Columbia University Finance Training

Training Guide: Running Legacy (DARTS) Reports

Depending on your access, you can run reports for data prior to and up to fiscal year end 2012. The reports provide
only final June 30 summary data for fiscal years 1991-2001, and monthly transactional data for 2002-2012. Most of the
reports are linked to one another so that when you run a report, you can navigate to previous months of the same
report, drilldown to transactions, or view a different report with the same parameters. Payroll reports are also available
based on your role and access.

Accessing DARTS Reports

1. Log into the ARC Portal and click the Go to FDS button. The BI Launch Pad screen appears.
2. Click the Documents tab from the top of the screen.

=]

& cotumpia UV ¢ [ y
' ?“ “R'Anlh:.:\._:mln SAP BusinessObjects 4.2 0™ €22248 | applications v Preferences Help menu~ Log off o
Home | Documents
View = MNew Organize ~ Send More Actions ~ | Details & M 4 1 |ofL » M
My Documents Title = Type
Folders =
& 4| | Account Detail Statement Crystal Reports.
[ public Folders
% | Account Summary Statement Crystal Reports
53 +FDs on Demand Reports % | Chart of Accounts Crystal Reports
E3
B ape »| | Department Employee Report Crystal Reports
F DARTS 3 |Employee Report Crystal Reports
% | General Ledger Statement Crystal Reports
%! | Payroll Detail Report Crystal Reports
{3 |Payroll Summary Report Crystal Reports E
" %! |Rollup Report Crystal Reports

Search

Total: 10 items

3. Click the DARTS folder.
The right side of the window displays the reports. You can only run the reports for which you have access (Payroll
reports are more restricted and require Payroll Account Detail “PAD” access.)

Running Reports from the Documents Folder

1. Double click the title from the list of available Enter Values
reports you want to run. Common dialog windows
appear depending on the report selected.

Enter Account: Account

| | Account Detail Statement |26°5D°t[
% | Account Summary Statement
Enter Year: Year
4| | Chart of Accounts
2012 M
3| |Department Employee Report
4| |Employee Report
Enter Month: Month
| | General Ledger Statement
] v
| | Payroll Detail Report June_Fina

4| | Payroll Summary Report
4| | Rollup Report

The Account Detail Statement, Account

Summary Statement, General Ledger Statement, i
Payroll Detail Report, and Payroll Summary 2. Enter the FAS Account number in the Account

Report use the following dialog window to Enter field. It must be an exact match.
Values: 3. Enter Year and Month from the respective fields.
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Columbia University Finance Training

Training Guide: Running Legacy (DARTS) Reports

Account Detail Statement

Account Summary Statement

Chart of Accounts
Department Employee Report

(AR 2R EFE 2 LK.

+

Employee Report

General Ledger Statement
Payroll Detail Report
Payroll Summary Report

B

Rollup Report I

Chart of Accounts, Department Employee, and Roll
up reports use the following dialog window to Enter

Values:
Enter Values

Enter Department From: Department From
[... v
2]

Enter Department To: Department To
[ v
]

Enter Sub-Department From: Sub-Dept From
00 |

Enter Sub-Dept To: Sub-Dept To
99 |

Enter Sub-5Sub-Dept From: Sub-Sub-Dept From
) |

Enter Sub-5ub-Dept To: Sub-5Sub-Dept To
99 |

Enter Account From: Account From
000000

Enter Account To: Account To

lannnna 1

Minimally, select a Department (FAS) from the
Department From and Department To fields. If
you want just one Department, select the same
Department in both fields.

Optionally, you can also enter Sub-Departments
and Sub-Sub Departments.

