Reporting, Reconciliation, & Corrections

Introduction

Reporting and reconciling our accounts on a monthly basis is one of the easiest ways to create a solid
foundation for evaluating our School’s performance and financial health. At SPH, we have developed the
Reporting, Reconciliation and Corrections section to provide our Faculty and Staff with the necessary tools
to perform efficient, accurate and timely financial reconciliations.

The topics covered in this section include

1. Monthly reports
a. Business Warehouse (BW) reporting
Report types
Monthly reports
Variable screen
Transaction detail
Unrestricted budget to actual by FC- GL/CI detail
Designated/restricted budget to actual by FC- GL/CI detail
Creating a saved workbook
Recall and execute a saved view

2. Reconciling monthly expenses

a. Cleandata set ‘
b. Pivottables
c. Reconciling

mTae e on T

3. Journals and corrections
a. Creating ajournal entry
Display a parked document
Attaching supporting documentation
Tracking a journal entry
Journal entry preferences
Changing a journal entry
Deleting a journal entry

© e o0 T

REPORTING -1



Reporting, Reconciliation, & Corrections

1a. Business Warehouse (BW) reporting

Boston University provides Schools and Administrative Departments with BUWorks, an enterprise-wide
system that facilitates financial management, human capital management, and procurement capabilities.

The BUWorks Finance component provides an integrated infrastructure that supports budget, finance,
procurement, and research administration and is designed to improve the University’s ability to plan,
manage, and transact financial data.

The many tabs you will find when logging into BUWorks represent the functions that can be performed
within the system and will vary depending on each user’s role and responsibilities at the School of Public
Health.

In this section of the Best Practices Handbook we will focus on the Reporting tab to describe the most
frequently used reports, as well as introduce very useful tools for analyzing and portraying your financial
data.

BOSTON
UNIVERSITY
Home Employee Self-Service Finance ACCT XWalk Procurerment Worklist WebGLUI

BWPortaliView

Helpful Links

BUWorks Training- Intro to BW Reporting
BUWorks Finance
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http://www.bu.edu/tech/support/buworks/help/bw/intro-to-reporting/
https://www.bu.edu/tech/services/admin/fin-hr-proc/finance/
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1b. Report types

Before we examine the different reports available within Business Warehouse, we first need to navigate the
BUWorks Reporting functionality.

Selecting the Reporting tab will open a new window in your browser where you will find many sub tabs
containing a list of folders. All reports available to users are stored within these folders and provide a wide
range of information necessary to perform your financial reconciliations.

When running Business Warehouse reports, you will first need to determine the funding source of the
account you are looking to reconcile. Reports for non-sponsored activities are located in the Funds
Management (FM) folder, and reports for sponsored activities (grants) are located in the Grants
Management (GM) folder, as illustrated below.

}HL@ Business Warehouse Reporting

Reporting Home

Accounting (FI) Human Capital Management (HCM) Supplier Relationship Management (SRM)

« Reporting Home BU Reporting Home Page
Accounts Receivable (Distributed) Saved Views

Asset Accounting (Distributed) \ 2\ Saved Views
\

Funds Management (Distributed)

Grants Management (Distributed) 2 BW Reporting Help

0 .
Grants Management (Faculty) dQ BW Reporting Hel
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https://www.bu.edu/sph/files/2019/07/Funds-Management-1.pdf
https://www.bu.edu/sph/files/2019/07/Funds-Management-1.pdf
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1b. Report types (continued)

As previously described in the Funds Management section of this Handbook, many types of account exist at
the School of Public Health and are categorized based on its use and spending restrictions.

The following schedule shows the BW folder where you will find the different financial reports based on the
account type classification.

Fund Center/Internal Order — Account Hierarchy

Fund Center

" Designated/
Unrestricted Restricted

Sponsored Programs
(950, 955)

General Use Discretionary
(Funded_Program_NR) (909)

Grants Management (GM)

Funds Management (FM) Module
Module
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https://www.bu.edu/sph/files/2019/07/Funds-Management-1.pdf
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1c. Monthly reports

Business Warehouse (BW) reports provide access to a tremendous amount of data at both the summary and
detail level. Reports are flexible, customizable and easy to use once you become familiar with the basics of
BW reporting.

The following pages provide detailed information on how to run and analyze financial reports found in the
Funds Management (FM) folder although the same steps can be followed when looking to reconcile Grant
Funded activity.

In this section we will analyze the most commonly used reports

= Transaction detail
* Unrestricted budget to actual by FC — GL/Cl detail
» Designated/restricted balance & activity — GL/CI detail

BU Business Warehouse Reporting

Reporting Home

Accounting (FT) Suppier Relatonsig Managenent (SRM)

« Reporing Home
¥ Accounts Recerable (Dstnbuted)
b Asset Accounting (Destributed)
w Funds Management (Distritested)
+ Unrestricted Budgel 10 Actusl by Funds Carmer (FC)
+ Unrestricted Budget 10 Actusd by FC - GLICI Detad
+ DesignatedRestricted Bolance & Activity
+ DesignatedResticted Balance & Actrvty - GUCI Detal
+ Select FC Balanos/Actwiy
+ Transaction Detal w' Payroll Detad (Authorized Users)

+ Transacton Detal

« Budget 1o Actual - year 1 dade - all FP types

Helpful Links

Funds Management
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https://www.bu.edu/sph/files/2019/10/Funds-Management.pdf
https://www.bu.edu/sph/files/2019/10/Funds-Management.pdf
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1d. Variable entry screen

For any BUWorks Report, once clicked a Variable Entry Screen will pop up. This screen allows you to input

constraints (filters) to your report. Below are descriptions for each variable you can select.

