COLUM-5401101-GENRL-UROO1815-01-01-
00000-00000000- -70300-605

I oa COLUM-5410204-5PONS-PG004325-25-01- DIRECT VITERBO, LUCIA A 2012.10.15 APPROVED FINAL TRAMSMIT onnosHZBE 201301
00000-00000000- ACTIVITY (LAvz11z) 10:39

™= COLUM-5410204-SPONS-PGO04325-25-01- ICR PHASE 1 VITERBO, LUCIA & 2012.10.15 APPROVED FINAL TRANSMIT 00005H31  2013Q1
00000-00000000- -63811-371 (LAvz112) 10:39
COLUM-5401101-GENRL-URON1815-01-01-
00000-00000000- -42100-080

[T |pa  COLUM-5410103-GENRL-UR0O01827-01-01- DIRECT SANTOS, ROSA M 2012.10.15 APPROVED: APPROVE: D000SHSE  2013Q1
00000-ERZ740- ACTIVITY (RMS2179) 10:37 LOCAL PRELIM  LOCAL FINAL

™ DA COLUM-5410103-GENRL-UROO1827-01-01- DIRECT SANTOS, ROSA M 2012.10.1% APPROVED: APPROVE: 0000sSGTC 201301
60300-ERBZ2740- ACTIVITY (RMSZ179) 10:35 LOCAL PRELIM LOCAL FINAL

I pa COLUM-8062201-GENRL-GTO04721-30-01- DIRECT BURMAN, YELENA 2012.10.1% CREN RELEASE 0000SHSL 201301
60410-00000000- ACTIVITY (rezz29. 10:30

=
Count: 615 Page 1413 |[=||< || |>|

User ID: jtg2006 Database: Production
Dats: Financial Systemns - Columbia University

l Edit | view | Release | Delete | Recall | Approve | Reject | Histary

2 - Jumbia - wi... | [ 2 . cc.col... B
Imsmt J & J (& Finsys | MyColumbia - Wi.. || & https://finprod.cc.col. J L7} ‘ 2]

Step Action

1. Point to the Batch link.
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r
-
-
-
5

a0

I
I
I

=

Budget Tool Worklist

Gi? COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK

Budget payrall -

Download Dirsct Activity

Current Quarter: 2013Q1 Download Transfers
Ql Search Across All P Download Payrall

(B rype [chort sty |RETREEED

DA COLUM-5410103-GENRL-U  List Batches

60300-AMR76- ACTIVITT
DA COLUM-5560120-SPONS-PGO04502-25-01- DIRECT
£0001-00000000- ACTIVITY
DA COLUM-7521302-GENRL-URO03043-01-01- DIRECT
10329-70000000- ACTIVITY
oA COLUM-5410103-GENRL-URON1827-01-01- DIRECT
00000-00000000- ACTIVITY

T COLUM-5410103-GENRL-UROOLB27-01-01- ADMIN FEE
00000-00000000- -75300-605
COLUM-5401101-GENRL-UROO1815-01-01-
00000-00000000- -70300-605

DA COLUM-5410204-SPONS-PGO04325-25-01- DIRECT
00000-00000000- ACTIVITY

T= COLUM-S410204-SPONS-PG004325-25-01- ICR PHASE 1
00000-00000000- -69811-371
COLUM-5401101-GENRL-URO01815-01-01-
00000-00000000- -42100-080

DA COLUM-5410103-GENRL-URO01827-01-01- DIRECT

00000-ER2740- ACTIVITY
oA COLUM-5410103-GENRL-URON1827-01-01- DIRECT

60300-ER2740- ACTIVITY
DA COLUM-8062201-GENRL-GTOD4721-30-01- DIRECT

£0410-00000000- ACTIVITY

05, ROSA M
(Ra2179)
WERFFELI, GABRIELE
(GWi199)

TROFIN, MIRELA N,
(MNTL)

SANTOS, ROSA M
(RMS2179)

SANTOS, ROSA M
(RMS2179)

WITERBO, LUCIA 4
(Lavz112)
VITERBO, LUCIA A
(LAvZ112)

SANTOS, ROSA M
(RM52179)
SANTOS, ROSA M
(RM52179)
BURMAN, YELEMNA
(TB2229)

2012.10.15
10:44
2012.10.15
10:44
z01z.10.15
10:43
2012.10.15
10:41

2012.10.15
10:41

2012.10.15
10:38

2012.10.15
10:39

2012.10.15
10:37
2012.10.15
10:35

2012.10.15
10:30

Print | Help | Links | Exit

QFEN RELEASE 00005GTS

APPROWED FINAL TRANSMIT DO00SH3P

RELEASED APPROVE 00005HSS

APPROVED: APPROVE: 0nn0sGoW
LOCAL PRELIM LOCAL FINAL

APPROVED: APPROVE: D0005HSC

LOCAL PRELIM

LOCAL FINAL

APPROWED FINAL TRANSMIT D0005HZB
APPROVED FINAL TRAMSMIT 0000SH31
APPROVED: APPROVE: 00005SHSS
LOCAL PRELIM LOCAL FINAL

APPROVED: APPROVE: 0nnosGTC
LOCAL PRELIM LOCAL FINAL

QPEN RELEASE DO00SHS1

201301
201301
2013Q1
201301

201301

201301

201301

201301
201301

201301

Da

Count: 615 Page 1/13

User ID: jt32006

te:

Release Reject | History

Databaze: Production
Financial Systerns - Golumbia University

Imstart | &

J (& FinSys | MyColumbia - Wi... || @ https://finprod.cc.col...

| o|B=

Action

Diownload Direct Activity

Click the Download Direct Activity link.

Budget T

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Budget payroll Batch Process

Download Direct Activity

Chart String or Id:

Business Unit:
Department:

PC Business Unit:
Project:

Activity:
Initistive:
Segment:

Site:

File extension for the

7902203 - COM ACCOUNTING OFFIC

download file

LLbLbpLbpLby

Fzls
Cxlsx

User ID: jtg2006
Date

Print | Help | Links | Exit

Databaze: Production
Financial Systerns - Golumbia University

Imstart | &

J (& FinSys | MyCalumbia - Wi... || @ https://finprod.cc.col..
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Step

Action

accounts with

budgets or actuals will be shown.

The Download Direct Activity ChartString Selector is used for retrieving a group of
ChartStrings to be budgeted in the Excel template.

If a ChartString has an in process transaction, the latest current estimate and future
year budget values will be retrieved to be downloaded. Like Direct Activity, only

Upon “Next”, a Windows dialog box comes up prompting the user to “Open”,
“Save” or “Cancel”. After choosing a file name and folder to save, the template
opens in Excel.

Financ s > Budget Too
IN THE CITY OF NEW YORK

Budaet payroll

Cownload Direct Activity

User ID: jtg2006
ate:

> Batch =

2 COLUMBIA UNIVERSITY

Batch Process

Chart String or Id: |

Business Unit:

Department: 7802203 - CDM ACCOUNTING OFFIC
PC Business Unit:

Project:

Activity:

Initiative:

Seqment:

LHLLHLLOLL D

Site:

File extension for the download file

Culs
Cixlsx

elcome JILL TRACY GOLDE’

Frint | Help | Links | Exit

Database: Production
Financial Systems - Columbis University

IMJ & J & Finsys | MyColumbia - Wi.. W J (7} ‘
Step Action
4. To optimize download performance, you can limit the size of the downloaded file by
filtering.
Click the Clear button.

Clear
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indows Internet Explorer

Print | Help | Links | Exit

Gi? COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK

Budget payroll Batch Process

Download Direct Activity

Chart String or Id:

Business Unit:
Despartment:

PC Business Unit:
Project:

Activity:
Initistive:

Segment:

yelyelyclyelyclyolyelye]

Site:

File extension for the download file

Fxls
Cxlsx

User ID: jt32006 Databaze: Production

Date: Financial Systerns - Golumbia University

i start J @ J & Finsys | MyCalumbia - Wi... || & https://finprod.cc.col...
|

Step Action

5. To download a Department or Project value is required.

indows Internet Explorer

Print | Help | Links | Exit

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Budget payroll Batch Process

Download Direct Activity

Chart String or Id:

Business Lnit:
Departrnent:

PC Business Unit:
project:

Activity:
Inititive:

Segment:

LLbLbpLbpLby

Site:

File extension for the download file

Fzls
Cxlsx

User ID: 32006 Databaze: Production
Date: Financial Systerns - Golumbia University

i start J @ J & Finsys | MyCalumbia - Wi... || & https://finprod.cc.col...
|
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Step

Action

Click in the Project: field.

finprod.cc.columbia.edu; - Financial Systems Columbia University - Windows Internet Explorer

2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Download Direct Activity

User ID: jt32006 Databaze: Production
Date

Print | Help | Links | Exit

Budget Payrall Batch Process

Chart string or Id:

Business Unit:
Despartment:

PC Business Unit:
Project:

Activity:
Initistive:

Segment:

LLLLLLLE

Site:

File extension for the download file

Fxls
Cxlsx

Financial Systerns - Columbia Universits

@ EFi lumbia - Wi... || & : &)
I,l;'start | & | & Finsys | Mycolumbia - .. |[ & https://finprod.ce.col | @ ‘ BE

Step

Action

Enter the desired information into the Project: field. Enter "UR001410".
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indows Internet Explorer

Print | Help | Links | Exit

Gi? COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK

Budget payroll Batch Process

Download Direct Activity

Chart String or Id:

Business Unit:
Despartment:

PC Business Unit:

felyolyelye]

Project: URON1410]

Activity: | DDS PRECLINICAL - [UR001410] PCBU=GENRL FUND=01 DERT=7901101

Inttiative:

Segment:

LLHL

Site:

File extension for the download file

Fxls
Cxlsx

User ID: jt32006 Databaze: Production

Date: Financial Systerns - Golumbia University

i start J @ J & Finsys | MyCalumbia - Wi... || & https://finprod.cc.col...
|

Step Action

8. Click the DDS PRECLINICAL - [UR001410] PCBU=GENRL FUND=01
DEPT=7901101 link.

indows Internet Explorer

Frint | Help | Links | Exit

2 COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK

Budgst Fayroll Batch Frocess

Cownload Direct Activity

Chart String or Id:

Business Unit:

Department:

PC Business Unit:

Project: URDD1410 - DDS PRECLINICAL|
Activity:

Initiative:

Seqment:

LPLLHLLLL D

Site:

File extension for the download file

Culs
Cxlsx

User ID: jtg2006 Database: Production
Dats: Financial Systemns - Columbia University

#/start J & J & Finys | MyColumbia - Wi... || & https://finprod.cc.col...
L
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Action

Click the Next button.

Fin sudge teh
&2 COLUMBIA UNIVERSITY S
IN THE CITY OF NEW YORK
Budget Payroll Batch Process Processing. Please w|

Download Direct Activity

Chart String or Id:

Busines

File Download [ ]
Departr Q
is file?

oc s D0 vou want to open or save this file? h

Project: qﬂj Name: BudgetDownlnad.xls oy

Betivity O Type: Microsoft Excsl 97-2003 Workshest o}

Fiom: finprod.cc.columbia.edu

Initiativ oy

Segmer Open Sae  |[ cameel | [

Site: oy

I |y Whie files from the Intemet can be useful, some files can potentialy —
File ex haim your computer. If you do not trust the source, do ot open or
save this file. What's the risk?
Fxls
Cxlsx

Uzer 1D: jkg20086 Database: Production
Date: Financial Systerns - Columbia University

a University - Windows Internet Explorer

@ & Fi lumbsia - Wi... || & : 5|
Iljstart | & | & Finsys | Mycolumbia - .. |[ & https://finprod.ce.col | @ ‘ BE

Step

Action

10.

Click the Open button.
Open

Page 191




Training Guide m
Budget Tool

(& | = I= BudgetDownlosd[1] [Compatibility Mode] - Microsaft Excel o e R
Home Insert  Pagelayout  Formulas Data Review  ‘iew a@o@ =
= . = ] —} S=set- E - 5
SE R S e B BRI A
g =2 3 Foelete - 3] #
Paste B I U-| D~ MeA- = G- § - 9% s %0 % Conditional Format Cell | .. Sort& Find &
R = = = = ° B0 *0 | omatting = as Table = Styles ~ | B Format ™ | (2™ Filter= select v
Clipboard 1 Fant . Alignment , humber , Styles Cells Editing
Al - Jx | Batch Type - DA A
B C D E [ G H J N
FY13 F¥14 F¥1S F¥le
1 [CurrEst Budget Budget Budget Chart Id Project Proj Desc Account | Acct Desc
-
2 0003169 URDOL410 DD PRECLINICAL 40500 SCHOOL FEES
v
3 0002271 URDO1410 DD$ PRECLINICAL 51410 OFFICE SUPPLIES-GENERAL
4 2,208 000SZNO URDOL410 DD PRECLINIGAL 61450 INSTRUCTI ONAL SUPPLY-GENERA
sl L =|
5 480,000 000D6EY URDOL410 DD PRECLINICAL £1500 LAB SUIPPLIES-GENERAL
B 2,991 000DCDT URDO1410 DD$ PRECLINICAL 51500 L&B SUPPLIES-GENERAL
7 6,624 000SRSS URDOL410 DD PRECLINIGAL 61525 L& SUP-ELETR COMPONENTS
8 11,986 000BJGH URDO1410 DD PRECLINICAL 61525 L&B SUP-ELETR COMPONENTS
3 000PWHS  URDOL410 DD$ PRECLINICAL 51555 LiB CHEM- MEDIA/SERA | |
(EESIERE I S EEELE R Ll ER R
10 10,000 000F9Z9 URDOL410 DD PRECLINICAL 61600 IMED| CAL SUPPLIES-GEMERAL
L | EEIE SUFPUES-EETEL |
11 8,989 0002272 URDO1410 DD$ PRECLINICAL 51600 MEDI CAL SUPPLIES-GENERAL
12 13,483 000FOVH URDOL410 DD PRECLINICAL 51510 MINGR EQUIPMENT-GENERAL
e
13 0009CWE  URDOL41D DD PRECLINICAL 62025 REPRODUCTION COSTS
14 801 0008YHG  URDOL410 DD$ PRECLINICAL 53450 FREIGHT & PARCEL SHIFPING
-
=
H 4 b ¥ | page0o1 EJ 4 [ il | vl
Ready | |[FEEmEm 100 (=) y! (+)
Histart| | @ | (& Finsys | MyColumbia - Wi... | @ httpsifffinprod.cc.colum. .. |[[] Microsoft Excel - Bud... | @ ‘ B

Step Action

11. The first tab (sheet) of the Excel worksheet will always be uploaded. Deleting
unchanged rows in the spreadsheet will improve upload performance.

Debit/credit amounts are entered with a +/- sign for expense and revenue. Credit
amounts will appear in red.

If a user uploads a fiscal year budget column with blank values or unchanged values,
no change occurs.

The column headings of the template must be present in the first row with the
column order of the downloaded fields unchanged.

Revisions are entered in the spreadsheet similar to the methods employed on the
Direct Activity screen.
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(& | = I= BudgetDownlosd[1] [Compatibility Mode] - Microsaft Excel o e R
Home Insert  Pagelayout  Formulas Data Review  ‘iew a@o@ =
=3 P (o] = ) =  S=Inset-  E - [
Bl £ il v AT = ® S cenenl - lj‘ ﬁjﬂ B c e * 7‘? lﬂ
g =2 3 Foelete - 3] #
Paste B I U-| D~ MeA- = = G- § - 9% s %0 % Conditional Format Cell | .. Sort & Find &
R = = = = ° B0 *0 | omatting = as Table = Styles ~ | B Format ™ | (2™ Filter= select v
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Step

Action

12.

ChartStrings returned are based on the filter selections. The required ChartFields and
budget columns are to the leftmost section of the template and each ChartField will
be followed by its description.

Other informational fields are available by scrolling to the right and their contents
will be discarded upon upload.

The shaded columns represent informational fields and are not required. If you make
an update in those columns, it will be discarded.
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Step Action

13. Debit/credit amounts are entered in whole dollars with +/- signs, where new values
entered replace old values. Budget columns are formatted as numeric. If you do not
want to revise a budget for a given fiscal year, leave it alone. Uploaded blanks are
interpreted as no change.

To add a new account or ChartString, insert a new row in the spreadsheet filling in
the required fields. Unchanged rows are discarded upon upload.

You can edit a budget to an existing Chart Id where the Chart Id is supplied or insert
a new row leaving the Chart Id blank and supplying the ChartField values. The Fund
and function ChartFields will be derived.
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Step

Action

14.

Click in the FY13 CurrEst field.

2,208

Page 195




Training Guide
Budget Tool

|= BudgetDownload[1] [Compatibility Mode] - Microsoft Excel = e 2
Home Insert  Pagelayout  Formulas Data Review  ‘iew a@o@ =
v _ ) | Celnset- E -
Bl £ Calion -1 ®»- S |custom - ﬁ ﬂ‘iﬁ L:‘ﬂ g=inse ‘KF lﬁ
= By~ 3 - I Delete - | (3] z
Paste Blsr U- - § - 9 3 %0 08 Conditional Format Cell | .., Sort& Find &
R = = ° B0 *0 | omatting = as Table = Styles ~ | B Format ™ | (2™ Filter= select+
Clipboard Fant Alignment humber Styles Cells Editing
Ba . F| 2208 -
B C D E [ G H J N
FY13 F¥14 F¥1S F¥le
1 CurrEst Budget Budget Budget Chart Id Project Proj Desc Account | Acct Desc
-
2 0003169 URDOL410 DD PRECLINICAL 40500 SCHOOL FEES
v
3 0002271 URDO1410 DD$ PRECLINICAL 51410 OFFICE SUPPLIES-GENERAL
4 2,208 _| 000SZNO URDOL410 DD PRECLINIGAL 61450 INSTRUCTI ONAL SUPPLY-GENERA
r
5 480,000 000D6EY URDOL410 DD PRECLINICAL £1500 LAB SUIPPLIES-GENERAL
B 2,991 000DCDT URDO1410 DD$ PRECLINICAL 51500 L&B SUPPLIES-GENERAL
7 6,624 000SRSS URDOL410 DD PRECLINIGAL 61525 L& SUP-ELETR COMPONENTS
8 11,986 000BJGH URDO1410 DD PRECLINICAL 61525 L&B SUP-ELETR COMPONENTS
3 000PWHS  URDOL410 DD$ PRECLINICAL 51555 LiB CHEM- MEDIA/SERA | |
r
10 10,000 000F9Z9 URDOL410 DD PRECLINICAL 61600 IMED| CAL SUPPLIES-GEMERAL
L | EEIE SUFPUES-EETEL |
11 8,989 0002272 URDO1410 DD$ PRECLINICAL 51600 MEDI CAL SUPPLIES-GENERAL
12 13,483 000FOVH URDOL410 DD PRECLINICAL 51510 MINGR EQUIPMENT-GENERAL
r
13 0009CWE  URDOL41D DD PRECLINICAL 62025 REPRODUCTION COSTS
14 801 0008YHG  URDOL410 DD$ PRECLINICAL 53450 FREIGHT & PARCEL SHIFPING
-
W 4 b ¥ | page0o1 EJ 4 [ il
Ready | [}
Histart| | @ | & Finys | MyColumbia - Wi... | @ httpsifffinprod.cc.colum. .. |[[] Microsoft Excel - Bud... | u\

Action

Enter the desired information into the FY 13 CurrEst field. Enter "500".
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Step

Action

16.

4

Right-click in the Row 4 cell.
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Step

Action

17.

Click the Insert menu.
Insert
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Step Action

18. The required columns are budget amounts for the Current Estimate (CE) and three
future years, and the ChartFields.

Click in the FY13 CurrEst field.

—1
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Action

Enter the desired information into the FY 13 CurrEst field. Enter *1000".
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Step

20.

Click in the Project field.
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Action

Step

21.

Enter the desired information into the field. Enter "UR".
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Step Action

22. Click in the Account field.
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Enter the desired information into the field. Enter "64005".
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Action

24.

Press [Right].
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25.

Press [Right].
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26.

Enter the desired information into the Bus Unit field. Enter "COLUM".
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217.

Press [Right].
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Action

28.

Enter the desired information into the Dept field. Enter "7901101".
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29.

Press [Right].
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30. Press [Right].
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31 Enter the desired information into the PC Bus Unit field. Enter "GENRL".
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32.

Press [Right].
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33.

Press [Right].
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34. Enter the desired information into the Initiative field. Enter "50015".
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35.

Press [Right].
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36.

Enter the desired information into the Segment field. Enter "00000000".
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BudgetDownload[1] [Compatibility Mode] - Microsoft Excel = e 2
Insert  Pagelayout  Formulas Data Review  ‘iew @@ =
BN T x -
vose - BB DM
¥ Dalete - | [§] -
Paste $ - % o | %8 ;% | Conditional Format  Cell Sort & Find &
- " B0 =0 matting - as Table - Styles - | HEIFormat = | 27 Fiter - Select+
Clipboard = Font w Alignment £} Humber £} Styles Cells Editing
va - (© X + f| 00000000 v
4 @ @ R S T U N
PC Bus
1 Unit Activity Initiative Segment
-
2 GENRL 01 50187 00000000
4
g GENRL 01 50015 00000000
GENRL 1 50015 00000000
-
5 GENRL 01 50187 00000000
4
B GENRL 01 50167 00000000
-
7 GENRL 01 50015 00000000
4
g GENRL 01 50187 00000000
4
3 GENRL 01 50015 00000000
-
i1} GEMNRL 01 50187 00000000
4
" GENRL 01 50187 00000000
-
12 GENRL 01 50015 00000000
-
13 GENRL 01 50015 00000000
4
14 GENRL 01 50187 00000000
-
15 GENRL 01 50187 00000000 -
W 4 b M| pageno1 14 [T} a0
e T+
Fd (7]
BudgetDownload[1] [Compatibility Mode] - Microsoft Excel = B IR
Insert  Pagelayout  Formulas Data Review  ‘iew @@ =
. . = Selnsert s E v
TE e o oaw == - e &
B3~ ¥ Delete - | (3]~
Paste § - 9 %@ .9 Conditional Format  Cell | . Sort & Find &
E B0 =0 rmatting = as Table = Styles~ | FEIFormat* | (27 Filter - Select -
Clipboard = Font w Alignment £} Humber £} Styles Cells Editing
34 & £ <
4 R S T U W W N
1 Activity Initiative Segment Site
S
2 o S0187 00000000
50015 00000000
50015 00000000
50187 00000000
50167 00000000
50015 00000000
S0187 00000000
50015 00000000
50187 00000000
50187 00000000
50015 00000000
50015 00000000
50167 00000000
50167 00000000 -
H 4 b ¥ | page00i i1 [ a0
B & &
Fd o
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Step Action

38. Press [Right].

BudgetDownload[l] [Compatibility Mode] - Microsoft Excel o 2

Insert Page Layout Formulas Data Revigwr Wiew o @B R

Text -

K5 = = BT AT @
- ¥ Delete ~ | [
Paste B I U~ i~ 8- A- § - % % 89 Condtional Format  cCell Sort& Find &
- U-|&-| S | 8 =3 Formatting - as Table = Styles = | o Format = | 27 Fiter= Select -
Clipboard Fant " Alignment 5 Humber 5 Styles Cells Editing
za - £ b
2 T U v w i — =

1 Initiative
r
2 50187
v

50015
"S0015
v

50187
v
50187
v
50015
v
50187
v

9 50015
—

10 50187
I r

11 50187
o

12 so015
=

13 50015
o

14 s0187
r

16 50187

Step Action

39. Press [Right].
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BudgetDownload[1] [Compatibility Mode] - Microsoft Excel = e 2
Insert  Pagelayout  Formulas  Data  Review  Wiew a@ =@ =
E» = £ S EUOT &
‘ HDalete - | (3]~
- § -y 4 %28 Conditional Format el Sort& Find &
00 *0 | matting = as Table - Styles = | BB Format ™ | 2™ Filter« Select ~
Clipboard = Font w Alignment £} Humber £} Styles Cells Editing
284 - £ -
4 W Wy ® i z AB AC N
Func
1 Segment Site tion
-
2 00000000 020
=
3 00000000 200
00000000
00000000 200
00000000 200
00000000 200
00000000 200
00000000 200
00000000 200
00000000 200
00000000 200
00000000 200
00000000 200
15 00000000 200 -
H 4 b ¥ | page001 4 it »

Step

Action

40.

Press [Right].

BudgetDownload[1] [Compatibility Mode] - Microsoft Excel

Insert Formulas Data Review Wiew

Page Layout

=Y
@@ =

S=lnsert v
3% Delete ~
B Format +

Cells

$ - % 9

o

Conditional  Format  Cell
Formatting ~ as Table = Styles

Styles

=
=

4 K5
Pajte _’

Clipboard =

0 .00
T80 .0

Number [F]

AT @
@ Sort 2 Find &
C27 Filter = Select -

Editing

AB4

W

Segment
I

~

00000000
r

w

00000000
00000000

00000000

00000000

00000000

00000000

10000000

00000000

00000000

10000000

00000000

00000000
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Step

Action

41.

Press [Right].

™ e R CR BudgetDowinlozd[l] [Compatibility Mode] - Microsoft Excel =@ =
Hame Insert Page Layout Formulas Data Review o @B R
b K = &g AT @
- ¥ Delete ~ | [~
Paste . . A <@ a0 | Conditionsl Format  Cell Sort& Find &
g |BILU [E-&-a OO matting = as Table - StylesT | Sl Formatc | (27 Fifter~ Select
Clipboard Fant Alignment 5 Styles Cells Editing
2E4 - £ v
4 X ¥ AB AC s
1 Site
12
|+
15 1
16
17
18
EN
10
11
12
13
14
15 hd
M 4 b M| pageno1 . FJ

Step

Action

42.

Press [Right].
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BudgetDownload(l] [Compatibility Mode] - Microsoft Excel = e 2
Insert  Pagelayout  Formulas Data Review  ‘iew @@ =
am  p o xx ==y B EN s
Delete ~ -
Paste B I U- | M- A ‘ - <0 .8 Conditional Format  Cell Sort & Find &
- u-|E- A E = = $-% 0 |88 Formatting = as Table = Styles = | (B Format ™ | 2™ Filter« select
Clipboard 1 Fant 5 Alignment 5 Humber 5 Styles Cells Editing
A4 - £ =
D AE AF AG AR Al Al Al AL =
1
2
k|
. =
B
7
a8
9
10
11
12
13
14
15 -
H < » ¥ | pagenn1 Ikl i a0
& +
Z] L7}
BudgetDownload(l] [Compatibility Mode] - Microsoft Excel = B IR
Home Insert  Pagelayout  Formulas Data Review  ‘iew @@ =
w ke ==l = WY AT A
o ‘ ¥ Delete - | (3]~
Paste B I U- - - - +9 .0 Conditional Format  Cell | Sort 2 Find &
E U- |- A $ 7% 0 RSB Formatting = as Table = Styles = | (B Format ™ | 2™ Filter« select =
Clipboard 1 Fant 5 Alignment 5 Humber 5 Styles Cells Editing
AP4 - £ =
4 AG AH Al Al Al AL Al AN AQ AQD T
1
2
3
]
. =
B
7
a8
9 |
10
11
12
13
14
15 -
W 4 b b | pagennl 14 [ v |
& +
b L7}
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Step Action

44, Press [Home].

- & BudgetDownload[l] [Compatibility Mare] - Microsoft Excel =& 2
Hame Insert Page Layout Formulas Data Review View a@o PR
) ) Sa - -
Calibri - 10 S custom . :E:xi :EE& '—:d Selnset - E 37 lﬁ
- Ex| — F Delete - | [§]- Z
Bl U-| - G- 0§ - % s %0 9| Condtionsl Format  Cell | ., Sortd Find &
= = = ¢ 00 0 | matting - s Table © Styles v | o Farmat s | (27 Filtere Selecte
Fant 1 Alignment 1 Humber 1 Styles Cells Editing
B4 - J | 1000 -
B c o] E F G H J s
FY13 FYl4 FY15 FYl6
1 CurrEst Budget Budget Budget Chart Id Project Proj Desc Account  |Acct Desc
r
2 0003163 URD01410 DDS PRECLINICAL 40500 SCHOOL FEES
-
3 0002271 UROO1410 DDS PRECLINICAL 61410 OFFICE SUPPLIES-GENERAL
4 Looo ] UROD1410 54005
5 500 0005ZND URD01410 DDS PRECLINICAL 51450 INSTRUCTIONAL SUPPLY-GENERA
5 480,000 000DEEY UROO1410 DDS PRECLINICAL 61500 L&B SUPPLIES-GENERAL
7 2,991 000DCDT UROD1410 DS PRECLINICAL 51500 LAB SUPPLIES-GENERAL
3 6,621 000SR5S URD01410 DD$ PRECLINICAL 61525 L&B SUP-ELETR COMPONENTS
9 11,986 100BJGH UROO1410 DDS PRECLINICAL 61525 L&B SUP-ELETR COMPONENTS
10 DOOPWHS  LROD1410 DDS PRECLINICAL 61555 LAB CHEM- MEDIA/SERA,
11 10,000 000F3Z3 URD01410 DD$ PRECLINICAL 51600 MEDI CAL SUPPLIES-GEMERAL
- ~
12 8,989 002272 UROD1410 DD PRECLINICAL 51600 IMED| CAL SUPPLIES-GEMERAL
13 13,483 QDOFOVN URD01410 DDS PRECLINICAL 51910 MINOR EQUIPMENT-GENERAL
14 0009CWE  LIRDOL410 DD$ PRECLINICAL 52025 REPRODLCTION COSTS
e
15 801 000BYHQ  UROD1410 DD PRECLINICAL 63450 FREIGHT & PARCEL SHIFPING ¥
H 4 b bl | pageoni ¥ M4 | I | >
Ready | |[E|@ 100 (=) 0 -
Aistar| | @ | 48 Finsys | yColumbia - w...| | fitps:/ifirod.ce.colom.. |[[3] Microsoft Excel - Bud... | o |[B&

Step Action

45, When finished in Excel, save the file to upload to the Budget Tool and choose Direct
Activity for the type of fixed format to upload.

Click the File Tab button.
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| BudgetDownload[1] [Compatibility Made] - Microsoft Excel = B 52
Home  Insert  Pagelayout  Formulas  Data  Review  Wiew (7]
| save . — =
s Information about BudgetDownload(1) AR
3L save i
CADocurments and Settings\bm2559iLacal Settings\Temporary Internet Files\Content IESVFKFG... s
5 Open =
[ Close ; -
Compatibility Mode
il Some new features are disabled ta prevent problems when working with
previous versions of Office, Converting this file will enable these features, but
Comert rmay result in layout changes. Properties ~
Recent
Size 10,068
Title
e Tags
Permissions Categaries
Print fryone can open, copy, and change any part of this warkbook.
Protect Related Dates
rotec
Save & Send Workbook - Last Modifizd
Created
He‘p Last Printed
& options _ Prepare for Sharing
[ ﬂ Befare sharing this file, be sware that it contains: Related People
) Bat - Hidden calumns Buthor
Check for i
Tosutes - Content that cannot be checked for sccessibility issues because of the Last Madified By
current file type
Relsted Documents
Yersions (£ ©pen File Locatian
53 ] There are no previous versions of this file, Sl Al Properties
Manage
Wersions ~

Histart| | @ | (& Finsys | MyColumbia - Wi... | @ httpsifffinprod.cc.colum. .. |[[Z] Microsoft Excel - Bud... | @ ‘ B

Step Action

46, Click the Save menu.

(=l save

™ e A |= BudgetDownload[l] [Compatibility Mode] - Microsoft Excel =& 2
Hame Insert Page Layout Formulas Data Review View a@o PR
o — ) e
B ® [calion - 10 S custom - ii‘ ﬂj% l;‘ﬂ aminse ‘ﬁ lﬁ
B By~ Ex| — e Delete - | g+
Paste Bl Uu- - - § - % o+ %09 Condtionsl Format  Cell | .., sort& Find &
- = = = ¢ 000 rmatting - as Table - Styles v | (o FOrMat < | 27 Filter+ Select v
Clipboard Fant 0 Alignment 5 Humber 5 Styles Cells Editing
B4 - Jfe | 1000 v
B c o] E F G H J
FY13 FYl4 FY15 FYl6
1 CurrEst Budget Budget Budget Chart Id Project Proj Desc Account  |Acct Desc
v
2 0003163 URDO1410 DD$ PRECLINICAL 40500 SCHOOL FEES
-
3 0002271 URDOL410 DD PRECLINIGAL 61410 OFFICE SUPPLIES-GENERAL
4 Looo ] URDOL410 T5a005
5 500 00052ZN0 URDO1410 DD$ PRECLINICAL 51450 INSTRUCTIONAL SUFPLY-GENERA
B 480,000 000D68Y URDOL410 DD PRECLINIGAL 61500 L&B SUPPLIES-GENERAL
L = e O
7 2,993 000DCT URDOL410 DD PRECLINICAL 61500 LAB SUPPLIES-GENERAL
3 6,624 0005RSS URDOL410 DD$ PRECLINICAL 51525 L& SUP-ELETR COMPONENTS
(EERIREE I e O | Lot ST SR ERERTS |
g 11,986 000BJGH URDOL410 DD PRECLINIGAL 61525 L& SUP-ELETR COMPONENTS | |
CosprEdes Lk |L4B SUP-ELETR COMPORENTS |
10 000PWHS  URDOL410 DD PRECLINICAL 61555 L&B CHEM- MEDIA/SERA
11 10,000 000FS2Z9 URDOL410 DD$ PRECLINICAL 51600 MEDI CAL SUPPLIES-GENERAL
- B
12 8,989 0002272 URDOL410 DD PRECLINICAL 61600 IMED| CAL SUPPLIES-GEMERAL
13 13,483 000FOVH URDO1410 DD$ PRECLINICAL 51910 MINGR EQUIFMENT-GENERAL
14 0009CWE  URDOL41D DD PRECLINICAL 52025 REPRODUCTION COSTS
(EEBIERE I S ¢
15 801 000BYHG  URDOL410 DD PRECLINICAL 63450 FREIGHT & PARCELSHIPPING
H 4 b bl | pageoni ¥ M4 | M
Ready | |[EOE e = »;
4 /start J ] J & Finsys | My[u\umhla—Wl...l (@ hitps:/ffinprod. cc.colum | ] Microsoft Excel - Bud... J o ‘ [z
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Step

Action

47.

Click the Minimize button.

ancial Systems Columbia University - Windows Internet Explorer

Finan Budg! teh

2 COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK

Budaet payroll Batch Pracess Processing. Please vi|

Cownload Direct Activity

Frint | Help | Links | Exit

Chart String or Id:

Business Unit:

Department:

PC Business Unit:

Project: URDD1410 - DDS PRECLINICAL
Activity:

Initiative:

Seqment:

LPLLLLLL D

Site:

File extension for the download file

Culs
Cxlsx

User ID: jtg2006 Database: Production
Dats: Financial Systemns - Columbia University

i/start J & J (& Finsys | MyColumbia - Wi... || & https://finprod.ce.col... || ] Microsoft Excel - Budget... J ) ‘ BR

Step

Action

48.

Point to the Batch link.
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rod.cc.columbia.edu;/ - Financial Systems Columbia University - Windows Internet Explorer

Fil B = Batch =

JILL TRACY GOLDSTEIN

Print | Help | Links | Exit
&2 COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK

. Dawnload Direct Activity
Download Direct Activity

Download Transfers
Download Payroll
Upload Batch

List Batches
BUSINESS LN

Despartment:

PC Business Unit:

Project: URDD1410 - DDS PRECLINICAL
Activity:

Initistive:

Segment:

Site:

File extension for the download file

LbLbLbLbLLLL

Fxls
Cxlsx

User ID: jt32006 Databaze: Prad
Date: - Columbia Univ

i start J é J {& FinSys | MyColumbia - Wi... || @ https://finprod.cc.col... | ¥] Micrasaft Excel - Budget... J o ‘ B
|

Step Action

49. “Upload” from the Batch Upload screen will automatically validate the batch file
and show any records with errors or confirm that there are zero errors in a Batch
Error Report. No budget changes made will be an error.

If the user does not have access to all of the ChartStrings in the batch to see the
validation results a message will be issued. If there are errors in the batch, they will
be listed with detailed error messages for the user to go back to the spreadsheet to
make all corrections and re-upload again.

When validating, the system will issue an error message if there is an existing
transaction in process for any ChartString in the batch.

Click the Upload Batch link.
pload Batch
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indows Internet Explorer

Print | Help | Links | Exit

Gi? COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK

Budget payroll Batch Process

Batch Upload

Department Selector {Payroll only)

HR admin/Payrall Dept: |141810% Q

Batch Type for the upload file

CDirect Activity
CTransfers
Cpayrall

Please specify the file to upload

File: [ Erowse...
1| | i
User ID: jtg2006 Database: Production
Date: Financial Systerns - Columbia University

i start Jg J (& Finsys | MyCalumbia - Wi... || & https://finprod.cc.col.. | [i] Microsoft Excel - Budget...
|

Step Action

50. Click the Direct Activity option.

indows Internet Explorer

Frint | Help | Links | Exit

2 COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK

Budgst Fayroll Batch Frocess

Batch Uplead

Department Selector {(Payroll only)

HR admin/Payroll Dept: | 141a10% Q

Batch Type for the upload file

$Direct Activity
CTransfers
Crayrall

Please specify the file to upload

Fila: [ Browss.