The Department Employee report contains a
parameter regarding employee relationship to
selected departments.

|

[All employees bel
J*empluyes belonging to the selected dept and all employees not belonging to H
AlFEmployees belonging to the selected dept.
Employees not belonging to the selected dept but charged to the accounts in the =
All employees charged to the accounts in the selected dept-subDept-subSubDept r

ing to the selected dept and all emple ¥ | |

Account Detail Statement
Account Summary Statement
Chart of Accounts
Department Employee Report

Employee Report

General Ledger Statement

Payroll Detail Report

LR S EF e R e

Payroll Surmary Report

Rollup Report

&

The Employee Report uses the following dialog
window:

W

Enter UNI: UNI
jam10
Enter Year: Year
| 2012 v
Enter Month: Month
| June_Final v
Enter Report Type: Report Type
| By Account v |
Account
By Earnings Code

2. Enter the UNI for the desired employee.
Enter Year and Month from the respective fields.

w

4. Select the Report Type (By Account, By Earnings

Code).

Click OK in the respective dialog window to run the
report.
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Columbia University Finance Training

Training Guide: Running Legacy (DARTS) Reports

Changing Report Parameters Finding Data in a Report
After the report window opens, you can select different You can search for labels and values within the
parameter values to run for the same report. displayed report.
1. Click the Prompt Panel icon on the left of the 1. Click the Find button. The Find panel appears.
. . H|E'|°°'“|‘:.V§J|é‘|jﬂ10f2
report window. The fields to enter report parameter
values appear. [renczls i -]
Home | Documents | Account Detail State... )] PP
File~ [ 3 O - [ o] Rentals
EE] o - Page 1
 Apply €y Reset 2 T F d tt b t d
(6] [— = . Type a Find attribute and press Enter.
[ 200100 |
Enter Year: [2}
Enter Month: (i
| June_Final j|

2. Enter the desired parameters.
3. Click Apply.
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Columbia University Finance Training

Training Guide: Running Legacy (DARTS) Reports

Account Detail Statement

< Pravious Month Summary Statement Payroll Summary Payroll Detail General Ledger Statement Mext Month >
COLUMEIA UNIVERSITY IN THE CITY OF NEW YORK
Account Detail Statement For June Final 2012

Account & 260500 Department: £20-00-00 Acct Period: 070159 -

Account Title: BAKER FIELD Map Code: 10000 Proj Period:

Resp.Person:  MALCHE KEVIN Exp Func: 5000 Budget Code: 000

Budget Reverues
Enfries ! Expenses
1540 SALARY AMD WAGE DIST o7 B0 0-13110-1610 .57 PRLJ4S 0710
Weekly 4,877.4
1800 FRINGE DISTRIEUTION o7 60 2983001800 £1,624.08 PRL.J4S 0710
1804 ADDL FRINGE DIST o7 (1) 2983001804 519,50 PRL.J4S 0710
Fringe 1,643.58
2110 CCS TELECOM AND EMER 0825 928839 B9 157302 TANM157302 $59.98 PCA1E7 0705
Supplies 59.98
2290 TRANSFER 0631 TRSF 65 120502 6-47622-2290 (51,452.00) JB5213 0631
2290 TRANSFER 06731 TRSF 63 120446 G-4TE22-2290 (357322.40) JG2001 0831
2290 TRANSFER 0631 TRSF 65 1205304 2-60301-7521 (5583.33) JE5214 0831
Supplies (59,357.73)
2 DONGLO AUTO SERVICE 06/25 928339 69 158102 TENO1155102 5150.00 PCA1ET 0705

This report can be run for Sub Ledger accounts (the first number of the account is a 1 or higher).
e Hover over an Offset Account Number to see additional detail.

Offset Acct Budget Revenues Cq

I, Entries ! Expenses

D-13110-151‘Qe s4877 1M
_-;-E-.:c:urt Mumber 013710

2-B8300-1800

Account Description:  PAYROLL CLEARING
Resp Person: [OWING FRANK &

2-B8300-1804
DEPT: 099-01-00

THNO1157302 55998

e Click Previous Month or Next Month to navigate to the previous or next chronological report to the one you are
viewing.

I = Previous Month I I Mext Month > I

e Click the Summary Statement, Payroll Summary, Payroll Detail or General Ledger Statement links to open the
respective reports in a separate browser window/tab for the selected Account and Year/Month you are viewing.