Available Variants:

General Variables

Save || Save As... Delete

Show “Wariable Personalization

Wariable #= Current Selection Description
A | - | Posting Date (3| OT/01/201T - 01/222018
B Funds Center )
C Rewvenus (2] / Expense (3] 3
D GL / Commitment item m}
E Actual (1) / Commitment (2) 7
F Business ares 3
G Unit Mumber 3
H Funded Program Type )
| Funded Program i)
J Grarnt ]
K Fund 7
|_ FM Statistical Indicator &= [ | Real (Budget Relevant)
Variable Description
. The only required field. N hat it is initiall | ith range from th rt of th
A Posting Date e only requi ed field. Note that it is initially populated with a date range from the start of the
current Fiscal Year through today.
B Funds Center Allows you to view items within your organizational unit.
C Revenue/Expense Allows you to limit the report data to populate expense or revenue.
D GL/Commitment item Allows you to hone in on a specific General Ledger line.
E Actual/Commitment Allows you to view only actuals or commitments within the report.
. 1CRC (Charles River Campus), 2MED (Medical Campus), and 3NBL (NEIDL). The first digit in the
F Business Area ) - .
Funds Center matches the first digit of the Business Area.
G Unit Number A carryover term from the University’s Legacy Financial System
09 = Designated Accounts, 25 = Spendable Endowment Accounts, 30 = Gift Accounts, 50 = Federal
H Funded Program Type 9 9 1257 9P '3 ">
Grants, 55 = Non-Federal Grants.
Funded Program (Internal . e .
I Order) g ( Allows you to view revenue and expenses related to specific funded programs/internal orders
J Grant Allows you to review revenue and expenses related to a specific grant(s)
K Fund Allows you to view revenue and expenses related to a specific fund(s)
L FM Statistical Indicator Prepopulated with “#" to show income/expense activities that generate/consume funding

Helpful Links

FM/GM Data Glossary
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http://www.bu.edu/tech/support/buworks/data-glossaries/fm-gm/
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1e. Transaction detail

The Transaction Detail report provides detailed information of each individual transaction and allows the
user to view Actual postings as well as Committed Funds for the account.

Once clicked, a Variable Entry Screen will open.

Available Variants:

General Variables
Variable ==

* Posfing Date
Funds Center
Revenue (2)/ Expense (3)
GL/ Commitment item
Actual (1) / Commitment {2
Business arza
Unit Number
Funded Program Type
Funded Program
Grant
Fund
FM Statistical Indicator

Available Variants:

General Variables
Variable =

= Posting Date
Funds Center
Revenue (2) / Expense (3)
GL / Commitment item
Actual (1) / Commitment (2)
Business area
Unit Mumber
Funded Program Type
Funded Program
Grant
Fund
FM Statistical Indicafor

QK Il Check

Save Delete

Save || Save As...

Current Selection Description
0710142017 - 01/24/2018 07/01/2017 - 0172472018

2440450000

{m gy g e gy gy e e [ |

+*

Real (Budget Relevant)

Delete
Current Selection Description

07/01/2017 - 01/24/2018 07/ 1/2017 - 01/24/2018
2440450000

3

[ e e e v [ e

*

Real (Budget Relevant)

0 Value "244045000 is not valid for variable Funds Center

Available Variants:

General Variables
Variable =~
-

Posling Date

Funds Center

Save

Delete

Current Selection Drescription

070012017 - 01/24/2013 07/01/2017 -

244045000 244045000

Show Variable Personalization

Show Variable Personalization

2440450000 SPH FINANCE & ADMINISTRATION

Show Variable F

01/24/2018

Enter the posting date for
transactions you want to see. In this
example the auto populated dates
are being used. To get more
specific, filter on the Fund Center. In
this example we will filter on SPH
Finance & Administration Funds
Center (2440450000).

To ensure you entered the items
correctly, click the check button.

Once this is selected, the
description on the side will
populate.

If there are errors, there will be a
box at the top signaling an error.
Once all errors have been
corrected, in this case updating the
Fund Center with the correct
number, click OK.
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1e. Transaction detail (continued)
The below image show the default columns that are in the Transaction Detail Report.

Funds Center®= Funded Program = GL/Commitment item = Posting date =
Text = Document type 2 Fl doc.number = FSR/ASR Number 2  Vendor =  Vendor Invoice =
Actuals== Commitments =
* Columns
* Key Figures PO Number =2 SC Numberz Doc Control No = ) 3
* Rows
* Funds Canter

Funded Program

GLICommitment item

'fDTi"gdate As there are more characteristics on the left hand side of the report (labeled free

* Tex

- - characteristics), you can decide if you would like to add, remove, or even move these
ocument type

B characteristics. (See Helpful Links)

FSR/SR Mumber

Vendor

Vendor Invoice
PO Mumber
* 5C Number

Doc Control Mo ___J

* Free characienistics —

Business area

Calendar year

Customer

Diepartrnent Activity

Fiscal Periodear

Fiscal yaar

FM Decument Mumber

et To view the description for each of these free characteristics, please see Appendix
unctional area — L L .

Fund A- Characteristics and Descriptions (end of this document).

Funded Program Type

Fund Type
* Grant

Int. Order Category

P-Card Holder Mame

User Name

* WBS Element —

REPORTING - 8
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1e. Transaction detail (continued)

Once you entered the constraints/filters in the Variable Screen and updated the columns with the free
characteristics wanted, it is time to export the data. Click on Export to Microsoft Excel.

BOSTO
UNIVERSITY

Transaction Detail

[ Variable Screen |[ Open |[ Save As..| pispayas ['Info | [ Print Version || Export to Microsoft Excel || Export 1o PDF | [ Filter |[ Settings |

¥ Columns

* Key Figures Funds Center=~

Funded Program =

GL/Commitment item =  Posting date = Text=

Once selected, a pop up message (below) will come up. Select the Open button.

Do you want to open or save ZANALYSIS_PATTERN.xls from ppb.buw.bu.edu?

Open Save |¥ Cancel

This will provide a warning message like the below to be displayed. Click the Yes button.

Microsoft Excel

X

| The file format and extension of ZAMALYSIS_PATTERN.xls' don't match. The file could be corrupted or unsafe, Unless you trust its source, don't open it. Do you want to open it anyway?

Your data will be displayed in Excel as it appeared in the BW report, and the data can be manipulated as

necessary.