4 | o
User ID: jtg2008 Database: Praduction
Date: Financial Systerns - Columbia University

Aistart| | & | @Finsys | mycolumbia - wi... || & https:/ finprod.ce.col.. | [3f] Mcrosoft Excel - Budget...
|
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Step Action
51.

Click the Browse... button.

Browse...

@ COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK
Budgst

Frint | Help | Links | Exit
Fayroll Batch Frocess

Batch Uplead

Department Selector {(Payroll only)

Chaose File to Upload

[7[x]
Loak in: [[B Deskion = Q2
| )My Documents =L
Batch (7T templake
EBudgetDownload

|l Micrasoft Office Picture Manager
UPK Developer Client

Pleas:

| |
File name: I | Open |
Files of type [aiFies 1 | Cancel
Al »
l /a_l i
User ID: jtg2006
Date:

Database: Production

Financial Systems - Columbis University

Imstart | &

J {& FinSys | MyColumbia - Wi... || @ https://finprod.cc.col... | ] Microsoft Excel - Budgst...

Step Action
52.

Double-click the BudgetDownload list item.
@Budgemnwnlnad |
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dows Internet Explorer

IN THE CITY OF NEW YORK

Budget payroll B

Batch Upload

&2 COLUMBIA UNIVERSITY

atch Process

Department Selector {Payroll only)

HR admin/Payrall Dept: |141810% Q

Batch Type for the upload file
FDirect Activity

CTransfers
Cpayrall

Please specify the file to upload

File: |C:yDocumnents and Settingshbm25594C _ Browse...

Print | Help | Links | Exit

| i

User ID: jt32006
Date

i start Jg J (& Finsys | MyCalumbia - Wi... || & https://finprod.cc.col.. | [i] Microsoft Excel - Budget...
|

Databaze: Production
Financial Systerns - Golumbia University

| o |[BR

Step Action

53. Click the Upload button.

dows Internet Explorer

IN THE CITY OF NEW YORK

Budget payroll

Batch Upload Errors

Ql

User ID: jkg2006
Date:

&2 COLUMBIA UNIVERSITY

Batch Process

= Mo errors were found for uploaded batch: 0DOOSHSN,

i/ start J(g J (& Finsys | MyCalumbia - Wi... || &8 https://finprod.cc.col.. | [i] Microsoft Excel - Budget...
|

Print | Help | Links | Exit

Database: Praduction
Financial Systerns - Golumbia University
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Step Action

54, Click the Next button.

Budget T stch =

& JILL TRACY GOLDSTEIM

G_b COLUMB[AUN]VERS]TY Print | Help | Links | Exit

IN THE CITY OF NEW YORK

Budget payroll Batch Process

Batch List
Ql

C oa

00005HSN GOLDSTEIN, JILL TRACY 141810% BudgetDownload.xls 2012.10.15 10:56 walidated
(ITG2008)

Count: 1 Page 1/1

User ID: jkg2006
Date:

l Budget Changes | Ervor Repart | Process | Validate | Delete

& start! J é J & Finsys | MyCalumbia - Wi... |@https;//ﬁnpmd.((.ml... | &] Microsoft Excel - Budget... J n‘ BE
|

Step Action

55. List Batches shows all of the batches uploaded but not yet processed by the
department. The Batch department is the home department in the user profile of the
individual uploading the file. The list of batches that you can see are those whose
Batch Department is a department that you have access to in your user profile.

A user can upload a spreadsheet with revisions to a department that is not present in
their security profile, but they will not be able to Budget Changes, Process, or Error
Report if they do not have access to all ChartStrings within the contents of the batch.

If you upload a batch containing ChartStrings that you do not have access to, you
will only be able to list the batch. The “Delete” button deletes the batch selected.

Click the DA option.
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:/ ffinprod.cc.columbia.edu; - Financial Systems Columbia University - Windows Internet Explorer

Fina ms =

rne JILL TRACY GOLDSTEIM

&2 COLUMBIA UNIVERSITY Pt | el | ks et

IN THE CITY OF NEW YORK

Budget payroll Batch Process
Batch List
F DA 00005HSK GOLDSTEIM, JILL TRACY 141810% BudgetDownload.xls 2012.10.15 10:56 validated
(ITGZO06)

Count: 1 Page 1/1

User ID: jt32006 Databaze: Production
Date:

nnnnnnn

Budget Changes | Error Report | Process | Validate | Delete

i/ start J @ J {& FinSys | MyColumbia - Wi... || @ https://finprod.cc.col... | ¥] Micrasaft Excel - Budget... J %) ‘ B&E
|

Step

Action

56.

“Budget Changes” is to review details of what has changed to current budgets.
Errors are shown in the Error Report.

After all of the errors have been corrected and there are zero errors,”Budget
Changes” will show all of the revisions that were made in the Excel template,
uploaded and are going to process.

Click the Budget Changes button.
I Budget Changes |
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Financial Systems Columbia University - Windows Internet Explorer
Batch

&2 COLUMBIA UNIVERSITY vt |
IN THE CITY OF NEW YORK

Help | Links | Exit
Budget

payroll Batch Process

Batch Budget Changes
Ql

Chart String (Target + Offset)

Current
_m il Cenrl Casa
COLUM-7901101-GENRL-UR001410-01-01-50015-00000000- -64005-200 4

1,000
COLUM-7901101-GENRL-UR001410-01-01-50187-00000000- -61450-200 5 500
Count: 2 Page 171

User ID: jt32006
Date

Databaze: Production
Financial Systerns - Golumbia University

i start Jg J (& Finsys | MyCalumbia - Wi... || & https://finprod.cc.col.. | [i] Microsoft Excel - Budget...
|

Step Action
57. Click the Back button.

&2 COLUMBIA UNIVERSITY e ke
IN THE CITY OF NEW YORK
Budget Payroll Batch Process
Batch List
Ql
[B JBatch Type [Batch 10 Dept 1D Last Update
'7 DA 0O000SHSKW GOLDSTEIM, JILL TRACY 141810% BudgetDownload.xls 2012.10.15 10:56 validated
(ITGZ008)
Count: 1 Page 171
User ID: jtg2006 Database: Production
Date: Financial Systerns - Columbia University
Budget Changes | Error Report | Process | Validate

i/ start J(g J (& Finsys | MyCalumbia - Wi... || &8 https://finprod.cc.col.. | [i] Microsoft Excel - Budget...
|
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Step Action

58. Click the Process button.

Process

Budgst T

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Print | Help | Links | Exit

Budget payroll Batch Process

Budget Tool Worklist
Current Quarter: 2013Q1

Ql search Across all Pages

(B rype [chart strng

'- DA COLUM-7901101-GENRL-URDO01410-01-01- DIRECT GOLDSTEIN, JILL 2012.10.15 OPEN RELEASE 0000SHSP 201301
50015-00000000- ACTIVITY TRACY (JTG2006) 10:57

|— DA COLUM-7901101-GENRL-UROO1410-01-01- DIRECT GOLDSTEIN, JILL 201z2.10.1% QPEN RELEASE 00005HSQ 201301
50187-00000000- ACTIVITY TRACY (JTGZ008) 1057

| mif=F COLUM-5560114-SPONS-PGO03S86-25-01- | SPLIT WERFFELI, GABRIELE 201z.10.15 APPROVED FINAL TRANSMIT 00005H3Q 2013Q1_
&0001-00000000- PARTIALLY (Gu199) 10:49

POSTED

I~ oA COLUM-5410103-GENRL-UROO1B27-01-01- DIRECT SANTOS, ROSA M 2012.10.15 APPROVED: APPROVE: 00005HSH 201301
60300-ES3105- ACTIVITY (RM32173) 10:49 LOCAL PRELIM LOCAL FINAL

'- oa AGENC-5502117-GENRL-AG001135-01-01- DIRECT WERFFELI, GABRIELE 2012.10.15 APPROVED FIMAL TRAMSMIT 0000SHSG 201391
40014-00000000- ACTIVITY (Guw199) 10:46

'- DA COLUM-5410103-GENRL-URDO1827-01-01- DIRECT SANTOS, ROSA M 2012.10.15 APPROVED: APPROVE: 0n0o0sGT9 201301
&0300-AMRT7E- ACTIVITY (RMSZ179) 10:45 LOCAL PRELIM LOCAL FIMAL

I~ oA COLUM-5560120-SPONS-PGO04502-25-01- |DIRECT WERFFELI, GABRIELE 201z2.10.1% APPROVED FINAL TRANSMIT 0000SH3P 201301
60001-00000000- ACTIVITY (Gu199) 10:44

I~ |Da COLUM-7521302-GENRL-URO0O3043-01-01- DIRECT TROFIN, MIRELA M. 2012.10.15 RELEASED APPROVE 00005HS2 201391
10329-70000000- ACTIVITY (MMTL) 10043

'- oa COLUM-5410103-GENRL-URDO1827-01-01- DIRECT SANMTOS, ROSA M 2012.10.15 APPROVED: AFPPROVE: 00005GQW 201301
00000-00000000- ACTIVITY (RM32173) 10:41 LOCAL PRELIM LOCAL FINAL

'- Tx COLUM-5410103-GENRL-URDO1827-01-01- ADMIN FEE SANTOS, ROSA M 2012.10.15 APPROVED: APPROVE: 0000SHSC 201301
00000-00000000- -75300-805 (RMSZ179) 10:41 LOCAL PRELIM LOCAL FIMAL
COLUM-5401101-GENRL-URDD1815-01-01-
00000-00000000- -70300-605

" oA COLUM-5410204-SPONS-PGO04325-25-01- | DIRECT VITERBO, LUCIA & 201z2.10.1% APPROVED FINAL TRANSMIT 0oo0o0sHzZB 201301 -

Count: 619 Page 1/13

User ID: jkg2006 Database: Praduction
Date: Financial Systerns - Golumbia University

Release Apprave | Reject | History

i/ start J @ J (& FinSys | MyColumbia - Wi... || @ https://finprod.cc.col... [ &] Micrasaft Excel - Budget...
|

Step Action

59. Click the transaction.

[0
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&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Budget Tool Worklist
Current Quarter: 2013Q1

Q Search Across All Pages

Budget payroll Batch Process

(W ]rypeJechart string _Joescription Jrodifier __Juast Update Jstatus ____JNest Action _JTrans 14 _JpostedB

[ DA COLUM-7901101-GENRL-UR001410-01-01- |DIRECT GOLDSTEIN, JILL 2012,10.15 QFEN RELEASE D000SHSP | 2013Q1
50015-00000000- ACTIVITY TRACY (ITGZ006) 10:57

[T |pa  COLUM-7901101-GENRL-UR001410-01-01- |DIRECT GOLDSTEIN, JILL 2012.10.15 OPEN RELEASE D000SHSQ  2013Q1
50187-00000000- ACTIVITY TRACY (ITGZO06) 10:57

™ oA COLUM-5560114-SPONS-PGO03586-25-01- SPLIT WERFFELI, GABRIELE 2012.10.15 APPROVED FINAL TRAMSMIT 00005H3Q 2013017
60001-00000000- PARTIALLY (GW199) 10:49

POSTED

I pa COLUM-5410103-GENRL-URO01827-01-01- DIRECT SANTOS, ROSA M 2012.10.15 APPROVED: APPROVE: 0000SHSH - 201301
60300-ES3105- ACTIVITY (RMS2179) 10:49 LOCAL PRELIM LOCAL FINAL

[T DA AGENC-5502117-GENRL-AGDO1135-01-01- | DIRECT WERFFELI, GABRIELE ~ 2012.10.15 APPROVED FINAL TRANSMIT D000SHSG | 2013Q1
40014-00000000- ACTIVITY (GW199) 10:46

[T |pa  COLUM-5410103-GENRL-UR001827-01-01- |DIRECT SANTOS, ROSA M 2012.10.15 APPROVED: APPROVE: 0000SGTS  2013Q1
£0300-AMR76- ACTIVITY (RMSZ173) 10:45 LOCAL PRELIM  LOCAL FINAL

™ DA COLUM-5560120-SPONS-PGO04502-25-01- DIRECT WERFFELI, GABRIELE 2012.10.15 APPROVED FINAL TRAMSMIT 0000SHIP 201301
60001-00000000- ACTIVITY (GW199) 10:44

I pa COLUM-7521302-GENRL-URO03043-01-01- DIRECT TROFIN, MIRELA N. 2012.10.15 RELEAZED APPROVE 0000SHSS 201301
10323-70000000- ACTIVITY (MNTL) 10:43

[T DA COLUM-5410103-GENRL-UR001827-01-01- |DIRECT SANTOS, ROSA M 2012,10.15 APPROVED: APPROVE: 00005GQW | 2013Q1
00000-00000000- ACTIVITY (RMS2179) 10:41 LOCAL PRELIM  LOCAL FINAL

™ COLUM-5410103-GENRL-UROO1827-01-01- ADMIN FEE SANTOS, ROSA M 2012.10.15 APPROVED: APPROVE: DO00SHSC  2013Q1
00000-00000000- -75300-805 (RMSZ173) 10:41 LOCAL PRELIM  LOCAL FINAL
COLUM-5401101-GENRL-UROO1815-01-01-
00000-00000000- -70300-605

™ DA COLUM-5410204-SPONS-PGO04325-25-01- DIRECT VITERBO, LUCIA & 2012.10.15 APPROVED FIMAL TRAMSMIT 0000SHZE 201301 «

Print | Help | Links | Exit

Count: 619 Page 1/13

User ID: jt32006
Date:

Release Reject | History

Databaze: Production
Financial Systerns - Golumbia University

i/ start J @ J {& FinSys | MyColumbia - Wi... || @ https://finprod.cc.col... | ¥] Micrasaft Excel - Budget...
|

Step

Action

60.

To see the Direct Activity transaction contents, click the View button.

The transaction will have an Open status and will need to be released and finally
approved to be posted to ARC.
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&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Print | Help | Links | Exit

Budget payroll Batch Process

Budget Tool Worklist
Current Quarter: 2013Q1

Q Search Across All Pages

(W ]rypeJechart string _Joescription Jrodifier __Juast Update Jstatus ____JNest Action _JTrans 14 _JpostedB

[ DA COLUM-7901101-GENRL-UR001410-01-01- |DIRECT GOLDSTEIN, JILL 2012,10.15 QFEN RELEASE D000SHSP | 2013Q1
50015-00000000- ACTIVITY TRACY (ITGZ006) 10:57

[T |pa  COLUM-7901101-GENRL-UR001410-01-01- |DIRECT GOLDSTEIN, JILL 2012.10.15 OPEN RELEASE D000SHSQ  2013Q1
50187-00000000- ACTIVITY TRACY (ITGZO06) 10:57

™ oA COLUM-5560114-SPONS-PGO03586-25-01- SPLIT WERFFELI, GABRIELE 2012.10.15 APPROVED FINAL TRAMSMIT 00005H3Q 2013017
60001-00000000- PARTIALLY (GW199) 10:49

POSTED

I pa COLUM-5410103-GENRL-URO01827-01-01- DIRECT SANTOS, ROSA M 2012.10.15 APPROVED: APPROVE: 0000SHSH - 201301
60300-ES3105- ACTIVITY (RMS2179) 10:49 LOCAL PRELIM LOCAL FINAL

[T DA AGENC-5502117-GENRL-AGDO1135-01-01- | DIRECT WERFFELI, GABRIELE ~ 2012.10.15 APPROVED FINAL TRANSMIT D000SHSG | 2013Q1
40014-00000000- ACTIVITY (GW199) 10:46

[T |pa  COLUM-5410103-GENRL-UR001827-01-01- |DIRECT SANTOS, ROSA M 2012.10.15 APPROVED: APPROVE: 0000SGTS  2013Q1
£0300-AMR76- ACTIVITY (RMSZ173) 10:45 LOCAL PRELIM  LOCAL FINAL

™ DA COLUM-5560120-SPONS-PGO04502-25-01- DIRECT WERFFELI, GABRIELE 2012.10.15 APPROVED FINAL TRAMSMIT 0000SHIP 201301
60001-00000000- ACTIVITY (GW199) 10:44

I pa COLUM-7521302-GENRL-URO03043-01-01- DIRECT TROFIN, MIRELA N. 2012.10.15 RELEAZED APPROVE 0000SHSS 201301
10323-70000000- ACTIVITY (MNTL) 10:43

[T DA COLUM-5410103-GENRL-UR001827-01-01- |DIRECT SANTOS, ROSA M 2012,10.15 APPROVED: APPROVE: 00005GQW | 2013Q1
00000-00000000- ACTIVITY (RMS2179) 10:41 LOCAL PRELIM  LOCAL FINAL

™ COLUM-5410103-GENRL-UROO1827-01-01- ADMIN FEE SANTOS, ROSA M 2012.10.15 APPROVED: APPROVE: DO00SHSC  2013Q1
00000-00000000- -75300-805 (RMSZ173) 10:41 LOCAL PRELIM  LOCAL FINAL
COLUM-5401101-GENRL-UROO1815-01-01-
00000-00000000- -70300-605

™ DA COLUM-5410204-SPONS-PGO04325-25-01- DIRECT VITERBO, LUCIA & 2012.10.15 APPROVED FIMAL TRAMSMIT 0000SHZE 201301 «

Count: 619 Page 1/13

User ID: £g2008 Databaze: Production
Date: Financial Systerns - Golumbia University

Release Reject | History

i/ start J @ J {& FinSys | MyColumbia - Wi... || @ https://finprod.cc.col... | ¥] Micrasaft Excel - Budget...
|

Step

Action

61.

You have completed the Batch Upload for Direct Activity.
End of Procedure.
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Transfers

The Batch Transfers module provides the ability to upload large numbers of ChartStrings and
transfer accounts for multiple fiscal years from an Excel spreadsheet in the Budget Tool. A user
downloads a template from the Transfers Download Selector page, revises transfer accounts in
the template, and uploads the changes to the Budget Tool. Upon successful validation, the
uploaded batch is processed and transactions are created in the Worklist.

7-X series accounts (transfers) are budgeted with Transfers download. The journal line reference
of a transfer is a unique identifier that is automatically assigned to relate the DR side and CR side
of the transfer for each budget period or fiscal year in ARC.

The user manages transactions that can be created via the Transfers online and the Batch
Transfers upload. You cannot have two active transactions for the same ChartString regardless of
the fiscal year revised. The user will be prompted that the ChartString is in an existing transaction
and cannot be edited. The existing transaction must be finally approved and sent to the GL or
recalled and deleted before a new one can be created.

Procedure

This topic provides guidance on how to download Transfers.

inprod.cc.columbia.edu; - Financial Systems Columbia University - Windows Internet Explorer

rne JILL TRACY GOLDSTEIM

Print | Help | Links | Exit

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Budget payroll Batch Process

Budget Tool Worklist
Current Quarter: 2013Q1

Search Across all Pages

COLUM-6002401-GENRL-URNDS633-01-01- | TAP LYNE, PAIGE 2012.10.17 APPROVED FINAL  TRANSMIT 00005HYZ | 201351
00000-00000000- -75400-840 (PG2117) 16:26

COLUM-6001101-GENRL-UROO7 048-01-01-

00000-00000000- -70400-640

™ COLUM-6002401-GENRL-URNDS633-01-01- TAP LYNE, PAIGE 2012.10.17 APPROWED FINAL TRANSMIT 0000SHYD 201301 —
00000-00000000- -75400-840 (PG2117) 16:25
COLUM-£002401-GENRL-UROD7045-01-01-
00000-60000010- -70400-640

™ DA COLUM-7574302-SPONS-GGO006413-20-14- | DIRECT HAUGH, XIAOMING |2012.10.17 APPROVED FINAL  TRANSMIT 0000SHYY (201301
FOO03-ACZZ48- ACTIVITY (xHz1z26) 16:29

™ COLUM-7574302-SPONS- GG006413 20-14- ICR FHASE 1 HAUGH, XIAOMING  2012.10.17 APPROVED FINAL  TRANSMIT 0000SHYW 201301
7O003-ACZ2248- -63810-371 (xHz1z6) 16:25

COLUM-7501101-GENRL-| UR005349 01-01-
70302-00000000- -41100-050

[© DA COLUM-4046102-GENRL-UR003343-01-01- |DIRECT COPE, TERRANCE W, |2012.10 17 OFEN RELEASE 0000SHYR 201361
25000-40000067--1042 ACTIVITY (TWCE) 16:24

l- (oL} COLUM-5610102-GENRL-URDD4822-01-01- DIRECT BHATTACHARTA, 2012.10.17 CPEN RELEASE DODOSFFT 201301
00000-56000032- ACTIVITY DIYA (DB39) 15:53

[T DA COLUM-4106102-GENRL-URN03743-01-01- DIRECT ROSENBLATT, 2012.1017 APPROVED FINAL | TRANSMIT 00005HBS | 2013Q1
60722-5V185- ACTIVITY ALDREY R, 15:15

(AUDRETD}

C [FLB  COLUM-6010402-GENRL-UROOS706-01-21- PROIECT LIFE  AGUILAR, NINA 2012.10 17 APPROVED FINAL  TRANSMIT 00005HYH | 2013G1
42105-MT2204- (NMAZ134) 15:15

" [DA  COLUM-DZ2102-GENRL-GTON1435-30-01- | DIRECT ROSEMBLATT, 2012.10 17 APPROVED FINAL | TRANSMIT 00005HIP 201301 o

Count: 507 Page 1/11 |<||< = =]

User ID: 32006 Databaze: Production
Date: Financial Systerns - Golumbia University

l Fait ] wiow | Relones | Delnte | Recal ] Anprove | Reect ] History

sttart | @ | @ Fiys | mycolumbis - wi.. || @ https:/ finprod.ce.col . | @ ‘ b @

Step Action

1. Point to the Batch link.
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Gi? COLUMBIA UNIVERSITY
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Budget payrall -

Print | Help | Links | Exit

Dawnload Direct Activity
Budget Tool Worklist
Current Quarter: 2013Q1 Download Transfers

Q\ Search Across All P Download Payroll

| COLUM-6002401-GENRL-U  List Batches . PAIGE 2012.10.17 APPROVED FINAL TRANSMIT 00005HYZ 201351
00000-00000000- -75400-0s0 FEz1l17) 16:26
COLUM-6001101-GENRL-UROO7 048-01-01-
00000-00000000- -70400-640

™ COLUM-6002401-GENRL-URNDS633-01-01- TAP LYNE, PAIGE 2012.10.17 APPROWED FINAL TRANSMIT 0000SHYD 201301 —
00000-00000000- -75400-840 (PG2117) 16:25
COLUM-£002401-GENRL-UROD7045-01-01-
00000-60000010- -70400-640

I DA COLUM-7574302-SPONS-GGO006413-20-14- | DIRECT HAUGH, XIAOMING |2012.10.17 APPROVED FINAL  TRANSMIT 0000SHYY (201301
FOO03-ACZZ48- ACTIVITY (®HZ1Z8) 16:29

™ COLUM-7574302-5PONS-GG006413-20-14- ICR PHASE 1 HAUGH, XIAOMING  2012.10.17 APPROVED FINAL  TRANSMIT 0000SHYW 201301
70003-AC2248- -69810-370 (®Hz1z26) 16:25

COLUM-7501101-GENRL-UROOS349-01-01-
70302-00000000- -41100-050

[© DA COLUM-4046102-GENRL-UR003343-01-01- |DIRECT COPE, TERRANCE W, |2012.10 17 OFEN RELEASE 0000SHYR 201361
25000-40000067--1042 ACTIVITY (TWCE) 16:24

l- (oL} COLUM-5610102-GENRL-URDD4822-01-01- DIRECT BHATTACHARYTA, 2012.10.17 QPEN RELEASE DO0DO0SFFT 201301
00000-56000052- ACTIVITY DIYA (DB3Y) 15:53

[T DA COLUM-4106102-GENRL-URN03743-01-01- DIRECT ROSENBLATT, 2012.1017 APPROVED FINAL | TRANSMIT 00005HBS | 2013Q1
60722-5V185- ACTIVITY ALDREY R, 15:15

(AUDRETD}

C [FLB  COLUM-6010402-GENRL-UROOS706-01-21- PROIECT LIFE  AGUILAR, NINA 2012.10 17 APPROVED FINAL  TRANSMIT 00005HYH | 2013G1
42105-MT2204- (NMA2134) 15:15

[© DA COLUM-4022102-GENRL-GT001435-30-01- |DIRECT ROSEMBLATT, 2012.10 17 APPROVED FINAL | TRANSMIT 00005HIP 201301 o

Count: 507 Page 1/11

User ID: £g2008 Databaze: Production
Date: Financial Systerns - Golumbia University

Release Reject | History

distart| | @ | @ Fisys | mycolumbi - wi.. || & https://finprod.cc.col... b @
|

Action

Click the Download Transfers link.

Dawnload Transfers

Budget T

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Print | Help | Links | Exit

Budget payroll Batch Process

Chart String Selectar - Dawnload Transfers =

Chart String or Id: |

Business Unit:
Despartment:

PC Business Unit:
Froject:

Activity:
Initiative:
Segment:

Site:

Offset Department:

LLLLLLLLLEL

Offset Project:

[ 1nciude Aotuals:

File extension for the download file

| s ‘

User ID: 32006 Databaze: Production
Date Financial Systerns - Golumbia University

i) start J @ J {& Finsys | MyColumbia - Wi... || @ hetps://finprod.cc.col... = @
|
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Step

Action

The Batch Transfers Download Selector page is used for retrieving a group of
ChartString combinations to be budgeted in the Excel template.

There are new filter choices for Offset Department and Project as well as a filter
choice to include Actuals or not. Upon “Next”, a Windows dialog box comes up
prompting the user to “Open”, “Save” or “Cancel”.

After choosing a file name and folder to save, the template opens in Excel. Using
filters to limit the size of the downloaded file will improve download performance.

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Budgst Fayroll Batch Frocess

Chart String Selector - Download Transfers =

User ID: jtg2006
ate:

rod.cc.columbia.edu/ - Financial Systems Columbia University - Windows Internet Explorer

Welcome JILL TRACY GOLDSTEIN

Frint | Help | Links | Exit

Chart String or Id: |

Business Unit:
Department:

FC Business Unit:
Project:

Activity:
Initiative:
Segment:

Site:

Offset Department:

CPPPPPLOLRS

Offset Project:

[1netuds Actuals: [ |

File extension for the download file

‘ s ‘ 4|

A start! J @ J {8 Finsys | MyColumbia - Wi... W J (7} ‘ 3 @
Step Action
4. If a ChartString has an in process transaction, the latest current estimate and future

year budget values will be retrieved to be downloaded.

Like Transfers online, only accounts with budgets or actuals will be shown. When
validating, the system will issue an error message if there is an existing transfer
transaction in process for this ChartString combination in the batch.
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dows Internet Explorer

&2 COLUMBIA UNIVERSITY Print | elp | rks et
IN THE CITY OF NEW YORK

Budget payroll Batch Process

Chart String Selectar - Dawnload Transfers =

Chart String or Id: |

Business Unit:
Despartment:

PC Business Unit:
Froject:

Activity:

Initiative:
Segment:

Site:

offset Department:

Offset Project:

LLLLLLLELLE

| Include Actuals: 2 ‘

File extension for the download file

| Fuls ‘ =l

User ID: £g2008 Databaze: Production
Date: Financial Systerns - Golumbia University

distart]| | @ | & Finsys | mycolunbia - ... |[ € hitps:/ finprod.cc.col... | @
|

‘R

Step Action

5. Click in the Department: field.

indows Internet Explorer

&2 COLUMBIA UNIVERSITY Frre | el | ke | Bt

IN THE CITY OF NEW YORK

Budgst Fayroll Batch Frocess

Chart String Selector - Download Transfers =

Chart String or Id:

Business Unit:

Department: |
FC Business Unit:

Project:

Activity:

Initiative:

Segment:

Site:

Offset Department:

LLLLLLLLLL

Offset Project:

| Include Actuals: ~ ‘

File extension for the download file

| | 4

User ID: jtg2006 Database: Praduction
Date: Finandial Systerns - Colurnbia University

st | & | @ Finsys | pycolombia - wi...| [ https:/ finprod.ce.col.. | =
|
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Action

Enter the desired information into the Department: field. Enter 250",

Windows Internet Explorer

Print | Help | Links | Exit

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Budget payroll Batch Process

Chart String Selectar - Dawnload Transfers

Chart String or Id:

Business Unit: Q
Departrment: 250 Q

PC Business Unit: CDM CORE FACILITIES [7902502]

Projact: CGC SOUTH ASTA TN MUMBAL [0112503]
Activity: CGC SOUTH ASTA IN My [0112502]

CTW TECH SOURCE SURGERT/DEN [1812502]
Initiative:

DRM BASIC SCI RSCH ADMIM [7512502]
Segment: DRM BICKERS LAB [7512505]
site: DRM CELEEI LAB [7512506]

DRM CHRISTIAND LAR [7512504]
DRM CLINICAL RSCH UNIT [7512503]
DRM HORST LAB [7512507]

I oy ek Las [7512508]

Include Actuals DRM OWENS LAB [7512509]
_ EIM COMMECT TO LEARN [6062502]

File extension for the dg EIM DEVELOPMENT [6002502]

’— GEU MOT TRANSACTIONS [2501101]

Offset Department:

Offset Project:

GEU OMB CENTRAL CAPITAL [2502202]
GEU OMB CENTRAL FLOW OF FUNDS [2502103]
GEU OMB CENTRAL FUNDING [2502102]
GEU OMB FACILITIES [2502305]
User ID: jtg2006
Cates GEU OMB INTERSCHOOL [2502302]
GEU OMB MAMHATTANYILLE [2502203]

_ GEU OME MORNINGSIDE SOGR [2502205]

i start! J é J (& FinSys | MyCalumbia - Wi... || @ https://finprod.cc.col..
|

N .

=

Databaze: Production
Colurnbia Unive

Financial Systems

Step

Action

7.

Click the GEU OMB CENTRAL FLOW OF FUNDS [2502103] link.
GEU OMB CENTRAL FLOW OF FUNDS [2502103]
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&2 COLUMBIA UNIVERSITY Print | elp | rks et
IN THE CITY OF NEW YORK

Budget payroll Batch Process

Chart String Selectar - Dawnload Transfers =

Chart String or Id:

Business Unit:

Department: 12103 - GEU OMB CENTRAL FLOW OF FUNDS|
PC Business Unit:

Froject:

Activity:

Initiative:

Segment:

Site:

offset Department:

Offset Project:

LLLLLLLELLE

| Include Actuals: 2

File extension for the download file

| Fuls ‘ =l

User I

: k2006 Databaze: Production
Financial Systerns - Golumbia University

Imstart | & | & Finsys | Mycolumbia - .. [ https://finprod.ce.col.. | 0‘ [o=l

Step Action

8. Click the Next button.

@COLUMBIAUNIVERS]TY Print | Help | Links | Exit

IN THE CITY OF NEW YORK

Budget payroll Batch Process

Chart String Selectar - Dawnload Transfers =

Chart String or Id:

BUISINESS |y
File Download [ ]

Departmi
is file?
5 Busy D0 you want to open o save this file?
Project: @ Mame: BudgetDownload.xls
Activity: O Type: Microsoft Excsl 97-2003 Workshest
From: finprod.cc.columbia.edu

Initiative
Segment] Open Save | [ cancel |
Site:
Offset De

- \wihile fles from the Intemet can be useful, some files can potentially
Offset Pri haim pour computer, If you da not trust the source. do nat open or

save this file. What's the risk?

| Include Actuals: I3 ‘

File extension for the download file

| ®ls ‘ 4|

User ID: jkg2006 Database: Praduction
Date: Financial Systerns - Golumbia University

i start J ] J & Finsys | MyCalumbia - Wi... || & https://finprod.cc.col...
|

Page 234




ARCT

Training Guide
Budget Tool

Step Action
9. Click the Open button.
Open

(& = 2 - I= BudgetDownlosd[1] [Compatibility Mode] - Microsaft Excel o e R
Home Insert  Page layout  Formulas Data Review  iew a@ =@ =
B Calibri 1z A = Text - E‘-J b [ Seinsert - E - f\? ]
=l Ba- A = 5 el S ot - | g L i
= Bl:o-|m-|aA 8 | - o Tame - stes - | ot~ | @~ Fiver- tetut -
Clipboara Fant Alignment Humber styles Cells Editing
Bl - Jx | FY13 CurrEst A
B C D E [ G H N
FY13 FyY14 FY15 FYle Target Offset
1 [CurrEst Budget Budget Budget Chart Id Chart Id Description D
2 1,274,878 000DORT 000022F UDAR GSAS 0000458
3 0 0000031 00004MT  Common Cast - Law 00004GWY
4 1,273,878 00DDDRT 0000156 UDAR A&S Core 000037F3
5 -865,219 00D0ORL 0000156 Lerner CC che 00D03PCR
B 1,274,878 0000ORT 00002WW  UDAR Arts 0000323
7 -865,219 0000DRL 0000156 483 E&E/CC Charge 0DD04RKN
8 1,273,878 0000DRT ‘booosgs SIP4 payment 00003VDN
9 0 00DDDRY 0000305 Common Cost - SEAS 00004156
10/ -60,519,077 00000RY 0000156 Cormon Costs - #&$ 0000307
11 0 0000030 0000SYF Comman Cast - Lamant 000038TY
12| 1,272,878 0000ORT 00002WD  UDAR College 00003IKP
13| -60,519,077 00000RY 0000156 CCPmt2 Frl2 & FY13 00004FDX
14| 1,273,878 0000DRT 0000225 UDAR G5 0000zC0)
15| -13,335,929 0000055 "onoose3 SIPA CommonCost 00003FT3
16| -12,728,072 0000036 00005K7 Comman Cost - §SW 00004HS
17| -2,896,860 00000RG 00006CD CUMC Passthru 000035PS
18| -9,611,359 0000054 O0D00EBW €U Corm Cost MSPH 00003VIR
19| 522130 00000RZ 000048) Comman Cost - JOURK 00003YMO
20 -2,974,833 0000052 000DEBWY €U Cornm Cost CDM 000041PX
21| -26,751,326 00000R) 000DBBW G Cornm Cost P&SCUMGC "ooooas12
22 -3,804,509 0000033 00006BW  CUJ CommCost Nursing 000040L7
23 0 0o000RX  ‘Do00393 Common Cost - Busine 000035LS
24| 9,585,164 0000ORW  000033R Comman Costs - ARCH 00003520
25 [i} 00000RG 00004MY AQF - Lawr 00004PZL
26 0 00000RG 0000306 AQF- ENG 00003WM)
7 0 00000RG 00005KS AOF - S5 00004470
26 0 00000RG 000015H AOF - ARS 00D046TP v
W 4 b M| pageoo1 . E0 K]
Ready | |EEE@m 00% (=) [} (+)
Histart| | @ | (& Finsys | MyColumbia - Wi... | @ httpsifffinprod.cc.colum. .. |[[] Microsoft Excel - Bud... | @ ‘ B

Step

Action

10.

followed by its description.

transfer rows.

ChartStrings returned are based on the filter selections. The required ChartFields and
budget columns are to the leftmost section of the template with each ChartField

Attributes and other informational fields are available by scrolling to the right. The
ChartField descriptions embedded in the required area, all informational columns,
and actual transfer lines will be discarded upon upload.

The column headings of the first row in the template must be present with the
column order of the downloaded fields unchanged. The budget columns are
populated for budgeted transfer rows and the actual columns are populated for actual
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Y9~ |= BudgetDownload[1] [Compatibility Mode] - Microsoft Excel o e R
Home Insert  Pagelayout  Formulas Data Review  ‘iew o @@ =
TR e e AN S=lgle 5 T - ;E‘ ﬁj,u gy Tt E - A? lﬂ
Ba- =3 & ot - | g L
Paste (Blzr w- - - A G- $ - % » %3 ;% Condtional Format  Cell | . Sort& Find &
R = = Formatting = as Table = Styles = | (o FOMMat ™ | 27 Fijter = select ~
Clipboard Font Alignment Humber Styles Cells Editing
Bl - Jx | FY13 CurrEst e
B C D E [ G H N
E
FY13 FY1l4 FY15 FYl6 Target Offset
1 [CurrEst Budget Budget Budget Chart Id Chart Id Description D
2 1,274,878 00000RT 000022F UDAR GSAS 0000458
3 0 0000051 000047 Cornmon Cost - Law 000035
4 1,273,878 00000RT 0000156 UDAR 4&sS Care 000037F3
5 -B65,219 00000RL 0000156 Lerner CC chg 00003FCR
B 4,274,878 00000RT 0000ZNA  UDAR Arts 00003231
7 -865,219 00000RL 0000156 #&3 E&E/CC Charge 00004RKN
8 1,273,878 00000RT ‘nnoosas $IP4 payment 00003YDN
9 0 00000RY 0000305 Cornmon Cost - SEAS 00004156
10| -60,519,077 00000RY 0000156 Carmon Costs - A&S 0000307
1 0 0000050 00005YF Carnmon Cost - Lamort 000038TY
12| 4,274,878 00000RT 00002WD  UDAR Callege 00003IKP
13| -60,519,077 00000RY 0000156 CCPmt2FY12 & FYLE 00004FDX,
14| 1,272,878 00000RT 0000225 UDAR GS 0000320
15| -13,335,929 0000055 "onoose3 SIP& CommaonCost 00003FT3
16| -12,728,074 0000056 00005K7 Carnmon Cost - $5W 00004HIS
17| -2,896,860 00000RQ 00006CD CUMC Passthru 000035PS
18| 9,611,459 0000054 00008BWY  CU Carnm Cost MSPH 00003¥IR
19| 5221,301 00000RZ 000048) Carmmon Cost - JOURK 00003VRAG
20 -2,974,833 0000052 0000BWY €U Cormm Cost CDM 000041PX
21 45,754,326 00000R) 00006BWY  CU Comm Cost PASCUMG "o0o04s12
22 -3,804,509 0000053 00006BW G CormmCast Nursing 00004017
23 0 00000RX  ‘Do0O3I3 Cammon Cost - Busine 00003515
24 9,585,164 00000RYY  DDDDS3R Cammon Casts - ARCH 0000352D
25 [i} 00000RG 00004MY AOF - Law 00004PZL
26 [i} D0000RG 0000306 AOQF - ENG 00003W )
PIg 0 00000RG 00005Ks #OF - 53V 00004470
28 0 00000RG 000015H AOF - £35S 000048TP =
W 4+ M| pagenn1 ¥ K T 3
Ready | | 100 (=) ; {+)
Histart| | @ | (& Finsys | MyColumbia - Wi... | @ httpsifffinprod.cc.colum. .. |[[] Microsoft Excel - Bud... | @ ‘ B

Step Action

11.

sides net to zero.