= Previous Month

Summary Statement Payroll Summarny Payroll Detail General Ledger Statement

I Summary Staterment General Ledger Statement I

Payroll Summary Payroll Detail

Mext Month = ‘
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Columbia University Finance Training

Training Guide: Running Legacy (DARTS) Reports

Account Summary Statement

< Previous Month Detail Statement Payroll Summary Payroll Detail General Ledger Statement Next Month >

~OLUMBIA UNIVERSITY IN THE CITY OF NEW YORK

Account Summary Statement For June Final 2012

Account #: 260500 Department: 620-00-00 Acct Period: 07/01/88 -

Account Title: EAKER FIELD Map Code: 10000 Proj Period:

Resp.Person: MALDONE KEVIN Exp Func: 5000 Budget Code: oooo

Actual To Date Qutstanding Commitments

Sub Description Budget This Month Fiscal Year Project Bal Before  5id Com cP Local Budpef Bal %

Code Commitments Aval Used
Total Weekly 248,799 4,877 249,775 {978} {976) 100
Total Overtime 36,050 23,003 13.047 13,047 64
Total Salaries 284,849 4,877 2778 12,071 12,071 96
OFFICERS OF ADMINISTRATION 36,151 123,262 (27,111} {27,411} 128
Total Salaries - Other 4835 2,118 2,517 2,517 45

1800 FRINGE BNFTS-DISTR 126373 1.624 132568 (5,596) i5,696) 104

1804 ADDL NOMNGRAMT FRINGE 1524 20 1,592 (68) (68) 104
Total Fringe 128,397 1,544 134,161 (5,764} 5,764) 104

5,W &4F {1000-1500) 514,032 6,521 532,319 (18,287) {18.287) 104

2100 SUPPLIES & MATER-UND 2,065 (2,065) {2,065)

This report can be run for Sub Ledger accounts (the first number of the account is a 1 or higher).

e Click a Subcode to open the Transaction by Subcode Report. See the section on how to work with the
Transaction by Subcode Report.

e Click Previous Month or Next Month to navigate to the previous or next chronological report to the one you
are viewing.

I ‘ < Previous Month I Detail Statement Payroll Summary Payroll Detail General Ledger Statement I Next Month > I

e Click the Detail Statement, Payroll Summary, Payroll Detail or General Ledger Statement links to open the
respective reports in a separate browser window/tab for the selected Account and Year/Month you are viewing.

| = Previcus Month I Sumnenary. Siatement I I !Lv:e_l'_l_t;!_d_'_._l:_':_lqe_r_h_'.a_‘.:_l:p_-el_l_'.I Meut Monith >
‘ < Previous Month I Detail Statement Payroll Summary Payroll Detail General Ledger Statement I Next Month >
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Columbia University Finance Training

Training Guide: Running Legacy (DARTS) Reports

General Ledger Statement

< Previous Month SL Account Numbers Next Month >

LUMBIA UNIVERSITY IN THE CITY OF NEW YORK
General Ledger Statement For June Final 2012
Account #: 016002 Department: §30-00-00 Acct Period:
Account Title: DINING SERV FUND BAL Map Code: 16002 Proj Period:
Resp.Person: ARMSTRONG STEPHANIE Exp Func: Budget Code: 0000

Transaction Previous Mths

EC Loc Ref2

1100 TOTAL CASH (5107312.96) 1.287.955 47 (1191.213.88) 9674159
1350 ACC: CREDIT CARD 0631 JUNFIN  BSFY12 3882110871 134885 JBBOES 0631
1350 ACC: CREDIT CARD 0631 JUNFIN  85FV12 3.88310.0871 273.08 JS80ES 0831
1350 ACC. CREDIT GARD 0631 JUNFIN  B5FY12 3.58610-0671 27388 1550E8 0831
1350 TOTAL OTHER RECEIVABLES 3165732 184981 3351713