Funds Center Funded Program ‘GL/Commitment item Posting date Text

2440450000 SPH FINANCE & ADMINISTRATION FUNDED_PROGRAM_NR 510030 CONS SUPPL-OFFICE  12M9/2017 VBYAM 12182017 10:08

2440450000 SPH FINANCE & ADMINISTRATION FUNDED_PROGRAM_NR 511500 TELECOMM EQUIPMENT 07/02/2017 Tel Equipment - JUN

2440450000 SPH FINANCE & ADMINISTRATION FUNDED_PROGRAM_NR 513000 REPRDCTN & PRTG 10/08/2017 FEDEXOFFICE 00050138 - Purchase P. Card

Helpful Links

How to Export Report Data to Excel
Add, Remove, and Move Data within a Report

Document type. Fldoc.number FSRASR Number Vendor ‘Vendor lvoice PO Number SC Number Doc ControlNe  Actuals Commitments.
Invoice - Gross. 5120305182 # WB Mason Company 150709038 8500398242 1000776212 XML Invoice 5986/
Telecommunications. 1003437748 # - - - - - 12118

1003196262 # FEDEXOFFIC - - - 3855500000 107 57

TIP - Some cells may be merged. This
will prevent you from filtering or
sorting the data as you might like. To
alleviate that problem, you should
unmerge the data in the entire
spreadsheet.
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http://www.bu.edu/tech/files/2015/11/BW-How-to-Export-Report-Data-to-Excel.pdf
https://mymedia.bu.edu/media/BW+Key+ConceptA+Add%2C+Remove+and+Move+Data+within+a+Report/1_x55jr43m/63866391
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af. Unrestricted budget to actual by FC - GL/CI detail

The Unrestricted Budget to Actual report displays a summary view of unrestricted accounts for one or more
Fund Centers. It provides a snapshot of budget (can be broken out by recurring and non-recurring),
income/expense actuals, payroll actuals, and commitments and includes unexpended budget and percent

of budget expended.

Variable Entry

Awvailable Variants: Save Delete
General Variables
Wariable == Current Selection Description
= Period/Fiscal Year 0ov/201E 0072015

Funds Center

Revenue (2) / Expense (3)
GL/ Commitment item
Business area

Unit Humber

Funded Program Type
Funded Program

Fund

Budget Version ]

QODODoD00 D00

# o

FM Statistical Indicator

Show Variable Personalization

Real (Budgei Relevant)

Similar to the Transaction Detail Report, enter the constraints that you would like to see details on in the
Variable Entry Screen. Please note that the period you are currently in will auto populate. Click the OK

button once ready.

Available Variants: Save Delete Show Variable Personalization
General Variables
Vanable =~ Current Selection Description
*  Period/Fiscal Year 00772018 007/2018
Funds Center 2440450000 FIN & ADMIN
Revenue (2)/ Expense (3)

GL / Commitment item

Ch

Business area

h

Unit Number

h

Funded Program Type

Ch

Funded Program

Fund

b

Budget Version 0 i}
FM Statistical Indicator

E

Real (Budget Relevant)

TIP - The required field is
Period/Fiscal Year. BU's
Fiscal Year runs from July 1
through June 30. Thus, July is
the first fiscal period and is
represented as period 001 in
SAP. August is period 002,
and so forth.
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af. Unrestricted budget to actual by FC - GL/CI detail (continued)

The below screen shot show the default columns that are in the Unrestricted Budget to Actual by FC- GL/CI
Detail.

Funds Center== Revenue/Expense = GL/Commitment item =

¥ Columns

" Budget and Actual structure-Mew FIM

¥ Rows
* Funds Center As there are more characteristics on the left hand side of the report (labeled
* Revenus/Bxpense free characteristics), you can decide if you would like to add, remove, or even

= GLIC i i if i . .
ermmiment fem move these characteristics. (See Appendix B at end of this document.)
* Free characteristics
" Business area

" Depariment Activity

Fizcal Perod/ear

Functional area
Fund

Funded Program

Funded Program Type

* Unit Mumber
« FY 2018 = FY 2018 b EY 2017 « FY 2017 « FY 2017 To view the description for
Unexpended ,_ % Budget e Fimal == Final == Actuals =7
Budgetw/o Expended wi Budget Actuals Per. 01-07 eaCh Of these ke fl ures
Commiiments Commitments y g !
. . . . . please see Appendix C at the
end of this document.
»FY 2013 »FY 2013 »FY 2018 = FY 2018 = FY 2018
Budget == Actuals == Commitrments 2= Total re Unexpended __
Per. 01-07 Per. 01-07 Per. 01-07 (Actual + B Budget w/ :
Commiiment) Commitments
g g g g -
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af. Unrestricted budget to actual by FC - GL/CI detail (continued)

The following report will populate once you have entered the criteria in the Variable Screen and clicked ok.

FY 2018 FY 2018 FY 2018 FY 2018 FY 2018 FY 2018 FY 2018 FY 2017 FY 2017 FY 2017

Budget Actuals Commitments Total Unexpended Unexpended % Budget Final Final Actuals
Per.01-07 Per.01-07  Per.01-07  (Actual + Budgetw/  Budgetw/o Expendedw/ Budget Actuals Per. 01-07
C ) C Cl Cl

Funds Center Revenue/Expens GL/Commitment item $ $ $ 3 $ $ % 3 $ $
'2440450(100 SPH FINANCE & ADMINISTRATION Expense '500210 Prof Staff FT 750,260 475,129.76 475129.76| 27512976 275,129.76 (38.7), 703,945 680,280.31| 406,961.87
'2440450000 SPH FINANCE & ADMINISTRATION Expense '510020 CONS SUPPL-CFF/WTR 154.35 0.00 154.35 (154.35) (154.35), - 233.12
'2440450(100 SPH FINANCE & ADMINISTRATION Expense '510(]30 CONS SUPPL-OFFICE 1,308.35 438.70 174705 (1,747.05) (1,308.35), E 3.510.26| 1,596.57,
'24-40460000 SPH FINANCE & ADMINISTRATION Expense ’511500 TELECOMM EQUIPMENT 0.00 0.00 0.00 0.00 - 1,235 1,017.54 705.59
’24110450000 SPH FINANCE & ADMINISTRATION Expense '511510 TELECOM USAGE 0.00 0.00 0.00. | 1.45 020
'24-40450(100 SPH FINANCE & ADMINISTRATION Expense '513000 REPRDCTN & PRTG 23925 0.00 23925 (239.25) (239.25)| - 2305 24850 2485
'2440450000 SPH FINANCE & ADMINISTRATION Expense '51 3400 NON-LIB-BKS & PRDCLS 10.93 10.93 (10.93) (10.93)|

Asthis report provides a snapshot/summary of your fund center, there is a tool that allows you to dive deeper
into the specific line item you are interested in. Hover over one of the GL/Commitment items and right click.
The below menu will be brought up.