Revisions are entered in the spreadsheet similar to the methods employed on the
Transfers online screen. Debit/credit amounts are entered in whole dollars with +/-
signs, where new values entered replace old values for the budget amounts.

If you do not want to revise a budget for a given fiscal year, leave it alone. If a user
uploads a fiscal year budget column with blank values or unchanged values, no
change occurs. When Uploaded, the offset account will be autopopulated where both
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BudgetDownload[1] [Compatibility Mode] - Microsoft Excel = e 2
Insert  Pagelayout  Formulas Data Review  ‘iew o @@ =
Y e
= & ot - | g L
LTS S R G 2 Tave Siies « | BIFarmat~ | B Fiter fatet-
Clipboard Font Alignment Humber Styles Cells Editing
Bl - Jx | FY13 CurrEst e
B C D E [ G N
FY13 FY1l4 FY15 FYl6 Target Offset
1 [CurrEst Budget Budget Budget Chart Id Chart Id Description D
2 1,274,878 00000RT 000022F UDAR GSAS 0000458
3 0 0000051 000047 Cornmon Cost - Law 000035
4 1,273,878 00000RT 0000156 UDAR 4&sS Care 000037F3
5 -B65,219 00000RL 0000156 Lerner CC chg 00003FCR
B 4,274,878 00000RT 0000ZNA  UDAR Arts 00003231
7 -865,219 00000RL 0000156 #&3 E&E/CC Charge 00004RKN
8 1,273,878 00000RT ‘nnoosas SIP4 payment 00003YDN
0 00000RY 0000305 Cornmon Cost - SEAS 00004156
10| -60,519,077 00000RY 0000156 Carmon Costs - A&S 0000307
1 0 0000050 00005YF Carnmon Cost - Lamort 000038TY
12| 4,274,878 00000RT 00002WD  UDAR Callege 00003IKP
13| -60,519,077 00000RY 0000156 CCPmt2FY12 & FYLE 00004FDX,
14| 1,272,878 00000RT 0000225 UDAR GS 0000320
15| -13,335,929 0000055 "onoose3 SIP& CommaonCost 00003FT3
16| -12,728,074 0000056 00005K7 Carnmon Cost - $5W 00004HIS
17| -2,896,860 00000RQ 00006CD CUMC Passthru 000035PS
18| 9,611,459 0000054 00008BWY  CU Carnm Cost MSPH 00003¥IR
19| 5221,301 00000RZ 000048) Carmmon Cost - JOURK 00003VRAG
20 -2,974,833 0000052 0000BWY €U Cormm Cost CDM 000041PX
21 45,754,326 00000R) 00006BWY  CU Comm Cost PASCUMG "o0o04s12
22 -3,804,509 0000053 00006BW G CormmCast Nursing 00004017
23 0 00000RX  ‘Do0O3I3 Cammon Cost - Busine 00003515
24 9,585,164 00000RYY  DDDDS3R Cammon Casts - ARCH 0000352D
25 [i} 00000RG 00004MY AOF - Law 00004PZL
26 [i} D0000RG 0000306 AOQF - ENG 00003W )
PIg 0 00000RG 00005Ks #OF - 53V 00004470
28 0 00000RG 000015H AOF - £35S 000048TP =
W 4 b M| pageoo1 . E0 K] 3
Ready | |EEmm 00% (=) [} {+)
Histart| | @ | (& Finsys | MyColumbia - Wi... | @ httpsifffinprod.cc.colum. .. |[[] Microsoft Excel - Bud... | @ ‘ B

Step

Action

12.

Click in the 2 field.

To add a new account or ChartString combination, a new line is inserted in the
spreadsheet filling in the required fields.

The required columns are budget amounts for the current estimate and three future
years, Description, target ChartString and offset ChartString. If an existing transfer
is being edited, the Transfer ID is left unchanged the way it was downloaded.

If a new transfer row is added, the ID is left blank and a Transfer 1D will be
generated. A transfer can never be entirely deleted, it is zeroed out.
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= R = BudgetDownload[1] [Compatibility Mode] - Microsoft Excel o e R
Home Insert  Pagelayout  Formulas Data Review  ‘iew @@ =
) | SeInset- E - ;
Calibri -1 Custam - ;H lﬁi _ 74N * ‘37 lﬂ
Paste (Blr u- - § - 0 % Cund\;;nal Fn:i (g\d oete - | @ Sl:rt& Find &
R = = ° 00 =0 rmatting = as Table = Styles~ | FEIFormat* | (27 Fiter - Select -
Clipboard Fant Alignment humber Styles Cells Editing
B2 - Je | -1274878 ke
i b i il Db R —— H I =
E
FY13 FY14 FY15 FYl6 Target Offset
1 CurrEst Budget Budget Budget Chart Id Chart Id Description D
P cion ~10 - A 4~ 8 -% » 00000RT 000022F UDAR GSAS 0000458
j = B Ay 0000031 00004MT  Common Cost - Law 00004GWAY
=7 o7 o s 00DDDRT 0000156 UDAR A&S Core 000037F3
54 cu 00D0ORL 0000156 Lerner CC che 00D03PCR
B | . 0000ORT 00002WW  UDAR Arts 0000323
7 =2 Lomy 00D00RL 000015G  A4&S ERE/CC Charge 00004RKN
g | PasteOptions: oooooRT  ‘Dooosss $IP4 payment 00003VDN
9 0000DRY 00003GE  Comman Cost - SEAS 00004156
10 00000RY 0000156 Common Costs - #&5 0000307
11 Faste Special.. 0000030 000054F Common Cost - Lamant 000038TY
12 Insert 0000ORT 00002WD  UDAR College 00003IKP
13 Detete 00000RY 0000156 CCPmt2 Frl2 & FY13 00004FDX
14 - 0000DRT 0000225 UDAR G5 0000zC0)
15 Clear Contents 0000055 "onoose3 SIP& CommaonCost 00003FT3
16| @ Format cells... 0000036 00005K7 Comman Cost - §SW 00004HS
17 00000RG 00006CD CUMC Passthru 000035PS
18 Row Height.. 0000054 OO0OEBW  CU Corm Cost MSPH 00003VIR
19 Hide 00000RZ 000048) Comman Cost - JOURK 00003YMG
20 Unhide 0000052 000DEBWY €U Cornm Cost CDM 000041PX
21| -ap,roa,520 00000R) 000DBBW G Cornm Cost P&SCUMGC "o0o04s12
22 -3,804,509 0000033 00006BW  CUJ CommCost Nursing 000040L7
23 0 00000RX  ‘Do0O3I3 Common Cost - Busine 000035LS
24| 9,585,164 0000ORW  000033R Comman Costs - ARCH 00003520
25 [i} 00000RG 00004MY AOF - Law 00004PZL
26 [i} D0000RG 0000306 AOQF - ENG 00003W )
7 0 00000RG 00005KS AOF - S5 00004470
28 0 00000RG 000015H  AQF- 435 000046TP v
W 4 b M| pageoo1 . E0 e [ w | 3
Ready | Averagei-1274876  Count:55  Sum:-2,549,756 | [FE|OD M 100% (=) [ (+)
' start J & J féFinSys\MyCo\umbia-Wi...l (& https:{ finprod.cc.colam, ., | | Microsoft Excel - Bud... J ) ‘ B
Step Action
13. Click the Insert menu.
Insert
=R BudgetDownload[1] [Compatibility Mode] - Microsoft Bxcel = B 52
Home Insert  Pagelayout  Formulas Data Review  ‘iew a@o@ =
Caliari B - P:,‘ Sy (1 Felnsetr | X - ‘37 3
= = & FoDelete - 5] - Z
Paste G- $ - % s %2 % Conditional Format  Cell | .. sort& Find &
- Formatting = as Table = Styles ~ | (o Format ™ | &2 Fijter= Select +
Clipboard humber Styles Cells Editing
B2 - -
b i i b e — H I 'j
E
FY13 F¥14 F¥1S F¥le Target Offset
1 CurrEst Budget Budget Budget Chart Id Chart Id Description D
2
3 <ir1,274,878 00DODRT 000022F UDAR GSAS 0000458
4 0 0000031 00004MT  Common Cost - Law 00004GWY
5 1,274,878 00D0ORT 0000156 UDAR A&S Core 000037F3
[+ -865,219 0000ORL 0000156 Lerner CC che. 00DO3PCR
7 1,274,878 000DORT OD002WW  UDAR Arts 0000323
g -865,219 000DDRL 000015G  A&S ERE/CC Charge 00D04RKN
3 1,274,878 00DDDRT "onoose3 SIPA payment 00003VDN
10 0 00DDORY 0000305 Comman Cost- SEAS 00004156
11| -60,519,077 00000RY 0000156 Common Costs - 435 0000307
12 0 0000050 0000SYF Comman Cost - Lamont 000038TY
13| 1,273,878 0000DRT 00002WD  UDAR College 00003IKP
14| -60,519,077 00000RY 0000156 CCPmt 2 Fr12 & FY13 00004FDX
15|  -1,272,878 00D0ORT 0000225 UDAR G5 00003¢0)
16| -13,335,929 0000035 ‘oooose3 §IPA CommonCast 00003FT3
17| 12,728,072 0000036 00005K7 Comman Cast - $$W 00004HS
18|  -2,896,860 0000ORG  00ODECD CUMC Passthru 000035PS
19| 9,611,450 0000034 000DEBW €U Cormm Cost MSPH 00003vIR
20 5,221,301 00000RZ 000048) Comman Cost - JOURN 00003YMQ
21 -2,974,833 0000052 00DDBBW L Cornm Cost COM 000041PX
22| -26,753,326 00000R) 0000SBWW € Cornm Cost P&SCUMG "nooo4s12
23 3,804,509 0000053 0000EBW U CommCost Nursing 000040L7
24 0 oooooRx  ‘Dooosss Common Cost - Busine 00003915
25| -9,585,164 U00ODRW  000033R Comman Costs - ARCH 00003520
26 0 00000RG OO004MY  AQF - Law 00004FZL
7 0 00000RG 0000306 AQF- ENG 0000FWM)
R n nnnoneG nNNOskKs AOF - S5 nnnnaazn ul
W 4 b ¥ | page0ni ¥ e wm ] vl
Ready | |[FEEm 100% (=) i (+)

) start! J a

J @Finﬁys\Mycmumhia-Wi...| (& hitps:ffinprod.cc.colum. .. | ¥| Microsoft Excel - Bud...

| oBE
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Action

Enter the desired information into the FY 13 CurrEst field. Enter *1000".

|= BudgetDownload[l] [Compatibility Mode] - Microsoft Excel = B 58
Insert  Pagelayout  Formulas Data Review  ‘iew @@ =
& carion Sl A = ® Text - ; ¥ R lﬁ
By~ 5 Z
Bz u-|m A S * ! FiFormat- | 2+ find 2.
Clipboard Fant Alignment Humber Styles Cells Editing
B2 - X & x| 1000 v
O T | I 'j
E
FY13 F¥14 F¥1S F¥le Target Offset
1 CurrEst Budget Budget Budget Chart Id Chart Id Description D
2 |1000]
3 T 1,273,878 0O00ORT 000022F UDAR G345 0000456
4 [ 0000051 00D04MT  Comman Cost - Law 00003 GWHY
5 | 1,274,878 00000RT 0000156 UDAR 4&S Core 000037F3
[4 -865,219 00000RL 0000156 Lerner CC chg, 00003PCR
7| 1,273,878 00000RT OO00ZNVY  UIDAR Arts 0000323
8 -865,219 00000RL 0000156 A&S E&E/CC Charge 000D2RKN
9 | -1,274,878 ooooorT  ‘Doooss3 SIP& payment 00003YDN
10 0 00DDORY 0000305 Comman Cost- SEAS 00004156
11| -60,519,077 00000RY 0000156 Comman Costs - A&S 0000307
12 0 0000050 0000SYF Comman Cost - Lamornt 000039TY
13| 1,274,878 00000RT 00002WD  UDAR College 00003JKP
14| -60,519,077 00000RY 0000156 CCPmt 2 Fr12 & Fr13 00004FDX
15| -1,274,878 00000RT 0000225 UDAR 65 00003¢0)
16| -13,335.929 to000ss  ‘Doooss: 5IPA CommonCost 00003PT3
17 | -12,728,074 1000056 00005K7 Comman Cast - 330 00004HIS
18| 2,896,860 0000ORG  00ODECD CUMC Passthru 000035P5
19| 9,611,959 to000s4 0D008BW  GU Comm Cost MSPH 00003VIR
20| 5,221,301 00000RZ oo0048) Cormmon Cost - JOURN 00003YMQ
21| -a,972,833 0000052 00DOBBW  CU Corm Cost CDM 000041FX
22| -a6,752,326 00000R) 00DOSBW  CU Corm Cost P&SCUMC "nooo4s12
23| 3,804,509 0000053 OO00EBW  CU CormmCost Nursing 00004017
24 0 oooooRx  ‘Dooosss Common Cost - Busine 00003915
25| 9,585,164 O000ORW  DDOO33R Common Costs - ARCH 00003520
2 [ 00000RG OO004MY  AQF - Law 00004PZL
7 0 00000RG 0000306 AQF- ENG 0000FWM)
R n nnnoneG nNNOskKs AOF - S5 nnnnaazn ul
W 4 b ¥ | page0ni ¥ 4 m vl
Enter | | EB @ 1003
Histart| | @ | @ Fiys | mycolumbia - wi.. | € https:finprod.cc colum. . |[[E ] Microsoft xcel - Bud... | @ ‘ BE

Step

Action

15.

Press [Right].
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=R = BudgetDownload[1] [Compatibility Mode] - Microsoft Excel o e R
Home Insert  Pagelayout  Formulas Data Review  ‘iew o @@ =
Caliari -l B - E lﬁjﬂ‘ bgﬂ‘ gminsert | E ‘;v 3
Paste (Blr u- - G- $ - % o+ 4@ M Conditional Format  Cell oete - | @ st Fmna e
R = = ¢ 00 =0 rmatting = as Table = Styles~ | FEIFormat* | (27 Fiter - Select +
Clipboard Fant Alignment humber Styles Cells Editing
c2 - I %
B C D E [ G H N
E
FY13 FY14 FY15 FYl6 Target Offset
1 CurrEst Budget Budget Budget Chart Id Chart Id Description D
| 2 1000 [ 1
3 1,274,878 00DDDRT 000022F UDAR GSAS 0000458
4 0 0000031 00004MT  Cormon Cost - Law 00004GWY
5 1,274,878 0000ORT 0000156 UDAR A&S Core 000037F3
[+ -865,219 0000ORL 0000156 Lerner CC che. 00DO3PCR
7 -,274,878 000DORT OD002WW  UDAR Arts 0000323
g 865,219 000DDRL 000015G  A&S ERE/CC Charge 00D04RKN
3 1,274,878 00DDDRT "onoose3 SIPA payment 00003VDN
10 0 00DDORY 0000305 Comman Cost- SEAS 00004156
11| -60,519,077 00000RY 0000156 Common Costs - 435 0000307
12 0 0000050 0000SYF Comman Cost - Lamont 000038TY
13| 1,273,878 0000DRT 00002WD  UDAR College 00003IKP
14| -60,519,077 00000RY 0000156 CCPmt2 Fr12 & FY13 00004FDX
15| -1,272,878 00D0ORT 0000225 UDAR G5 00003¢0)
16| -13,335,929 0000035 ‘oooose3 §IPA CommonCast 00003FT3
17| 12,728,072 0000036 00005K7 Comman Cast - $5W 00004H)3
18|  -2,896,860 0000ORG  00ODECD CUMC Passthru 000035PS
19|  -9,611,a59 0000034 0000EBWY €U Corm Cast MSPH 00003VIR
20 5,221,301 00000RZ 000048 Comman Cost - JOURN 00003V
21 -2,972,833 0000052 000OGBW L Cornm Cost COM 000041PX
22| -26,753,326 00000R) 0000SBW €U Cornm Cost P&SCUMG "noo04s12
23 3,804,509 0000053 0000EBW U CommCost Nursing 000040L7
24 0 oooooRx  ‘Dooosss Common Cost - Busine 00003915
25 -9,585,164 U00ODRW  000033R Comman Costs - ARCH 00003520
26 0 00000RG 00004RY  AQF- Law 00004FZL
7 0 00000RG 0000306 AQF- ENG 0000FWM)
il n nnnoneG ONNOSKs. A0F - S5 nnnnaazn
W 4 b M| pageoo1 . EJ e [ w | 3
Ready | 100% (=) [ {+)
Histart| | @ | (& Finsys | MyColumbia - Wi... | @ httpsifffinprod.cc.colum. .. |[[] Microsoft Excel - Bud... | @ ‘ B
Step Action
16. Press [Right].
=R BudgetDownload[1] [Compatibility Mode] - Microsoft Bxcel = B 52
Home Insert  Pagelayout  Formulas Data Review  ‘iew a@o@ =
) | Selnsetc E v ;
calibri -1z =i Tet - P:,‘ lEF‘L G ‘37 lﬁ
= = & o Delete - 5] - Z
Paste G- $ - % s %2 % Conditional Format  Cell | .. sort& Find &
- Formatting = as Table = Styles ~ | (o Format ™ | &2 Fijter= Select +
Clipboard Fant Alignment humber Styles Cells Editing
H2 - I %
€ D E F G | H T ‘j
E
FY13 FY14 FY15 FY16 Target Offset
1 CurrEst Budget Budget Budget Chart Id Chart Id Description D
| 2 1000 |
3 1,274,878 00DDDRT 000022F UDAR GSAS 0000458
4 0 0000031 00004MT  Common Cost - Law 00004GWY
5 1,274,878 00D0ORT 0000156 UDAR A&S Core 000037F3
[+ -865,219 0000ORL 0000156 Lerner CC che. 00DO3PCR
7 1,274,878 000DORT OD002WW  UDAR Arts 0000323
g -865,219 000DDRL 000015G  A&S ERE/CC Charge 00D04RKN
3 1,274,878 00DDDRT "onoose3 SIPA payment 00003VDN
10 0 00DDORY 0000305 Comman Cost- SEAS 00004156
11| -60,519,077 00000RY 0000156 Common Costs - 435 0000307
12 0 0000050 0000SYF Comman Cost - Lamont 000038TY
13| 1,273,878 0000DRT 00002WD  UDAR College 00003IKP
14| -60,519,077 00000RY 0000156 CCPmt 2 Fr12 & FY13 00004FDX
15|  -1,272,878 00D0ORT 0000225 UDAR G5 00003¢0)
16| -13,335,929 0000035 ‘oooose3 §IPA CommonCast 00003FT3
17| 12,728,072 0000036 00005K7 Comman Cast - $$W 00004HS
18|  -2,896,860 0000ORG  00ODECD CUMC Passthru 000035PS
19| 9,611,450 0000034 000DEBW €U Cormm Cost MSPH 00003vIR
20 5,221,301 00000RZ 000048) Comman Cost - JOURN 00003YMQ
21 -2,974,833 0000052 00DDBBW L Cornm Cost COM 000041PX
22| -26,753,326 00000R) 0000SBWW € Cornm Cost P&SCUMG "nooo4s12
23 3,804,509 0000053 0000EBW U CommCost Nursing 000040L7
24 0 oooooRx  ‘Dooosss Common Cost - Busine 00003915
25| -9,585,164 U00ODRW  000033R Comman Costs - ARCH 00003520
26 0 00000RG OO004MY  AQF - Law 00004FZL
7 0 00000RG 0000306 AQF- ENG 0000FWM)
2R n nnnoneG ONNOSKs. A0F - S5 nnnnaazn d
W 4 b ¥ | page0ni ¥ e wm ] vl
Ready | |[FEEmEm 100 (=) i (+)
Histart| | @ | (& Finys | MyColumbia - Wi... | @ httpsifffinprod.cc.colum. .. |[[] Microsoft Excel - Bud... | @ ‘ BE
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Step

Action

17.

Enter the desired information into the Description field. Enter "Funds Transfer".

H9- |+ BudgetDownlaad[i] [Compatibility Mode] - Microsoft Excel =& 2
Home | Insert  Pagelayout  Formulas  Data  Review  iew a@=F =
Calibri iz oA = » Text - = 3 - A lﬁ
y Bz - & S o i [BFormat= | @~ Fiter omete
Clipboard Font Alignment Humber Styles Cells Editing
H2 - ®  Jfe| Funds Transfer i
B © D E F G | [ ‘?
E
FY13 FYl4 FY15 FYl6 Target Offset
1 CurrEst Budget Budget Budget Chart Id Chart Id Description D
zrlul:ll:l Funds Transfeﬁ |
3 4,274,878 00000RT 000022F UDAFR G545 0000458
4 0 0000051 00004MT Common Cast - Law 000046
5 1,272,878 00000RT 0000156 UDAR A&S Care 000037F3
B -865,219 00000RL 0000156 Lerner CC chg 00003FCR
7 4,274,878 00000RT 0000ZNA  UDAR Arts 00003231
a -B65,219 00000RL 0000156 #85 ERE/CC Charge 00004RKN
3 | 4,274,878 00000RT ‘ooooses $1P4 payment 00005YDN
o 0 00000RY 0000305 Common Cost - SEAS 00004J56
11| -60,519,077 00000RY 0000156 Cormmon Costs - A%S 00003074
12 0 0000050 00005YF Carnmon Cost - Lamort 000038TY
13| 1,274,878 00000RT 00002WD  UDAR College 00003IKF
14| -60,519,077 00000RY 0000156 CCPmt2FY12 & FYLE 00004FDX,
15| 4,274,878 00000RT 0000225 UDAR GS 00003¢0)
16| -13,335,929 0000055 "onooses SIP& CommanCost 00003PT3
17| 12,728,074 0000056 00005K7 Carmon Cost - S5 00004H)S
18| -2,896,860 00000RQ 00006C0 CUMC Passthru 000035P5
19| 9,611,459 0000054 00006BWY G Cornm Cost MSPH 00003VIR
20 5,221,301 00000RZ 000048) Cammon Cast - JOURN 00003YMQ
21 -2,974,833 0000052 00008BW €U Comm Cost CDM 000041PX
22 16,753,326 00000R) 00008BWY €U Comm Cost PASCUMG "u0o0as12
23 -3,804,509 0000053 00006BWY  CU CormmCast Nursing 00004017
2 0 D0000RX ‘000393 Carnmon Cost - Busine 00003815
25 -9,565164 00000V DO0D33R Cammon Casts - ARCH 00003570
26 0 00000RG 00004y AQF- Law 00004PZL
7 [i} 00000RG 0000306 AOF - ENG 00003WI)
R n nnnoneG& AnNNSK# A0F - S5 nnnnaazn >
W 4 ¥ ¥ | pageno1 ~EJ 4w ] 0|
Edit | | B O 100%
#start J ] J & Finsys | My[u\umhla—Wl...l (@ hitps:/finprod.cc.colum | | Microsoft Excel - Bud... J @ ‘

Step

Action

18.

Press [Right].
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=R |= BudgetDownload[1] [Compatibility Mode] - Microsoft Excel o e R
Home Insert  Pagelayout  Formulas Data Review  ‘iew o @@ =
Calibri -1z S e - E lﬁ‘?z‘ 553 j“ms“' - ‘;T lﬂ
Paste (Blr u- - Bl $ - % o+ % Condtionsl Format  Cel oete - | @ s;rt& Find &
R = = ° 00 =0 rmatting = as Table = Styles~ | FEIFormat* | (27 Fiter - Select +
Clipboard Fant Alignment humber Styles Cells Editing
12 - I %
D E [ G H J N
E
FY15 F¥16 Target Offset
1 Budget Budget Chart Id Chart Id Description D Project Praj Des
Zl Funds Transfer |
3 00000RT 000022F UDAR GSAS 00D045BX  UROO4672 CURRENT |
4 0000051 00004MT  Cormon Cost - Law 00004GWY  UROO4E72 CURRENT |
5 00000RT 0000156 UDAR A&S Core 000037F3  UROO4672 CURRENT |
[+ 00000RL 0000156 Lerner CC che. 00DO3PCR  UROO4E72 CURRENT |
7 00000RT O0002WW  UDAR Arts 0000323 UROO4672 CURRENT |
g 0000DRL 0000156 AB:S E&E/CC Charge OODD4RKN  UROO4672 CURRENT |
g 00000RT "ooooses 5IPA payment 00DO3YDN  URO04672 CURRENT |
10 00000RY 0000305 Common Cost - SEAS 00004156 UROO4E72 CURRENT |
11 00000RY 0000156 Common Costs - A%S 0000307 UROO4672 CURRENT |
12 0000050 00005YF Comman Cost - Lamont 000039TY  UROO4672 CURRENT |
13 00000RT 00002WD  UDAR College 0ODO3IKP  UROO4672 CURRENT |
14 00000RY 0000156 CCPmt 2 Fr12 & FY13 00D04FDX  UROO4672 CURRENT |
15 00000RT 0000225 UDAR G§ 00003C0)  UROO4E72 CURRENT |
16 0000085 ‘noooses $IPA CommanCost 00003FT3  UROO4E72 CURRENT |
17 0000036 00005K7 Comman Cost - SSW 00004H)S  URDO4672 CURRENT |
18 00000RQ  00OD6CD CUMC Passthru 00003SPS  UROO4672 CURRENT |
19 0000034 00006BW  CU Cornm Cost MSPH 00DO3YIR  UROO4672 CURRENT |
20 00000RZ 000045 Common Cost - JOURN 00003YMG  UROO4E72 CURRENT |
21 0000052 00006BW €L Carnm Cast CDM 000041FX  UROO4E72 CURRENT |
2 00000R! 00006BW €U Corm Cost P&SCUMEC 0004812 URDO4ETZ CURRENT |
23 0000053 00006BW  CUJ CornmCost Nursing 00004017 UROO4672 CURRENT |
24 oooooRx  ‘Doo03SS Common Cost - Busine 00D039LS  UROO4672 CURRENT |
25 0000DRW  000033R Comman Costs - ARCH 00003520 UROO4672 CURRENT |
26 00000RG 00004RY  AGF - Law 00004PZL  UROO4E72 CURRENT |
7 00000RG 0000306 AGF-ENG 00003WM)  UROO4672 CURRENT |
R nnnnneeG nnnnsks AOF - S5 nnnnaasn IIRONAARTD CHRRFNT Y
W 4 b M| pageoo1 . EJ e [ m 2l
Ready | |[FEEEm 100 (=) ; {+)
Histart| | @ | (& Finsys | MyColumbia - Wi... | @ httpsifffinprod.cc.colum. .. |[[] Microsoft Excel - Bud... | @ ‘ B

Step Action

19. Enter the desired information into the Project field. Enter "UR".

=R = BudgetDownload[1] [Compatibility Mode] - Microsoft Bxcel o 5
Home Insert  Pagelayout  Formulas Data Review  ‘iew @@ =
calibri MITERI YN Text - ¥ R lﬁ
(] g~ B s R Eromat - | 2+ s
Clipboard Fant Alignment humber Styles Cells Editing
12 - X Jfx| URDDAGTZ ke
D E F G H J ‘j
E
FY15 FYi6 Target Offset
1 Budget Budget Chart Id Chart Id Description D Project Praj Des
Zl Funds Transfer
3 00000RT 000022F UDAR GSAS 000045BX  URDO4672 CURRENT |
4 0000051 00004MT  Common Cost - Law 00004GWY  UROO4E72 CURRENT |
5 00000RT 0000156 UDAR A&S Core 000037F3  UROO4E72 CURRENT |
[+ 00000RL 0000156 Lerner CC che. 00DO3PCR  UROO4E72 CURRENT |
7 00000RT O0002WW  UDAR Arts 0000323 UROO4672 CURRENT |
g 0000DRL 0000156 AB:S E&E/CC Charge OODD4RKN  UROO4672 CURRENT |
g 00000RT "ooooses 5IPA payment 00DO3YDN  URO04672 CURRENT |
10 00000RY 0000305 Common Cost - SEAS 00004156 UROO4E72 CURRENT |
11 00000RY 0000156 Common Costs - A%S 0000307 UROO4672 CURRENT |
12 0000050 00005YF Comman Cost - Lamant 000039TY  UROO4672 CURRENT |
13 00000RT 00002WD  UDAR College 0ODO3IKP  UROO4672 CURRENT |
14 00000RY 0000156 CCPmt 2 Fr12 & Fr13 00DD4FDX  UROO4672 CURRENT |
15 00000RT 0000225 UDAR G§ 00003C0)  UROO4E72 CURRENT |
16 0000085 ‘noooses $IPA CommanCost 00003FT3  UROO4E72 CURRENT |
17 0000036 00005K7 Comman Cost - $3W 00004H)S  UROO4E72 CURRENT |
18 00000RQ  00OD6CD CUMC Passthru 00003SPS  UROO4672 CURRENT |
19 0000084 O000EBW  CU Corm Cost MSPH 00DO3VIR  UROO4672 CURRENT |
20 00000RZ 000048 Common Cost - JOURN 00003YMQ  URO04672 CURRENT |
21 0000052 00006BW €U Carnm Cost CDM 000041FX  UROO4E72 CURRENT |
2 00000R! 00006BW €U Carnm Cost P&SCUMEC o004s12  URDOD4ETZ CURRENT |
23 0000053 00006BW  CUJ CornmCost Nursing 00004017 UROO4672 CURRENT |
24 oooooRx  ‘Dooo3ss Common Cost - Busine 00003915 UROO4672 CURRENT |
25 0000DRW  000033R Comman Costs - ARCH 00003520 UROO4672 CURRENT |
26 00000RG 00004RY  AGF - Law 00004PZL  UROO4E72 CURRENT |
7 00000RG 0000306 AGF-ENG 00003WM)  UROO4E72 CURRENT |
2R nonaneRs NOANSKSs: AOF - S5 nnnnaazn HIRMNNAATD CHRRFMT ™
W 4 b ¥ | page0ni ¥ [« [ w 20|
Enter | | BB O M 100
Histart| | @ | (& Finys | MyColumbia - Wi... | @ httpsifffinprod.cc.colum. .. |[[] Microsoft Excel - Bud... | @ ‘ BE

Page 242




Training Guide
Budget Tool

Step

Action

20.

Press [Right].