TOTAL INVENTORY BALANCE 141,406 03 141.406.03
1650 TOTAL PREPAID EXP & DEFER 0.05) ©05)
2190 REV. EXPENSE ACC 0631 JUNFIN  B5FY12 3.88610-213 44100.00 J8B0E0 0631
2190 TOTAL OTHER PAYABLES (66,79172) 44,100.00 22691.72)
2290 DEFER REVENUE: IEARN 0631 JUNFIN  B5FY12 388610-0842 (633.75) 850DV 0631
2290 DEFER: REVENUE IEARN 0631 JUNFIN  85FY12 3.88610.0842 (363.00) 1880DV 0631

This report can be run for General Ledger accounts (the first number of the account is a zero).
e Click an account from the Acct Ctrl column to open the GL Statement drilldown report.

COLUMBIA UNIVERS

General Ledger Statement For June Final 2012

IN THE CITY OF NEW YORK

Account £ 016002 Department: S80-00-00 Acct Period:
Account Title: DINING SERV FUUND BAL tap Code: 16002 Proj Period:
Resp,Person: ARMSTRONG STEPHANIE Exp Func: Budpget Code: 0000

Date Input Ref.1

Transaction Current Balance

EC Loc Ref.2

500 | ACC: PAPER INVENTORY 0104 DEC11 B:  Fv12 a2 51,1431 Jagoe3 o4
1500 ACC:WAITZTUMBLER 0104 DEC11 B5  Fw12 3-86900-2294 55,385.00 138063 o104
1500 ACC. PAPER INVENMTORY 0104 DECT B Fv12 S86611-211 H1.427.00 JEE0G3 o2
1500 ACC: PAPER INVENTORY 0104 DEC11 85 Fy12 J88511-21T1 £91.00 JEENG3 o104
1500 ACC: PAPER INVENTORY 0104 DEC11 65 Fy12 3E8211-21T1 F815.00 JEE063 04
1500 ACC: PAPER INVEMTORY 0104 DEC1 85 FY12 FEE300-2171 $E637.00 138063 0104
1500 ACC: PAPER INVENTORY 0104 DEC11 B85 FY12 3E8610-M71 $3.713.00 J58063 o4
1500 ACC: PAPER INVENTORY 0104 DEC11 B85 Fv12 388320-171 514000 138063 0104
1500 ACC. PAFER INVEMTORY 0104 DEC11 65 F¥12 JIEEI0-1T1 ET0T.00 J38063 o104
1500 ACC. FOOD INVENTORY (104 DEC11 6% Fv12 JI66210-2210 S7.145.00 JaE063 0oa
1500 ACC: FOOD INVENTORY 0104 DEC11 85 Fy12 3-86310-2210 52.646.00 JBG063 04
1500 ACC: FOOD INVENTCORY 0104 DEC11 85 P2 3-86300-2210 54.915.00 J38063 04

3 ACC: FOOD INVENTORY 1104 DEC11 85 P2 HagH 22210 512 586.00 J38063 0104

e Click Previous Month or Next Month to navigate to the previous or next chronological report to the one you
are viewing.

‘ vious Month

e Click the SL Accounts Numbers link to open view a list of the Sub Ledger Accounts.

5L Account Numbers

< Previous Month | SLAccount Numbers | Next Month >
COLUMBIA UNIVERSITY IN THE CITY OF NEW YORK
Account Pick List For Summary Statement For June Final 2012
Account#: 016002 Account Title: DINING SERV FUND BAL
Line # SLAccount#® Account Title Resp. Person Dept. # Ac End Date
1 380076 HARMONY HALL A/Y ARMSTRONG.STEPHANIE 800-01-00
2 380077 HARMONY HALL SUMMER ARMSTRONG STEPHANIE 800-02-00
3 388000 CENTRAL OFFICE ARMSTRONG STEPHANIE 8§80-01-00
4 388001 DEBT SERVICE ARMSTRONG STEPHANIE 880-00-00
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Columbia University Finance Training