Eack

Goto

Filter

Change Drilldown
Hierarchy

Disfribute and Export
Save View

Transaction Detail - Actuals

Transaction Detail - Commitments Go to the “"Goto” option in the menu. This will
Transaction Detail - Budget Entries provide you with additional options of how to
view the detail within the Transaction Detail.

- rF rF v v w

Perzonalize Web Application

Properies
Calculations and Translations
Documants

- v v v

Sort GL/Commitment item

Selecting either of the options will cause another window to open, which contains the transaction details for
the specific GL/Commitment item you selected.

Amount
Funds Center Funded Program GL/Commitment item Posting date Text Document type Fldoc.number FSR/SR Number Vendor Vendor Invoice PO Number SC Number Doc Control No 3
2440450000  SPH FINANCE & ADMINISTRATION FUNDED_PROGRAM_NR 510020 CONS SUPPL-CFFAWTR 03/31/2017 MNATURE SPRINGS WATER C - Purchase | P. Card Mo0sa913zE # MATURE SPR - - - 741000000 109.35,
2440450000  SPH FINANCE & ADMINISTRATION FUNDED_PROGRAM_NR 510020 CONS SUPPL-CFFAWTR 01/16/2018 IERACI 01/08/2018 11:01 Invoice - Gross. S110000239 £ WB Mason Company 151467947 8500427831 1000780071 XML Invoice 44.50

. TIP - Please note that you can see how
HE|pr| Links the item was purchased via document
How to Run FM Unrestricted Budget to Actual by Fund Center type (P.Card, Invoice [shopping cart]).
How to Drill down to Additional Detail If it is an invoice/shopping cart, you
can see the Vendor Invoice, PO
Number, Shopping Cart Number, etc.
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http://www.bu.edu/tech/files/2015/11/BW-How-to-Run-FM-Unrestricted-Budget-to-Actual-by-Fund-Center.pdf
http://www.bu.edu/buworks/files/2015/07/BW-How-to-Drill-down-to-Additional-Detail.pdf
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1g. Designated/restricted budget to actual by FC - GL/CI detail

The Designated/Restricted Budget to Actual report displays a summary view of designated and non-grant
restricted accounts for one or more Fund Centers. The report provides a snapshot of balance carry-forward
from prior year, income/expense actuals, payroll actuals and commitments. In addition, it includes unspent

budget and percent of budget already spent. Data is displayed for fiscal year-to-date through the period
specified.

Variable Entry

Available Variants: Save Delete Show Variable Personalization
General Variables
Variable == Current Selection Crescription
* Period/Fiscal Year 007/2018 JAN 2018

Funds Center
GL / Commitment item

Business area

Unit Number

Funded Program Type 09; 25: 30 08 Designated General Funds; 25 Endowment. .
Funded Program

Grant GRANTNR GRANTHNR Default Value when Grant is Mot R...
Fund

g g N g R |

FM Statisfical Indicator

4+

Real (Budget Relevant)

Similar to the Transaction Detail Report, enter the constraints that you would like to see details on in the
Variable Entry Screen. Please note that the period you are currently in will auto populate, as well as the
Funded Program Type and Grant. Click the OK button once ready.

Variable Entry
Available Variants: Save Delete Show Variable Personalization
General Variables TIP - You can remove the
Variable £= Current Selection Description aUtO-pOpU|ated detalls
* Period/Fiscal Year 0072015 JAN 2018 F |
Funds Center 2440450000 FIMN & ADMIN or eXamp eI yOU can

GL / Commitment item

change the period and
the funded program type.

Business area
Unit Number
Funded Program Type 09; 25; 30 09 Designated General Funds; 25 Endowment. .

Funded Program

Grant GRANTHR
Fund

GRAMTMR Default Value when Grant is Not R...

[ o o e R e R

FM Statistical Indicator #

Real (Budget Relevant)
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1g. Designated/restricted budget to actual by FC - GL/CI detail
(continued)

The below screen shot show the default columns that are in the Designated/Restricted Budget to Actual by
FC- GL/CI Detail.

Funds Centers= Funded Program Type = Funded Program = GLCommitment item =

¥ Columns

" Mew FM Restricted
~ Rows

* Funds Center

® Funded Program Type
\
- GLCommitment ftem As there are more characteristics on the left hand side of the
Fres eharactaristics > report (labeled free characteristics), you can decide if you would
like to add, remove, or even move these characteristics. (See

Appendix D at the end of this document.)

* Funded Program

" Business area

® Fiscal year/pericd
* Functional arsa

® Fund

® Fund Purpose

* Grant

® Int. Order Category
* Unit Mumber

= FY 2018 »FY 2018 ¥ FY 2013 = FY 2018 ¥ FY 2013 = FY 2018 = % Balance
Beginning == Revenus 2= Expenses == Ending pe Commitments 2= MNet w/ e Expended ae
Balance Per. 01-07 Per. 01-07 Balance : Per. 01-07 Commitments (Exp+Comm) {
as of Per. 07 as of Per. 07 (Bal+Rev)
E k1 E k1 £ E %

\. J
Y

To view the description for each of these key figures, please see Appendix E at the end of this document.
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1g. Designated/restricted budget to actual by FC - GL/CI detail

(continued)

The following report will populate once you have entered the criteria in the Variable Screen and clicked OK.