= A I= BudgetDownload[l] [Compatibility Mare] - Microsoft Excel =& 2
Home | Insert  Pagelayout  Formulas  Dats  Review  View a@ o=@ R
Calibri w1z o AT A ®- [5 res - Ej ‘ﬂjﬁ‘ .__;ﬁ‘ ful""'t T ES ’7? lﬁ
Paste A Blsr U- =l B 5 - % 0 WM Cnr\d\;nnal Farmat  Cell fﬁ el - | @- s;n& Find &
- = = s ¢ 000 rmatting - as Table - Styles v | (o FOrMat < | 27 Filter+ Select v
Clipboard 1 Fant 1 Alignment 1 Humber 1 Styles Cells Editing
Kz - S -
F G H J K ‘?
B
Target Offset
1 Chartid Chart Id Description D Project Proj Desc A
|2 UROD4672
3 oooooRt 000022F LUDAR GSAS 000045BX  LRDO4672 CURRENT UNRESTRICTED 70
4 ooooost 00004MT  Cormman Cost- Law 00004GWY  URDD4672 CURRENT UNRESTRICTED ‘70
5 0oooORT 0000156 UD&R A&S Core 00D0S7F3  URDD4672 CURRENT UNRESTRI CTED ‘7o
5 000DORL 0000156 Lerner CCchg ODDOIPCR  LRDD4672 CURRENT UNRESTRI CTED 70
7 0000DRT 00D0ZNW  UDAR Arts 0000373)  URD0D46T2 CURRENT UNRESTRICTED 70
5 00000RL 0000156 ARS E&E/CC Charge 00004RKN  LRDO4ET2 CURRENT UNRESTRICTED 70
9 ooooorT  ‘Doooses SIPA payment 00003YDN  LURDO4672 CURRENT UNRESTRICTED 70
10 oooooRy 0000305 Comman Cost- SEAS 0000456 LRDD4672 CURRENT UNRESTRICTED (70
11 O0DDDRY  DOODISG  Common Costs - A&S 0000SOT)  URDD4672 CURRENT UNRESTRI CTED ‘7o
12 \00oo0sn 00D05YF Cornmon Cost- Lamant 000035TY  LRD0D46T2 CURRENT UNRESTRICTED 70
13 |oooooRT 00002WD  UDAR College 00003KP  LRDD4ET2 CURRENT UNRESTRICTED 70
14 0000DRY  00O01SS  CCPt2FY12 & FV1S 00004FDX  LRD046T2 CURRENT UNRESTRICTED 70
15 oooooRT 0000225 LDAR GS 00003CDS  LURDD4672 CURRENT UNRESTRICTED 70
16 oooooss  'ooooses SIPA CommonCost 00DOSPTS  LROD4672 CURRENT UNRESTRI CTED ‘7o
17 \oooooss 00005K7 Cornmon Cast- SSW ODDO4HIS  LRDDAET2 CURRENT UNRESTRICTED 70
15 0D00DRQ,  DOODECD  CUMCPassthru 000035P5  LRDD46T2 CURRENT UNRESTRICTED 70
19 ooooosa 00D0GBW U Corm Cost MSPH 00003vR  LRDO4ET2 CURRENT UNRESTRICTED 70
20 |nooooRz 000048 Cornmon Cast- JOURN 00003YMQ URDD4672 CURRENT UNRESTRICTED 7o
21 |nooons2 000DEBW  CU Comm Cost COM 000041PX  LROD4672 CURRENT UNRESTRICTED i
22 |noooor) 0000SBW  CU Comm Cost P&SCUMC "ooooes1z  URDO4ETZ CURRENT UNRESTRI CTED 70
23 |0o000s3 00006BW U CommCast Mursing 000040L7  LRD0D46T2 CURRENT UNRESTRICTED 70
24 looooorx  ‘ooooss: Cornman Cast- Busine 0000355 LRDO46T2 CURRENT UNRESTRICTED 70
25 |000D0ORW  0DO033R Cornman Costs - ARCH 00003520 LRDO46T2 CURRENT UNRESTRICTED 70
26 |0000ORG  DOOO4MY  AOF-Law 00004PZL  LRDD4E72 CURRENT UNRESTRICTED 70
27 |0ODDDRG  DOODSQE  AQF-ENG 0000SWMI  URDD4672 CURRENT UNRESTRI CTED ‘7o
2R nnnnnrc nNNNSER AOF = S5 annna47| RONARTZ CIRRFNT HMRFSTRICTFD Y
H 4 b b | page0ni - iJd [14 | T k(]
Ready | =@ ) {
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=R |= BudgetDownload[1] [Compatibility Mode] - Microsoft Excel o e R
Home Insert  Pagelayout  Formulas Data Review  ‘iew o @@ =
Caliari -l B - E lﬁjﬂ‘ bgﬂ‘ gminsert | E ‘;v 3
pate o |[B] I u- - Bl $ - % o+ % Condtionsl Format  Cel oete - | @ st Fmna e
- = = ¢ 00 =0 rmatting = as Table = Styles~ | FEIFormat* | (27 Fiter - Select +
Clipboard Fant Alignment humber Styles Cells Editing
L2 - I %
G 0 J i L =
E
Offset
1 Chartld Description D Project Proj Desc Account  |Al
2] UROD4672
3 oooozzF UDAR G548 00DO45BX  URDD4672 CURRENT UNRESTRICTED 70100
4 00004MT  Common Cost- Law 00004GWY  URDDAET2 CURRENT UNRESTRICTED 70100
5 0000156 UDAR A&S Core 000037F3  URDOAET2 CURRENT UNRESTRICTED 70100
5 0000156 Lerner CC chg. 00003PCR  URDOAET2 CURRENT UNRESTRICTED 70100
7 00002NW  UD&R Arts 00003230 URDDAE72 CURRENT UNRESTRICTED (7o100
8 0000156 A&S E&E/CC Charge ODDO4RKN  URDD4E72 CURRENT UNRESTRICTED fro1o0
9 'booossa SIPA payment 00DO3YDN  URDDA672 CURRENT UNRESTRICTED 70100
100000305 Common Cost- SEAS 00004J56  URDDAET2 CURRENT UNRESTRICTED 70100
11 0000156 Common Costs - AZS 0000307, URDDAE72 CURRENT UNRESTRICTED 70100
12 |nooosvr Comman Cost- Lamant 000038TY  URDDAE72 CURRENT UNRESTRICTED Cro1o0
13 |00002WD  UDR College ODDO3KP  URDD4ET2 CURRENT UNRESTRICTED fro1o0
14 |0000156 CCPmt 2 FY12 & FY13 00DO4FDX  URDDAE72 CURRENT UNRESTRICTED 70100
15 0000275 UD#4R 65 00003C0)  URDDAET2 CURRENT UNRESTRICTED 70100
15 foooosas $IPA CommonCast 00003FT3  URDOAET2 CURRENT UNRESTRICTED 70100
17 |nooosk? Comman Cost- SSW 00004HIS  URDDAE72 CURRENT UNRESTRICTED Fro1o0
18 |nooosco CUMC Passthru 000035PS  URDODAE72 CURRENT UNRESTRICTED (7o100
19 |000068W  CU Comm Cost MSPH 00DO3YIR  URDD4672 CURRENT UNRESTRICTED f7o100
20 000048 Common Cost- JOURN 00003¥MQ.  URDDAET2 CURRENT UNRESTRICTED 70100
21 DOO0SEW  CU Comm Cost CDM 000041FX  URDOAET2 CURRENT UNRESTRICTED 70100
22 0000SEW €U Comm Cost PESCUMC ‘o004z URODD4ET2 CURRENT UNRESTRICTED 70100
23 Do00SEW  CU CommCost Nursing 000040L7  URDDAE72 CURRENT UNRESTRICTED Cro1o0
24 faooozes Common Cost- Busine 00D035LS  URDD4E72 CURRENT UNRESTRICTED fro1o0
25 DODD33R Common Costs - ARCH 00003520 URDDAE72 CURRENT UNRESTRICTED 70100
26 DOODAMY  AQF- Law 00004FZL  URDDAET2 CURRENT UNRESTRICTED 70110
27 DOO03QS  AQF-ENG 00003WMI  URDDAET2 CURRENT UNRESTRICTED 70110
2f_nnnnskR AOF - S8 nnnnaazn LIRNNARFD [CIIRRFNT [INRFSTRICTFD '7!1'\'\“
W 4 b M| pageoo1 . E0 K] [ m |
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Clipboard Fant Alignment humber Styles Cells Editing
L2 - X & x| 70100 v
G | J K L ‘j
E
Offset
1 Chartld Description D Project Proj Desc Account  |Ai
2] UROD4672 70100]
3 oooozzF UDAR G548 00DO45BX  URDD4672 CURRENT UNRESTRICTED 70100
4 00004MT  Common Cost- Law 00004GWY  URDDAET2 CURRENT UNRESTRICTED 70100
5 0000156 UDAR A&S Core 000037F3  URDDAET2 CURRENT UNRESTRICTED 70100
5 0000156 Lerner CC chg. 00003PCR  URDOAET2 CURRENT UNRESTRICTED 70100
7 00002NW  UD&R Arts 00003230 URDDAE72 CURRENT UNRESTRICTED Cro1o0
8 0000156 485 ERE/CC Charge ODDO4RKN  URDD4E72 CURRENT UNRESTRICTED fro1o0
9 'booossa SIPA payment 00DO3YDN  URDDA672 CURRENT UNRESTRICTED 70100
10 | 0000305 Common Cost- SEAS 00004J56  URDDAET2 CURRENT UNRESTRICTED 70100
11 0000156 Common Costs - AZS 0000307, URDDAE72 CURRENT UNRESTRICTED 70100
12 |nooosvr Comman Cost- Lamant 000039TY  URDDAE72 CURRENT UNRESTRICTED Fro1o0
13 |00002WD  UD4R College ODDO3KP  URDD4E72 CURRENT UNRESTRICTED (70100
14 |0oo0156 CCPmb2 FY12 & FY13 00DO4FDX  URDD4672 CURRENT UNRESTRICTED 70100
15 0000275 UD#4R 65 00003C0)  URDDAET2 CURRENT UNRESTRICTED 70100
15 foooosas $IPA CommonCast 00003FT3  URDOAET2 CURRENT UNRESTRICTED 70100
17 |nooosk? Comman Cost- S3W 00004HIS  URDDAET2 CURRENT UNRESTRICTED 70100
18 |nooosco CUMC Passthru 000035PS  URDODAE72 CURRENT UNRESTRICTED (7o100
19 |000068W  CU Comm Cost MSPH 00DOBVIR  URDD4E72 CURRENT UNRESTRICTED fro1o0
20 000048 Common Cost- JOURN 00003¥MQ. URDD4G72 CURRENT UNRESTRICTED 70100
21 DODOBBW  CU Comm Cost COM 000041FX  URDDAET2 CURRENT UNRESTRICTED 70100
22 0000SEW €U Comm Cost PESCUMC ‘Dooods1z  URODD46T2 CURRENT UNRESTRICTED 70100
23 Do00SEW  CU CommCost Nursing 000040L7  URDDAE72 CURRENT UNRESTRICTED Cro1o0
24 foooozes Common Cost- Busine 00003515 URDD4E72 CURRENT UNRESTRICTED fro1o0
25 DO0033R Common Costs - ARCH 00003520 URDD4672 CURRENT UNRESTRICTED 70100
26 DOODAMY  AQF- Law 00004FZL  URDDAET2 CURRENT UNRESTRICTED 70110
27 DO003QS  AQF-ENG 00003WMI  URDDAET2 CURRENT UNRESTRICTED 70110
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- =] o Delete - | G-
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- - = - Formatting = as Table = Styles = | (B Format = | &2~ Filker = Select+
Clipboard Font Alignment Humber Styles Cells Editing
112 - I -
| Jd K L M N [s] ‘?
11D Project Proj Desc Account  |Acct Desc Bus Unit Bus Unit Desc D1
2 URDD4672 70100
3 000045BX  URDD4ETZ CURRENT UNRESTRICTED 70100 15-COMMON COST CoLUM Columbia University
4 000D4GWY  LURDD4E7Z CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Columbia University
5 0D0037F3  URDD4ET2 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Colurnbia University
B 0D0D3PCR  URDD4GE7Z CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Colurnbia University
7 0000373 URDD4ETZ CURRENT UNRESTRICTED 70100 15-COMMGN COST CoLum Colurmbia University
3 0D0D4RKN  URDDAETZ CURRENT UNRESTRICTED 70100 15-COMMON COST CoLUM Colurmbia University
3 0000FYDN  URDD4ETZ CURRENT UNRESTRICTED 70100 15-COMMON COST CoLUM Columbia University
10 000D4)S6  UROD4E72 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Columbia University
11 000030T)  UROD4E72 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Colurnbia University
12 000035TY  UROD4ET2 CURRENT UNRESTRICTED 70100 15-COMMGN COST CoLum Colurmbia University
13 00003KF  UROD4ET2 CURRENT UNRESTRICTED 70100 15-COMMGN COST CoLum Colurmbia University
14 00004FDX  UROD4E72 CURRENT UNRESTRICTED 15-COMMON COST CoLUM Columbia University
15 00003CO)  URDD4E72 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Columbia University
16 00003PTS  LROD4ET2 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Colurnbia University
17 00004HIS  URDD4E72 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Colurmbia University
18 000035PS  UROD4ET2 CURRENT UNRESTRICTED 70100 15-COMMGN COST CoLum Colurmbia University
19 00003WR  UROD4ET2 CURRENT UNRESTRICTED 70100 15-COMMON COST CoLUM Columbia University
20 00003YMQ  LRD04E72 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Columbia University
21 000041PX  URO04E72 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Colurnbia University
22 fooooasiz  URDD4sTZ CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Colurnbia University
23 00004007 URO04GT2 CURRENT UNRESTRICTED 70100 15-COMMGN COST CoLum Colurmbia University
24 00003915 URO04ET2 CURRENT UNRESTRICTED 70100 15-COMMON COST CoLUM Colurmbia University
25 00003570 URO04E72 CURRENT UNRESTRICTED 70100 15-COMMON COST CoLUM Columbia University
26 00004PZL  LRD04E72 CURRENT UNRESTRICTED 70110 15-A0F CONTRIBUTIONS coLum Columbia University
27 00003WM)  URD04E72 CURRENT UNRESTRICTED Tro110 15-AQF CONTRIBUTIONS coLum Colurnbia University
28 nnnnaazn 1IRNN4[7T2 CHRRFNT HMRFSTRICTFD zniin 15=A0F CONTRIRNITIONS LGOI calurmhia Hniversity
H 4 ¢ ¥ | pageno1 .~ EJ 1 [om |
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Home Insert  Pagelayout  Formulas Data Review  ‘iew o @@ =
= ) | Sensets  E - %
Calibri -2 =i Tex - ;H ﬁjﬂ B c nee 7‘? lﬂ
- = - Fpelete - [g]- &
Paste Blsr U- - - $ - % s 4@ .M Condtional Format Cell | .. Sort& Find &
- = = & ¢ B0 *0 | omatting = as Table = Styles ~ | B Format ™ | (2™ Filter= select+
Clipboard Fant Alignment humber Styles Cells Editing
N2 - I %
| J K L [} i Q N
11D Project Proj Desc Account Acct Desc Bus Unit Bus Unit Desc Di
2 URDD4672 70100
3 000045BX  URDD4E72 CURRENT UNRESTRICTED 70100 15-COMMON COST COLUM Columbia University 5
4 000046WY  URDD4ST2 CURRENT UNRESTRICTED 70100 15-COMMON COST COLUM Columbia University 5
5 000037F3  UROO4E7Z CURRENT UNRESTRICTED: 70100 15-COMMON COST COLUM Columbia University 5
G 00003PCR  URDO4E72 CURRENT UNRESTRICTED: 70100 15-COMMON CO3T COLUM Columbia University 25
7 0000323 URDO4E72 CUURRENT UNRESTRICTED 70100 15-COMMON COST COLUM Columbia University 25
O 000D4RKM  URDO4E72 CURRENT UNRESTRICTED 70100 1S-COMMON COST CoLUM Columbia University 5
S 00003YDN  URDD4S72 CURRENT UNRESTRICTED 70100 15-COMMON COST CoLum Columbia University 25
10 |00004J56  UROD4E72 CURRENT UNRESTRICTED 70100 15-COMMON COST COLUM Columbia University 5
11 000030T)  UROO4872 CURRENT UNRESTRICTED: 70100 15-COMMON COST COLUM Columbia University 25
12 |000039Tv  URDD4E72 CUURRENT UNRESTRICTED 70100 15-COMMON COST COLUM Columbia University 25
13 |00003KP  URDD4ET2 CURRENT UNRESTRICTED 70100 1S-COMMON COST COLUM Columbia University 25
14 |00004FDX  URDD4E72 CURRENT UNRESTRICTED 70100 15-COMMON COST CoLum Columbia University 25
15 00003¢0)  UROD4E72 CURRENT UNRESTRICTED 70100 15-COMMON COST COLUM Columbia University 5
16 |00003PT3  UROO4E72 CURRENT UNRESTRICTED: 70100 15-COMMON COST COLUM Columbia University 5
17 |00004H)S  URDD4E72 CURRENT UNRESTRICTED 70100 15-COMMON COST COLUM Columbia University 25
18 |000035PS  URDO4E72 CUURRENT UNRESTRICTED 70100 15-COMMON COST COLUM Columbia University 25
19 |00003WR  URDD4E72 CURRENT UNRESTRICTED 70100 15-COMMON COST CoLUM Columbia University 5
20 00003VMO  LROD4E72 CURRENT UNRESTRICTED 70100 15-COMMON COST COLUM Columbia University 5
21 D00041PX  LROD4ETZ CURRENT UNRESTRICTED: 70100 15-COMMON COST COLUM Columbia University 5
22 fooooasiz  URDD4ETZ CURRENT UNRESTRICTED: 15-COMMON CO3T COLUM Columbia University 25
23 00004017 UROD4E72 CUURRENT UNRESTRICTED 70100 15-COMMON COST COLUM Columbia University 25
24 DODO3YLS  LROD4ET2 CURRENT UNRESTRICTED 70100 1S-COMMON COST CoLUM Columbia University 5
25 D0003SZD  LROD4E72 CURRENT UNRESTRICTED 70100 15-COMMON COST CoLum Columbia University 25
26 DOODAPZL  LRODAETZ CURRENT UNRESTRICTED 70110 15-AQF CONTRIBUTIONS COLUM Columbia University 5
27 D00OIWMI  UROD4E72 CURRENT UNRESTRICTED: 70110 15-AQF CONTRIBUTIONS COLUM Columbia University 25
il nasazn 1IRNO4FT2 CHRRFMT HNRFSTRICTFD Z011n 15-A0F CONTRIRITIONS LCOl IR Crlumhia lniversitv o5
H 4 b b | page0o1 . tJ 4 [ m | A0
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25.

Enter the desired information into the BudgetDownload[1] [Compatibility Mode]
field. Enter "C".
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11D Project Proj Desc Account  |Acct Desc Bus Unit Bus Unit Desc D1
2 URDD4672 70100 0
3 000045BX  URDD4ETZ CURRENT UNRESTRICTED 70100 15-COMMON COST CoLUM Columbia University 25
4 000D4GWY  LURDD4E7Z CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Columbia University 25
5 0D0037F3  URDD4ET2 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Colurnbia University Pl
B 0D0D3PCR  URDD4GE7Z CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Colurnbia University 25
7 00003731 URO04E72 CURRENT UNRESTRICTED 70100 15-COMMGN COST CoLum Colurmbia University 25
3 0D0D4RKN  URDDAETZ CURRENT UNRESTRICTED 70100 15-COMMON COST CoLUM Colurmbia University 25
3 0000FYDN  URDD4ETZ CURRENT UNRESTRICTED 70100 15-COMMON COST CoLUM Columbia University 25
10 000D4)S6  UROD4E72 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Columbia University 25
11 0ooosoms UROD4E72 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Colurnbia University 25
12 000035TY  UROD4ET2 CURRENT UNRESTRICTED 70100 15-COMMGN COST CoLum Colurmbia University 25
13 00003KF  UROD4ET2 CURRENT UNRESTRICTED 70100 15-COMMGN COST CoLum Colurmbia University 25
14 00004FDX  UROD4E72 CURRENT UNRESTRICTED 70100 15-COMMON COST CoLUM Columbia University 25
15 00003CO)  URDD4E72 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Columbia University 25
16 00003PTS  LROD4ET2 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Colurnbia University Pl
17 00004HIS  URDD4E72 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Colurmbia University 25
18 000035PS  UROD4ET2 CURRENT UNRESTRICTED 70100 15-COMMGN COST CoLum Colurmbia University 25
19 00003WR  UROD4ET2 CURRENT UNRESTRICTED 70100 15-COMMON COST CoLUM Columbia University 25
20 00003YMQ  LRD04E72 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Columbia University 25
21 000041PX  URO04E72 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Colurnbia University 5
22 fooooasiz  URDD4sTZ CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Colurnbia University 25
23 00004007 URO04GT2 CURRENT UNRESTRICTED 70100 15-COMMGN COST CoLum Colurmbia University 25
24 00003915 URO04ET2 CURRENT UNRESTRICTED 70100 15-COMMON COST CoLUM Colurmbia University 25
25 00003570 URO04E72 CURRENT UNRESTRICTED 70100 15-COMMON COST CoLUM Columbia University 25
26 00004PZL  LRD04E72 CURRENT UNRESTRICTED 70110 15-A0F CONTRIBUTIONS coLum Columbia University 25
27 00003WM)  URD04E72 CURRENT UNRESTRICTED 70110 15-AQF CONTRIBUTIONS coLum Colurnbia University 25
28 nnnnaazn 1IRNN4[7T2 CHRRFNT HMRFSTRICTFD zniin 15=A0F CONTRIRNITIONS LGOI calurmhia Hniversity i
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I J K L M N [5] ‘j
11D Project Proj Desc Account Acct Desc Bus Unit Bus Unit Desc Di
2 URDD4672 70100 COLUM
3 000045BX  URDD4E7Z CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Colurnbia University 25
4 0D004GWY  URDDAETZ CURRENT UNRESTRICTED 70100 15-COMMGN COST CoLum Colurmbia University 25
5 000037F3  URDD4ETZ CURRENT UNRESTRICTED 70100 15-COMMGN COST CoLum Colurmbia University 25
B 0D003PCR  URDD4ETZ CURRENT UNRESTRICTED 70100 15-COMMON COST CoLUM Columbia University 25
7 00003Z3)  URD0467Z CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Columbia University 25
8 DD0D4RKN  URDD4E72 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Colurnbia University 25
9 0000SYDN  URDD4ETZ CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Colurmbia University 25
10 00004)56  UROD4ET2 CURRENT UNRESTRICTED 70100 15-COMMGN COST CoLum Colurmbia University 25
11 000030T)  UROD4E72 CURRENT UNRESTRICTED 70100 15-COMMON COST CoLUM Columbia University 25
12 000039TY  UROD4E72 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Columbia University 25
13 0DO0003IKP  UROD4ET2 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Colurnbia University 5
14 00004FDX  URDDAE72 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Colurnbia University 25
15 00003C0)  UROD4ET2 CURRENT UNRESTRICTED 70100 15-COMMGN COST CoLum Colurmbia University 25
16 00003PT3  UROD4ET2 CURRENT UNRESTRICTED 70100 15-COMMON COST CoLUM Colurmbia University 25
17 00004HIS  UROD4ET2 CURRENT UNRESTRICTED 70100 15-COMMON COST CoLUM Columbia University 25
18 00003SPS  UROD4E72 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Columbia University 25
19 00003VIR  UROD4E72 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Colurnbia University 25
20 00003VMQ  URN04672 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Colurmbia University 25
21 000041FX  URD0D4GT2 CURRENT UNRESTRICTED 70100 15-COMMGN COST CoLum Colurmbia University 25
22 fooooaslz  URDD4ETZ CURRENT UNRESTRICTED 70100 15-COMMON COST CoLUM Columbia University 25
23 00004017 LR004672 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Columbia University 25
24 00003915 URO04672 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Colurnbia University Pl
25 00003520 UR004672 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Colurnbia University 25
26 00004PZL  URO04GT2 CURRENT UNRESTRICTED 70110 15-A0F CONTRIBUTIONS CoLum Colurmbia University 25
27 00003WM)  URD0O4ET2 CURRENT UNRESTRICTED 70110 15-A0F CONTRIBUTIONS CoLUM Colurmbia University 25
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27.

Press [Right].
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E
1 Project Proj Desc Account Acct Desc Bus Unit Bus Unit Desc Dept Di
| 2 lurooas72 70100 coLum
3 URDD4672 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Columbia University 2502105 |GE
4 URDO4672 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Columbia University 2502103 |GE
5 UROO4672 CURRENT UNRESTRICTED: 70100 15-COMMON COST coLum Columbia University 2502103 |GE
5 URDO4E72 CURRENT UNRESTRICTED: 70100 15-COMMON CO3T coLum Columbia University 2502103 |GE
7 URD04672 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Columbia University 2502108 |GE
8 URDO4672 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Columbia University 2502108 |GE
S URD04672 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Columbia University 2502103 |GE
10 |URo04672 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Columbia University 2502103 |GE
11 |URo04672 CURRENT UNRESTRICTED: 70100 15-COMMON COST coLum Columbia University 2502103 |GE
12 |URD04672 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Columbia University 2502108 |GE
13 |URDD4672 CURRENT UMRESTRICTED 70100 15-COMMON COST coLum Columbia University 2502108 |GE
14 |URDD4672 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Columbia University 2502103 |GE
15 |UROD4672 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Columbia University 2502103 |GE
16 |UR004672 CURRENT UNRESTRICTED: 70100 15-COMMON COST coLum Columbia University 2502103 |GE
17 |URD04672 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Columbia University 2502108 |GE
18 |URD04672 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Columbia University 2502108 |GE
19 |URDD4672 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Columbia University 2502108 |GE
20 UROD4ET2 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Columbia University 2502103 |GE
21 UROD4672 CURRENT UNRESTRICTED: 70100 15-COMMON CO3T coLum Columbia University 2502103 |GE
22 UROD4E72 CURRENT UNRESTRICTED: 70100 15-COMMON CO3T coLum Columbia University 2502103 |GE
23 UROD4E72 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Columbia University 2502108 |GE
24 UROD4ET2 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Columbia University 2502108 |GE
25 UROD4E72 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Columbia University 2502103 |GE
26 UROD4ET2 CURRENT UNRESTRICTED 70110 15-AQF CONTRIBUTIONS coLum Columbia University 2502103 |GE
27 UROD4672 CURRENT UNRESTRICTED: 70110 15-AQF CONTRIBUTIONS coLum Columbia University 2502103 GE
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Action

Enter the desired information into the Dept field. Enter "2502103".
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1 Project Proj Desc Account  |Acct Desc Bus Unit Bus Unit Desc Dept Di
| 2 lurooas72 70100 coLum 2502103
3 URDD4672 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Columbia University 2502105 |GE
4 URDO4672 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Columbia University 2502103 |GE
5 URDO4672 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Columbia University 2502103 |GE
5 URDO4E72 CURRENT UNRESTRICTED: 70100 15-COMMON CO3T coLum Columbia University 2502103 |GE
7 URD04672 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Columbia University 2502108 |GE
8 URDO4672 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Columbia University 2502108 |GE
S URD04672 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Columbia University 2502103 |GE
10 |URo04672 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Columbia University 2502103 |GE
11 |URo04672 CURRENT UNRESTRICTED: 70100 15-COMMON COST coLum Columbia University 2502103 |GE
12 |URD04672 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Columbia University 2502108 |GE
13 |URDD4672 CURRENT UMRESTRICTED 70100 15-COMMON COST coLum Columbia University 2502108 |GE
14 |URDD4672 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Columbia University 2502108 |GE
15 |UROD4672 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Columbia University 2502103 |GE
16 |UR004672 CURRENT UNRESTRICTED: 70100 15-COMMON COST coLum Columbia University 2502103 |GE
17 |URO04672 CURRENT UNRESTRICTED: 70100 15-COMMON CO3T coLum Columbia University 2502103 |GE
18 |URD04672 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Columbia University 2502108 |GE
19 |URDD4672 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Columbia University 2502108 |GE
20 UROD4E72 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Columbia University 2502103 |GE
21 UROD4ET2 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Columbia University 2502103 |GE
22 UROD4672 CURRENT UNRESTRICTED: 70100 15-COMMON COST coLum Columbia University 2502103 |GE
23 UROD4E72 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Columbia University 2502108 |GE
24 UROD4ET2 CURRENT UMRESTRICTED 70100 15-COMMON COST coLum Columbia University 2502108 |GE
25 UROD4E72 CURRENT UNRESTRICTED 70100 15-COMMON COST coLum Columbia University 2502108 |GE
26 UROD4ET2 CURRENT UNRESTRICTED 70110 15-AQF CONTRIBUTIONS coLum Columbia University 2502103 |GE
27 UROD4672 CURRENT UNRESTRICTED: 70110 15-AQF CONTRIBUTIONS coLum Columbia University 2502103 GE
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29. Press [Right].
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1 Account  Acct Desc Bus Unit Bus Unit Desc Dept Dept Desc Fund Fund Desc
2 70100 CoLUMm 2502103
3 7000 15-COMMON COST COLUM Colurnbia University 2502103 GEL OMB Central Flow of Funds 01 | General Unre:
4 "roLoo 15-COMMON COST COoLUM Columbia University "2502103 GEL OMB Central Flow of Funds 01 | General Unre:
5 "7o1o0 15-COMMON £OST COLUM Columbia University 250210% GEL OMB Central Flow of Funds 01 | General Unres
5 "7o1oo 15-COMMON COST COLUM Columbia University 2502103 GEL OMB Central Flow of Funds 01 | General Unre:
7 70100 15-COMMON COST COLUM Colurnbia University 2502103 GEL OMB Central Flow of Funds 01 | General Unre:
3 70100 15-COMMON COST COLUM Colurnbia University 2502103 GEL OMB Central Flow of Funds 01 | General Unret
3 70100 15-COMMON COST COLUM Columbia University 2502103 GEL OMB Central Flow of Funds 01 | General Unre:
10 o100 15-COMMON COST COoLUM Calumbia University l2502103 GEL OMB Central Flow of Funds 01 | General Unre:
11 70100 15-COMMON COST COLUM Columbia University 2502103 GEL OMB Central Flow of Funds 01 | General Unres
12 70100 15-COMMON COST COLUM Colurnbia University 2502103 GEL OMB Central Flow of Funds 01 | General Unre:
13 70100 15-COMMON COST COLUM Colurnbia University 2502103 GEL OMB Central Flow of Funds 01 | General Unre:
14 70100 15-COMMON COST COLUM Columbia University GEL OMB Central Flow of Funds 01 | General Unre:
15 70100 15-COMMON COST COoLUM Columbia University l2502103 GEL OMB Central Flow of Funds 01 | General Unre:
16 70100 15-COMMON £OST COLUM Columbia University 250210% GEL OMB Central Flow of Funds 01 | General Unres
17 70100 15-COMMON COST cOoLUM Colurnbia University 2502103 GEL OMB Central Flow of Funds 01 | General Unre:
15 70100 15-COMMON COST COLUM Colurnbia University 2502103 GEL OMB Central Flow of Funds 01 | General Unre:
19 70100 15-COMMON COST COLUM Colurnbia University 2502103 GEL OMB Central Flow of Funds 01 | General Unre:
20 70100 15-COMMON COST CcoLUM Columbia University "2502103 GEL OMB Central Flow of Funds 01 | General Unre:
21 70100 15-COMMON £OST COLUM Columbia University f2502103 GEL OMB Central Flow of Funds 01 | General Unres
22 (70100 15-COMMON COST COLUM Columbia University 2502103 GEL OMB Central Flow of Funds 01 | General Unre:
23 70100 15-COMMON COST COLUM Colurnbia University 2502103 GEL OMB Central Flow of Funds 01 | General Unre:
24 70100 15-COMMON COST COLUM Colurnbia University 2502103 GEL OMB Central Flow of Funds 01 | General Unret
25 70100 15-COMMON COST COLUM Columbia University 2502103 GEL OMB Central Flow of Funds 01 | General Unre:
26 70110 15-40F CONTRIBUTIONS COoLUM Calumbia University l2502103 GEL OMB Central Flow of Funds 01 | General Unre:
27 70110 15-AQF CONTRIBUTIGNS COLUM Columbia University 2502103 GEL OMB Central Flow of Funds 01 | General Unres
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30. Press [Right].
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1 Account  Acct Desc Bus Unit Bus Unit Desc Dept Dept Desc Fund |Fund Desc
2 70100 COLUM 2502103
3 7o100 15-COMMON COST COLUM Columbia University 2502103 GEU OMB Central Flowof Funds (01 |General Unres
4 70100 15-COMMON COST COLUM Calumbia University 2502103 GEL OMB Central Flow of Funds 01 | General Unre:
5 "7o100 15-COMMON COST COLUM Calummbia University 2502103 GEL OMB Central Flow of Funds 01 | General Unre:
5 70100 15-COMMON CO3T COLUM Calumbia University 2502103 GEL OMB Central Flow of Funds 01 |General Unre:
7 "roLoo 15-COMMON COST coLUmM Calumbia University l2502103 GEL OMB Central Flow of Funds 01 |General Unre:
8 "7o1oo 15-COMMON COST COLUM Columbia University 2502103 GEU OMB Central Flow of Funds 01 |General Unre:
9 "7o1o0 15-COMMON COST coLum Calumbia University 2502103 GEL OMB Central Flow of Funds 01 |General Unre:
10 70100 15-COMMON COST COLUM Calumbia University 2502103 GEL OMB Central Flow of Funds 01 | General Unre:
11 70100 15-COMMON COST COLUM Calumbia University 2502103 GEL OMB Central Flow of Funds 01 | General Unre:
12 70100 15-COMMON COST coLUmM Calumbia University l2502103 GEL OMB Central Flow of Funds 01 |General Unre:
13 70100 15-COMMON COST COLUM Calumbia University 2502103 GEL OMB Central Flow of Funds 01 |General Unre:
14 70100 15-COMMON COST coLum Calumbia University 2502103 GEL OMB Central Flow of Funds 01 |General Unre:
15 70100 15-COMMON COST COLUM Calumbia University 2502103 GEL OMB Central Flow of Funds 01 | General Unre:
16 70100 15-COMMON COST COLUM Calummbia University 2502103 GEL OMB Central Flow of Funds 01 | General Unre:
17 70100 15-COMMON COST coLUmM Calumbia University "2502103 GEL OMB Central Flow of Funds 01 |General Unre:
18 70100 15-COMMON COST coLUmM Calumbia University l2502103 GEL OMB Central Flow of Funds 01 |General Unre:
19 70100 15-COMMON COST COLUM Columbia University 2502103 GEU OMB Central Flow of Funds 01 |General Unre:
20 7100 15-COMMON COST COLUM Calumbia University 2502103 GEL OMB Central Flow of Funds 01 | General Unre:
21 Folon 15-COMMON COST COLUM Calumbia University 2502103 GEL OMB Central Flow of Funds 01 | General Unre:
22 70100 15-COMMON CO3T COLUM Calumbia University 2502103 GEL OMB Central Flow of Funds 01 | General Unre:
23 70100 15-COMMON COST coLUmM Calumbia University l2502103 GEL OMB Central Flow of Funds 01 |General Unre:
24 70100 15-COMMON COST COLUM Columbia University 2502103 GEU OMB Central Flow of Funds 01 |General Unre:
25 70100 15-COMMON COST coLum Calumbia University 2502103 GEL OMB Central Flow of Funds 01 |General Unre:
26 70110 15-A0F CONTRIBUTIONS COLUM Calumbia University 2502103 GEL OMB Central Flow of Funds 01 | General Unre:
27 70110 15-4QF CONTRIBUTIONS COLUM Calumbia University 2502103 GEL OMB Central Flow of Funds 01 | General Unre:
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Press [Right].
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1 Bus Unit Bus Unit Desc Dept Dept Desc Fund |Fund Desc Unit Activity
| 2 |coLum 2502103
3 colum Columbia University 2502103 GEU OMB Central Flow of Funds 01 | General Unrestricted Fund GENAL "1
4 colum Columbia University 2502103 GEU OMB Central Flow of Funds 01 | General Unrestricted Fund GENRL 1
5 colum Columbia University 2502103 GEL OMB Central Flow of Funds 01 | General Unrestricted Fund GENRL 1
5 colum Columbia University 2502103 GEU OMB Central Flow of Funds 01 | General Unrestricted Fund GENRL 1
7 colum Columbia University 2502103 GEU OMB Central Flow of Funds 01 | General Unrestricted Fund GENAL 1
8 colum Columbia University 2502108 GEU OMB Central Flow of Funds 01 | General Unrestricted Fund GEMAL "1
5 colum Columbia University 2502103 GEU OMB Central Flow of Funds 01 | General Unrestricted Fund GENAL "1
10 | coLum Columbia University 2502103 GEL OMB Central Flow of Funds 01 | General Unrestricted Fund GENRL 1
11 | coLum Columbia University 2502103 GEU OMB Central Flow of Funds 01 | General Unrestricted Fund GENRL 1
12 |colum Columbia University 2502103 GEL OMB Central Flow of Funds 01 | General Unrestricted Fund GENAL 1
13 |coLum Columbia University 2502103 GEU OMB Central Flow of Funds 01 | General Unrestricted Fund GEMAL o1
14 | coLum Columbia University 2502103 GEU OMB Central Flow of Funds 01 | General Unrestricted Fund GENAL "1
15 | CoLUM Columbia University 2502103 GEL OMB Central Flow of Funds 01 | General Unrestricted Fund GENRL 1
16 | coLum Columbia University 2502103 GEU OMB Central Flow of Funds 01 | General Unrestricted Fund GENRL 1
17 |coLum Columbia University 2502103 GEU OMB Central Flow of Funds 01 | General Unrestricted Fund GENRL 1
18 | coLum Columbia University 2502103 GEU OMB Central Flow of Funds 01 | General Unrestricted Fund GENAL 1
19 | coLum Columbia University 2502108 GEU OMB Central Flow of Funds 01 | General Unrestricted Fund GEMAL "1
20 coLum Columbia University 2502103 GEU OMB Central Flow of Funds 01 | General Unrestricted Fund GENAL "1
21 colum Columbia University 2502103 GEL OMB Central Flow of Funds 01 | General Unrestricted Fund GENRL 1
22 colum Columbia University 2502103 GEU OMB Central Flow of Funds 01 | General Unrestricted Fund GENRL 1
23 colum Columbia University 2502103 GEU OMB Central Flow of Funds 01 | General Unrestricted Fund GENAL 1
24 coLum Columbia University 2502103 GEU OMB Central Flow of Funds 01 | General Unrestricted Fund GENAL "1
25 colum Columbia University 2502103 GEU OMB Central Flow of Funds 01 | General Unrestricted Fund GENAL "1
26 colum Columbia University 2502103 GEL OMB Central Flow of Funds 01 | General Unrestricted Fund GENRL 1
27 colum Columbia University 2502103 GEU OMB Central Flow of Funds 01 | General Unrestricted Fund GENRL 1
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32.

Press [Right].
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PCBus
1 Bus Unit Bus Unit Desc Dept Dept Desc Fund Fund Desc Unit Activity
| 2 lcoLum 2502103 |
3 com Columbia University 2502103 GEU OMB Central Flow of Funds |01 |General Unrestricted Fund GENRL 01
4 colum Columbia University 2502103 GEU OMB Central Flow of Funds |01 |General Unrestricted Fund GENAL 1
5 colum Columbia University 2502103 GEU OMB Central Flow of Funds |01 |General Unrestricted Fund GENAL "1
B colum Columbia University 2502103 GEU OMB Central Flow of Funds |01 |General Unrestricted Fund GENAL "1
7 colum Columbia University 2502103 GEU OMB Central Flow of Funds |01 |General Unrestricted Fund GENRL 1
g colum Columbia University 2502103 GEU OMB Central Flow of Funds |01 |General Unrestricted Fund GENRL 1
9 colum Columbia University 2502103 GEU OMB Central Flow of Funds |01 |General Unrestricted Fund GENRL 1
10 | coLum Columbia University 2502103 GEU OMB Central Flow of Funds (01 |General Unrestricted Fund GENAL 1
11 |coLum Columbia University 2502108 GEU OMB Central Flow of Funds |01 |General Unrestricted Fund GEMAL "1
12 | coLum Columbia University 2502103 GEU OMB Central Flow of Funds |01 |General Unrestricted Fund GENRL 1
13 | coLum Columbia University 2502103 GEU OMB Central Flow of Funds |01 |General Unrestricted Fund GENRL 1
14 |coLum Columbia University 2502103 GEU OMB Central Flow of Funds |01 |General Unrestricted Fund GENRL 1
15 |coLum Columbia University 2502103 GEU OMB Central Flow of Funds (01 |General Unrestricted Fund GENAL 1
16 | coLum Columbia University 2502103 GEU OMB Central Flow of Funds |01 |General Unrestricted Fund GENAL "1
17 |coLum Columbia University 2502103 GEU OMB Central Flow of Funds |01 |General Unrestricted Fund GENAL "1
18 | coLum Columbia University 2502103 GEU OMB Central Flow of Funds |01 |General Unrestricted Fund GENRL 1
19 | coLum Columbia University 2502103 GEU OMB Central Flow of Funds |01 |General Unrestricted Fund GENRL 1
20 colum Columbia University 2502103 GEU OMB Central Flow of Funds |01 |General Unrestricted Fund GENAL 1
21 coLum Columbia University 2502103 GEU OMB Central Flow of Funds |01 |General Unrestricted Fund GEMAL o1
22 colum Columbia University 2502103 GEU OMB Central Flow of Funds |01 |General Unrestricted Fund GENAL "1
23 colum Columbia University 2502103 GEU OMB Central Flow of Funds |01 |General Unrestricted Fund GENRL 1
24 colum Columbia University 2502103 GEU OMB Central Flow of Funds |01 |General Unrestricted Fund GENRL 1
25 colum Columbia University 2502103 GEU OMB Central Flow of Funds |01 |General Unrestricted Fund GENRL 1
26 colum Columbia University 2502103 GEU OMB Central Flow of Funds (01 |General Unrestricted Fund GENAL 1
27 coLum Columbia University 2502108 GEU OMB Central Flow of Funds |01 |General Unrestricted Fund GEMAL "1
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33.

Enter the desired information into the PC Bus Unit field. Enter "GE".
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PC Bus
1 Bus Unit Bus Unit Desc Dept Dept Desc Fund [Fund Desc Unit Activity
| 2 |coLum 2502103 TR
3 colum Columbia University 2502103 GEU OMB Central Flow of Funds 01 | General Unrestricted Fund GENAL 01
4 colum Columbia University 2502103 GEL OMB Central Flow of Funds 01 | General Unrestricted Fund GENRL 1
5 colum Columbia University 2502103 GEU OMB Central Flow of Funds 01 | General Unrestricted Fund GENRL 1
5 colum Columbia University 2502103 GEU OMB Central Flow of Funds 01 | General Unrestricted Fund GENRL 1
7 colum Columbia University 2502103 GEU QMB Central Flow of Funds 01 | General Unrestricted Fund GENAL 1
8 colum Columbia University 2502108 GEU OMB Central Flow of Funds 01 | General Unrestricted Fund GEMAL "1
5 colum Columbia University 2502103 GEU OMB Central Flow of Funds 01 | General Unrestricted Fund GENAL "1
10 | coLum Columbia University 2502103 GEL OMB Central Flow of Funds 01 | General Unrestricted Fund GENRL 1
11 | coLum Columbia University 2502103 GEU OMB Central Flow of Funds 01 | General Unrestricted Fund GENRL 1
12 |colum Columbia University 2502103 GEU OMB Central Flow of Funds 01 | General Unrestricted Fund GENAL 1
13 | coLum Columbia University 2502103 GEU OMB Central Flow of Funds 01 | General Unrestricted Fund GENAL "1
14 |coLum Columbia University 2502103 GEU OMB Central Flow of Funds 01 | General Unrestricted Fund GENAL "1
15 | coLum Columbia University 2502103 GEL OMB Central Flow of Funds 01 | General Unrestricted Fund GENRL 1
16 | coLum Columbia University 2502103 GEU OMB Central Flow of Funds 01 | General Unrestricted Fund GENRL 1
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Enter the desired information into the Activity field. Enter "01".
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35.