Training Guide: Running Legacy (DARTS) Reports

Chart of Accounts

COLUMBEIA UNIVERSITY IN THE CITY OF NE RK
Chart of Accounts
Account ARRA Description Resp Person Dept CUADS Exp YE SDate EDate MapCd D F BudC SCL Dist1 Dist2 FG  Rev PSDate PE
016700 N PRIOR YR CARRYFWD HANDS STEPHEN T. 001-00-00 F 07/01/1999 01/01/1900 16700 o 0 1000 50 S99RA 999RA 14 01/01/1900 010
N CITI GLOBALIZATION HANDS.STEPHEN T. 001-00-00 F 07/01.2010 01/01/1900 18607 0 0 3000 50 S99RA 999RA 14 01/01/1900 0190
N SHAW FAMILY GIFT HANDS STEPHEN T. 001-00-00 20427 F 07/012011 01/01/1900 43995 0 0 1000 50 S99RA 999RA 21 01/01/1300 01/9|
N PRES. DISCR ANON BOLLINGERLEE C. 001-00-00 17314 F 7/01/2007 01/01/1900 44434 0 0 0000 50 999RA 993RA 21 01/01/1900 010
N MILLER FUND BOLLINGER LEE C. 001-00-00 19586 F 07/01/2010 01/01/1900 44547 o 0 3000 50 999RA 999RA 21 01/01/1300 01/0|
N FINANCIAL AID GIFTS BOLLINGERLEEC. 001-00-00 19052 F 07/01/2009 01/01/1900 44602 0 0 1000 50 S99RA 999RA 21 01/01/1900 019
N PRESIDENT'S FUND HANDS.STEPHEN T 001-00-00 E 07/01/1989  01/01/1900 48501 0 0 0000 50 S9%RA B699AB 25 01/01/1900 0110
N DELACORTE (G T) FUND BOLLINGERLEE C 001-00-00 E 07/01/1939 01/01/1900 48504 1 0 0000 50 S99RA 999RA b3 01/01/1900 010
053657 N JACOBS FUND EGGERS SUSAN G 001-00-00 F 07/01/2010 01/01/1900 536857 o 0 2100 50 999RA 999RA 25 01/01/1900 010

e The Column Headings are clickable to sort the data in alphanumeric order by the selected column.

e Click the Account number to view either the General Ledger Statement Report (if the account number begins
with a 0) or the Account Summary Statement Report (if the first number is 1 or higher).

Rollup Report

< Previous Month Account Numbers Next Month >
COLUMBIA UNIVERSITY IN THE CITY OF NEW YORK
Department Range: 001-00-00 fo 001-28-99 Account Range: 000000 fo 999599
Subcode Range: 0000 to 3998 Budget Code Range: 0001 10 9999
Sub Code Actual To Date Outstanding Commitments
MID YD Description Budget  This Month Fiscal Year Project Bal Before  Std Com cp Local  BudgetBal
Commitments: Used
OFFICER S OF INSTRUCTION 225,000 226,000 0 o
OFFICERS OF ADMINISTRATION 1,487,767 3,250 1,410,738 &7,019 87,018
BIWEEKLY -- OTHER 122,650 4,717 12342 (472) (472)
CASUAL 36,000 2,125 24,457 11,543 11,543
OVERTIME 21,000 766 23,630 (2,630) (2,630)
Total Salaries 1,902,407 10,857 1,806,945 95,461 95461
1800 1800 FRINGE BNFTS-DISTR 625,510 2923 597.540 27,970 27970
1804 1804 ADDL NONGRANT FRINGE 751 27 7162 352 352
Total Fringe 833,024 2,950 804,702 28322 28322
2.5 & H(100041939) 2535431 13,807 2411648 123,783 123,783
2100 2100 SUPPLIES & MATER-UND 39238 1659 38865 827 (527
2110 2110 OFFICE SUPPLIES 14,000 2,609 13,387 613 613

e Clicka Subcode in the MTD column to view the Month to Date (MTD) Transaction report.