FY 2018 FY 2018 FY 2018 FY 2018 FY 2018 FY 2018 % Balance
Beginning Revenue Expenses Ending Commitments. et w/ Expended
Balance Per. 01-07 Per. 01-07 Balance Per. 01-07 Commitments (Exp+Comm) /
as of Per. 07 as of Per. 07 (Bal+Rev)

Funds Center Funded Program Type Funded Program GLiCommitment tem 5 $ $ 5 3 $ %

VZMEMSDDDD SPH FINANCE & ADM Designated General Funds. ’9[!‘9035571 3 SPH Fin Discretionary '399001 FN FUND BALANCE (2,019.10)

'ZHEMSDDDD SPH FINANCE & ADM Designated General Funds. '90190353713 SPH Fin Discretionary ’399001 FN FUND BALANCE (5,868.92)

'2440450000 SPH FINANCE & ADM Designated General Funds. '9019035371 3 SPH Fin Discretionary '51 o030 CONS SUPPL-OFFICE 50.00:

’ZMIMSDDDD SPH FINANCE & ADM Designated General Funds ’BD‘BI]E\SET‘\ 3 SPH Fin Discretionary ’51 3500 TRAVEL - DOMESTIC 231084

’2440450000 SPH FINANCE & ADM Designated General Funds. ’90‘90023712 SPH Rsrch/Ed '399001 FN FUND BALANCE (367.53),

'2440450000 SPH FINANCE & ADM Designated General Funds. '90190023712 SPH Rsrch/Ed ’479999 TRANSFER IN - OPERAT (2,000.00) 0.00

’ZMEMSDDDD SPH FINANCE & ADM Designated General Funds. ’9090!}38714 leraci RsrchiEduc ’51 3840 DUES & MEMBERSHIP (1,058.27),

As thisreport provides a snapshot/summary of the carry-forward balance of your designated, grant and non-
grant restricted accounts, there is a tool that allows you to dive deeper into the specific line item you are
interested in. Hover over one of the GL/Commitment items and right click. The below menu will be brought

up.

Back

Goto

Filter

Change Drilldown
Disfribute and Export
Save View

Perzonalize Web Application

Properiies

Calculations and Translations

Dlocuments
Sort Funded Program

Funds Center

2440450000 SPH FINANCE & ADMINISTRATION 5090358713

2440450000 SPH FINANCE & ADMINISTRATION 8080358713

2440450000 SPH FINANCE & ADMINISTRATION 5090358713

2440450000 SPH FINANCE & ADMINISTRATION S090358713

Overall Result

Helpful Links

*r ¥ v v ¥

»

v v v w

Transaction Detail - Actuals

Tranzaction Detail - Commitments

Funded Program GL/Commitment item

513500 TRAVEL -

513500 TRAVEL -

513500 TRAVEL -

513500 TRAVEL -

Posting date Text

DOMESTIC 07/08/2017  ttalia leraci/ Hyatt
DOMESTIC 07M2/2017 SPH GUEST/Melanie Gilreath
DOMESTIC 07i27/2017 SPH GUEST/Josh Buckno

DOMESTIC 07/27/2017 SPH GUESTAVeronica Byam

Go to the “"Goto” option in the menu. This will
provide you with additional options of how to
view the detail within the Transaction Detail.

Selecting either of the options will cause another
window to open, which contains the transaction
details for the specific GL/Commitment item you

selected.

Document type Fldoc.number FSRASR Number Vendor

Concur Invoice 2100052768

Concur Invoice 2100053250

Concur Invoice 2100054821

Concur Invoice 2100054321

How to Run FM Designated Restricted Balance and Activity

How to Drill down to Additional Detail

#

#

#

#

Amount
Vendor lnvoice PO Number SC Number Doc Control No s
r
HYATT 0000000000117960 - 32767
r v
Reimburse Vendor 0000000000118480 - 20170712 86.47
r v
Reimburse Vendor 0000000000120772 - 20170727 498.40
r v
Reimburse Vendor 0000000000120772 - 20170727 838.40
2,310.94
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1h. Creating a saved workbook

The ability to modify a report is a powerful feature of Business Warehouse (BW) reporting. It is possible to
store those changes by saving a report View. Once a View has been saved, it can be reused, thereby
eliminating the need to repeatedly make the same changes every time you want to run the same report.

Using the tools provided earlier, run a report (transaction detail, unrestricted, designated, etc.). Once the
report is run and the data has been populated on the screen there will be a Save as button in the top left
hand corner

BOSTON
UNIVERSITY

Transaction Detail

Variable Screen |[ Open | Save As... Imp“”, Table v| Print Version || Export to Microsofit Excel || Expori to PDF || Filter || Settings
e =E Once selected, the following screen will appear.
i - This is where you enter wha‘t you want to save
the report as. The best practice would be to use
e the same name for Description and Technical

name.

Views

Description =
[ 0_LP_DashaJuly_Sept17
g 0_LP_Dasha0ct16-Jun1T

The easiest way to name the report would be to

[fg0_tP _gms0cttsyun17 include the School, Dept, Report, and what
00_FMP_120ASH_DIR e . . .

[Fg 00_FMP_881501_Summary Specrﬁca”y thIS report IS ShOW|ng -
00_FMP_BUNC_GROUNDS_MONTHLY_RC Ex - SPH_FA_UnrestDetail_2440450000

00_FMP_Commencement_Vendors
00_FMP_GL_BY_DATE
% 00_FMP_Labor_Billing_Snow . . .
__ Once a name is decided, click OK to save the
% 00_FMP_Labor_Billing_Summary 1
@ 00_FMP_Labor_Summary_Date_Specific V | eW .
[ 00_FMP_Permit
EE 000_LP_Oct2016-Sept2017

L 1071115 - 930716 Couter xpenses TIP - The name must be unique. No other View in
@10!1115-9{3!}f16expenses - . ..
coscronon. | | the Business Warehouse — whether it is yours or
Technical name: | I another user’s — can have the same name. Only

letters, numbers and underscores are allowed in
the Technical Name. Note that spaces (blanks)
are not allowed.

Helpful Links

How to Save and Use a View
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1i. Recall and execute a saved view

Navigate to the Reporting homepage. You will see there is a Saved Views link. Click on it.