Press [Right].

I= BudgetDownlaad[i] [Compatibility Mode] - Microsoft Excel =& 2
ome Insert Page Layout Formulas Data Review Wiew a@o PR
Calibri 12 v A AT ®- [5 res - :Ej,‘ :EEé‘ '—;d‘ gemnsert - X - ’7? lﬁ
— — =] — e pelete - | G- H
Paste I U-|Zi-| S A- - 0§ - % s %% Condtionsl Format  Cell |, sarté Find &
- = - Formatting = as Table = Styles = | (B Format = | &2~ Filker = Select+
Clipboard Font Alignment Humber Styles Cells Editing
W2 - p3 ~
P Q R E T ] v W ‘?
E
PC Bus
1 Dept Dept Desc Fund |Fund Desc Unit Activity Activity Desc Initiativ
2 2502103 GENRL n
3 2502103 GEU OMB Certral Flow of Funds 01 |General Unrestricted Fund GENRL o1 CURRENT UNRESTRICTED 27501
4 "2s02103 GEU OMB Central Flow of Funds 01 |General Unrestricted Fund GENRL o1 CURRENT UNRESTRICTED f27s01
5 "2s02108 GEU OMB Central Flow of Funds 01 |General Unrestricted Fund GENAL i CURRENT UNRESTRICTED f27s01
B "2502103 GEU OMB Central Flow of Funds 01 |General Unrestricted Fund GENRL i CURRENT UNRESTRICTED 27501
7 2502103 GEL OMB Central Flow of Funds 01 |General Unrestricted Fund GENRL 1 CURRENT UNRESTRICTED 27501
3 2502103 GEU OMB Central Flow of Funds 01 |General Unrestricted Fund GENRL o1 CURRENT UNRESTRICTED f27s01
9 "2s02103 GEU OMB Central Flow of Funds 01 |General Unrestricted Fund GENRL o1 CURRENT UNRESTRICTED f27s01
10 2502103 GEU OMB Central Flow of Funds 01 |General Unrestricted Fund GENRL o1 CURRENT UNRESTRICTED l27s01
11 2502108 GEU OMB Central Flow of Funds 01 |General Unrestricted Fund GENRL i CURRENT UNRESTRICTED fa7s01
12 2502103 GEU OMB Central Flow of Funds 01 |General Unrestricted Fund GENRL 1 CURRENT UNRESTRICTED 27501
13 2502103 GEL OMB Central Flow of Funds 01 |General Unrestricted Fund GENRL 01 CURRENT UNRESTRICTED 27501
14 2502103 GEU OMB Central Flow of Funds 01 |General Unrestricted Fund GENRL o1 CURRENT UNRESTRICTED f27s01
15 2502103 GEU OMB Central Flow of Funds 01 |General Unrestricted Fund GENRL o1 CURRENT UNRESTRICTED l27s01
16 2502108 GEU OMB Central Flow of Funds 01 |General Unrestricted Fund GENAL i CURRENT UNRESTRICTED f27s01
17 2502103 GEL OMB Central Flow of Funds 01 |General Unrestricted Fund GENRL o1 CURRENT UNRESTRICTED 27501
15 2502103 GEL OMB Central Flow of Funds 01 |General Unrestricted Fund GENRL 1 CURRENT UNRESTRICTED 27501
19 2502103 GEU OMB Certral Flow of Funds 01 |General Unrestricted Fund GENRL o1 CURRENT UNRESTRICTED f27501
20 (25021038 GEU OMB Central Flow of Funds 01 |General Unrestricted Fund GENRL o1 CURRENT UNRESTRICTED M27s01
21 "2502103 GEU OMB Central Flow of Funds 01 |General Unrestricted Fund GENAL o1 CURRENT UWRESTRICTED f27501
22 [2502108 GEU OMB Central Flow of Funds 01 |General Unrestricted Fund GENRL i CURRENT UNRESTRICTED 27501
23 2502103 GEU OMB Central Flow of Funds 01 |General Unrestricted Fund GENRL 1 CURRENT UNRESTRICTED 27501
24 2502103 GEU OMB Central Flow of Funds 01 |General Unrestricted Fund GENRL o1 CURRENT UNRESTRICTED 27501
25 2302103 GEU OMB Central Flow of Funds 01 |General Unrestricted Fund GENRL o1 CURRENT UNRESTRICTED f27s01
26 2502103 GEU OMB Central Flow of Funds 01 |General Unrestricted Fund GENRL o1 CURRENT UNRESTRICTED l27s01
27 [2502108 GEU OMB Central Flow of Funds 01 |General Unrestricted Fund GENRL i CURRENT UNRESTRICTED fa7s01
R '3'?!'\31 na GFILOMP Central Flowe of Funds n General Hnrestricted Fund GFKEL '!'H ~ CIIRRFNT | INRFSTRICTFD 27501
H 4 b b | page0ni - ¥ M4 [ wm | >
Ready | =@ 0
#start J ] J & Finsys | My[u\umhla—Wl...l (@ hitps:/finprod.cc.colum | | Microsoft Excel - Bud... J @ ‘ BR

Step

Act

ion

36.

Enter the desired information into the Initiative field. Enter "27501".

Page 253




Training Guide
Budget Tool

™= R = BudgetDownload[1] [Compatibility Mode] - Microsoft Excel o e R
Home Insert  Pagelayout  Formulas Data Review  ‘iew @@ =
calibri S AN ® Text - lﬂ
o Blsr U- = s , o Find &
E = ’ Elromat - | G- Select -
Clipboard Fant Alignment humber Styles Cells Editing
W32 - X « x| 27501 v
] R s il u W W N
PC Bus
1 Dept Desc Fund [Fund Desc Unit Activity Activity Desc
r
2 GENRL o1
3 GEU OMB Central Flow of Funds 01 |General Unrestricted Fund GENRL 1 CURRENT UNRESTRICTED GEU oMB
4 GEU OMB Central Flow of Funds 01 |General Unrestricted Fund GENRL 01 CURRENT UNRESTRICTED GEL OMB
5 GEU OMB Central Flow of Funds 01 |General Unrestricted Fund GENRL 1 CURRENT UNRESTRICTED GEU OMB
5 GEU OME Central Flow of Funds 01 |General Unrestricted Fund GENRL 1 CURRENT UNRESTRICTED GEU OMB
7 GEU OMB Central Flow of Funds 01 |General Unrestricted Fund GENRL 01 CURRENT UNRESTRICTED GEU OMB
8 GEU OMB Central Flow of Funds 01 |General Unrestricted Fund GENRL 1 CURRENT UNRESTRICTED GEU oMB
S GEU OMB Central Flow of Funds 01 |General Unrestricted Fund GENRL 1 CURRENT UNRESTRICTED GEU OMB
10 GEU OMB Central Flow of Funds 01 |General Unrestricted Fund GENRL 01 CURRENT UNRESTRICTED GEL OMB
11 GEU OMB Central Flow of Funds 01 |General Unrestricted Fund GENRL 1 CURRENT UNRESTRICTED GEU OMB
12 GEU OMB Central Flow of Funds 01 |General Unrestricted Fund GENRL 1 CURRENT UNRESTRICTED GEU OMB
13 GEU OME Central Flow of Funds 01 |General Unrestricted Fund GEMRL 1 CURRENT UNRESTRICTED GEU OMB
14 GEU OMB Central Flow of Funds 01 |General Unrestricted Fund GENRL 1 CURRENT UNRESTRICTED GEU OMB
15 GEU OMB Central Flow of Funds 01 |General Unrestricted Fund GENRL 01 CURRENT UNRESTRICTED GEL OMB
15 GEL OMB Central Flow of Funds 01 |General Unrestricted Fund GENRL 1 CURRENT UNRESTRICTED GEU OMB
17 GEU OMB Central Flow of Funds 01 |General Unrestricted Fund GENRL 1 CURRENT UNRESTRICTED GEU OMB
18 GEU OMB Central Flow of Funds 01 |General Unrestricted Fund GENRL 01 CURRENT UNRESTRICTED GEU OMB
19 GEU OMB Central Flow of Funds 01 |General Unrestricted Fund GENRL 1 CURRENT UNRESTRICTED GEU oMB
20 GEU OMB Central Flow of Funds 01 |General Unrestricted Fund GENRL 01 CURRENT UNRESTRICTED GEL OMB
21 GEU OME Central Flow of Funds 01 |General Unrestricted Fund GENRL 1 CURRENT UNRESTRICTED GEU OMB
22 GEU OME Central Flow of Funds 01 |General Unrestricted Fund GENRL 1 CURRENT UNRESTRICTED GEU OMB
23 GEU OME Central Flow of Funds 01 |General Unrestricted Fund GENRL 1 CURRENT UNRESTRICTED GEU OMB
24 GEU OME Central Flow of Funds 01 |General Unrestricted Fund GENRL 1 CURRENT UNRESTRICTED GEU oMB
25 GEU OMB Central Flow of Funds 01 |General Unrestricted Fund GENRL 1 CURRENT UNRESTRICTED GEU OMB
26 GEU OMB Central Flow of Funds 01 |General Unrestricted Fund GENRL 01 CURRENT UNRESTRICTED 27501 GEL OMB
27 GEU OME Central Flow of Funds 01 |General Unrestricted Fund GENRL 1 CURRENT UNRESTRICTED 27501 GEU OMB
PH GFLOMR Central Flow nf Funds n General Linrestricted Fund GFKRL 'ﬂ'l CIRRFNT RESTRICTFD V')TRI'\'I GFILOME T
H 4 b b | page001 T 14 Lom | rll
Enter | | BB O 100
Histart| | @ | (& Finsys | MyColumbia - Wi... | @ httpsifffinprod.cc.colum. .. |[[] Microsoft Excel - Bud... | @ ‘ B
(= R BudgetDownload[1] [Compatibility Mode] - Microsoft Bxcel = B 52
Home Insert  Pagelayout  Formulas Data Review  ‘iew o @@ =
) | Selnsetc E v ;
Calibri - 12 Text - lEF‘L IE s (F lﬁ
& okt - | 5 L
Paste | § - a %2 9% Conditional Format  Cell | .., Sort & Find &
- 0= | Formatting = as Table = Styles ~ | B Farmat = | &2 7 Filker = Select
Clipboard Fant Alignment humber Styles Cells Editing
H2 - 5 -
R 5] T ] W W X ¥ ‘j
PCBus
1 Fund |[Fund Desc Unit Activity Activity Desc Initiative Segmen
-
2 GENRL 01 27501
3 1 |General Unrestricted Fund GENRL "1 CURRENT UNRESTRICTED 27501 GEL OMB Admin Overhead 25000045
4 1 |General Unrestricted Fund GENRL 1 CURRENT UNRESTRICTED 27501 GEL OMB Admin Overhead 2500006¢
5 1 |General Unrestricted Fund GENRL 1 CURRENT UNRESTRICTED 27501 GEL OMB Adrmin Overhead 25000045
6 1 |General Unrestricted Fund GENRL 1 CURRENT UNRESTRICTED 27501 GEL OMB Admin Overhead 2500001€
7 o1 |General Unrestricted Fund GENRL 1 CURRENT UNRESTRICTED 27501 GEL OMB Admin Overhead (25000045
8 o1 |@eneral Unrestricted Fund GENRL "1 CURRENT UNRESTRICTED 27501 GEU OMB Admin Overhead 25000016
9 o1 |general Unrestricted Fund GENRL "1 CURRENT UNRESTRICTED 27501 GEL OMB Admin Overhead 25000045
10 01 |General Unrestricted Fund GENRL 1 CURRENT UNRESTRICTED 27501 GEL OMB Adrmin Overhead 25000062
11 01 |General Unrestricted Fund GENRL 1 CURRENT UNRESTRICTED 27501 GEL OMB Admin Overhead 25000058
1201 |General Unrestricted Fund GENRL 1 CURRENT UNRESTRICTED 27501 GEL OMB Admin Overhead "2500008¢
1301 |General Unrestricted Fund GENRL o1 CURRENT UNRESTRICTED 27501 GEL OMB Admin Overhead 2500004¢
14 o1 |General Unrestricted Fund GENRL "1 CURRENT UNRESTRICTED 27501 GEU OMB Admin Overhead 25000055
15 01 |General Unrestricted Fund GENRL 1 CURRENT UNRESTRICTED 27501 GEL OMB Adrmin Overhead 25000045
16 01 |General Unrestricted Fund GENRL 1 CURRENT UNRESTRICTED 27501 GEL OMB Admin Overhead 25000072
17 o1 |General Unrestricted Fund GENRL i1 CURRENT UNRESTRICTED 27501 GEL OMB Admin Overhead ‘25000074
18 01 |General Unrestricted Fund GENRL 1 CURRENT UNRESTRICTED 27501 GEL OMB Admin Overhead l25000028
19 01 |general Unrestricted Fund GENRL "1 CURRENT UNRESTRICTED 27501 GEU OMB Admin Overhead 25000071
2001 |General Unrestricted Fund GENRL ‘o1 CURRENT UNRESTRICTED 27501 GEL OMB Admin Overhead 25000064
2101 |General Unrestricted Fund GENRL 1 CURRENT UNRESTRICTED 27501 GEL OMB Adrmin Overhead 25000065
2201 [General Unrestricted Fund GENRL 1 CURRENT UNRESTRICTED 27501 GEL OMB Admin Overhead 250000
2301 |General Unrestricted Fund GENRL 1 CURRENT UNRESTRICTED 27501 GEL OMB Admin Overhead (2500007C
2401 |General Unrestricted Fund GENRL "1 CURRENT UNRESTRICTED 27501 GEL OMB Admin Overhead 25000061
2501 |General Unrestricted Fund GENRL "1 CURRENT UNRESTRICTED 27501 GEU OMB Admin Overhead 25000060
26 01 |General Unrestricted Fund GENRL 1 CURRENT UNRESTRICTED 27501 GEL OMB Adrmin Overhead 25000002
27 fo1 [General Unrestricted Fund GENRL 1 CURRENT UNRESTRICTED 27501 GEL OMB Admin Overhead 25000002
2R 'I'I'\ General linrestricted Funrd GFEMRL 'I'\'I CHRRFNT [ INRFSTRICTFD 7S GFLLOMP &dmin Overheard ")qﬂﬂﬂﬂﬂ?v
W 4 b ¥ | page0ni o ¥J (14 [ m | (]
Ready | |[FEEm 100 (=) i (+)

i start! J &

J @Finﬁys\Mycmumhia-Wi...| (& hitps:ffinprod.cc.colum. .. | ¥| Microsoft Excel - Bud...

| oBE

Page 254



Training Guide
Budget Tool

Step

Action

38.

Enter the desired information into the Segment field. Enter "25000049".
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41.

Press [Right].

|2~ |= BudgetDownload[l] [Compatibility Mode] - Microsoft Excel =& 2
Hame Insert Page Layout Formulas Data Review View a@o PR
— ) e
Calibri -1 Si tex ii‘ ﬂ}ﬁ ;ﬂ aminse ‘;f lﬁ
Ex| — e Delete - | g+
Bl Uu- - B 8- % Conditionsl  Format  Cell | ., sarté Find &
- = Formatting = as Table = Styles = | (B Format = | &2~ Filker = Select+
Fant Alignment Humber Styles Cells Editing
AC2 - p3 v
W % Y z AB AC ?
Func
1 [Initiative |Initiative Desc Seg Segql Desc Site Site Desc tion |Function D
2 27501 25000049
3 farso1 GEL OMB Admin Overhead 25000045 |GEU OMB UDAR 500 |15 - COMMON
4 "27501 GEL OMB Admin Overhead 25000066 | GEL OMB FOF Law 500 IS - COMMON
5 '275[I1 GEU OMB &dmin Overhead 25000049 GEU OMB UDAR 600 15 - COMMON
B '275[I1 GEU OMB Admin Overhead 25000016 GEL OMB E&E 600 15 - COMMON
7 27501 GELI OMB Adrin Overhead 25000048 |GEL OMB UDAR 500 |15 - COMMON
g 27501 GEL OMB Admin Overhead 25000016 |GEU OMB E&E 500 |15 - COMMON
9 27501 GEL OMB Admin Overhead 25000045 |GEU OMB UDAR 500 |15 - COMMON
10 27501 GEL OMB Admin Overhead 25000063 |GEL OMB FOF Engineering 500 |13 - COMMON
11 '275[I1 GEU OMB Admin Overhead 25000059 GEL OMB FOF &8 600 IS - COMMON
12 27501 GEL OMB Adrin Overhead 25000065 | GEL OMB FOF LDEO 500 |15 - COMMON
13 27501 GELI OMB Adrin Overhead 25000048 |GEL OMB UDAR 500 |15 - COMMON
14 27501 GEL OMB Admin Overhead 25000058 |GEU OMB FOF A&S 500 |15 - COMMON
15 27501 GEL OMB Admin Overhead 25000049 |GEU OMB UDAR 500 IS - COMMON
16 '275[I1 GEU OMB &dmin Overhead 25000073 GEU OMB FOF SIPA 600 15 - COMMON
17 '275EI1 GEU OMB Admin Overhead 25000074 GEL OMB FOF Social Woark 600 IS - COMMON
15 27501 GELI OMB Adrin Overhead 25000025 | GEL OMB HSD Passthrough 500 |15 - COMMON
19 27501 GEL OMB Admin Overhead 25000071 |GEU OMB FOF MSPH 500 |15 - COMMON
20 27501 GEL OMB Admin Overhead 25000064 |GEL OMB FOF Journalism 500 IS - COMMON
21 '275[I1 GEU OMB &dmin Overhead 25000069 GEU OMB FOF Dental 600 15 - COMMON
2 '275[I1 GEU OMB Admin Overhead 25000013 GEU OMB FOF CUMC 600 15 - COMMON
23 27501 GEL OMB Adrin Overhead 25000070 |GEL OMB FOF Nursing 500 |15 - COMMON
24 27501 GEL OMB Admin Overhead 25000061 |GEU OMB FOF Business 500 |15 - COMMON
25 27501 GEL OMB Admin Overhead 25000060 |GEU OMB FOF Architecture 500 |15 - COMMON
26 27501 GEU OMB Admin Overhead 25000002 |GEL OMB AQF 500 |15 - COMMON
2 '275[I1 GEU OMB Admin Overhead 25000002 GEU OMB AQF 600 IS - COMMON
R 'C'F‘FI'H GFILOMPB Admin Overhead 25000nnz GFILORMP AQF AN 15 - comMmon ¥
H 4 b b | page0n1 . td M4 L ¥
Ready | {
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Action

42.

Press [Right].
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= EE = - Fpelete - [g]- &
Paste Bl U- - - $ - % s 4@ .M Condtional Format  Cell | .. Sort& Find &
- = = & ° B0 *0 | omatting = as Table = Styles ~ | B Format ™ | (2™ Filter= select+
Clipboard Font Alignment Humber Styles Cells Editing
4D2 - I %
i b AA AB AC AD AE N
Func
1 Segment Segment Desc Site Site Dasc tion | Function Desc Offset Project |Offset P
2 25000049
3 25000045 |GEU OMB UDAR 500 |15 - COMMON COST URDD3343 ARTS & 5C
4 "25000066 | GEL OMB FOF Law 500 |15 - COMMON COST URDO1994 Leiw UNRE
5 "25000048  |GEU OME LUDAR 600 |15 - COMMON COST URDD3343 ARTS & 5C
5 "25000016  |GEU OMB ERE 600 |15 - COMMON COST URDD3343 ARTS & 5C
7 "25000049  |GEU OME UDAR 600 |15 - COMMON COST UR001725 SOATuitic
8 "25000016 | GEU OMB E&E 500 |15 - COMMON COST URDD3343 ARTS & SC
9 "25000045  |GEU OMB UDAR 500 |15 - COMMON COST URDD4822 SIPATUith
10 25000063 |GEU GMB FOF Engineering 500 |15 - COMMON COST URDOBOS3 SEAS LINRE
11 25000053 |GELI OMB FOF A&S 600 |15 - COMMON COST URDD3343 ARTS & 5C
12 25000065 |GELI OMB FOF LDED 500 |15 - COMMON COST UR00S632 LDEO UNR
13 25000045 |GEU OMB UDAR 500 |15 - COMMON COST URDO3343 ARTS & SC
14 25000053 |GEU OMB FOF A&S 500 |15 - COMMON COST URDD3343 ARTS & 5C
15 25000043 |GEU OMB UDAR 600 |15 - COMMON COST URDO3343 ARTS & 5C
15 25000073 |GEU OMB FOF SIPA 600 |15 - COMMON COST URDD4522
17 25000074 |GEL OMB FOF Social Work 600 |15 - COMMON COST UR004436
18 25000025 |GEU OMB HSD Passthrough 600 |15 - COMMON COST UR00S594
19 25000071 |GEU OMB FOF MSPH 500 |15 - COMMON COST URDOSS34 CUMC CEM
20 25000064 |GEU OMB FOF Journalism 500 |15 - COMMON COST URDO1815 JOURKL UI
21 25000063 |GEL OMB FOF Dental 600 |15 - COMMON COST URDOSS34 CUMC CEM
22 (25000013 |GEU OMB FOF CLME 600 |15 - COMMON COST URDOSS34 CUMC CEM
23 25000070 |GEU OMB FOF Mursing 500 |15 - COMMON COST UR00S594 CUMC CEM
24 25000061 | GEU OMB FOF Business 500 |15 - COMMON COST URDD4295 BUSINESS
25 (25000060 |GEU OMB FOF Architecture 500 |15 - COMMON COST URDO1705 Unrestrict
26 25000002 |GEU OMB AQF 600 |15 - COMMON COST URDO1994 Leiw UNRE
27 (25000002 |GEL OMB AQF 600 |15 - COMMON COST URDDEOS3 SEAS UNRE
il ")qﬂﬂﬂﬂﬂ’) GFILOMPB &0F ann 18- CORMPON COST HIRNNAAZA social w T
H 4 b b | page001 . tJ (14 [ m | >
Ready | |[EEm 100 (=) (+)
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Action

Enter the desired information into the Offset Project field.

Enter "UR003343".
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Clipboard Font Alignment Humber Styles Cells Editing
AE2 - X Jfx| URDDZ343 ke
¥ z AA AE AC AD AE ‘j
Func
1 Segment Segment Desc Site Site Dasc tion |Function Desc Offset Project |Offset P
2 25000049 URDD33; |
3 25000045 |GEU OMB UDAR 500 |15 - COMMON COST URDD3343 ARTS & 5C
4 "25000066 | GEL OMB FOF Law 500 |15 - COMMON COST URDO1994 Lew UNRE
5 25000045 |GEU OMB UDAR 500 |15 - COMMON COST URDO3343 ARTS & 5C
5 "25000016  |GEL OMB ERE 600 |15 - COMMON COST URDD3343 ARTS & 5C
7 "25000049  |GEU OME LUDAR 500 |15 - COMMON COST UR001725 SOATuitic
8 "25000016 | GEU OMB E&E 500 |15 - COMMON COST URDD3343 ARTS & SC
9 "25000049  |GEU OMB UDAR 500 |15 - COMMON COST URDD4822 SIPATUith
10 25000063 |GEU GOMB FOF Engineering 600 |15 - COMMON COST URDOBOS3 SEAS LINRE
11 25000053 |GELI OMB FOF A&S 600 |15 - COMMON COST URDD3343 ARTS & 5C
12 25000065 |GELI OMB FOF LDED 600 |15 - COMMON COST UR00S632 LDEO UNR
13 (25000043 [GEU OMB UDAR 500 |15 - COMMON COST URDD3343 ARTS & SC
14 25000053 |GEU OMB FOF A&S 500 |15 - COMMON COST URDD3343 ARTS & 5C
15 25000043 |GEU OMB UDAR 500 |15 - COMMON COST URDO3343 ARTS & 5C
15 25000073 |GEU OMB FOF SIPA 600 |15 - COMMON COST URDD4522 $IPA Tuith
17 25000074 |GEL OMB FOF Social Work 600 |15 - COMMON COST URDD4436 SOCIALW
18 25000025 |GEU OMB HSD Passthrough 600 |15 - COMMON COST UR00S594 CUMC CEM
19 25000071 |GEU GMB FOF MSPH 500 |15 - COMMON COST URDOSE94 CUMC CEM
20 (25000064 |GEU OMB FOF Journalism 500 |15 - COMMON COST URDD1815 JOURNL UI
21 25000063 |GEU OMB FOF Dental 500 |15 - COMMON COST URDOSS34 CUMC CEM
22 (25000013 |GEU OMB FOF CLME 600 |15 - COMMON COST URDOSS94 CUMC CEM
23 25000070 |GEU OMB FOF Mursing 500 |15 - COMMON COST UR00S594 CUMC CEM
24 25000061 | GEU OMB FOF Business 500 |15 - COMMON COST URDD4295 BUSINESS
25 (25000060 |GEU OMB FOF Architecture 500 |15 - COMMON COST URDD1705 Unrestrict
26 25000002 |GEU OMB AQF 600 |15 - COMMON COST URDO1994 Leiw UNRE
27 (25000002 |GEL OMB AQF 600 |15 - COMMON COST URDDENS3 SEAS UNRE
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44, Press [Right].
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Formatting = as Table = Styles = | (B Format = | &2~ Filker = Select+
Clipboard = Font . Alignment . Humber . Styles Cells Editing
AF2 - b3 @
AN A8 AT AD AE AF AG ?
=
Func Offset
1 Site Site Desc tion |Function Desc Offset Project Offset Proj Desc Account  [Offset A
|2 URO03343
E 500 |15 - COMMON COST URDD3343 ARTS & 5CI UNRST BAL 75100 1U-COMM
4 600 |15 - COMMON COST UROD1934 Léwf UNRESTD BAL 75100 1U-COMM
5 600 |15 - COMMON COST URD03343 ARTS & SC| UNRST BAL 75100 1U-COMM
B 500 |15 - COMMON COST URD03343 ARTS & SC| UNRST BAL 75100
7 500 |15 - COMMON COST URDO1725 SO Tuition Incentives 75100
a 500 |15 - COMMON COST URDD3343 ARTS & 5CI UNRST.BAL 75100
<] 500 |15 - COMMON COST URDD4E22 $IPA Tuition Income 75100
o 600 |15 - COMMON COST URODE0SS SEAS UNRESTD BAL 75100
1 600 |15 - COMMON COST URD03343 ARTS & SCI UNRST BAL 75100
12 500 |15 - COMMON COST URDOSE32 LDEO UNRESTD BAL 75100
13 600 |15 - COMMON COST URDO3343 ARTS & 5CI UNRST BAL 75100
14 500 |15 - COMMON COST URDD3543 ARTS & $CI UNRST.BAL 75100
15 600 |15 - COMMON COST UROD3343 ARTS & SCI UNRST BAL 75100
16 600 |15 - COMMON COST URD04822 SIPA Tuition Income 75100
17 600 |15 - COMMON COST URD04436 SOCIAL WK UNRSTD BAL 75100
18 500 |15 - COMMON COST URDOSS34 CUMG CENT UINRES FAIR 75100
19 500 |15 - COMMON COST URDDSS34 CUMG CENT UINRES FAIR 75100
20 600 |15 - COMMON COST UROD1E1S JOURNL UNRESTD BAL 75100
21 £00 |15 - COMMON COST URDOSE94 CUMC CENT UINRES FAIR 75100
2 500 |15 - COMMON COST URDOSS34 CUMC CENT UINRES FAIR 75100
23 500 |15 - COMMON COST URDOSS34 CUMG CENT UINRES FAIR 75100
2 500 |15 - COMMON COST URDD4235 BUSINESS UNRESTD Bl 75100
25 500 |15 - COMMON COST URDD1705 Unrestricted Current Use 75100
26 600 |15 - COMMON COST UROD1934 Léwf UNRESTD BAL 75110
27 600 |15 - COMMON COST URDOE0S3 SEAS UNRESTD BAL 75110
R Ann 15 = COMMOM COST LIRONA4 3R SOCLAL WK TINRSTD 75110
H 4 ¥ ¥ | pageno1 .~ EJ 1 Lom |
Ready | IEETEES
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Step Action

45, Enter the desired information into the Offset Account field. Enter "75100".
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G2 - X « Jx| 75100 ke
A4 AB AC AD AE AF AG N
Func Offset
1 Site Site Desc tion |Function Desc Offset Project |Offset Proj Desc Account  |Offset A
2 UROD3343 75100|
3 500 IS - COMMON COST URD03343 ARTS & SC| UNRST.BAL 75100 1U-CoMM
4 500 IS - COMMON COST URDO1954 LAY UNRESTD BAL 75100 1U-COMM
5 500 IS - COMMON COST URD03343 ARTS & SC| UNRST.BAL 75100 1U-COMM
[+ 500 |15 - COMMON CO3T URD03543 ARTS & SC| UNRST.BAL 75100 1U-COMM
7 600 IS - COMMON COST URDO1725 $SOA Tuition Incentives 75100 1U-COMM
g 600 IS - COMMON COST URDD3343 ARTS & SCI UNRST.BAL 75100 1U-COMM
g 500 IS - COMMON COST URDD4822 SIPA Tuition Income 75100 1U-CoMM
10 500 |IS - COMMON COST URDOBOS3 SEAS UNRESTD BAL 75100 1U-COMM
11 500 |15 - COMMON COST URD03343 ARTS & SC| UNRST.BAL 75100 1U-COMM
12 600 IS - COMMON COST URDO5632 LDEO UNRESTD BAL 75100 1U-COMM
13 500 IS - COMMON COST URDD3343 ARTS & SC| UNRST.BAL 75100 1U-COMM
14 500 IS - COMMON COST URD03343 ARTS & SCI UNRST.BAL 75100 1U-CoMM
15 500 |IS - COMMON COST URD03343 ARTS & SC| UNRST.BAL 75100 1U-COMM
16 500 IS - COMMON COST URD0AE22 SIPA Tultion Income 75100 1U-COMM
17 600 IS - COMMON COST URDD4436 SOCIAL WK UNRSTD BAL 75100 1U-COMM
18 600 IS - COMMON COST URDO5594 CUNC CENT UNRES FAIR 75100 1U-COMM
19 500 IS - COMMON COST URDO5554 CUMC CENT UNRES FAIR 75100 1U-CoMM
20 500 IS - COMMON COST URDO1615 JOURNL UNRESTD BAL 75100 1U-COMM
21 500 IS - COMMON COST URDO5584 CURC CENT UNRES FAIR 75100 1U-COMM
2 500 |15 - COMMON CO3T URDOS594 CUMC CENT UNRES FAIR 75100 1U-COMM
23 600 IS - COMMON COST URDO5594 CUNC CENT UNRES FAIR 75100 1U-COMM
24 600 IS - COMMON COST URDD4295 BUSINESS UNRESTD BAL 75100 1U-COMM
25 500 IS - COMMON COST URDO1705 Unrestricted Current Use 75100 1U-CoMM
26 500 |IS - COMMON COST URDO1954 Ly INRESTD BAL 75110 1L-4QF €€
7 500 |15 - COMMON COST URDOB053 SEAS UNRESTD BAL 75110 1U-4QF €C
il AN 15 - COMMON COST LIRON&43F SOCIAL WK TINRSTDRA) 711N NEAOF OC ™
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= By~ =2 I pelete - [3]- &
Paste Bl U- - G- % v % o+ %2 Conditional Format  Cell | ., Sort & Find &
E = ° B0 *0 | omatting = as Table * Styles ~ | FEIFormat ™ | (27 Fifter= select v
Clipboard Fant Alignment humber Styles Cells Editing
AHZ - A .
AC AD AE AF AG AH Al %1
Func Offset Offset Bus
1 tion |Function Desc Offset Project |Offset Proj Desc Account  |Offset Acct Desc Unit Offset B
2 URDO3343 75100
3 "800 |15~ COMMON COST URD03343 ARTS & SCI UNRST.BAL 75100 1U-COMMON COST COLUM Columbia
4 500 |15 - coMmMON CosT URDO1894 LAW UNRESTD BAL 75100 1U-COMMON COST COLUM Columbla
5 500 |15 - common cost URD03343 ARTS & SC| UNRST.BAL 75100 1U-COMMON COST COLUM Columbla
6 "s00  [is- common cast URD03343 ARTS & SC| UNRST.BAL 75100 1-COMMON CO3T COLUM Columbia
7 "e00  |is- common cost URDOL725 $O&Tuition Incentives 75100 1J-COMMON COST COLUM Columbia
8 500 |is- common cost URD03343 ARTS & 5CI UMRST_BAL 75100 1U-COMMON COST COLUM Columbia
9 "s00  |is- common cost URD04822 SIPA Tuition Income 75100 1U-COMMON COST CoLUM Columbia
10 500 |15 - cCoMMOn CosT URDOGO53 SEAS UNRESTD BAL 75100 1U-COMMON COST COLUM Columbla
11 500 |15 - coMmMOn casT URD03343 ARTS & SCI UNRST.BAL 75100 1-COMMON CO3T COLUM Columbia
12 s00 |15 - COMMON CosT URDOSE32 LDEO UNRESTD BAL 75100 1J-COMMON COST COLUM Columbia
13 00 |IS- COMMON COST URD03343 ARTS & SC| UMRST.BAL 75100 1U-COMMON COST COLUM Columbia
14 500 |15 - common cost URD03343 ARTS & SCI UNRST.BAL 75100 1U-COMMON COST COLUM Columbia
15 600 |15 - COMMON COST URD03343 ARTS & SC| UNRST.BAL 75100 1U-COMMON COST COLUM Columbla
16 500 |15 - COMMON COsT URO04822 SIPATuition Income 75100 1-COMMON CO3T COLUM Columbia
17 800 |15 - coMmOon cost URD04436 SOCIALWE UNRSTD BAL 75100 1-COMMON CO3T COLUM Columbia
18 500 |15 - COMMON CosT URDOS594 CUMC CENT UNRES FAIR 75100 1J-COMMON COST COLUM Columbia
19 500 |is- common cost URDOS594 CUMG CENT UNRES FAIR 75100 1U-COMMON COST COLUM Columbia
20 00 |15 - COMMON COST URDO1815 JOURNL UNRESTD BAL 75100 1U-COMMON COST CoLUM Columbia
21 600 |15~ COMMON COST URDO5594 CUMC CENT UNRES FAIR 75100 1U-COMMON COST COLUM Columbla
22500 |15~ COMMON COST URDOS594 CUMC CENT UNRES FAIR 75100 1-COMMON CO3T COLUM Columbia
23 600 |15~ COMMON COST URDOS594 CUMC CENT UNRES FAIR 75100 1J-COMMON COST COLUM Columbia
24 00 |15~ COMMON COST URD04295 BUSINESS UNRESTD BAL 75100 1U-COMMON COST COLUM Columbia
25 fs00 |15 - COMMON COST URDOL705 Unrestricted Current Use 75100 1U-COMMON COST COLUM Columbia
26 500 |15 - COMMON COST URDO1894 LAW UNRESTD BAL 75110 1U-AGF CONTRIBUTIONS COLUM Columbla
27 fs00 |15 - COMMON COST URDOG053 SEAS UNRESTD BAL 75110 1-AQF CONTRIBUTIONS COLUM Columbia
2R 'ﬁﬂﬂ 15 - COMMON COST LIRNN443A SOCLAL WE TINRSTD RAI '7?'\1!1 IH-20F COMTRIRHTIONS COLR Cnlumhia ¥
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47.