COLUMBIA UNIVERSIT HE CITY OF NEW YORK

Find Transaction By Subcode Report (MTD) For June Final 2012 thru 08/07

Department Range: 001-00-0000 te 001-29-9999 Subcode Range: 0001 o 9998 Account Range: 000000 to 999399

Account Sub Description Date Order Number Transaction Oftset Acct. / Inv Revenues Batch Ref. Date
Number Code Input EC Loc Ref. 2 ! Expenses
2-00100 1300 FRINGE DISTRIBUTION 0710 60 2-95300-1500 $1,082.25 PRLMS 0718
:.ncﬁu 1200 FRINGE DISTRIBUTION 0710 50 2-98300-1800 §582.75 PRLJ45 0710
2004 - 0706 60 2.98300-1800 §25475 FRLS01 0705
unthumber; 200101 60 2-96300-1300 $1,406.36 PRLMS 0710
e unt Description: PO EXECUTIVE SUPPORT | 710 S -
2-0011 Resp.Person: OLSEN,CARLA MATERO 0710 80 2.98300-1500 $289.29 PRLJ45 0710
6.7394 DEPT: 001-03-00 0723 60 2.98300-1800 3692 86) PRLS18 0723
1800 $2,922.54
REPORT TOTAL $2,922.54

User ID: S22398

e Click a Subcode in the YTD column to view the Year to Date (YTD) Transaction report.

OLUMBIA UNIVERSIT N THE CITY OF NEW YORK

Find Transaction By Subcode Report (YTD) For June Final 2012 thru 08/07
Department Range: 001-00-0000 to 001-93-8999 Subcode Range: 0001 fo 8999 Account Range: 000000 to 999999
Account Sub Description Date Order Number Transaction Offset Acct. / Inv Revenues  Batch Ref. Date
Number Code Input. EC LocRef. 2 | Expenses
2-00100 1800 FRINGE DISTRIBUTION 0104 6 2-98300-1800 S157670  PRLSSE0104
2-00100 1800 FRINGE DISTRIBUTION 0113 60 2-98300-1800 $680207  PRLS020113
2.00100 1800 FRINGE DISTRIBUTION 0131 60 2-98300-1800 5680207  PRLS010131
2-00100 1800 FRINGE DISTRIBUTION 0215 60 2-58300-1800 $777332 PRLS010215

Note: When June_Final is selected for the Month in Report Parameters, “thru 08/07” is displayed in the report title.
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Columbia University Finance Training

Training Guide: Running Legacy (DARTS) Reports

Transaction by Code Report
The Transaction by Code Report is not listed among the other reports in the DARTS folder. You can launch this report
from other reports.
1. Click a Subcode from the Subcode column in other reports, such as the Account Summary Statement, to open
the Transaction by Subcode Report.

-

=

=

5.W &fF (100

2100

The Transaction by Subcode Report appears for the selected Subcode for the related Account and Date.

OLUMBIA UNIVERSITY IN THE CITY OF NEW YORK
Account #: 260500 Department:  620-00-00 Acct Period:  7/1/1889
Account Title: BAKER FIELD Map Code: 10000 Proj Period:
Resp.Peraon: MALONE KEVIN Exp Func: 5000 Budget Code: 0000
Sub Description Date Order Number Transaction Offset Acct. / Inv Revenues / Expenses Batch Ref. Date
Code Input EC Loc Ref. 2
1800 FRINGE DISTRIBUTION 01/068 60 2-98300-1800 $1,57341 PRLS00 0106
1800 FRINGE DISTRIBUTION 01/13 60 2-98300-1800 5157328 PRLS01 0113
1800 FRINGE DISTRIBUTION 01720 60 2-98300-1800 3157343 PRLS)1 0120
1800 FRINGE DISTRIBUTION 01727 60 2.98200-1800 $1.97473 PRLS01 0127
1800 FRINGE DISTRIBUTION 02/03 60 2-98300-1800 $157342 PRLS00 0203

2. Click the Refresh Report icon from the Report Viewer to change the Account and Date and view multiple

Subcodes on a report.

e |0 0 - i e oo ]
# ‘=

The Enter Values window appears.