BU| Business Warehouse Reporting

Reporting Home

Accounting (FI) Suppher Relabiorsdip Management (SRM)

+ Repatng Home BYU Reporting Home Page
» Accounts Receivable (Distriboled) — Saved Views
b Asset Accoustng (Destringed) \;—] Sveed Vites G—
» Funds Management (Distiitaded) =
e BW Reporting Help
209\ B Reporting tie
Open =B
System: [PEWCLNTS00 Type: %, M@, . . .
| | Another window will open up, showing the screen to
SR _ston |_Favater |_Roks |_wokes the left. Make sure the Search tab is selected.
1 | [ Search in description
Search in technical name
Search Resulis*~ .
In here, you can type your saved report name and it
will appear. Click on the report and press ok to begin
using your saved report.
Once you save a report and use it, the report will be
located in your History tab for easy access.
Description [ |
Technical name: | |

TIP - If you cannot remember the
HElprl Links full name, use the * key before
and after the word you typed.

How to Save and Use a View
For example, *SPH*.
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2. Reconciling monthly expenses

T—ney

||..h !I'n

This section is focused on how to reconcile monthly expenses using the Business Warehouse (BW) Reports.
Reconciling expenses is a great way to ensure the expenses within the Fund Center are accurate as well as
ensure the department is staying within their allocated budget.

In order to view a summary of the department’s transactions, as well as see a detailed view, the data from
the Business Warehouse (BW) needs to be exported (previously shown in Section 1).

[ Variable Screen |[ Open |[ Save As... | pispiay as [info |[ Print Wersion | | Export to Microsoft Excel |[ Export to PDF || Filter |[ Seftings

Once exported, there will be a protected view on the Excel spreadsheet. Click enable editing.

Home Insert Page Layout Formulas Data Review View @ Tell me what you want to do...

o PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. Enable Editing

Once the data is within Microsoft Excel and able to be edited, the workbook needs to be updated to reflect
a “clean” data sheet.
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2a. Clean data set

Clean Data Sets involve the following characteristics

= Unmerged cells
= Column headers
= No blank cells

Unmerging Cells - Highlight the entire spreadsheet using the arrow next to column A. On the Home tab,
unclick Wrap Text and Merge & Center.

[]

Home Insert Page Layout

L C?E;.Cut

: h ER Copy |~
aste
- ¥ Format Painter o !

Arial

[T =

Formulas Data Review

-

- A A
- A-

View

Q Tell me what

- =F Wrap Text

€= 3= EMerge&Center .

Column headers - By unmerging the cells, this has allowed for the columns to be separated. Titles for each
of the columns must be listed. Below is an example of how the excel will look prior to adding column headers.
In the red boxes you will see blank cells.

Funds Center
a40450000

I Funded Program Type

Funded Program

5SPH FINANCE & ADMINISTRATION Designated General Funds '909|]353713

FY 2018

FY 2018

Beginning Revenue

Balance

Per. 01-07

[ Joucommmenten] [

SPH Fin Discretionary

r
399001

FM FUND BALANCE

-2,19.10

Blank cells - Enter in the names of each column to begin the reconciliation process of your Fund Center
expenses. Below is an example of the empty column headers being named, removing the blank cells as well.

Funds Center

Funds Center Name

Funded Program Type

"440450000

Funded Program

SPH FINANCE & ADMINISTRATION Designated General Funds '9090353?13

Funded Program Namg]

SPH Fin Discretionary

Fr 2018
Beginning
Balance

Fy 2018
Revenue
Per. 11-07

GL/Commitment itg

m GL/Commitment item Nameg

F 2018
Beginning
Balance

Fy 2018
Revenue
Per. 01-07

r
399001

FM FUND BALANCE

-2,19.10
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2a. Clean data set (continued)

Business Warehouse (BW) reports, depending on the information, might include multiple result lines within
the Excel spreadsheet. In order for this to not interfere with the reconciliation, these lines should be

removed. There are two ways to do this.

T
S
Frecout
Creeradl Fiesul
2] z]a] Puge of 2

Q X Result

PSR BB IT - LETS
AR a) Prior to exporting the spreadsheet, drag
the result to the bottom of the page. This will

remove all result lines within the data

b) You can individually delete each result line within the downloaded excel spreadsheet. Highlight the entire
row (row g in the below example), right click, and select delete.

A B C D E F G H | J S L M M 0 P

1 Transaction Detail - Actuals

2

3 Amount

4 Funds Certer Funded Program GL/Commitmert ftem Posting date Text Document type Fldoc.number FSRASE humber endor “endor Invoice PO Mumber  SC Humber Doc Control No ¥
r

5 2440450000 SPH FINANCE & ADMINISTRATION 8090338713 513500 TRAVEL - DOMESTIC O7/DE:2017  Halia leracif Hystt Concur Invoice 2100032766 # HYATT 00000000001 178960 - 32767
r r

6 2440450000 SPH FINANCE & ADMINISTRATION 9090338713 513500 TRAWEL - DOMESTIC O7H2/2017  SPH GUESTMelanie Gireath Concur Invoice 2100033250 # Reimburse Yendor 0000000000118490 - 20170712 586.47
r r

7 2440450000 SPH FINANCE & ADMINISTRATION 8030356713 513300 TRAWEL - DOMESTIC 07/27/2017  SPH GUEST/Alosh Buckno Concur Invoice 2100054821 # Reimburse Yendor 00000000001 20772 - 270727 438.40
r r

8 2440450000 SPH FINANCE & ADMINISTRATION 9090338713 513500 TRAVEL - DOMESTIC OF/27/2017  SPH GUEST/Veronica Byam Concur Invoice 2100054821 # Reimburse Vendor 00000000001 20772 - 20170727 89540

J % o Fesul |231094]

10 Overal Result By copy 231094

[ Paste Options:
A

w

Paste Special.

Insett..

Delete...

Clear Contents

Fiter

sort

Insert Comment

Format Cells..

Pick From Drop-down List.

Define Name...

), Hyperiink...