Enter the desired information into the Offset Bus Unit field. Enter "COLUM",

™ A o BudgetDownload[1] [Compatibility Made] - Microsoft Excel
Home Insert Page Layout Formulas Data Review Wiew
Calibri w1z - AT AT » S Tet - B

= f— R F

s Bz o-|g CR- $ B Format -
Clipboard Font Alignment Humber Styles Cells Editing

A2 - K v fo| COLUM e

AC AD AE AR AG AH Al ?
Func Offset Offset Bus
ion |Function Desc set Projec set Proj Desc ccoun set Acct Desc nif sel

1t Functi D Offset Project |Offset Proj D A t Offset Acct D Unit Offset B
2 URDO3343 75100 CO|
3 w00 15 - COMMON COST UROD3343 ARTS & SCI UNRST.BAL 75100 1U-COMMON COST COLURM Calumbia
4 Teoo 15 - COMMON COST UROD1994 LAWY UNMRESTD BAL 75100 1U-COMMON COST COLURM Columbia
5 "G00 |is- common cost LRO03343 ARTS & SCI LINRST.BAL 75100 1U-COMMON COST COLUM Columbia
6 "G00 |is- common cost LR003343 ARTS & 5CI LINRST.BAL 75100 1U-CORMMON COST CoLUM Columbia
7 Teoo 15 - COMMON COST LROD1725 S0ATuition Incentives 75100 1U-COMMON COST COLUM Calumbia
3 feoo 15 - COMMON COST UROD3343 ARTS & $CIUNRST.BAL 75100 1U-COMMON COST COLURM Calumbia
ERG 15 - COMMON COST UROD4822 $IPA Tuition Income 75100 1U-COMMON COST COLURM Columbia
10 500 15 - COMMON COST URODE0SS SEAS UNRESTD BAL 75100 1U-COMMON COST COLURM Columbia
11 500 |is- common cost LRO0Z343 ARTS & SCI LINRST.BAL 75100 1U-COMMON COST COLUM Columbia
12 oo 15 - COMMON COST LRONS632 LDED UMRESTD BAL 75100 1U-COMMON COST COLUM Calumbia
13 "soo 15 - COMMON COST LRON33435 ARTS & SCI UNRST.BAL 75100 1U-COMMON COST COLUM Calumbia
14 500 15 - COMMON COST UROD3343 ARTS & $CI UNRST.BAL 75100 1U-COMMON COST COLURM Columbia
15 500 15 - COMMON COST UROD3343 ARTS & SCI UMRST.BAL 75100 1U-COMMON COST COLURM Columbia
16 500 |15 - common cost LR004822 SIP& Tuition Income 75100 1U-COMMON COST COLUM Columbia
17 500 |15 - common cost LR004436 SOCIALWE UNRSTD BAL 75100 1U-COMMON COST CoLUM Columbia
18 oo 15 - COMMON COST LRONS594 CUMC CENT LIMRES FAIR 75100 1U-COMMON COST COLUM Calumbia
19 500 15 - COMMON COST URODSS34 CUMC CENT UMRES FAIR 75100 1U-COMMON COST COLURM Calumbia
20 &0 15 - COMMON COST UROD181S JOURML UMRESTD BAL 75100 1U-COMMON COST COLURM Columbia
21 600 |15 - COMMON COST LRO0SS94 CUMC CENT UMRES FAIR 75100 1U-COMMON COST COLUM Columbia
22 fs00 |15 - COMMON COST LR00S594 CUMC CENT UNRES FAIR 75100 1U-CORMMON COST CoLUM Columbia
23 oo 15 - COMMON COST LRONS594 CUMC CENT LUMRES FAIR 75100 1U-COMMON COST COLUM Calumbia
24 Tson 15 - COMMON COST UROD42385 BUSINESS UNRESTD BAL 75100 1U-COMMON COST COLURM Calumbia
25 500 15 - COMMON COST UROODL70S Unrestricted Current Use 75100 1U-COMMON COST COLURM Columbia
26 500 15 - COMMON COST UROD1994 LAWY UNMRESTD BAL 75110 IU-A0QF COMTRIBUTIONS COLURM Columbia
27 feoo |15~ COMMON COST LRODEOSS SEAS LINRESTD BAL 75110 1U-AQF CONTRIBUTIONS COLUM Columbia
28 Gnn lis- common cost LRNN4436 SOCIALWE [INRSTD RAl 751N 111-A0F CONTRIRI TIQNS Ol calumhia ¥
H 4 b b | page0ni - ¥ K] Lm | >
Enter |
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Action

48.

Press [Right].

Page 261




Training Guide

Budget Tool

=R = BudgetDownload[1] [Compatibility Mode] - Microsoft Excel o e R
Home Insert  Page Layout Data Review  ‘iew a@o@ =
) T P 2
Calibri REt] Text - E ﬁ;ﬁ 1= A Al #
A = Fpelete - [g]- &
Paste Blsr U- - | § - g » %0 00 Conditional Format  Cell | .. Sort& Find &
R = = ° B0 *0 | omatting = as Table = Styles ~ | B Format ™ | (2™ Filter= select+
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Al2 - 5 -
AE AF AG AH Al Al Al N
Offset Offset Bus Offset
1 Offset Project |Offset Proj Desc Account | Offset Acct Desc Unit Offset Bus Unit Desc Dept of
2 |URDO3343 75100 coLumM [
3 URD03343 ARTS & 5C1 UNRST.BAL 75100 1U-COMMON COST coLum Columbia University 4801102 G5
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Enter the desired information into the Offset Dept field. Enter "4801102".
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o4.

Enter the desired information into the Offset PC Bus Unit field. Enter "GENRL".

Page 265




Training Guide
Budget Tool

™= R |= BudgetDownload[1] [Compatibility Mode] - Microsoft Excel o e R
Home Insert  Pagelayout  Formulas Data Review  ‘iew @@ =
Calibri S AN ® S e - = - lﬂ
E,
]
s [B)7u- : o b romet- | @+ (i fieet
Clipboard Fant Alignment humber Styles Cells Editing
402 - X+ Jfx | GENRL v
Al M) Al AL Abd AN AQ R
E
Offset Bus Offset Offset Offset PC
1 Unit Offset Bus Unit Desc Dept Offset Dept Desc Fund |Offset Fund Desc Bus Unit _ Offset Ac
| 2 |coLum 4801102 EEnR
3 colum Columbia University 4801102 G5A General 01 General Unrestricted Fund GENRL 1
4 colum Columbia University 5501101 LA General 01 General Unrestricted Fund GENRL 1
5 colum Columbia University 3001101 A& Care General 01 General Unrestricted Fund GENRL 1
5 colum Columbia University 3001101 A3 Care General 01 General Unrestricted Fund GENRL 11
7 colum Columbia University 3402107 $O& Development 01 General Unrestricted Fund GENRL 01
8 colum Columbia University 3001101 A3 Core General 01 General Unrestricted Fund GENRL 1
5 colum Columbia University 5501101 1PA Instructioh General 01 General Unrestrictad Fund GENRL 1
10 | coLum Columbia University 5201101 ENG General 01 General Unrestricted Fund GENRL 01
11 | coLum Columbia University 3001101 4835 Care General 01 General Unrestricted Fund GENRL 1
12 |colum Columbia University 6003502 |EIL Adrinistration 01 General Unrestricted Fund GENRL 1
13 | coLum Columbia University 4552402 CCO AAD General Admin 01 General Unrestricted Fund GEMRL 1
14 |coLum Columbia University 3001101 A& Core General 01 General Unrestrictad Fund GENRL 1
15 | coLum Columbia University 1710103 GNS Academic Affairs 01 General Unrestricted Fund GENRL 1
16 | coLum Columbia University 5601101 1PA Instruction General 01 General Unrestricted Fund GENRL 1
17 |coLum Columbia University 5701101 $SW General 01 General Unrestricted Fund GENRL 1
18 | coLum Columbia University 7001101 cvC Gen'l Admin 01 General Unrestricted Fund GENRL 01
19 | coLum Columbia University 7001101 CMC Gen'l Admin 01 General Unrestricted Fund GENRL 1
20 coLum Columbia University 5401101 JRN School General 01 General Unrestricted Fund GENRL 1
21 colum Columbia University 7001101 CWIC Gen'l Admin 01 General Unrestricted Fund GENRL 0
22 colum Columbia University 7001101 CWC Gen'l Admin 01 General Unrestricted Fund GENRL 0
23 colum Columbia University 7001101 cvC Gen'l Admin 01 General Unrestricted Fund GENRL 0
24 coLum Columbia University 5101101 BUS School-General 01 General Unrestricted Fund GENRL &
25 colum Columbia University 5001101 ARH School General 01 General Unrestrictad Fund GENRL i
26 colum Columbia University 5501101 LA General 01 General Unrestricted Fund GENRL D
27 colum Columbia University 5201101 ENG General 01 General Unrestricted Fund GENRL 0
PR _CoLLM Cnlurmhia lniversite 5701101 SSN General 01 General lnrestricted Funr LGFHRI n
W 4 b M| page0o01 . td K] Lom |
Enter | | EBOE 1003
i start! J a J f_éFinSys\MyCo\umbia-Wi...l /& https:{finprod.cc.colum. . | | Microsoft Excel - Bud...
Step Action
55. Press [Right].
BudgetDowninad[1] [Compatibility Mode] - Microsoft Excel = B IR
Insert  Pagelayout  Formulas Data Review  ‘iew o @@ =
B "° Calibri -1z S e - E lﬁ‘:“g Q j“lmm T E ‘;v lﬁ
Ga- I pelete - [3]- &
Paste e % - % s 0 | Conditional Format  Cell | . sort& Find &
- Formatting = as Table = Styles ~ | (o Format ™ | &2 Fijter= Select +
Clipboard Fant Alignment humber Styles Cells Editing
AP2 - I %
Al Al AL Abd AN AD AP %1
E
Offset Offset Offset PC
1 Offset Bus Unit Desc Dept Offset Dept Desc Fund |Offset Fund Desc Bus Unit  Offset Activity| Offset
2 4801102 GENRL I |
3 Columbia University 4801102 G54 General 01 General Unrestricted Fund GENRL (I ARTS &
4 Columbia University 5501101 LA General 01 General Unrestricted Fund GENRL 1 LAWY UM
5 Columbia University 2001101 A&S Core General 01 General Unrestricted Fund GENRL 1 ARTS &
5 Calumbia University 2001101 A5 Care General 01 General Unrestricted Fund GENRL 1 ARTS &
7 Calumbia University 2402107 504 Development 01 General Unrestricted Fund GENRL 1 SOA Tui
8 Columbia University 3001101 AZ:S Core General 01 General Unrestricted Fund GENRL "1 ARTS &
S Columbia University 5601101 IPA Instructioh General 01 General Unrestricted Fund GENRL "1 SIPATU
10 Columbia University 5201101 ENG General 01 General Unrestricted Fund GENRL 1 SEAS UM
11 Columbia University 2001101 A5 Care General 01 General Unrestricted Fund GENRL 1 ARTS &
12 Columbia University 6003502 |EIL Adrinistration 01 General Unrestricted Fund GENRL 1 LDEO U
13 Columbia University 4562402 CCO AAD General Admin 01 General Unrestricted Fund GENRL o1 ARTS &
14 Columbia University 4001101 A&:S Core General 01 General Unrestricted Fund GENRL "1 ARTS &
15 Columbia University 4710103 GNS Academic Affairs 01 General Unrestricted Fund GENRL 1 ARTS &
16 Columbia University 5501101 1PA Instruction General 01 General Unrestricted Fund GENRL 1 SIPATY
17 Columbia University 5701101 33W General 01 General Unrestricted Fund GENRL i1 SOCIAL
18 Columbia University 7001101 CMC Gen'l Admin 01 General Unrestricted Fund GENRL 1 cuMc e
19 Columbia University 7001101 CMC Gen'l Admin 01 General Unrestricted Fund GENRL "1 cUME ¢
20 columbia University 5401101 JRN School General 01 General Unrestricted Fund GENRL ‘o1 JOURNL
21 Columbia University 7001101 CMC Gen'l Admin 01 General Unrestricted Fund GENRL 1 cuMc ¢
22 Columbia University 7001101 CMC Gen'l Admin 01 General Unrestricted Fund GENRL 1 cuMc ¢
23 Columbia University 7001101 CMC Gen'l Admin 01 General Unrestricted Fund GENRL 1 cuMc e
24 Columbia University 5101101 BUS School-General 01 General Unrestricted Fund GENRL "1 BUSINE
25 Columbia University 5001101 ARH School General 01 General Unrestricted Fund GENRL "1 Unrestr
26 Columbia University 5501101 LA General 01 General Unrestricted Fund GENRL 1 LAWY UM
27 Columbia University 5201101 ENG General 01 General Unrestricted Fund GENRL 1 SEAS UM
PR Cnlurmhia Hniversite 5701101 S General n1 General linrestricted Funrd GFMRI "I sOcial ¥
4 4 b M| page0dl . Td |
Ready | |[EEm 100 (=) V) (+)
Histart| | @ | (& Finys | MyColumbia - Wi... | @ httpsifffinprod.cc.colum. .. |[[] Microsoft Excel - Bud... | @ ‘ BE

Page 266




Training Guide

Budget Tool

Step

Action

56.

Enter the desired information into the Offset Activity field. Enter "01".
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59.

Enter the desired information into the Offset Initiative field. Enter "22702".
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62.

Enter the desired information into the Offset Segment field. Enter "00000000".
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- = Formatting = as Table = Styles = | (B Format = | &2~ Filker = Select+
Clipboard Font Alignment Humber Styles Cells Editing
B3 - Je | 1274878 e
B © [ E F G H ‘f}
E
FY13 FYl4 FY15 FYl6 Target Offset
1 CurrEst Budget Budget Budget Chart Id Chart Id Description D
2 000 Funds Transfer
3 [ 4,273 B7a_| 00000RT 000022F UDAFR G545 00004583
4 0 0000051 00004MT Common Cast - Law 000046
5 1,272,878 00000RT 0000156 UDAR A&S Care 000037F3
B -865,219 00000RL 0000156 Lerner CC chg 00003FCR
7 4,274,878 00000RT 0000ZNA  UDAR Arts 00003231
a -B65,219 00000RL 0000156 #85 ERE/CC Charge 00004RKN
3 1,274,878 00000RT ‘Dnoosgs §IP4 payment 00003YDN
o 0 00000RY 0000305 Common Cost - SEAS 00004J56
11| -60,519,077 00000RY 0000156 Common Costs - A&S 00003074
12 0 0000050 00005YF Carnmon Cost - Lamort 000038TY
13| 1,274,878 00000RT 00002WD  UDAR College 00003IKF
14| -60,519,077 00000RY 0000156 CCPmt2FY12 & FYLE 00004FDX,
16| 1,273,878 00000RT 0000225 UDAR GS 00003¢0)
16| -13,335,929 0000055 "oooos9s §1PA CommanCost 00003PT3
17| 12,728,074 0000056 00005K7 Carmon Cost - S5 00004H)S
18| -2,896,860 00000RO 00006C0 CUMC Passthru 000035P5
19| 9,611,459 0000054 00006BWY G Cornm Cost MSPH 00003VIR
20 -5221,301 00000RZ 000048) Cammon Cast - JOURN 00003YMQ
21 -2,974,833 0000052 00008BW €U Comm Cost CDM 000041PX
22 16,754,326 00000R) 00008BWY G Cormm Cost PASCUMG "u0o0as12
23 -3,804,509 0000053 00006BWY  CU CormmCast Nursing 00004017
24 0 00000RX  ‘Do0O333 Carnmon Cost - Busine 00003515
25 -9,585164 00000RYY  DD0DS3R Cammon Casts - ARCH 0000352D
26 [i} 00000RG 00004MY AOF - Law 00004PZL
27 [i} 00000RG 0000306 AQF - ENG 00003W)
7R n nnannRG nnnNSKaA AOF - S8 nnnNa4zn
4 b ¥ | page0ni ¥ |0 T »
Ready | 100% (— L} {+,
A start! J & J @Flniys\MyCu\umhla—Wl...l @ https:{ffinprod.cc.colum. . | F| Microsoft Excel - Bud... J @ ‘ B&R
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Step Action

74. Enter the desired information into the FY 13 CurrEst field. Enter "-500000".

Home | Insert  Pagelayout  Formulas  Data  Review
B ‘*’ Calibri S rex - jg ﬁ:ﬁ‘ Q f“ms“' - ‘;7 lﬂ
EE = W pelete - | [g]- &
g (B 8 | g o Tame « syes - | [ Fomat | @+ Fiter setect~
Clipboard = Font u Alignment £l Number £l Styles Cells Editing
B2 - £ | 1000 v
B © D E F G H =
-
FY13 FY14 FY15 FYle Target Offset %
1 CurrEst Budget Budget Budget Chart Id Chart Id Description D
2 [1000 _I @ Funds Transfer
3 -500,000 ©DDOODRT 0000227 UDAR GSAS
4 0 0000051 00004MT  Common Cost - Law
5 | -1,274878 ODOOORT 0000156 UDAR AZS Core
6 -865,219 ©DDOOORL 0000156 Lerner CC chg
7| -1,274878 DDOOORT ODOOZNW  UDAR Arts
-865,219 DOODRL 0000156 ARS ERE/CC Charge
9 | -1,274,878 DDOOORT "ooo0s93 SIPA payment
10 0 ©DDODORY 0000305 Common Cost - SEAS
11| -60,519,077 ©DD0DORV 0000156 Common Costs - A&S
12 0 0000050 0D00SYF Common Cost - Lamont
13 -1,274,878 DDOOORT 00002WD UDAR College
14| -60,518,077 ©ODOODRV 0000156 CCPmt2 FY12 & FY13
15| -1,274,878 ODOOORT 0000225 UDAR GS
16| -13,335929 0000055 "0000s93 SIPA CommonCost
17| 12,728,074 0000056 0000SK7 Common Cost - S5W
18| -2,896,860 0D0ODRQ 00006CD CuMC Passthru
19 -9,611,459 00000S4 DBCOEBW CU Comm Cost MSPH
20 -5,221,301 DDCOORZ 000048 Common Cost - JOURN
21 -4,974,833 0000052 0D0OSBW  CU Comm Cost CDM
22| -46,754,326 ©000DOR) 0000GBW  CU Comm Cost PASCUMC
23 3,804,509 0000053 0D00EBW  CU CommCost Nursing
2 o o0000RX  'DOCO39E Common Cost - Busine
25 -9,585,164 DBCOORW 0DDCO33R Common Costs - ARCH
26 0 0DDDORG 00004MYV  AQF-Law
27 ] 0D0OORG 0000306 AQF - ENG
28 0 0DOODRG 0D0OSKS AQF - SSW
29 0 0DODDRG 000015H AQF - ARS
4y W) pageoon (I R 1 £ I ST
Ready | |[E@ 1005 ()

Step Action

75. Delete any rows that will not be used in the batch upload to increase performance.

Click in the 4 field.
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Insert  Pagelayout  Formulas  Data  Review  View
\hB L =i custom - ﬁ ﬂ l;% §=nsert - X - W ﬁ
Sl gy — = % Delete - | G- &
g (B B8 amie syies~ | [EiFomat= | 2 Fers S
Clipboard = £l Number £l Styles Cells Editing
B4 v
[ B T [& H [ ™
FY13 FY14 FY15 FYle Target Offset %
1 CurrEst Budget Budget Budget Chart Id Chart Id Description D
2 1000 Funds Transfer
3 -500,000 DDOODRT 0000227 UDAR GSAS 0000458X
4 0 0000051 00004MT ___ Common Cost - Law 00004GWY
5 | -1,274878 DDOOORT 000015G UDAR AZS Core 000037F3
6 -865,219 ©DDOOORL 0000156 Lerner CC chg. 00003PCR
7| 1,274,878 DDOOORT ODOOZNW  UDAR Arts 00003231
-865,219 DOODRL 0000156 ARS ERE/CC Charge ODOD4RKN
9 | -1,274,878 00000RT  'DOCOS93 SIPA payment 00003VDN
10 0 DDODORY 0000305 Common Cost - SEAS 00004156
11| -60,519,077 ©DD0DORV 0000156 Common Costs - A&S 000030T)
12 0 0000050 0000SYF Common Cost - Lamont 000039TV
13| 1,273,878 ©DDOODRT 0D002WD  UDAR College (ODDO3IKP
14| -60,518,077 DDOODRV 0000156 CCPMt2 FY12 & FY13 00004FDX
16| -1,274,878 ODOOORT 0000225 UDAR GS 00003C0)
16| -13,335929 0000055 "0000s93 SIPA CommonCost 00003PT3
17| -12,728,074 0000036 0D0OSK? Common Cost - SSW ©00004HIS
18|  -2,896,860 0D0ODRQ  DOOOSCD CUMC Passthru 000035P5
19| -9,611,459 0000054 0DODSBW  CU Comm Cost MSPH ODC3VIR
20 5,221,301 0D0OORZ 000048) Common Cost - JOURN 00003YMQ
21 -4,974,833 0000052 0000SBW  CU Comm Cost CDM 000041PX
22| -46,754,326 0D0OOR) 0000SBW  CU Comm Cost PASCUMC "o0o0ag12
23 3,804,509 0000053 0D00EBW  CU CommCost Nursing 000040L7
24 o (DOOOORX "ooo0s93 Common Cost - Busine 00003915
25 -9,585,164 ODODDRW  DDO033R Common Costs - ARCH 00003520
26 0 0DDDORG 00004MY  AQF-Law 00004PZL
27 0 D0DORG 0000306 AQF-ENG 00003WM)
28 0 0DODDRG 0D0OSKS AQF - SSW 00004470
29 o DOODORG 000015H AQF - ARS 000046TP
9y W] pagevon (I T I [ 1 NI S
Ready | Average: 15,011,297 Count: 55  Sum: -30,022,594 @ 100% (- U ()

Action

Press [Ctri+End].

)y O~
Home | Insert  Pagelayout  Formulas Data Review  View
rh(j & cation 10 AN Text - j‘t,‘ ﬂ l;% Seinsetr X - % ﬁ
= E3- = - 3% Delete - | (3]~
e S | g ot e~ Sties - | B Format~ | 2~ Futers ceiecte
Clipboard 1 Font # Alignment 5 Number 5 Styles Cells Editing
BMS05 - | .
BD BE BF BG BH Bl BJ BK BM :
774, OPERATING_FUNDS foa 5101101 [1994.07.01 [2099.1231 [1989.07.01 |2089.1231 2012.10.17 1628
775 OPERATING_FUNDS 04 5101101 [1994.07.01 [2099.1231 [1989.07.01 |2099.1231 2012.10.17 1628
776 OPERATING_FUNDS 04 5701101 2010.07.01 2099.12.31 2010.07.01 2099.12.31 2012.10.17 16:28
777 OPERATING_FUNDS 04 5701101 |20100701 (20991231 |20100701 |2089.1231 201210.17 1628
778 OPERATING_FUNDS 04 5701101 (20100701 (20991231 |20100701 |2089.1231 201210.17 1628
779 OPERATING_FUNDS 04 5701101 [2010.07.01 [2099.1231 |2010.07.01 |2089.1231 2012.10.17 1628
780 OPERATING_FUNDS 09 502102 |200307.01 |2099.12.31 |2003.07.01 |2099.1231 |j 2012.10.17 1628
781 OPERATING_FUNDS 09 2502102 2003.07.01 2099.12.31 2003.07.01 2099.12.31 2012.10.17 16:28
782 OPERATING_FUNDS 04 5601101 2008.07.01 2099.12.31 2008.07.01 2099.12.31 2012.10.17 16:28
783 OPERATING_FUNDS 04 5601101 (20080701 (20991231 |20080701 |2089.1231 201210.17 1628
784, OPERATING_FUNDS 04 5601101 [2008.07.01 [2099.1231 |2008.07.01 |2089.1231 2012.10.17 1628
785 OPERATING_FUNDS 04 7001101 |200807.01 |2099.12.31 |2008.07.01 |2099.1231 |j 2012.10.17 1628
786 OPERATING_FUNDS 04 7001101 2008.07.01 2099.12.31 2008.07.01 2099.12.31 2012.10.17 16:28
787 OPERATING_FUNDS 04 7001101 2008.07.01 2099.12.31 2008.07.01 2099.12.31 2012.10.17 16:28
788 OPERATING_FUNDS 04 7001101 |200807.01 |20991231 |20080701 |20991231 201210.17 1628
789/ OPERATING_FUNDS 04 7001101 |2008.07.01 |2099.12.31 |2008.07.01 |2099.1231 2012.10.17 1628
790 OPERATING_FUNDS 04 1621102 [1989.07.01 |2010.0630 [1991.07.01 |2089.12.31 2012.10.17 1628
791 OPERATING_FUNDS 04 1628102 [1989.07.01 [2099.1231 [1989.0701 |2089.1231 |j 2012.10.17 1628
792 OPERATING_FUNDS 04 1620103 2003.07.01 2099.12.31 2011.07.01 2099.12.31 2012.10.17 16:28
793 OPERATING_FUNDS 04 1628103 2003.07.01 2099.12.31 2003.07.01 2099.12.31 2012.10.17 16:28
794/ OPERATING_FUNDS 04 1625106 (19910701 (20991231 |20050701 |2089.1231 201210.17 1628
795 OPERATING_FUNDS 04 1628104 [1998.07.01 [2099.1231 |2006.07.01 |2089.1231 2012.10.17 1628
796 OPERATING_FUNDS 04 1622102 [1989.07.01 [2099.1231 [1994.07.01 |2089.1231 ] 2012.10.17 1628
797 OPERATING_FUNDS 04 5201101 1994.07.01 2001.08.31 1995.07.01 2099.12.31 2012.10.17 16:28
798 OPERATING_FUNDS 04 5201101 1994.07.01 2001.08.31 1995.07.01 2099.12.31 2012.10.17 16:28
799/ OPERATING_FUNDS 04 5201101 (19940701 (20010831 [19950701 |2089.1231 201210.17 1628
800 OPERATING_FUNDS 04 5201101 [1094.07.01 [2001.0831 [1995.07.01 |2089.1231 2012.10.17 1628
801 OPERATING_FUNDS 04 5201101 [1994.07.01 [2001.0831 [1995.07.01 |2089.1231 2012.10.17 1628
802 OPERATING_FUNDS 04 5201101 [1994.07.01 [2001.0831 [199507.01 |2089.1231 |j 2012.10.17 1628
803 OPERATING_FUNDS 04 5201101 1994.07.01 2001.08.31 1995.07.01 2099.12.31 2012.10.17 16:28
804, OPERATING_FUNDS 04 1418102 20120701 [20990630 |20120701 |2099.0630 2012.10.17 1628 | [
805] OPERATING_FUNDS 04 1418102 20120701 [20990630 |20120701 |2099.0630 =
4% | pageno1 T [« C w0
Ready | D 100% (——0—(F)
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Step

Action

77.

Right-click in the last row field.

Home

o

Insert  Pagelayout  Formulas  Data

Review

View

=k i =i custom - j!i‘ ﬂ l;% §=insert - X - W ﬁ
. < <8 0| C dt:J | Format 7cn Foente - | - S‘rt&F d &
rg |PrEt B8 e e syl | [EiFomat- | 2 Fers S
Clipboard = Font o Alignment 5 Number 5 Styles Cells Editing
BDS04 - £ ©
BD BE BF BG BH Bl BJ BK BL BM =
74 (OPERATING_FUNDS foa 5101101 1994.07.01 (20991231 |1989.07.01 |2099.12.31 |jtg2006 2012.10.17 16:28
775 (OPERATING_FUNDS 04 5101101 1994.07.01 [2099.12.31 |1989.07.01 |2099.12.31 |jtg2006 2012.10.17 16:28
776 (OPERATING_FUNDS 04 5701101 20100701 (20991231 2012.10.17 16:28
L (OPERATING_FUNDS 04 5701101 20100701 (20991231 2012.10.17 16:28
778 (OPERATING_FUNDS 04 5701101 20100701 [2099.1231 2012.10.17 16:28
779 (OPERATING_FUNDS 04 5701101 201007.01 (20991231 2012.10.17 16:28
780 (OPERATING_FUNDS 09 2502102 2003.07.01 [2099.12.31 2012.10.17 16:28
781 (OPERATING_FUNDS 09 2502102 20030701 [2099.12.31 2012 10.17 1628
782 Arial v 10 v AT AT S v % o EaE 5601101 20080701 |2099.12.31 2012.10.17 16:28
783 Sy A . g o I 5601101 20080701 [2099.1231 2012.10.17 16:28
784 - el : 5601101 2008.07.01 |2099.12.31 2012.10.17 16:28
785 e e 04 7001101 200807.01 [2099.12.31 2012.10.17 16:28
786 04 7001101 20080701 |2099.12.31 2012 10.17 1628
787 04 7001101 20080701 |2099.12.31 2012 10.17 1628
788 04 7001101 20080701 [2099.1231 2012.10.17 16:28
789 04 7001101 2008.07.01 [2099.12.31 2012.10.17 16:28
790 04 1621102 1989.07.01 |2010.06.30 2012.10.17 16:28
791 04 1628102 1989.07.01 |2099.12.31 2012.10.17 16:28
792 04 1620103 20030701 (20991231 2012 10.17 1628
793 Insert Cut Cells 04 1628103 |2003.07.01 |2099.1231 2012.10.17 1628
794 Delete 04 1625106 1991.07.01 |2099.12.31 2012.10.17 16:28
795 Clear Contents 04 1628104 1998.07.01 |2099.12.31 2012.10.17 16:28
796 -~ 04 1622102 1989.07.01 |2099.12.31 2012.10.17 16:28
797 (& Format Cells... 0a 5201101 199407.01 |2001.0831 2012.10.17 1628
798 Row Height... 04 5201101 19940701 20010831 2012.10.17 16228
799 Hide 04 5201101 1994.07.01 |2001.08.31 2012.10.17 16:28
300 - 04 5201101 1994.07.01 |2001.08.31 2012.10.17 16:28
801 Unhide 04 5201101 1994.07.01 [2001.0831 2012.10.17 1628
802 (OPERATING_FUNDS 04 5201101 1994.07.01 |2001.08.31 2012.10.17 16:28
803 (OPERATING_FUNDS 04 5201101 1994.07.01 20010831 2012.10.17 16:28
804 OPERATING_FUNDS 04 1418102 20120701 |2099.06.30 2012.10.17 16:28 E
805 (OPERATING_FUNDS 04 1418102 2012.07.01 [2099.06.30 5
W r v pageoo1 [« [ w v
Ready | @ w0 (- U ()

Step

Action

78.

Click the Delete... menu.

Delete
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S=lnset- E -
: - B I TAT A
B3 3% Delete - | (3]~
Paste § - % o | %@ 98 Condtional Format Cell Sort & Find &
R | 6 £ Formatting = as Table - Styles = | (i Format ~ | <2~ Filter ~ Select =
Clipboard Humber " Styles Cells Editing

Step

Action
79.

Click the Entire row option.
@

- a
= Data o @ o
Calibri 10 v AT AT = g% B S custom M i E ;:]““ﬂ‘ ;' %r [ﬁ
- Delete = -
Paste B I U- &+ &-A- ‘ § - % s %090 Condtional Format Cell Sort & Find &
- 0w A | %% 50 Formatting - as Table = Styles = | o Format = | 2~ Filter~ Select ~
Clipboard 1 Font = Alignment 5 Number 5 Styles Cells Editing
BD804 - = £ v
BE BF BM

[ M > W] page001 FJ ~
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Step Action
80. Click the OK button.
0K,

Home | Insert  Pagelayout  Formulas

Font

Data

Review

View

- 8-

General

B Wy

% s | %0 ;% Conditional Format Cell

HNum

nber

Formatting - as Table = Styles -
Styles

g=nsert +
5% Delete =
& Format ~

Cells

2T
- Sjrt& Find &

ort & Find &
&2 Filter~ Select+

Editing

G

FY13
1 CurrEst
2 (1000
-500,000

FY14
Budget

FY15
Budget

FY16
Budget

Target
Chart Id

‘00000RT

Offset
Chart Id

00002ZF

Description

Funds Transfer

UDAR GSAS

Gl » [il<

000045BX

[iofoo ][~ en ]

=

]

B REERE RN ERER R

44> ¥ page00l /%3

N -

vl

Ready |

|[E@m 00% o) ] (1)

Step Action

81.

o]

Iick the File Tab button.

When finished in Excel, the batch file is saved and is uploaded to the Budget Tool.
The user chooses Transfers for the type of fixed format to upload.
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—
Home Insert Page Layout Formulas Data
| save . —
coven Information about BudgetDownload(1)
Al savess .
ZA\ARC_Training\BudgetDownload(l) xis ~
5 Open
[ Close o
Compatibility Mode
r \Eﬂ Sorne new features are dissbled to prevent problems when working with
previous versions of Office. Converting this file will enable these features, but
Recert e may result in layout changes. e
Size
New Title
e Tags
p Permissions :
- - Categories
Print % Anyone can open, copy, and change any part of this workbook.
Protect Related Dates
Save & Send
‘Workbook ~ Last Modified Yesterday, 5:40 PM
. Created Yesterday, 4:35 PM
Last Printed leve
2 Options Prepare for Sharing
[ Before sharing this file, be aware that it contains: Related People
B et Document propertics .
Check for prop Author A a
Hidden columns
Issues - Last Modified By  Bill Mohamed
Content that cannot be checked for accessibility issues because of the
current file type
Related Documents
[ Open File Location
Yarsions Show All Properties
I@ %1 There are no previous versians of this file.
Manage
Versions -

Step Action

82. Click the Save menu.

(= save

e

Home Insert Page Layout Formulas Data Review View

; = - -
4 o 5 L ey
| | By~ 5% Delete - | [§]~
Paste B I U- o - 9, s =0 .9 Condtional Format _Cell sort& Find &
- 7 = o s-w 00 F0 | o rmatting = as Table - Styles+ | S Format~ | (27 Filter+ Select
Clipboard 1 Font W Alignment ] Number ] Styles Cells Editing
B4 - £ B
[ T ¢ T o T € T F T & T H [
FY13 FY14 FY15 FY16 Target Offset
1 CurrEst Budget Budget Budget Chart Id Chart Id Description D
.
2 1000 Funds Transfer
3 -500,000 O0000RT 00002ZF UDAR GSAS 0000458X
=
4 4 » M| page001 /3 e[ w 2|
=3
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Step Action
83. Click the Minimize button.
{
6 francisynems Cont Unvegmwnaons e oo N -]

& https://finprod.cc columbia.edu/finsys2/budget/batch/budget/actionPagedl

Budget

Budget Tool Worklist

Current Quarter:

Q

n

] DA
DA

™
™

DA

DA

o

= TX
Count: 442 P;

Financial Systems >

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Budget Tool > Process >

Payroll

Worklist

Download Direct Activity

Download Transfers

Download Payroll
Search Acro{  Upload Batch

COLUM-6061704-5PONS-PG000004-25-01-22608-

00000000~

COLUM-6061704-5PONS-PG000004-25-01-00000-

00000000~

COLUM-6061704-SPONS-PGD00004-25-01-22608-

00000000- -69811-371

COLUM-5002401-GENRL-UR005633-01-01-00000-

00000000- -42100-080

COLUM-6061704-5PONS-PG000004-25-01-00000-

00000000- -69811-371

COLUM-6002401-GENRL-UR005633-01-01-00000-

00000000- -42100-080

COLUM-5610102-GENRL-UR004822-01-01-41707-

56000032~

COLUM-7581302-GENRL-UR0D04785-01-01-70232-

JGV2001-

COLUM-4106102-GENRL-UR003451-01-01-00000-

DIRECT NGUYEN, 2012.10.18 OPEN RELEASE |00005HOB ZDIBQIH
ACTIVITY CHRISTOPHER MINH- |11:47
KHO (CMN2108)
DIRECT NGUYEN, 2012.10.18 OPEN RELEASE |00005J64  2013Q1
ACTIVITY CHRISTOPHER MINH- |11:47
KHO (CMN2108)
ICR PHASE 1 NGUYEN, 2012.10.18 OPEN RELEASE |00005165 2013Q1
CHRISTOPHER MINH- |11:47
KHO (CMN2108)
ICRPHASE1 |NGUYEN, 2012.10.18 OPEN RELEASE |00005J66 |2013Q1
CHRISTOPHER MINH- |11:47
KHO (CMN2108)
DIRECT BHATTACHARYA, 2012.10.18 OPEN RELEASE (00005162  |2013Q1
ACTIVITY DIYA (DB39) 11:40
DIRECT REGAL, STEPHEN ).  |2012.10.18 RELEASED APPROVE |0000515W | 2013Q1
ACTIVITY (5IR2155) 11:23
Kevin Ochsner | RATANATHARATHORN,|2012.10.18 APPROVED: APPROVE: | 0000515R 201301 7

&

Welcome JILL TRACY GOLDSTEIN

Print | Help | Links | Exit

age 1/ | 1<

User ID: jtg2006

Date:

Release Delete Recall

Approve

https://finprod.cc.columbia.edu/finsys2/budget/batch/actionPaged04

& Internet | Protected Mode: Off

Datsbase: Production
Financial Systems - Columbia University

budget/page001.jsp(0012)

v BI00% v

Step

Action

84.

Click the Upload Batch link.

Upload Batch

“Upload Batch” from the Batch Upload screen will automatically validate the batch
file for the local and offset ChartStrings and show only records with errors or
confirm that there are zero errors in a Batch Error Report.

No revisions to save will be an error. If there are errors in the batch, they will be
listed with detailed error messages for the user to go back to the spreadsheet to make
all corrections and re-upload again.

Deleting unchanged rows in the spreadsheet will improve upload performance.
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ILL TRACY

Print | Help | Links | Exit

Gi? COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK

Budget Payroll Batch Process Processing. Please w|

Chart String Selectar - Dawnload Transfers =

Chart String or Id:

Business Unit:
Department: 12103 - GEU OMB CENTRAL FLOW OF FUNDS
PC Business Unit:

Froject:

Activity:

Initiative:

Segment:

Site:

offset Department:

LLLLLLLELLE

Offset Project:

| Include Actuals: 2

File extension for the download file

| Fuls ‘ =l

User I

: k2006 Databaze: Production
Financial Systerns - Golumbia University

i start. Jg J & Finsys | MyCalumbia - Wi... || & https://finprod.cc.col.. | [i] Microsoft Excel - Budget... J 0‘ e
|

Step

Action

85.

Point to the Batch link.

Print | Help | Links | Exit

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Budget payroll Process

\
) Download Direct activity N
Chart String Selectar - Dawnlog =
Download Transfers
Download Payrall
Upload Batch

List Batches
BUSINESS LN

Department: 12103 - GEU OMB CENTRAL FLOW OF FUNDS
PC Business Unit:

Project:

Activity:

Initiative:

Segment:

Site:

Offset Department:

LLLLLLLLLEL

Offset Project:

| Include Actuals: 2

File extension for the download file

| Fuls ‘ =l

User ID: 32006 Databaze: Production
Date Financial Systerns - Golumbia University

istart J{g J (& Finsys | MyColumbia - Wi... || &8 https://finprod.cc.col... | [i] Mirosoft Excel - Budget...
|
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Step

Action

86.