Enter Values
Enter Sub-Sub-Dept: Sub-Sub-Dept
00
Enter Subcode: Subcode
Selected Values:
fisad 1590
>] 1540
Cienon ] o]
Enter My Parameter: Month

June_Final

Enter Year:

2012

oK

Year

oo
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Columbia University Finance Training

Training Guide: Running Legacy (DARTS) Reports

3. Update values as desired. You can add multiple Subcodes by typing the value in the Enter Subcode field and
clicking the Arrow button to add it to Selected Values.

Enter Subcoda: Subcode
Selected Values:
[4_3 2100
(2] |jzs30
[ Remove [ Remove Al ]
4. Click OK. The new report with the added values appears.
1300 FRINGE DISTRIBUTION 12723 60 2-98300-1800 $1512.86 PRLS01 1223
1800 FRINGE DISTRIBUTION 12730 60 2-98300-1800 $1631.05 PRLS01 1230
1800 FRINGE DISTRIBUTION 12730 60 2-98300-1800 $24975 PRLS03 1230
1800 $132,568.73
1804 ADDL FRINGE DIST 0106 60 2-98300-1804 518.90 PRLS00 0106
1804 ADDL FRINGE DIST 01113 60 2-98300-1804 3$138.90 PRLS01 0113
1204 ADDL FRINGE DIST 017220 60 2-98300-1804 $18 90 PRLS01 0120

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK
Page 9



Columbia University Finance Training

Training Guide: Running Legacy (DARTS) Reports

Payroll Reports

Depending on your role and permissions, you may have access to run the Payroll reports listed in the DARTS folder,
Department Employee Report, Employee Report, Payroll Detail Report and Payroll Summary Report.

Account Datail Statement

L

Account Summary Statement

Chart of Accounts

Department Employee Report
Employee Report

General Ledger Statement

Payroll Detail Report
Payroll Summary Report

e vl ] w1 v #

Rollup Report

Within some reports, you can click to access other reports for more details.

Payroll Summary Report

< Previous Menth Summary Statement Detail Statement Payroll Detail Next Month >

COLUMBIA UNIVERSITY IN THE CITY OF NEW YORK

Payroll Summary Report For June Final 2012

Account #: 260500 Department: 6520-00-00 Acct Period: 07/01/8% -
Account Tithe: BAKER FIELD Map Code: 10000 Proj Period:
Resp.Person: MALONE KEVIN Exp Func: 5000 Budget Code: 0000
Month To Date Total To Date Encumbered To Date Encumb Period

Emp Name i i Fringe MMDODYY MMDDYY

BUSSERT, RICHARD h2390 1450
CHANNER, RICHARD 5. rc133 1540
CHANNER, RICHARD S. 133 1540
CHANNER, RICHARD §. rcid3 1590
GONZALEZ, JAIME A. jogs 1680
MAIGA, BOUBACAR bm435 1450
MALONE, KEVIN km2359 1450

I MCDONALD, JOHN A I jam10 1590

e You can hover over the Employee Name to view information about the employee.
e Click the UNI to view the Employee by Account Report.

e Click Previous Month or Next Month to navigate to the previous or next chronological report to the one you are
viewing.

“ < Previous Month | Summary_Statement Detail Statement Payroll Detail | Next Month >| ‘

e Click the Summary Statement, Detail Statement, or Payroll Detail links to open the respective reports in a
separate browser window/tab for the selected Account and Year/Month you are viewing.

‘ < Previous Month | Summary_Statement Detail Statement Payroll Detail | Mext Month > ‘
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Columbia University Finance Training

Training Guide: Running Legacy (DARTS) Reports

Payroll Detail

< Previous Month Summary_Statement Detail Statement Payroll Summary Next Month >

COLUMBIA UNIVERSITY IN THE CITY OF NEW YORK

Payroll Detail Report For June Final 2012

Account #: 260500 Department: 620-00-00 Acct Period: 07/01/89 -

Account Title: BAKER FIELD Map Code: 10000 Proj Period:

Resp.Persomn: MALONE KEVIN Exp Func: 5000 Budget Code: 0000

Encumb Period
Fringe MM/DD/YYYY MMWDD/YYYY Offset Acct
Expense

NML 1 HY 01 1540 RG 068252012 07/012012
NML jam10 MCDONALD, JOHN A. 1 HY 01 1540 RG 06/252012 07/012012
NML 1 HY 01 1540 RG 06/25:2012 07/01/2012
NML 1 HY 01 1540 RG 06/25:2012 07/0172012
NML 1 HY 01 1540 RG 06/2512012 07/0112012

TOTAL

e You can hover over the Employee Name to view information about the employee.

e Click the UNI to view the Employee by Account Report.

e Click Previous Month or Next Month to navigate to the previous or next chronological report to the one you are
viewing.

e Click the Summary Statement, Detail Statement, or Payroll Summary links to open the respective reports in a
separate browser window/tab for the selected Account and Year/Month you are viewing.

= Previous Month I Summary Statement

Summary Statement Detail Statement Payroll Summary

Payroll Summary I Next Month = ‘

Detail Statement

&2 COLUMBIA UNIVERSITY
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Columbia University Finance Training

Training Guide: Running Legacy (DARTS) Reports

Employee Report
When you run the Employee Report, you are prompted to select the report By Account or By Earnings Code.
qgEnl:erValus

jam10

(2012 v]

Enter Month: Month

| June_Final v/

| By Account v

by Earnings Code -

Employee by Account

< Previous Month Next Month >
OLUMBIA UNIVERSITY IN THE CITY OF NEW YORK
Employee By Account For June Final 2012
Month To Date Year To Date Encumbered Total
Account Dept. Earn Salaries Fringe Salaries Fringe Salaries Fringe Salaries Fringe Percent
Number Code

MCDONALD, JOHN A. jam10

260500-1540 620-00-90 008
2682001680 983-00-00 013
260500-1680 620-00-90 MMA
260500-1590 620-00-00 ovT
260500-1540 620-00-00 REG
260500-1540 620-00-20 SCK
260500-1540 620-00-00 SNW
260500-1540 620-00-90 VAC
TOTAL

Employee by Earning Code

< Previous Month Next Month
OLUMBIA UNIVERSITY IN THE Y € W YOF
Employee By Earnmgs Code For June Final 2012
Month To Date Year To Date Encumbered Total

Earmnings Description

Code

MCDONALD, JOHN A. jam10

038 ADDLCOMPNP
013 CLOSHALLW
MMA MEAL ALLOW
ovT OT EARN

REG REG EARN
SCK SICK PAY

SNW SNWREMOVAL
VAC VAC PAY
TOTAL

e Click Previous Month or Next Month to navigate to the previous or next chronological report to the one you are
viewing.
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Columbia University Finance Training

Training Guide: Running Legacy (DARTS) Reports

Department Employee Report

When you run the Department Employee Report, you are prompted to select the Employees relationship to the desired
departments from the bottom of the Enter Values dialog.

|AII ployees belonging to the selected dept and all emple ¥ |

!*empluyees belonging to the selected dept and all employees not belonging to the selected dept but charged to the accounts in the selected dept-subDept-subSubDept r:
AlFEmployees belonging to the selected dept.
Employees not belonging to the selected dept but charged to the accounts in the selected dept-subDept-subSubDept range.

All employees charged to the accounts in the selected dept-subDept-subSubDept range.
T

After entering the desired parameters, the report appears.

Departmental Payroll Report For June Final 2012 thru 08/07

Department Range: 620-00-00 to 620.99.99

OF NEW YGR¥

Acct Eamings

SubDept  SubSubDept Code

620 MCDONALD, JOHN A, jam10 298200 1630 983 00 00 013

114730 38205

e You can hover over the Employee Name to view information about the employee.

Getting Help
Please contact the Finance Service Center
http://finance.columbia.edu/content/finance-service-center

You can log an incident or request a service via Service Now
https://columbia.service-now.com

Or, you can contact the Service Center by phone: (212) 854-2122
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