REPORTING - 20



Reporting, Reconciliation, & Corrections

2b. Pivot tables

Pivot tables are a very useful tool for both analyzing and portraying data. Pivot tables allow you to create a
table by specifying row variables, column variables and what should go into the cells of the table.

In order to create a pivot table, a clean data set is required. Please see section 2a. Clean data sets if you have
not completed this step.

For one variable counts

Place your cursor on any cell in the dataset.
In Excel 2016 - on the “Insert” tab, click “pivot table.”

Page Layout Farmulas Data

BLBOr

ecommended Table  Pictures Online Shapes Smartfrt Sc
PivotTables Pictures -

PivotTable

Tables Ilustrations
This will open the window below

Create PivotTable ? X

Choose the data that you want to analyze
@ Select atable orrange

Table/Range: SAPBW?’G_DOWNLOﬂD!.‘m%."’QHﬂ 7]
O Use an external data source

Connection name:
Use this workbook's Data Model

Choose where you want the PivotTable report to be placed
(@) New Worksheet
() Existing Worksheet
Location: Rz
Choose whether you want to analyze multiple tables
|:| Add this data to the Data Model
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2b. Pivot tables (continued)

Verify that the range shown in the window contains your entire dataset and click “*OK.” This will open a new
worksheet that looks like this

A B C D - . .
” | ' PivotTable Fields v
Choose fields to add to report &~
2 P
g PivotTablel
3 | Search el
4 To build a report, choose fields from the PivotTable Field List
u Funds Center -
g | Funds Center Marne
3 Funded Prograrm
7 B GLfCommitrnent iterm
o GLfCommitment item Marme
8 N Pasting date
9 Text
] Dacument type
10 typ
B Fl doc.number
11 | FSRASR Murnber
12 Wendor
B Wendor [nvoice
13
| PO Murnber
14 5C Murnber
15 Doc Contral Mo
T Actuals
16_ Commitrments
1?_ MORE TRAELES... hd
18
19 Drag fields between areas belows:
20 T FILTERS Il COLUMME
21 Pivot
22 table.
23
24
25 = ROWS T WALUES
26
27
28
29
2n A
SAPBWTO.DOVMNLOAD | Sheetl | (& c ; Defer Layout Update
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2b. Pivot tables (continued)

You construct the table by dragging variables to the row or column areas of the chart in field list (on the

right)

Let's say we want to see the transactions in the dataset by GL/Commitment item name. Drag

“"GL/Commitment item Name” to the row area.

A

2 ADV/PR-UNALLW

3 CATERING SERVICES

4 CONS SUPPL-OFFICE

5 DUES & MEMBERSHIP

6 FLOWERS- UNALLW

7 MTG EXP-STF/BUS MTGS
8 NON-LIB-BKS & PRDCLS
g POST & MAIL-FRT & SHP
10 REPRDCTN & PRTG

11 SOFTWARE LICENSE

12 SUPPLIES - COMP EQUI
13 TELECOMM EQUIPMENT
14 Grand Total

1 ‘GI.ICommitment item Name -

: Pivot

table.

SAPBWT O DOWNLOAD

Sheet1 (O]

PivotTable Fields

Choose fields to add to report:
Search

v| GL{Commitment item Name
Posting date
Text
Dacurment type
Fl doc.nurmber
FERASR Mumber
Wendor
Wendor Invoice
PO Mumber
SC Murnber
Doc Contral Mo

Drag fields between areas below:

T FILTERS M CoLUMME

= ROWS

I GL/Cammitrent iterm .. * I

Defer Layout Update
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2b. Pivot tables (continued)

Now we have the row headings, but still no counts. Drag “Actuals” to the Values box (in the Field List).

w0 00~ O un B P =

B | ool | oo ol | ol | ol | ol | ol | ol | ol | ol
O W 0 =l o W=D

A

GL/Commitment item Name

ADV/PR-UNALLW
CATERING SERVICES
CONS SUPPL-OFFICE
DUES & MEMBERSHIP
FLOWERS- UNALLW
MTG EXP-STF/BUS MTGS
NON-LIB-BKS & PRDCLS
POST & MAIL-FRT & SHP
REPRDCTN & PRTG
SOFTWARE LICENSE
SUPPLIES - COMP EQUI
TELECOMM EQUIPMENT
Grand Total

SAPEWTD DOWNLOAD  Shest

~| Count of Actuals

=R RN N 0N R N

(g
[++]

Pivot
table.

PivotTable Fields

Fureds Center
Fureds Center Hame
Furded Prograr

L/ Commiresnt item

< GUiCommbment item Mame
Posting dabe

MORE TABLEL..
Drag fiwlds bebwean sewas below:
FILTERS COLUMNS
ROWS T VALUES
GL/Commitment item Name ¥ | || Count of Actuals
Diefer Largout Undake

In this example we have a table for showing count total of expenses within each GL/Commitment.
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2b. Pivot tables (continued)

Filtering - You can filter the table (indicated by the down arrow following each variable name in the table)
by clicking on the variable name and then indicating that you want to see the table just for specific values of
the variable. For example, we could filter so we could see the amount within the ADV/PR-UNALLW account.

Sum and counts - Pivot tables can be used for much more than counts. Let’s say we want to know the sum
amount for each GL/Commitment item. Drag “"GL/Commitment item name” into the row label area and
“Actuals” (you can add commitments too), into the Values area. Change the value field setting for “actuals”
to “sum.”

Move Up Value Field Settings ? ®
Source Name: Actuals
¥ VALUES Move to Beginning Custom Name: | Sum of Actuals
- Summarize Values By Show Values As
I-:l:lLlr'lt le .-':'U:tLl ElE B Muove to Report Filter Summarize value field by

Move to Row Labels Choose the type of CE\CL.HEtIOH that you want to use to summarize
data from the selected field

Move to Column Labels

Click on count of
Average
actuals e

R Min
7<  Remove Field Product hd

[[@ ValueField Settings...