Click the Upload Batch link.
Upload Batch

| Systems Columbi versity - Windows Internet Explorer

Ll c Bud! h o = st ome JILL TRAC

2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Frint | Help | Links | Exit

Budgst Fayroll Batch Frocess

Batch Uplead

Department Selector {(Payroll only)

HR admin/Payroll Dept: | 141a10% Q

Batch Type for the upload file

CDirect activity
CTransfers
Crayrall

Please specify the file to upload

File: | Browse.

4 | il
User ID: jtg2006 Database: Production
Dats: Financial Systemns - Columbia University

#/start J & J (& Finsys | MyColumbia - Wi... || & https://finprod.ce.col... | ] Microsoft Excel - Budget... J @ ‘ BR

Step

Action

87.

Click the Transfers option.
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ILL TRACY

&2 COLUMBIA UNIVERSITY Pt | el | ks et

IN THE CITY OF NEW YORK

Budget payroll Batch Process

Batch Upload

Department Selector {Payroll only)

HR admin/Payrall Dept: |141810% Q

Batch Type for the upload file

CDirect Activity
Frransfers
Cpayrall

Please specify the file to upload

File: [ Erowse...

| i

User I

: k2006 Databaze: Production
Financial Systerns - Golumbia University

i start. Jg J (& Finsys | MyCalumbia - Wi... || & https://finprod.cc.col.. | [i] Microsoft Excel - Budget... J 0‘ e
|

Step Action

88. Click the Browse... button.

Browse

inprod.cc.columbia.edu; - Financial Systems Columbia University - Windows Internet Explorer

Choose File to Upload [ 7]
Lok in: [ [ Desktap H o@f s m Print | Help | Links | Exit

" )My Documents =e

9 My Computer ()76 template

My Metwiork Flaces EBudgetDownload

adabe Reader X HBudge:Download(1)

akiva |5l Micrasoft Office Picture Manager
Putty.exe F1UPK Developer Client

iz Security Configuration Wizard

[—
Stat 5.6.0 Q
[—

| |
File name: I =l Open |
Fies of type [aiFies (1 =l Cancel

Please specify the file to upload

Fila: [ Browss.

| i

User ID: jtg2006 Database: Praduction
Date: Finandial Systerns - Colurnbia University

Aistart| | & | @Finsys | mycolumbia - wi... || & https:/ ffinprod.ce.col.. (3] Mcrosoft Excel - Budget...
|
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Step

Action

89.

Double-click the BudgetDownload(1) list item.
@Budgemnwnlnad{l}

est.cc.columbia.edu/finsys2/budget/batch/actionPaged0?
Financial Systems > BudgetTosl > Batch = List Batches

G.LD COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK

Budget Payroll Batch Process

Batch Upload
|

Department Selector (Payroll only)

HR Admin/Payroll Dept: |141810% Q

Batch Type for the upload file

©) Direct Activity

ransfers

9 Payroll

Please specify the file to upload

Fil: Z:VARC_Training\BudgetDownload(1).x [ Browse...

Welcome JILL TRACY GOLDSTEIN

Print | Help | Links | Exit

| i

] +

User ID: jtg2006
Date:

Upload

€ Internet | Protected Mode: OFf

Database: fint=st
Financial Systems - Columbia University

budget/batch/page007.jsp(0046)

5 v R100% v

Step

Action

90.

Click the Upload button.
Upload
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T

& https://finprod.cc.columbia.edu/finsys2/budget/batch/continueUpload.action

Financial Systems > Budget Tool = Batch = List Batches Welcome JILL TRACY GOLDSTEIN

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Print | Help | Links | Exit

Budget Payroll Batch Process

Batch Upload Errors

© No errors were found for uploaded batch: 00005170,

User ID: jtg2006 Database: Production
Date: Financial Systems - Columbia Univarsity

@ Internet | Protected Mode: OFf Gh v ®100% - j

Step

Action

91.

Click the Next button.
Mext

W ==
) https://finprod.cc.columbia.edu/finsy=2/budget/batch/actionPaged27Next. action 3 &)

Financial Systems > Budget Tool > Batch > List Batches Welcome JILL TRACY GOLDSTEIN

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Print | Help | Links | Exit

Budget Payroll Batch Process

Batch List

Q

00005170 GOLDSTEIN, JILL TRACY (JTG2006) 141810X BudgetDownload(1).xls 2012.10.18 13:32 Validated

Count: 1 Page 1/1

base: Production

User ID: jtg2006 Datal
Date: Financial Systems - Columbia Univarsity

l Budget Changes || Error Report I Process I Validate I Delete

Done & Internet | Protected Mode: Off
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Step Action

92. The Batch List shows all of the batches uploaded but not yet applied by the
department. The Batch department is the home department in the user profile of the
individual uploading the file.

The list of batches that you can see are those whose Batch Department is a
department that you have access to in your user profile.

If you upload a batch containing ChartStrings that you do not have access to, you
will only be able to list the batch. Another user who has the access would separately
Error Report.

The “Delete” button deletes the batch selected.

Financial Systems > Budget Tool = Batch = List Batches welcome JILL TRACY GOLDSTEIN

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Print | Help | Links | Exit

Budget Payroll Batch Process

Batch List

D TRN 00005170 GOLDSTEIN, JILL TRACY (JTG2006) 141810X BudgetDownload(1).xls 2012.10.18 13:32 Validated

Count: 1 Page 1/1

User ID: jtg2006 Database: Production
Date: Financial Systems - Columbia Univarsity

l Budget Changes || Error Report I Process I Validate I Delete b"dQE‘J’WFEU”*‘-fSPf""’*‘5)

Done @ Internet | Protected Made: Off a v H00% v J

Step Action

93. Click the TRN option.

O]
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| 2 https://finprod.cc.columbia.edu/finsys2/budget/batch/actionPaged27Next.action

Financial Systems = Budgat Tool > Batch = List Batches Welcome JILL TRACY GOLDSTEIN
Print | Help | Links | Exit

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK
Budget Payroll Batch Process

Batch List

Q

[ @ [oatchrype Joatchin  Joreator — Jocpto  Jrtename  Justupdste  fstars ]

TRN 00005370 GOLDSTEIN, JILL TRACY (JTG2006) 141810X BudgetDownload(1).xls 2012.10.18 13:32 Validated

Count: 1 Page 1/1

User ID: jtg2006 Database: Production
Date: Financial Systems - Columbia Univarsity

l Budget Changes || Error Report I Process I Validate I Delete budget/page004.jsp(0046)

Done @ Internet | Protected Made: Off a v H00% v m

Step Action

94. “Budget Changes” is to review details of what has changed to current budgets.

are going to process.

Click the Budget Changes button.
Budget Changes
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/€ Financil Systems Columibie Univeraiby Windos Inteme xpl

& https://finprod.cc.columbia.edu/finsys2/budget/batch/actionPaged04Delete action

Welcome JILL TRACY GOLDSTEIN

Financial Systems Budget Tool Batch > List Batches

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Print | Help | Links | Exit

Budget Payroll Batch Process

Batch Budget Changes

Ql
Chart String (Target + Offset) m

COLUM-2502103-GENRL-UR0045672-01-01-27501-25000049- -70100-600 2
COLUM-4801102-GENRL-UR003343-01-01-22702-00000000- -75100-800

COLUM-2502103-GENRL-UR004672-01-01-27501-25000045- -70100-600
COLUM-4801102-GENRL-UR003343-01-01-22702-00000000- -75100-800

Count: 2 Page 1/1

Current

1,000

-500,000

User ID: jtg2006 Database: Production
Date: Financial Systems - Columbia Univarsity

@ Intemet | Protected Mode: Off v ®100% ~ j

Step Action

95. Click the Back button.
Back

e
[ 2] https//finprod.cc.columbia.edu/finsys2/budget/batch/actionPage04BudgetChanges.action 4 [ &)

> Budget Tool = Batch = List Batc)

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Welcome JILL TRACY GOLDSTEIN

Print | Help | Links | Exit

Budget Payroll Batch Process

Batch List

Q

TRN 00005170 GOLDSTEIN, JILL TRACY (JTG2006) 141810X BudgetDownload(1).xls 2012.10.18 13:32 Validated

Count: 1 Page 1/1

User ID: jtg2006 Database: Production
Date: Financial Systems - Columbia Univarsity

l Budget Changes || Error Report I Process I Validate I Delete

Done & Internet | Protected Mode: Off
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Step Action

96. Click the Process button.

Process

Print | Help | Links | Exit

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Budget Payrall Batch Process

Budget Tool Worklist

Current Quartsr: 201301

Ql

[ rve Johartstmmg ————Jomscription oadifier ——Juast upiato [status —[neut action Jivans 19 _[postad

[C T COLUM-1415102-CAPTL-CPO01831-80-01- |FUNDS GOLDSTEIN, JILL  2012.10.26  OFEN RELEASE 0000512Y 201301
00000-00000000--1069-70400-640 TRANSFER 1 TRACY (JTGZODE)  15:03
COLUM-2502103-GENRL-UR004672-01-01-
00000-00000000- -75400-840

l- ™ COLUM-1416102-CAPTL-CPO01531-80-01- |FUNDS GOLDSTEIN, JILL 2012.10.26 QPEN RELEASE 000osizz 2013Q1
00000-00000000--1069-70400-640 TRANSFER 2 TRACY (ITGZO06) 15:03 -
COLUM-2502103-GENRL-URDD4672-01-01~-
00000-00000000- -75400-840

[T DA COLUM-7551202-GENRL-URD04302-01-01- DIRECT GOLDSTEIN, JILL 2012.10.24 OPEN RELEASE 00005]2Q | 201301
10375-70000000--MEX ACTIVITY TRACY (JTGZODE)  18:37

(it COLUM-7551202-GENRL-URO04302-01-01- ADMIN FEE GOLDSTEIN, JILL z0iz.10.24 CPEN RELEASE 0000SJZR 201301
10375-70000000--MEX-75300-80% TRACY (ITGZO06) 18:37

COLUM-7501101-GENRL-URDOS349-01-01-
70302-00000000--MEX-70300-60%

| COLUM-7551202-GENRL-UR004302-01-01- test2 GOLDSTEIN, JILL 2012.10.24 CPEN RELEASE 00005325 201301
10375-70000000--MEX-75100-300 TRACY (ITGZ006) 18:37
COLUM-7551202-GENRL-URDD4672-01-01-
10375-70000000--MEX-70100-600

O |t COLUM-7551202-GENRL-URON4302-01-01- test GOLDSTEIN, JILL 2012.10.24 CPEN RELEASE a0005312P 201301
10375-70000000--MEX-70100-600 TRACY (ITGZO06) 18:29
COLUM-7551202-GENRL-URDN4302-01-01-
10375-70000000--MEX-75100-500

[T DA COLUM-1416102-GENRL-INO01251-25-01- | DIRECT GOLDSTEIN, JILL 2012,10.23 QPEN RELEASE 00005112 | 2013Q1
00000-00000000--1069 ACTIVITY TRACY (JTGZODG)  16:45

I DA COLUM-7581302-GENRL-IN001225-25-01-  DIRECT KHAM, LARA E. 2012.10.23 OPEN RELEASE 0000SJix 201301
70003-HMSZ150- ACTIVITY (La2s) 12:40

™ oA COLUM-2502103-GENRL-ENO019687-50-01- DIRECT WIGGANS, BRENT 20121017 CPEN RELEASE 0000SHYE 201301
Q0O00-00000000- ACTIVITY ALAN (B 14:09 7

Count: 47 Page 1/1

User 1D+ jkg2006 Datsbase: fintest
Date: Finandial Systemns - Columbia University

Release Reject | History

Step Action

97. The transactions generated are in an "Open" status and require final approval to post
to ARC.

Page 294




Training Guide

Budget Tool

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Budget Fayroll Batch Frocess

Budget Tool Worklist
Current Quarter: 201301

Ql

Print |

Help

(B [7ype [char st [oescription wadificr ——Jast update [status Nt Action |rrans 1a_|posted23

[T [T%  COLUM-1418102-CAPTL-CPO01831-80-01- |[FUNDS GOLDSTEIN, JILL  |2012.10.28 OPEN RELEASE 00008J2Y 201301
00000-00000000--1069-70400-640 TRANMSFER 1 TRACY (JTGZODE)  15:03
COLUM-2502103-GENRL-URNN4672-01-01-
00000-00000000- -75400-840

C T®  COLUM-1415102-CAPTL-CPO01&31-80-01- |FUNDS GOLDSTEIN, JILL  2012.10.28 OFEN RELEASE 00005122 | 201301
00000-00000000--1069-70400-640 TRAMSFER 2 TRACY (JTG2006)  15:03% by
COLUM-2502103-GENRL-URD4672-01-01-
00000-00000000- -75400-840

I DA COLUM-7551202-GENRL-URD04302-01-01- |DIRECT GOLDSTEIN, JILL  2012.10.24 OFEN RELEASE 00005126 | 201301
10375-70000000--MEX ACTIVITY TRACY (ITG2006)  18:37

[C 7% COLUM-7551202-GENRL-UR004302-01-01- |ADMIN FEE GOLDSTEIN, JILL  2012.10.24 OFEN RELEASE 0000512 | 2013Q1
10375-70000000--MEX-75300-605 TRACY (ITG2006)  18:37
COLUM-7501101-GENRL-UR005349-01-01-
70302-00000000--MEX-70300-605

[C |Tx  COLUM-7551202-GENRL-UR004302-01-01- |test2 GOLDSTEIN, JILL  2012.10.24 OPER RELEASE 00005125 201301
10375-70000000--MEX-75100-800 TRACY (ITG2006)  18:37
COLUM-7551202-GENRL-URO04672-01-01-
10375-70000000--MEX-70100-600

[T T®  COLUM-7551202-GENRL-URDD4302-01-01- |test GOLDSTEIN, JILL  2012.10.24 OPEN RELEASE 0000512P | 2013Q1
10375-70000000--MEX-70100-600 TRACY (JTG2006)  18:29
COLUM-7551202-GENRL-URN04302-01-01-
10375-70000000--MEX-75100-800

I© DA COLUM-1415102-GENRL-INO01251-25-01- |DIRECT GOLDSTEIN, JILL  2012.10.23 OFEN RELEASE 00005112 201301
00000-00000000--1069 ACTIVITY TRACY (ITG2006)  18:45

[© DA COLUM-7581302-GENRL-INO01225-25-01- |DIRECT KHAN, LARA E, 2012.10.23 OFEN RELEASE 0000511% 201301
70003-HMS2150- ACTIVITY (LA2S) 12:40

[ DA COLUM-2502103-GENRL-EMO01987-50-01- |DIRECT WIGGANS, BRENT  2012.10,17 OFEN RELEASE 0000SHYE | 2013Q1
00000-00000000- TIMITY. LAMN (BYWE) 14;09 =

| Links | Exit

Count; 47 Page 1/1

User ID: jtg2006
Date:

l Edit | view | Relsass | Delets | Recall | Approve | Reject | History

4

Datsbase: fintest
Financial Systams - Golumbia University

Step

Action

98.

You have completed the Batch Upload for Transfers.
End of Procedure.
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Payroll

The Batch Payroll module provides the ability to upload large numbers of person level
ChartStrings and personnel accounts for multiple fiscal years from an Excel spreadsheet to load
into the Payroll Detail Worksheet of the Budget Tool. A user downloads a template from the
Batch Download Payroll Selector, revises personnel accounts in the template, and uploads the
changes to the Budget Tool.

Placeholder and new detail lines for an employee can be added and budgeted in the Excel
spreadsheet and uploaded. Upon successful validation, the revised budgets in the uploaded batch
are placed directly into the Payroll Detail Worksheet.

Users may perform multiple uploads to complete the full Payroll Detail Worksheet for an HR
Admin/Payroll Department.

Procedure

This topic provides guidance on how to download Payroll.

& Financial Systems Columbia Universi
&) hitps:/ffintest.cc.columbia.edu/finsys?/budget/actionPagell

Financial Systems > BudgetTool > Process > Worklist Welcome JILL TRACY GOLDSTEIN

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Print | Help | Links | Exit

Budget Payroll Batch Process

Budget Tool Worklist
Current Quarter: 2013Q1

[ orsm, o ot oot [ it Jroms B
2013Q1E

[F] |[DA | COLUM-2502103-GENRL-EN001987-50-01-00000- DIRECT WIGGANS, 2012.10.17 OPEN RELEASE |00005HYS
00000000~ ACTIVITY BRENT ALAN  [14:09
(BWS)
[[] DA |COLUM-7534603-SPONS-GGOD6358-20-01-70003- DIRECT KHAN, LARAE. |2012.10.16 OPEN RELEASE |0000SHTN 201301
HMS52150- ACTIVITY (LA25) 15:26
D ™ COLUM-7534603-SPONS-GG006358-20-01-70003- ICR PHASE 1 KHAN, LARA E. |2012.10.16 OPEN RELEASE | 0000SHTP 2013Q1

HMS2150- -69810-370 (Lazs) 15:26
COLUM-7501101-GENRL-URD05349-01-01-70302-
00000000~ -41100-050

D DA COLUM-7901101-GENRL-UR001410-01-01-50187- DIRECT GOLDSTEIN, 2012.10.15 OPEN RELEASE 0000SHWVM 2013Q1
00000000~ ACTIVITY JILL TRACY 10:36
(1TG2006)
[F] TX  |COLUM-1418102-GENRL-INOD1251-25-01-00000- t GOLDSTEIN,  [2012.10.12 OPEN RELEASE |00005HTS |2013Q1
00000000--1069-42150-080 JILL TRACY 22:20
COLUM-1418102-GENRL-IND01251-25-01-00000- (1TG2006)
00000000--1069-69830-371
[l |PLB | COLUM-5404103-SPONS-PG003606-25-01-00000- PROJECTLIFE  HAMDAN, 2012.09.24 POST OMB. 0000SBPM  |2013Q1
00000000- TAMARA 15:07 FAILED ACTION
(TH2271) REQUIRED

[ DA COLUM-1205602-GENRL-UR004806-01-01-00000- DIRECT ORTIZ, TATIANA 2012.09.18 APPROVED:|APPROVE: 00005B5Y 2013Q1 ~
Count: 38 Page 1/1

User ID: jtg2006 Datsbase: fintest
Date: Financia | Systems - Columbia University

budget/page001.jsp(0012}

Release Delete Approve

Done &) Internet | Protected Mode: Off A v ®10% v |

Step Action

1. Point to the Batch link.
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6 Franct sy Cor Uy Weon e i

£ hitps:/ffintest.cc.columbia.edu/finsys?/budget/actionPagedl

Financial Systems > BudgetTool > Process > Worklist Welcome JILL TRACY GOLDSTEIN

&2 COLUMBIA UNIVERSITY e e e
IN THE CITY OF NEW YORK
Budget payroll Process
Download Direct Activity
Budget Tool Worklist Brartess TRrses
Current Quarter: 2013Q1 Download Payroll
Upload Batch
Action
COLUM-2502103-GENRL-ENOD1957-50-01-00000- DIRECT WIGGANS, 2012.10.17 oPEN RELEASE 0DOOSHYS |2013Q1 =
00000000- ACTIVITY BRENT ALAN | 14:08
(BWE)
DA |COLUM-7534603-SPONS-GGOD6358-20-01-70003- DIRECT KHAN, LARAE. |2012.10.16 OPEN RELEASE |0000SHTM |2013Q1
HMS2150- ACTIVITY (LA2s) 15:26
> COLUM-7534603-SPONS-GG006358-20-01-70003- ICR PHASE 1 KHAN, LARA E. 2012.10.16 OPEN RELEASE 00005HTP 2013Q1
HMS2150- -69810-370 (LA25) 15:26
COLUM-7501101-GENRL-UR005349-01-01-70302-
00000000- -41100-050
DA COLUM-7901101-GENRL-UR001410-01-01-50187- DIRECT GOLDSTEIN, 2012.10.15 OPEN RELEASE 00DO0SHVM 2013Q1
00000000- ACTIVITY JILL TRACY 10:36
(ITG2006)
TX | COLUM-1418102-GENRL-INOD1251-25-01-00000- t GOLDSTEIN,  |2012.10.12 0PEN RELEASE 0000SHTS |2013Q1
00000000--1069-42150-080 JILL TRACY 22:20
COLUM-1418102-GENRL-IN0D1251-25-01-00000- (1TG2006)
00000000--1069-69830-371
PLE | COLUM-5404103-SPONS-PGOD3606-25-01-00000- PROJECTLIFE  HAMDAN, 2012.09.24 POST oMs 00005BPM 201301
00000000- TAMARA 15:07 FAILED  |ACTION
(TH2271) REQUIRED:
[Fl DA |COLUM-1205602-GENRL-UR0D4806-01-01-00000- DIRECT ORTIZ, TATIANA|2012.09.18 APPROVED: APPROVE: 0DO0SBSY _|201301 ~
Count: 39 Page 1/1
User ID: jtg2006 Datzbase: fintest
Date: Financial Systems - Columbia University

Approve

Done &) Internet | Protected Mode: Off 4 v R10% v

Action

Click the Download Payroll link.

Drownload Payroll

@ e o o e e i

tems Co Univer nd Exp
X L =
| &) ttps:/fintest.cc.columbia.edfinsys2/budget/ baich/actionPageD17 =

e

Financial Systems > Budget Tool = = List Batches Welcome JILL TRACY GOLDSTEIN

QQ COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK

Print | Help | Links | Exit

Budget Payroll Batch Process

Chart String Selector - Download Payroll |l

|
Department Selector
HR Admin/Payrall Dept: 141810%

‘D

Business Unit:
Department:

PC Business Unit:

Project:
Activity:
Initiative:
Segment:
Site:
Account:

Earncode Selector

LLLLLLLL Y

Earncode: Q
User ID: jtg2006 Datzbase: fintest
Date: Financial Systems - Columbia University

& Intemnet | Protected Mode: Off Y v ®10% -
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Step

Action

3.

ChartString combinations to be budgeted in the Excel template.

Person and placeholder budgets present in the Payroll Detail Worksheet will be
retrieved to be downloaded. The user’s home department defaults as the HR
Admin/Payroll Department value.

£ Financial Systems Columbia Universi

£ hitps://fintest.cc.columbia.edu/finsys2/budget/batch/actionPagedl]

Financial Systems > Budget Tool > Batch = List Batches Welcome JILL TRACY GOLDSTEIN

&2 COLUMBIA UNIVERSITY Frne | e ks | B

IN THE CITY OF NEW YORK
Budgst Payroll Batch Process

Chart String Selector - Download Payroll |l

Department Selector
HR Admin/Payroll Dept: 141810X

‘D

Business Unit:
Department:

PC Business Unit:

m

Project:
Activity:

Initiative:
Segment:

Site:

LLLLLHLLL D

Account:

Earncode Selector
Earncode: Q

User ID: jtg2006 Database: fintest
Date: Financial | Systems - Columbia University

& Internet | Protected Mode: OFf 45~ ®00% v |

Step

Action

The user receives all people in the HR Admin/Payroll Department entered and all
personnel ChartStrings that have been charged to that department.

Inactive ChartStrings will be included in the spreadsheet as view only.
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i N 4
£ https/ffintest.cc.columbia.edu/finsys2/budget/batch/actionPagedl?

Financial Systems > Budget Tool = = List Batches Welcome JILL TRACY GOLDSTEIN

QQ COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK

Print | Help | Links | Exit

Budget Payroll Batch Process

Chart String Selector - Download Payroll |l

|
Department Selector
HR Admin/Payrall Dept: 141810%

‘D

Business Unit:
Department:

PC Business Unit:

Project:
Activity:
Initiative:
Segment:

Site:

LLLLLLHLL Y

Account:
|
Earncode Selector

Earncode:

Databasa: fintast
Financial Systems - Columbia University

Fel

& Internet | Protected Mode: Off ‘v H10% v

Step Action

5. Click in the HR Admin/Payroll Dept: field.
141810X

E o Itemet Expir e

8 Froncia S Coluig v
E https://fintest.cc.columbia.edu/finsys2/budget/batch/actionPage0l7 g

Financial Systems > Budget Tool > List Batches Welcome JILL TRA: OLDSTEIN

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Print | Help | Links | Exit

Budgst Payroll Batch Process

Chart String Selector - Download Payroll |l

Department Selector
HR Admin/Payroll Dept:

‘D

Business Unit:
Department:

PC Business Unit:

Project:
Activity:

Initiative:
Segment:

Site:

LLLLLHLLLDL

Account:

Earncode Selector

Earncode: Q
User ID: jtg2006 Database: fintest
Date: Financial Systems - Columbia University

D Internet | Protected Mode: OFf
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Step Action

6. Enter the desired information into the HR Admin/Payroll Dept: field. Enter
"75801".

il ool e o

£ hittps://fintest.cc.columbia.edu/finsys2/budget/batch/actionPagedl] 4

Financial Systems > Budget Tool > Batch = List Batches welcome JILL TRACY GOLDSTEIN

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Print | Help | Links | Exit

Budgst Payroll Batch Process

Chart String Selector - Download Payroll [l

Department Selector

HR Admin/Payroll Dept: 75801
CSM GENERAL [7580101]
CSM GENERAL [758010x]

Business Unit:

Department:

PC Business Unit:

m

Project:
Activity:

Initiative:
Segment:

Site:

DQQQDDQQQI@

Account:
Earncode Selector
Earncode: Q

User ID: jtg2006 Database: fintest
Date: ity

& Intemet | Protected Mede: Off 4 o~ H100% v |

Step Action

7. Click the CSM GENERAL [7580101] link.
CSM GENERAL [7580101]
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| Financial Systems Co University - Windaws Internet Explor [P
£] hitps:/ffintest.cc.columbia.edu/finsys2/budget/batch/actionPagedl 7 g
Financial Systems > BudgetTool > Batch > List Batches Welcome JILL TRACY GOLDSTEIN
Print | Help | Links | Exit
QQ COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK
Budget Payroll Batch Process
Chart String Selector - Download Payroll |l

Department Selector

o

HR Admin/Payroll Dept: 7580101 - CSM GENERAL

Business Unit:
Department:

PC Business Unit:

Project:
Activity:
Initiative:
Segment:
Site:

Account:

LLLLLLHLL Y

Earncode Selector

Earncode:

‘D

User ID: jtg2006 Databasa: fintast
Date: Financial Systems - Columbia University

budget/batchfpage

Done & Internet | Protected Mode: Off YA v R0% v

Step Action

8. Upon “Next”, a Windows dialog box comes up prompting the user to “Open”,
“Save” or “Cancel”.

After choosing a file name and folder to save, the template opens in Excel.

Click the Next button.
Mext
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Financial Systems > BudgetTool = Batch = List Batches Welcome JILL TRACY GOLDSTEIN

2 COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK

Print | Help | Links | Exit

Processing. Please

Budget Payroll Batch Process

Chart String Selector - Download Payroll |l

File Download

Do you want te open or save this file?

Busincl ug a Name: BudgetDownload.xls
Type: Microsoft Excel 97-2003 Worksheet

Departr From: fintest.cc.columbia.edu

PC Busifi =
Open | [ Save | [ Cancel |

Projects

Activity

— | Vihile: files from the Intemet can be useful. some files can potentialy
hiarm your computer. i you o not trust the soLrce. do not open or
save this file. What s the rsk?

Seame |
St —
Account: Q

Earncode Selector
Earncode: Q

User ID: jtg2006 Datzbasa: fintast
Date: Financial Systems - Columbia University

a Done €D Internet | Protected Mode: Off A v R10% v

Step Action

9. Click the Open button.
| Open

Pagelayout  Formulas  Data  Review  View
TN ) R
- 3% Delete - | (3]~
B8 amie syies | [EFormat= | 2 Finers e
Clipboard 1 | Font | Alignment & | Number & | Styles | cems | Editing |
Al - £ | Batch Type- Payroll -
B I © | D | E | F | G I H ®
FY13 FY14 FY15 FYle

| 1 |CurrEst Budget Budget Budget Chart Id Employee ID Employee Name Project ip!
|2 1,000 0004XLE E0D0000J000 #-SYSTEM GENERATED P UR001173 PAYROLL:
|3 27 DOOLNPH E0DD0O0IO00 #-SYSTEM GENERATED P UR001173 PAYROLL:
|4 310 OOOLNXP E0D0000J000 #-5YSTEM GENERATED P UR0O01173 PAYROLL:
| 5 5,000 DDORGRX E0D0000J000 #-5YSTEM GENERATED P INDD1173 BIBW 299
| 6 0004XL8 "10099924000 SMITHJOHN UR001173 PAYROLL:

7 D00SPHN EPHOOOOKO0D BUSINESS MANAGER ENDOG236 POWELL §
0DO03BR3 "10022803000 JONES JANE UROD1176 I TENURE 51
|9 D003BR3 "10093803000 JONES JANE URCD1176 | TENURE 5|
| 10 0004XLE "10099803000 JONES JANE UR0O01173 PAYROLL:
|11] 000SVNZ 10093803000 JONES JANE UR0D1176 ' TENURE S
|12 000BKHH 10093803000 JONES JANE UR0D1176 I TENURE 5
|13 0008R40 10093803000 JONES JANE UR0D1176 | TENURE S
| 14| 0008RA0 10093803000 JONES JANE URGD1176 | TENURE 5|
|15
|16
|17
|18
|19
|20
|21
|22
|23
|24
|25
|26
|27
|28 L]
29
lan -
4 4+ | page0nt /F3 (KN il 2
Ready | M 100% (o0 ()

Page 302




MC—-« Training Guide
Budget Tool

Step

Action

10.

The required ChartFields and budget columns are to the leftmost section of the
template. Attributes and other informational fields are available by scrolling to the
right.

The required columns are budget amounts for the CE and three future years,
Employee ID, the ChartString or ChartID, Account and Earn Code.

The ChartField descriptions embedded in the required area and all informational
columns will be discarded upon upload.

= - ———— —
= E BudgetDownlosd[2] [Compatibility Mode] T Microsoft Exce =
Home | Insert  Pagelayout  Formulas  Data  Review  View o @ =@ R
== % N . - J g=Inset- E -
Arial -0 - General - F, T | ?? ﬁ
=) O3 - A A | oy B petete + | @] &
Paste B I U- |5~ & A- - | $ - % 1+ | %2 0 Condtionsl Format Cell | .. . sorta Find &
- = == 3 ¢ 00 >0 pormatting - as Table - Styles~ | [ Format = | <2~ Filter+ Selact~
Clipboard 1 Font 1 Alignment 1 Number 1 Styles Cells Editing
Al - e | Batch Type - Payroll @
B c D E F G H =
-
FY13 FY14 FY15 FY16
1 |CurrEst Budget Budget Budget Chart Id Employee ID Employee Name Project Descripi
2 1,000 0004XL8 E0DD00DID00 #-SYSTEM GENERATED P URDD1173 PAYROLL
3 27 OQOOLNPH E00000DID00 #-SYSTEM GENERATED P URDD1173 PAYROLL
4 310 QOOLNXP E00D00DI000 #SYSTEM GENERATED P URO01173 PAYROLL
5 5,000 ODORGRX E00000DI000 #SYSTEM GENERATED P INOD1173 BIBW 299
6 0004XL8 "10099924000 SMITH JOHN URO01178 PAYROLL
7 000SPHN EPHODODKODD BUSINESS MANAGER ENDD6236 POWELLS
8 0003BR3 10039803000 JONES,JANE URDD1176 TENURE 5!
9 0003BR3 10039803000 JONES,JANE URDD1176 TENURE S|
10 0004XLE "10099803000 JONES,JANE URO01173 PAYROLL
11 000SVNZ 10039803000 JONES,JANE UR001176 TENURE S|
12 OOOBKHH 10039803000 JONES,JANE UR001176 TENURE S|
13 0008R40 10039803000 JONES,JANE URDD1176 TENURE Sl =
14 OO0SRA0 10099803000 JONES,JANE URDD1176 TENURE S|
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
an S -
4 < » M| page00l1 %3 [« | il 20|
Ready | |[FEOE 100% (5 [} (+)

11.

Revisions are entered in the spreadsheet similar to the methods employed on the
Payroll screen. Debit/credit amounts are entered in whole dollars with +/- signs,
where new values entered replace old values. Budget columns are formatted as
numeric.

If you do not want to revise a budget for a given fiscal year, leave it alone. Uploaded
blanks are interpreted as no change.
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ARC™

HIEERGRE BudgeDowniosd2] [Compatibiity Mode BN oooR Brcel =R
Home Insert Page Layout Formulas Data Review  View o @ o@ =
B ‘* Arial <o AN T=(=® S cenenl - ij,‘ 3_5"?3 g 5 insert - - W lﬁ
= EE = W pelete - | [3]- &
Rt g |BIU-|HE- DA E 8 | g o T« syes - | [ Format | @+ Firer setect~
Clipboard 15 Font u Alignment 5 Number 5 Styles Cells Editing
Al - f« | Batch Type - Payroll v
B C D E F G H =
-
FY13 FY14 FY15 FYle
1 [CurrEst Budget Budget Budget Chart Id Employee ID Employee Name Project
2 1,000 0004XLE E0DO000I000 #SYSTEM GENERATED P UR0D1173 PAYROLL
3 27 DOOLNPH E0DO0DDIO00 #SYSTEM GENERATED P URCD1173 PAYROLL
4 310 DCOLNXP E0D00DDIO00 #-SYSTEM GENERATED UR001173 PAYROLL
5 5,000 DDORGRX E0D0000I000 #-SYSTEM GENERATED P INDD1173 BIBW 299
6 0004XLE "10099924000 SMITHJOHN UR001173 PAYROLL
7 000SPHN EPHOODOKODO BUSINESS MANAGER ENDO6236 POWELLS
8 0003BR3 10099803000 JONES,JANE UR0D1176 TENURE S|
9 0003BR3 10093803000 JONES JANE UR01176 TENURE S!
10 0004XLE "10099803000 JONES JANE UR0D1173 PAYROLL
11 000SVNZ 10093803000 JONES JANE UR0D1176 TENURE 5!
12 000BKHH 10093803000 JONES,JANE UR0D1176 TENURE 5!
13 0008R40 10093803000 JONES,JANE UR0D1176 TENURE S =
14 000SRA0 10093803000 JONES JANE UR01176 TENURE S!
14
16
17
18
19
20
2
2
23
24
25
26
27
28 B
29
an ™
4 4 ¥ ¥| page001 %] [Te T I} ] |
Ready | |[E|@ 1005 () J (+)

Step Action

12.

[&]

Right-click in the 6 field.

To add a person or ChartString, a new line is inserted in the spreadsheet filling in the
required fields. Unchanged rows are discarded upon upload.

The column headings of the required fields in the template must be present in the
first row with the column order of the downloaded fields unchanged.
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Home Insert  Pagelayout  Formulas Data Review  View @@ =
oy == - -
: o - B WP ST A
past &) o 09 | Conditional Format Cell Boente - | [@” o G
aste § - % o %@ onditional Format  Ce o in
E ¢ 00 =0 o rmatting - as Table ~ Styles~ | [l Format = | (27 Fiter - Select +
Clipboard 15 Font u Alignment 5 Number 5 Styles Cells Editing
AL - £ | Batch Type- Payroll v
B c D E F G H =
-
FY13 FY14 FY15 FYle
1 [CurrEst Budget Budget Budget Chart Id Employee ID Employee Name Project P
2 1,000 0004XL8 E00000DI000 #SYSTEM GENERATED P URO01173 PAYROLL
3 27 OOOLNPH EODD000I000 4SYSTEM GENERATED P UR001173 PAYROLL
4 310 00OLNXP E0DDCO0I000 #-SYSTEM GENERATED P UR001173 PAYROLL
5 5,000 ODOORGRX  EODDOODID0O #-SYSTEM GENERATED P INDD1173 BIBW 299
6 0004XL8 10093924000 SMITHJOHN URDD1173 PAYROLL
7 ut 000SPHN EPHODDOKODD BUSINESS MANAGER ENDD6236 POWELLS
8 . 0003BR3 10099803000 JONES,JANE UR001176 I TENURE S|
9 =Ry 0003BR3 10093803000 JONES,JANE URO01176 I TENURE s{
10 aslelOpions 0004XLE "10099803000 JONES JANE URDD1173 PAYROLL.
11 = 000SVNZ 10093803000 JONES,JANE URDD1176 [ TENURE 5!
v e
12 000BKHH 10093803000 JONES,JANE URDD1176 I TENURE S/
13 Paste Special... 0008R40 10099803000 JONES JANE UR0D1176 I TENURE st
14 Insert 000SRA0 10093803000 JONES,JANE URO01176 [ TENURE s{
14
Delete
16 =
17 Clear Contents
18 Format Cells...
19 )
2 Row Height...
21 Hide
22 Unhide
23
24
25
26
27
28 B
29
-
4 A F ¥ page001 [ FJ 7 [la T il v
Ready | @ w00 (- U ()

Step

Action

13.

Click the Insert list item.

Insert

BudgetDownload]|

Home | Inset  Pagelayout  Formulas  Data  Review  View o @ =& =
B & cin S custom - % g gelnset | E - ﬂ fﬁ
. < o <@ ;90 | Condtional Format Cell Bpente - | - Sort& Find &
Feste 7 EME RN F:rl:natting' as Table = Styles = | (2 Format = | 2= Filter~ Select -
Clipboard & & Number & Styles Cells Editing
BE 2
B G H ;
FY13 FY1q FY15 FY1le
1 CurrEst Budget Budget Budget Chart Id Employee ID Employee Name Project Descripi
2 1,000 0004XLE E0D0000J000 #-5YSTEM GENERATED P UR0O01173 PAYROLL:
3 27 O0OLNPH E000000J000 #-5YSTEM GENERATED P UR0O1173 PAYROLL:
4 310 ODOLNXP E0D0000J000 #-5YSTEM GENERATED P UR001173 PAYROLL:
5 5, ODORGRX E0DD000J000 #-SYSTEM GENERATED P INDD1173 BIBW 299
6 _| 0004XLE "10099924000 SMITHJOHN UR001173 PAYROLL:
7 100 000SPHN EPHODDOKODO BUSINESS MANAGER ENDOG236 POWELL §
8 6,196 0003BR3 "10099803000 JONES, JANE UR0D1176 I TENURE 5
9 720 0003BR3 "10099803000 JONES JANE UR0D1176 ' TENURE I
10 0004XLE "10099803000 JONES JANE UR001173 PAYROLL:
11 2,322 000sVNZ 10093803000 JONES JANE UR0D1176 | TENURE 51
12 19,987 000SKHH 10093803000 JONES JANE UR0D1176 I TENURE 5
13 540 000BRA0 10093803000 JONES JANE UR0D1176 TENURE 5l =
14 63 000BR4D 10093803000 JONES JANE UR0D1176 | TENURE 5!
15
16
7
18
19
20
21
22
23
24
25
26
27
28 B
29
-
R page001 /3~ [l 20
Ready |
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Action

Enter the desired information into the FY 13 CurrEst field. Enter *1000".

BudgetDownloa
Home | Insert  Pagelayout  Formulas  Data  Review
£ aton T AN == ¥ =
N A 4 =
Ba- 3 Delete
Paste (B - ] ’ v
y (B U 2 $ - % = ble i Format~ | 2+
Clipboard = Font u Alignment Number Styles Cells
B6 (0 % « f&| 1000 -
B © D E F G H =
FY13 FY14 FY15 FYle
1 CurrEst Budget Budget Budget Chart Id Employee ID Employee Name Project
2 1,000 0004XLE EQ00000J000 #-SYSTEM GENERATED P UR001173
3 27 DOOLNPH EODDOO0IO00 #-SYSTEM GENERATED P UR0D1173
4 310 DOOLNXP EODD0O0I000 #-SYSTEM GENERATED P URGD1173
5 5,000 O00ORGRX E000000/000 #-5YSTEM GENERATED P INOO1173
6 1000. 0004XL8 "10099924000 SMITH,JOHN UR0D1173
7 100 000SPHN EPHOOOOKO00 BUSINESS MANAGER ENDOOG236
8 6,196 0003BR3 "10029803000 JONES, JANE UR0D1176
9 720 0003BR3 "10099803000 JONES JANE UR0D1176
10 0004XLE "10099803000 JONES JANE UR0O01173
11 2,322 0005VNZ "10099803000 JONES, JANE UR001176
12 19,987 0008KHH "10029803000 JONES JANE UR0D1176
13 540 0008R40 "10029803000 JONES JANE UR0D1176
14 63 0D08RAD "10099803000 JONES JANE URGD1176
15
16
7
18
19
20
2
22
23
24
25
26
27
28 B
29
an A
4 4+ M| page001 T2 0K Il » ]
Enter | \Elﬁlpﬂ 100% [~ ———

Step Action

15.

[£]

Right-click in the 6 field.
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Home Insert Pagelayout  Formulas Data Review  View o @@ =
= i} =] Sealnsert ~ x -
j £ caton =i custom ﬁ % l;h g inse tﬁ
=l gy £ = S Delete - | G- &
Paste I - $ - % s +0 .00 Conditional Format Cell f Sort & Find &
7 = ° 00 =8 o rmatting - as Table ~ Styles~ | [l Format = | (27 Fiter - Select +
Clipboard = Number = Styles Cells Editing
B6 v
& 1 I g F =
-
FY13 FY14 FY15 FYle

1 CurrEst Budget Budget Budget Chart Id Employee ID Employee Name Project P

2 1,000 0004XL8 E00000DI000 #SYSTEM GENERATED P URO01173 PAYROLL

3 27 OOOLNPH EODO0O0J000 #-SYSTEM GENERATED P UR00D1173 PAYROLL:

4 310 OOOLNXP EO00CO0J000 #-SYSTEM GENERATED P UR001173 PAYROLL

5 5,000 OOORGRX____ EODDOODID0O #-SYSTEM GENERATED P INDD1173 BIBW 2

ODORGRX__IE

6| 1,000 0004XL8 10093924000 SMITH.JOHN UROD1173 PAYROLL §
AN 000SPHN EPHODDOKODD BUSINESS MANAGER ENDD6236 POWELLS

8 o 0003BR3 10099803000 JONES,JANE URDD1176 I TENURE S|

9 sa Lopy 00C03BR3 EDOQQBDSODD JONES JANE UR001176 | TENURE S{
10| (B PasteOptions: 0004XLE "10099803000 JONES JANE URDD1173 PAYROLL.
11 & 000SVNZ 10093803000 JONES,JANE URDD1176 I TENURE 5!
12 ) 000BKHH 10093803000 JONES,JANE URDD1176 I TENURE s/
13 Paste Spedial.. 0008R40 10099803000 JONES JANE UR0D1176 I TENURE st
14 Insert 0008RA0 "10093803000 JONES, JANE URDD1176 | TENURE 51
14

Delete

16 =
17 Clear Contents
13 #F Format Cells...
2 Row Height...
21 Hide
22 Unhide
23
24
25
26
27
28 B
29
an
M 4 » M| pageD01 TJ [« 1l

Ready | Average: 368  Count:41  Sum: 3316

Step

Action

16.

Click the Insert menu.
Insert

Home Insert Pagelayout  Formulas Data Review  View o @@ =
(= O - =i custom - j‘t,‘ ﬂ l;% s=insert - X - W tﬁ
= E3- = - 3% Delete - | [3]- &
g (B D B8 e sy~ | [EiFomat= | 2 Fers S
Clipboard = Font u Alignment £l Number £l Styles Cells Editing
86 - i3 <
[ B8 1 ¢ [ © [ E [ F ] G A =
FY13 FY14 FY15 FYle
1 CurrEst Budget Budget Budget Chart Id Employee ID Employee Name Project P
2 1,000 0004XL8 EQ00000J000 #-SYSTEM GENERATED P UR001173 PAYROLL
3 27 DOOLNPH EODDOO0IO00 #-SYSTEM GENERATED P UR0D1173 PAYROLL
4 310 DOOLNXP EODD0O0I000 #-SYSTEM GENERATED P URGD1173 PAYROLL:
5 ‘ 5,000 O00RGRX. E000000/000 #-5YSTEM GENERATED P INOO1173 BIBW 239
6
7 < 1,000 0004XLE "10099924000 SMITH,JOHN UR0D1173 PAYROLL
8 100 000SPHN EPHOO00KO00 BUSINESS MANAGER POWELLS
9 6,196 0003BR3 10093803000 JONES JANE URGD1176
10 720 0003BR3 10093803000 JONES JANE UR0D1176 I TENURE 5
11 0004XL8 "10099803000 JONES, JANE UR001173 PAYROLL
12 2,322 0005VNZ "10029803000 JONES JANE UR0D1176 ' TENURE 5!
13 19,987 0008KHH "10029803000 JONES JANE UR001176 ' TENURE S —
14 540 000SRA0 10093803000 JONES JANE UR0D1176 | TENURE S
15 63 0008R40 10033803000 JONES JANE URCD1176 | TENURE 5
16
7
18
19
20
2
22
23
24
25
26
27
28 B
29
an A
4 4 ¥ V| page001 FJ | I TR
Ready |
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Step

Action

17.

Click in the FY13 CurrEst field.

Budg

] [Compatibility Mod

Home Insert Data Review  View a@ =P R
£ Calior = custom - ij,‘ % l_:‘ﬂ‘ gensert - X - W [ﬁ
ETR =] — 3 Delete - | g~ #
Paste (Blr uw- - 0§ -y <0 ;W | Condtional Format Cell | .., sort& Find &
- Formatting * as Table = Styles ~ | (=] Format = | &2~ Filter~ Selact +
Clipboard 1 i Number i Styles Cells Editing
B6 - v
[ B T c F H =
FY13 FY14
1 CurrEst Budget Chart Id Employee ID Employee Name Project Descripi
2 1,000 0004XLE E00000DIO00 #-SYSTEM GENERATED P UR001173 PAYROLL
3 27 DOOLNPH E0D0000I000 #-SYSTEM GENERATED P UR0D1173 PAYROLL
4 310 DDOLNXP E000000I000 #SYSTEM GENERATED P UR001173 PAYROLL
5 5,000 DDORGRX E0DO000I000 #SYSTEM GENERATED P INDD1173 BIBW 299
6
AT 0004XLE "10099924000 SMITHJOHN UR001173 PAYROLL
8 100 000SPHN EPHODDOKODD BUSINESS MANAGER END06236 POWELLS
9 6,196 0003BR3 10093803000 JONES,JANE UR0D1176 TENURE 5!
10 720 0003BR3 10093803000 JONES,JANE UR0D1176 TENURE S|
11 0004XLE "10099803000 JONES,JANE UR0D1173 PAYROLL
12 2,322 000SVNZ 10033803000 JONES,JANE UR001176 TENURE S!
13 19,987 O00BKHH 10093803000 JONES JANE UR0D1176 TENURE Sl =
14 540 000BRAD 10093803000 JONES,JANE UR001176 TENURE 5!
15 63 000BRAD 10093803000 JONES,JANE UR0D1176 TENURE 3!
16
7
18
19
20
21
22
23
24
25
26
27
28 B
29
an S -
4 < » M| pageD01 %3 [« | il 20|
Ready | |[E@m 00% o) [} (+)

Step

Action

18.

Enter the desired information into the FY 13 CurrEst field. Enter "2000".
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Home Insert  Pagelayout  Formulas Data Review  View o @ o @ =
e T W = - - 4 3
=l g & Al
& . Sort &
s LoD d A o B fomat | @+ e e+
Clipboard = Font w Alignment Number Cells Editing
85 (0 % « & 2000 v
B c D E F G H =
-
FY13 FY14 FY15 FYle
1 CurrEst Budget Budget Budget Chart Id Employee ID Employee Name Project P
2 1,000 0004XLE E0D0000J000 #-SYSTEM GENERATED P UR001173 PAYROLL:
3 27 DOOLNPH EODDOO0IO00 #SYSTEM GENERATED P UR0D1173 PAYROLL
4 310 DOOLNXP EODD0O0I000 #-SYSTEM GENERATED P URGD1173 PAYROLL:
5 5, DDORGRX E0D0000J000 #-5YSTEM GENERATED P INDD1173 BIBW 299
6 2000]
7 1,000 0004XLE "10099924000 SMITHJOHN UR001173 PAYROLL:
8 100 D00SPHN EPHOOOOKO0D BUSINESS MANAGER POWELL §
9 6,196 0003BR3 "10099803000 JONES JANE URGD1176 | TENURE 51
10 720 0003BR3 "10099803000 JONES JANE UR0D1176 I TENURE 5
11 0004XLE "10099803000 JONES, JANE UR0O01173 PAYROLL:
12 2,322 000SVNZ 10093803000 JONES JANE UR0D1176 I TENURE 5
13 19,987 000SKHH 10093803000 JONES JANE UR0D1176 | TENURE S
14 540 000SRA0 10093803000 JONES JANE URGD1176 | TENURE 51
15 63 0008R40 10033803000 JONES JANE UR0D1176 | TENURE 5
16
17
18
19
20
2
22
23
24
25
26
27
28 B
29
-
_\}nﬁl page001 %3 7 4 [ il 30|
Enter | | BB 100% (-

Step

Action

19.

Press [Right].

e 9- -

Home Insert  Pagelayout  Formulas Data Review  View a@ o @ =
(= O - =i custom - ﬂ @ s=insert - X - ﬂ tﬁ
= E3- 3% Delete - | (3]~
g (B B8 e syl | [EiFomat= | 2 Fers S
Clipboard = Font W Alignment £} Number £} Styles Cells Editing
c6 - (" 5 \ v
B G D E F G H =
-
FY13 FY14 FY15 FYle
1 CurrEst Budget Budget Budget Chart Id Employee ID Employee Name Project P
2 1,000 0004XLE E0DD000J000 #-SYSTEM GENERATED P UR001173 PAYROLL:
3 27 DOOLNPH EODDOO0IO00 #-SYSTEM GENERATED P UR0D1173 PAYROLL
4 310 DOOLNXP EODD0O0I000 #-SYSTEM GENERATED P URGD1173 PAYROLL:
5 5,000 DDORGRX E0D0000J000 #-5YSTEM GENERATED P INDD1173 BIBW 259
|6 YT — |
7 1,000 0004XLE "10099924000 SMITHJOHN UR001173 PAYROLL:
8 100 D00SPHN EPHOOOOKO0D BUSINESS MANAGER POWELL §
9 6,196 0003BR3 "10099803000 JONES JANE UR001176 I TENURE 5{
10 720 0003BR3 "10099803000 JONES JANE UR0D1176 I TENURE 5
11 0004XLE "10099803000 JONES, JANE UR0O01173 PAYROLL:
12 2,322 000SVNZ 10093803000 JONES JANE UR0D1176 ' TENURE I
13 19,987 000BKHH 10093803000 JONES JANE UR0D1176 | TENURE S
14 540 000SRA0 10093803000 JONES JANE UR0D1176 | TENURE S
15 63 0008R40 10033803000 JONES JANE URCD1176 | TENURE 5
16
7
18
19
20
2
22
23
24
25
26
27
28 B
29
-
[ W] pageoo1 /37 O v
Ready | M 100% (=—U—(+)
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Step Action

20. Press [Right].

Home | Inset  Pagelayout  Formulas  Data  Review  View a o & R
r“(__ll ot 10 v AT AT Text - ii‘ ﬁ l;% E % fﬁ
T == o 0 dt“ | Format _cn i @'srmrn&
eg (Bl E (@A E e | ating ™ as Table Stes~ | EIFomat - | 2+ Fiter et~
Clipboard = Font . Alignment £ Number £ Styles Cells Editing
G6 - £ .
B c D E F | G [ H =
FY13 FY14 FY15 FY16
1 CurrEst Budget Budget Budget Chart Id Employee ID Employee Name Project Descripi
2 1,000 0004XLE E0D0000J000 #-SYSTEM GENERATED P UR0O01173 PAYROLL:
3 27 OOOLNPH E0D0000J000 #-5YSTEM GENERATED P UR0O01173 PAYROLL:
4 310 ODOLNXP E000000J000 #-5YSTEM GENERATED P UR001173 PAYROLL:
5 5,000 ODORGRX E0D0000J000 #-SYSTEM GENERATED P INDD1173 BIBW 299
|61 2,000
7 1,000 0004XLS "10022924000 SMITHJOHN UR0O01173 PAYROLL
8 100 000SPHN EPHODOOKO0D BUSINESS MANAGER ENDOG236 POWELLS
9 6,196 0003BR3 "10099803000 JONES JANE UR0D1176 ' TENURE 5!
10 720 0003BR3 "10099803000 JONES JANE UR0D1176 | TENURE 5|
11 0004XLE "10099803000 JOMES, JANE UR001173 PAYROLL
12 2,322 DOOSVNZ "10099803000 JONES,JANE URCD1176 ' TENURE SI
13 19,987 D0OBKHH "10029803000 JONES,JANE URGO1176 TENURE Sl =
14 540 0DO0ERAC "10099803000 JOMNES, JANE UR0O1176 | TEMURE 5
15 63 0008R40 "10099803000 JONES JANE UROD1176 | TENURE 5!
16
7
18
19
20
21
2
23
24
25
26
27
28 B
23
2n Al
4 4 ¥ ¥| page001 /¥ [+ il 20|
Ready | & ()

Step Action

21. Press [Right].
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Home Insert  Pagelayout  Formulas Data a@ o @ =
= . = == - -
£ G < A A %] o . ﬁ g S Insert = ﬂ fﬁ
Paste < B I U $ - % <@ 09 | Conditional Format  Cell Boente - | [@” Sort& Find &
o - s | 8
R ¢ 00 =8 o rmatting - as Table ~ Styles~ | [l Format = | (27 Fiter - Select +
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25.

Enter the desired information into the Proj

ect field. Enter "ENOOQ".
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28. Enter the desired information into the Account field. Enter "54105",
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31.

Enter the desired information into the Bus Unit field. Enter "COLUM".
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33.

Enter the desired information into the Dept field. Enter "7580101".
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Step Action

35. Press [Right].
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Step Action

36. Press [Right].
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37.

Enter the desired information into the Unit field. Enter "GENRL".
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Action

Enter the desired information into the Activity field. Enter "01".
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39.

Press [Right].
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Step Action

40. Enter the desired information into the Initiative field. Enter *00000".

Home Insert Pagelayout  Formulas Data Review  View o @@ =
IERICT: : Wy e c i dd
paste +9 .00 | Conditional Format Cell Boeete - | @l- Sort& Find &
R B LU R i Formatting = as Table - Styles = | (B Format ~ | &2~ Filter~ Select =
Clipboard 15 Font u Alignment 5 Number 5 Styles Cells Editing
w6 - 3 o
[ R s T U v W x|
PCBus
1 Fund |[Fund Desc Unit Activity Activity Desc Initiative | Initiative Desc Seg
2 o1 |General Unrestricted Fund GENRL o1 MCIC OPERATING 10001 Payroll Suspense 0000000(
3 01 [General Unrestricted Fund GENRL o1 MCIC OPERATING 10001 Payroll Suspense (6000000(
4 o1 |General Unrestricted Fund GENRL ‘o1 MCIC OPERATING 10001 Payroll Suspense 6000000(
5 5 |Private Grant and Contracts GENRL o1 BIBW 2992 00000 Undefined Initiative fa000000(
IL GENRL o1 50000 i
7 1 |General Unrestricted Fund GENRL ‘o1 MCIC OPERATING 10001 Payroll Suspense 0000000(
8 50 |Endowment Income-UR GENRL o1 POWELL SCHOLARSHIP 41407 SSW Social Work Masters Prem (5700005
9 1 |@eneral Unrestricted Fund GENRL ‘o1 CLEARING 10485 CSM AIMHI foooooo0g
10 o1 |General unrestricted Fund GENRL o1 CLEARING 10485 CSM AIMHI 0000000¢
1101 |General Unrestricted Fund GENRL o1 MCIC OPERATING 10001 Payroll Suspense 00000000
1201 |General Unrestricted Fund GENRL ‘o1 CLEARING 10485 CSM AIMHI fboooooog
1301 |General Unrestricted Fund GENRL o1 CLEARING M10485 CSM AIMHI fooooooo] =
1401 |general Unrestricted Fund GENRL ‘o1 CLEARING "0s85 CSM AIMHI fooooooog
1501 |General Unrestricted Fund GENRL ‘o1 CLEARING 10485 CSM AIMHI ‘6000000¢
16
17
18
19
20
21
22
23
24
25
26
27
28 B
29
an ™
M 4 » M| pageD01  ¥J [« |
Ready | D 100% (—— 00—+

Page 323




Training Guide
Budget Tool

Step Action

41.

Press [Right].
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Step Action

42.

Enter the desired information into the Segment field. Enter "00000000".
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43.

Press [Right].

] T B
Home | Insert  Page Layout mulas Data Review  View a@o@
E Cain = Text - i H Semnset- X - 5' ﬁ
Paste = B I U-| § - % 3 | %25 Condtional Format Cell ?mlm 2 Sort& Find &
R Formatting = as Table = Styles ~ Bl Format - | 2~ Filter - select -
Clipboard Font & Alignment 5 Number 5 Styles Cells Editing
Y6 - £ v
4 E T u v W X Y ®
PCBus
| 1 unit Activity
| 2 GENRL o1
| 3 GENRL ‘o1
| 4 GENRL o1
| 5 GENRL b1
| 6 |GENRL b1
| 7 GENRL o1
| 8 |cENAL o1
| 9 GENRL o1
| 10 GENRL o1
| 11 GENRL b1
| 12 GENRL o1
| 13 GENRL 01 =
| 14 GENRL o1
| 15 GENRL o1
|16
117
|16
19|
|20
|21
|22
|23
(24
| 25
| 26
|27
28 L
El I
an
4 ¥ W] page001 T M4 C ] v 0 |

Page 325




Training

Guide

Budget Tool

Action

Press [Right].
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45.

Press [Right].
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46.

Press [Right].
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Action

Press [Right].
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48.

Enter the desired information into the Earn Code field. Enter "REG".
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Step Action

50. Press [Right].
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51. Press [Right].
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54.

Press [Right].
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Action

Press [Home].

Home | Inset  Pagelayout  Formulas  Data  Review  View a o & R
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13 18,987 O00BKHH 10093803000 JONES JANE UR0D1176 TENURE 5l =
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Step Action

57.
File

Click the File Tab button.
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Information about BudgetDownload(2)
C\Users\bm2553\AppData' Local\Microsoft\Windows\Temporary Internet Files\Content IES\EX...

Compatibility Mode
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Step

Action

58.

Click the Save menu.

(= save

X 9 - =
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Step

Action

59.

Click the Minimize button.

Financial Systems > BudgetTool = Batch = List Batches Welcome JILL TRACY GOLDSTEIN

G.Q COLUMBIA UNIVERSITY

Budget Payroll Batch Process

Download Payroll |l

User ID: jta2006 Database: fintest
Date:

W el Systerms Cole

2] https//fintest.cc.columbia.edu/finsys2/budget/batch/actionPagel7

Print | Help | Links | Exit

IN THE CITY OF NEW YORK

Processing. Please

Department Selector
HR Admin/Payroll Dept: 7580101 - CSM GENERAL

‘D

Business Unit:

Department:

PC Business Unit:
Project:

Activity:
Initiative:

Segment:

Site:

LPLLLHLLHLL Y

Account:

Earncode Selector

Fel

Earncode:

nnnnnnn | Systems - Columbia University

budget/batch/page017.jsp(0046)

@ Internet | Protected Mode: Off

5 v H100% v

Action

When finished in Excel, the batch file is saved and uploaded to the Budget Tool.

Point to the Batch link.
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Financial Systems > Budget Tool = Batch = List Batches

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Download Direct Activity

Budget payroll

Download Payroll Download Transfers
Download Payroll
Upload Batch

List Batches

0101 - CSM GENERAL

‘D

Business Unit:
Department:

PC Business Unit:
Project:

Activity:
Initiative:
Segment:

Site:

LLLLLLLLL

Account:

Earncode Selector

Jeo)

Earncode:

User ID: jtg2006
Dats:

Training Guide
Budget Tool

Welcome JILL TRACY GOLDSTEIN

Print | Help | Links | Exit

Processing. Please

m

Database: fintest
Financizl Systems - Columbia University

budget/batch/page017.jsp(0046)

hitps://fintest.cc.columbia.eduffinsys2/budget/batch/actionPagel04

& Internet | Protected Mode: OFF

dh v ®100% v

Step

Action

61.

Batch Error Report.

all corrections and re-upload again.

Click the Upload Batch link.
Upload Batch

“Upload Batch” from the Batch Upload screen will automatically validate the batch
file and show only records with errors or confirm that there are zero errors in a

No revisions to save will be an error. If there are errors in the batch, they will be
listed with detailed error messages for the user to go back to the spreadsheet to make
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Financial Systems > Budget Tool

IN THE CITY OF NEW YORK

Budget payroll

Batch Upload

https:/fintest.cc.columbia.edu/finsys2/budget/batch/actionPage007

> List Batches

&2 COLUMBIA UNIVERSITY

Batch Process

Department Selector (Payroll only)

HR Admin/Payroll Dept: | 7580101 - CSM GENERAL Q

Batch Type for the upload file

© Direct Activity
@ Transfers

© Payroll

Please specify the file to upload

File: Browse

welcome JILL TRACY GOLDSTEIN

Print | Help | Links | Exit

<[

] v

User ID: jtg2006
Dats:

Database: fintest
Financizl Systems - Columbia University

budget/batch/page007

& Internet | Protected Mode: OFF

h v ®100% -

Step Action

62. The user chooses Payroll for the type of fixed format to upload.

Click the Payroll option.
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Financial Systems > Budget Tool List Batches

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Budget Payroll Batch Process

Batch Upload
|
Department Selector (Payroll only)

HR Admin/Payroll Dept: | 7580101 - CSM GENERAL Q

|
Batch Type for the upload file

) Direct Activity

© Transfers

Please specify the file to upload

File: Browse._

Training Guide
Budget Tool

4 i

User ID: jtg2006
Dats:

Database: fintest
Financizl Systems - Columbia University

Welcome JILL TRACY GOLDSTEIN

Print | Help | Links | Exit

v

& Internet | Protected Mode: OFF

Action

Click the Browse... button.
[ Browse... ]|

8 reocceisiee i g

| https://fintest.cc.columbia.edu/finsys2/budget/batch/actionPaged]

e

Financial Systems > Budget Tool = Batch

List Batches

dﬂ (COLLAARTA TINIVEDCITY
T || @ Choose File to Upload

1 i i
@@s[ J. <« FInERP (\\c-gpl\grpl) (Z) » ARC_Training » + [ 43 |[ Search ARC_Training )
Budgll  Ouganize v New folder - A ®
= Pictures - Name - Date modr -
Batch| : .
- Videos, . UPK Demo 3/26/2012
- ). UPKDocs 127201210
y ETT;"C ol [ Budget Toolodsrc 10/18/2013
h:‘m; ’\ I ] BudgetDawnload(1) 10/18/2013
= Me-ususersib) (G ) BudgetDownload(2) 10/18/2012 Q

% grpl (\e-gpl.ais.columbia.cdu) (H

) =) BudgetDownload(3) 10/26/2012
%t grp2 (c-gp2.ais.columbia.edu) (0:) ) BudgetDownlosd 10/15/2013
&* 2pps (\c-app.2is.columbia.edu) (P:) a__'j BudgetDownload? 10/15/2014
" @) PC Communication_061112_FINAL 6/7/2012 1=
& Aliva ) Procurement Approvals Job Aid 11272012
Ji ARC Security @ Shortcut to TrainingDB 7/10/2012
i ARC_Training Transfers 10/17/2012 &

L. Cricketeer Graphs

File name: ~ |AI

I
|
|| &2 FinkRP Q\c-gpiigrpl) @)
i
!
|
I
I
I

File: Browse...

Welcome JILL TRACY GOLDSTEIN

Print | Help | Links | Exit

< m

User ID: jtg2006
Date:

& Internet | Protected Mode: Off

Database: fintest

Financial Systemns - Columbia Ui

3

rsity
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Step Action

64. Double-click the BudgetDownload(3) file.
&) BudgetDownload(3) 10/26/201:

[ & Financial Systems Colur

] https;//fintest.cc.columbia.edu/finsys2/budget/batch/actionPaged07

Financial Systems > Budget Tool = Batch = List Batches Welcome JILL TRACY GOLDSTEIN

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Print | Help | Links | Exit

Budget Payroll Batch Process

Batch Upload
|

Department Selector (Payroll only)

HR Admin/Payroll Dept: | 7580101 - CSM GENERAL Q

|
Batch Type for the upload file

© Direct Activity

ransfers

ayroll
|
Please specify the file to upload

File: Z:\ARC_Training\BudgetDownload(2).x (Browse.. )

4 . ] 3

User ID: jtg2006 Database: fintest
Date: Financial Systems - Columbia Univarsity

Upload budget/batch/page007.jsp(0046)

& Internet | Protected Mode: OfF

v B100% v

Step Action

65. Click in the Upload field.
Upload
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2] https://fintest.cc.columbia.edu/finsys2/budget/batch/continueUpload.action

Financial System. > Batch = List Batches

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

welcome JILL TRACY GOLDSTEIN

Print | Help | Links | Exit

Budget Payroll Batch Process

Batch Upload Errors

© No errors were found for uploaded batch: 00005J0W.

User ID: jtg2006 Database: fintest
Date: Finzncial Systems - Columbia University

& Internet | Protected Mode: Off

Step Action

66. Click the Next button.
Mext

& https://fintest.cc.columbia.edu/finsys2/budget/batch/actionPaged27Next.action 3 &)

Financial Systems Budget Tool > Batch = List Batches Welcome JILL TRACY GOLDSTEIN

&2 COLUMBIA UNIVERSITY Frne | e ke Bt
IN THE CITY OF NEW YORK
I Budget Payroll Batch Process
Batch List
00005J0W GOLDSTEIN, JILL TRACY (JTG2006) 141810X BudgetDownload(2).xls 2012.10.18 13:17 Validated
Count: 1 Page 1/1
User ID: jtg2006 Database: fintest
Date: Financial Systems - Columbia University

l Budget Changes || Error Report I Process I Validate I Delete

Dene & Internet | Protected Mode: Off 45 v | ®100% |
= c - == == = —_——
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Action

67.

The Batch List shows all of the batches uploaded but not yet processed by the
department. The Batch department is the home department in the user profile of the
individual uploading the file.

The list of batches that you can see are those whose Batch Department is a
department that you have access to in your user profile.

The “Delete” button deletes the batch selected.

FF\'nan:ial Systemswuw ersity - V
&)

https://fintest.cc.columbia.edu/finsys2/budget/batch/actionPagel27Next action

Financial Systems > Budget Tool = Batch = List Batches Welcome JILL TRACY GOLDSTEIN

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Print | Help | Links | Exit

Budget Payroll Batch Process

Batch List

D PAY 00005J0W GOLDSTEIN, JILL TRACY (JTG2006) 141810X BudgetDownload(2).xls 2012.10.18 13:17 Validated

Count: 1 Page 1/1

User ID: jtg2006
Dats:

Daf ase: fini
l Budget Changes || Error Report I Process I Validate I Delete budget/page004.jsp(0046)

Done @ Internet | Protected Made: Off ‘a v m00% v |

Step

Action

68.

Click the PAY option.
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,/ Financial Systems Columbia

& https://fintest.cc.columbia.edu/finsys2/budget/batch/actionPage027Next.action

Financial Systems > Budget Tool = Batch = List Batches

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Welcome JILL TRACY GOLDSTEIN

Print | Help | Links | Exit

Budget Payroll Batch Process

Batch List

PAY 0000510W

Count: 1 Page 1/1

Lot te —Jsoun |

GOLDSTEIN, JILL TRACY (JTG2006) 141810X BudgetDownload(2).xls 2012.10.18 13:17 Validated

User ID: jtg2006 Database: fintest
Date: Financial Systems - Columbia Univarsity

l Budget Changes || Error Report I Process I Validate I Delete budget/page004.jsp(0046)

Dene & Internet | Protected Mode: Off 43 v ®00% v

Step Action

69. “Budget Changes” is to review details of only what has changed to current budgets.

After all of the errors have been corrected and there are zero errors, it will show all
of the revisions that were made in the Excel template, uploaded and are going to
update Payroll.

Click the Budget Changes button.
Budget Changes
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] https;//fintest.cc.columbia.edu/finsys2/budget/batch/actionPagedd4Delete.action

Budget Tool > > List Batches welcome JILL TRACY GOLDSTEIN

&2 COLUMBIA UNIVERSITY Frne | e ks Bt

IN THE CITY OF NEW YORK

Budget Payroll Batch Process

Batch Budget Changes

Ql

COLUM-7580101-GENRL-ENO06236-60-01-00000-00000000- -54105-225 &

2,000
COLUM-7580101-GENRL-UR001173-01-01-10001-00000000- -54105-225 7 1,000
Count: 2 Page 1/1

User ID: jtg2006 Database: fintest
Date: Finzncial Systems - Columbia University

& Internet | Protected Mode: OFF

Step Action

70. Click the Back button.
Back

Batch > List Batches Welcome JILL TRACY GOLDSTEIN

&2 COLUMBIA UNIVERSITY Frne | e ke Bt

IN THE CITY OF NEW YORK

Budget Payroll Batch Process

Batch List

Ql

PAY 0000510W GOLDSTEIN, JILL TRACY (JTG2006) 141810X BudgetDownload(2).xls 2012.10.18 13:17 Validated

Count: 1 Page 1/1

User ID: jtg2006 Database: fintest
Date: Finzncial Systems - Columbia University

l Budget Changes || Error Report I Process I Validate I Delete

Dene & Internet | Protected Mode: Off
=
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Step

Action

71.

Worksheet.

Click the Process button.

Process

Upon Process, the budget changes in the batch will populate the Payroll Detail

fintest.cc.columbia.edu/ - Financial Systems Columbia University - Windows Internet Explorer

Fins al > ] ol = ayroll > Budge

&2 COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK

Budget payrol Batch Pracess

Budget Tool Payroll worksheet

Q Search Across All Pages

#-SYSTEM GENERATED PLACEHOLDER DEPT=7580101 ID=E0000001000

COLUM-7580101-
GEMRL-INDO1173-25-01 |
-00000-00000000--
£082-54000-240
COLUM-7580101-
GEMRL-UR0O01173-01- 007
01-10001-00000000- -
54105-225

COLUM-7580101-

01-10001-00000000- -
54105-225
COLUM-7580101-
GEMRL-URD01173-01- (.
01-10001-00000000- -
59010-225
COLUM-7580101-
GEMRL-UR0O01173-01- 007
01-10001-00000000- -
59020-225

TOTAL
SMITH,JOHH DEPT=7530101 ID=10099924000

COLUM-7S80101-
GEMRL-UR001173-01-
01-10001-00000000- - REG 1384 0oL

ot Earn |YTD Encumb |Total |FY13 YTD

5000

2000

GEMRL-URODLL73-01-  pec 10000

7,674

1000

ne JILL TRAC

Frint | Help | Links | Exit

Admin Department: 7580101 —
Encumb [ Total I
Fringe |Fringe

Delete

Delete

Delete

L

User ID: jtg2006
Date:

l add | Summary | Save | Apply | Cancal | Changs View

Aistart| | & | @ Financil systems colum... || & https:/ fintest.cc.colu.. 3] Mcrosoft Excel - Budget...
|

Database: fintest
Financial Systems - Columbis University

o B

Step

Action

72.

The updated budgeted amounts, i.e., 5000 and 10000, are displayed in the FY13
CurrEst column in this example.

Users may perform multiple uploads to complete the full Payroll Detail Worksheet
for an HR Admin/Payroll Department.
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Budget Tt S i = Budget Tool Pa t ILL TRACY

Print | Help | Links | Exit
&2 COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK
Budget payroll Batch Process
Budget Tool Fayrall Worksheet Admin Department: 7580101 =

Q Search Across all Pages

#-SYSTEM GENERATED PLACEHOLDER DEP 0000001000

COLUM-7580101-
GEMRL-INOO1173-25-01
-00000-00000000--
6082-54000-240

COLUM-7580101-
GEMRL-UROD1173-01-

01-10001-ooaogonn- - 77 2000
54105-225

COLUM-7580101-

GEMRL-URD01173-01-

01-10001-00000000- - REG 10000
54105-225
COLUM-7580101-
GEMRL-UROD1173-01-
01-10001-00000000- -
59010-225
COLUM-7580101-
GEMRL-UROD1173-01-

01-10001-00aogonn- - 77 54

59020-225

TOTAL 7,674

SMITH,JOHN DEPT-7580101 ID-=10089924000 ||

COLUM-7580101-
GENRLURD01173-01-
91-10001-00000000- - RFG | B o184 1000 e 0 ass =

4] [ 2

HOA s000

Datsbase: fintest
Financial Systerns - Golumbia University

Change View

i start J @ J {& Financial Systems Colum... || @ https://fintest.cc.colu... | ¥] Micrasoft Excel - Budget...
|

Step

Action

73.

You have completed the Batch Upload for Payroll.
End of Procedure.
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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:

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 Training Acknowledgement associated with that training
course. The Training Acknowledgement can be found in New CourseWorks by clicking here
(https://newcourseworks.columbia.edu/samigo-app/serviet/L ogin?id=4c76aeef-f828-4d54-a825-
594f946816261341588263844). If you have any questions 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_Role_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 Training Acknowledgement is required.
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Glossary

ARC
Budget Check

Budget
Checking

Chart of

Accounts
ChartFields

ChartString
COB
Combination
Edits
Commitment
Control

Crosswalk
F&A

FAS
FFE

Field
General Ledger

InfoEd

Journal Line
Matching

OMB
PeopleSoft

Accounting and Reporting at Columbia. Columbia University's new financial
system.

In Commitment Control, the processing of source transactions against control
budget ledgers, to see if they pass, fail, or pass with a warning.

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.

The process of editing journal lines for valid ChartField combinations based
on university-defined rules.

Functionality in ARC that enables users to manage expenditures actively
against predefined, authorized budgets. An example is budget checking.
The translation of a legacy value to a PeopleSoft value.

Also referred to as Indirect Cost (IC), Indirect Cost Recovery (ICR), and
overhead. F&A are actual costs incurred to conduct normal business
activities, but are not readily identified with or directly changed to a specific
project or program.

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.

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.

Where the transaction lines that comprise a journal are recorded.

A system-performed process that is used to compare details between
vouchers, purchase orders and receiving documents. The system will
automatically perform the appropriate document comparisons when a
purchase order is associated to a voucher (PO Voucher) and indicate whether
the documents do or do not match.

Office of Management and Budget.
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
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Project
Project Life
Budgets
Proxy
Security

SKIRE

Workflow

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
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

A designated person selected to take action against a P-Card.

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.

Automatic, rule-based routing to pre-determined users based on criteria such
as role, department, commaodity, account and dollar amount. Workflow
manages and tracks the flow of work.
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