HNumber Format Cancel
Select value field
settings Select sum and click OK

You arrive with the following table

GL/Commitment item Name ~| Sum of Actuals
ADV/PR-UNALLW 234.83
CATERING SERVICES -338.5
CONS SUPPL-OFFICE 114.93
DUES & MEMBERSHIP -1.06
FLOWERS- UNALLW 58.42
MTG EXP-STF/BUS MTGS 554.16
NON-LIB-BKS & PRDCLS 15
POST & MAIL-FRT & SHP 31.57
REPRDCTN & PRTG 682.57
SOFTWARE LICENSE (0]
SUPPLIES - COMP EQUI 121.06
TELECOMM EQUIPMENT 121.19
Grand Total 1594.17

More Uses for Pivot Tables

Pivot tables enable you to produce tables and charts quickly and easily. The best way to learn how to get the
most from pivot tables is to play with them. Remember that most tables and charts will need some cleaning
up and formatting in order to make them understandable and user-friendly.
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2¢. Reconciling

Reconciling an account often means proving or documenting that an account balance is correct. Performing
reconciliations is important and should be completed on a monthly basis. This will ensure that all
transactions posted to a Fund Center or Internal Order are complete, accurate and recorded in the
appropriate account.

An effective review and reconciliation process will help SPH departments identify and quickly report
fraudulent transactions, compliance issues, or any other inappropriate or unusual activity.
To reconcile the transactions listed within your Fund Center or Internal Order

1. Download the appropriate report within Business Warehouse (see Section 1b)
2. Export these reports into an Excel spreadsheet, as shown in the sections above (Section 1e)

There are different ways to reconcile your accounts but in general, you should look to ensure that budgets
are not overspent, commitments are accurately reflecting upcoming expenditures, and pcard/travel card
transactions have posted appropriately.

Below is an example of the Unrestricted Budget to Actual by FC- GL/CI Detail report. To explain in further
detail, let us reconcile office supplies expenditures (GL/Commitment item 510030 CONS SUPPL- OFFICE).

NOTE - Please note that in FY18, each Fund Center’s operating expense budget is located in GL 519999
Unclassified Expense.

1

1

1 FY 2018 FY 2018 FY 2018 FY 2018 FY 2018 FY 2018 FY 2018 FY 2017 FY 2017  FY 2017

1 Budget Actuals Commitmenis Total Unexpended Unexpended % Budget Final Final Actuals

: Per. 01-07  Per. 01-07 Per. 01-07  (Aclual + Budget w/ Budgetw/o Expendedw/ Budget Actuals Per. 01-07

1 Commitment) Commitments Commitments Commitments

| Funds Center Revenue/Expens GL/Commitment item $ $ $ $ $ $ % $ $ $

: '2440450000 SPH FINANCE & ADMINISTRATION Expense '500210 Prof Staff FT 750,260, 475,129.76 47512976 27512976 27512976 (35.7) 703,945/ 680,280.31| 406,961 87

1 '2440450000 SPH FINANCE & ADMINISTRATION Expense '510020 CONS SUPPL-CFF/WTR 15435 0.00. 154.35 (154.35), (154.35), 23312

: I24-404SUGOU SPH FINANCE & ADMINISTRATION Expense 510030 CONS SUPPL-OFFICE 1,308.35 43870 1,747.05  (1,747.05)  (1.,308.35) 3.510.26| 1,596 ETI

1 '24-40450000 SPH FINANCE & ADMINISTRATION Expense '511500 TELECOMM EQUIPMENT 0.00: 0.00 0.00 0.00 1,235 1.017.54 705.59
¥ -

: 2440450000 SPH FINANCE & ADMINISTRATION Expense 511510 TELECOM USAGE 0.00 0.00 0.00 1.45 0.20

1 '2440450000 SPH FINANCE & ADMINISTRATION Expense '513000 REPRDCTN & PRTG 23925 0.00. 23925 (239.25) (239.25) 2,305 24850 2485

: '24-40450000 SPH FINANCE & ADMINISTRATION Expense '513400 NON-LIB-BKS & PRDCLS 10.93 10.93 (10.93)| (10.93)

1 '24-40450000 SPH FINANCE & ADMINISTRATION Expense '513500 TRAVEL - DOMESTIC 3.160.96 506.20 3,667.16/ (3,667.16)  (3,160.96) 5,760.18 2091.67
¥ -

1 2440450000 SPH FINANCE & ADMINISTRATION Expense 513510 TRAVEL-DOMES-UNALLW 7778 T7.78 (77.78) (77.78) 827.93 47423

1 '2440450000 SPH FINANCE & ADMINISTRATION Expense '513900 CONF FEES PAID 760.00 760.00 (760.00) (760.00) 885.00 810

:2’2440450000 SPH FINANCE & ADMINISTRATION Expense '513910 MTG EXP-STF/BUS MTGS 1,230 46 123046/ (1,230.46)  (1.230.46) 978.16 53825

1 '24-40450000 SPH FINANCE & ADMINISTRATION Expense '513920 MTG EXP-UNALLW 1.115.33 0.00. 111533 (1,11533) (1.115.33) 52387 27334

: '24-40450000 SPH FINANCE & ADMINISTRATION Expense '51 3940 DUES & MEMBERSHIP 628.80 628.80 (628.80) (628.80) 621.07 473.62
¥ -

I 2440450000 SPH FINANCE & ADMINISTRATION Expense 516010 ADV/PR-UNALLW 23483 234.83 (234.83) (234.83)

: '2440450000 SPH FINANCE & ADMINISTRATION Expense '516080 FLOWERS- UNALLOWABLE 58 42 58.42 (58.42) (58.42)

1 '24-40450000 SPH FINANCE & ADMINISTRATION Expense '516200 SOFTWARE LICENSE 0.00: 0.00 0.00 637

: '24-40450000 SPH FINANCE & ADMINISTRATION Expense '518020 CATERING SERVICES 338.50 338.50 (338.50) (338.50) 2,332.17| 1,534.24
¥ -

I_ 2440430000 _ _ SPHFINANGE & ADWINSTRATION Expence _ _ 579990 _ _ _ UNCLASSIFIED BXPENSS (605062) (805052  805052| 1500000 (27)
'2440450000 SPH FINANCE & ADMINISTRATION Expense Result 765,260 48444772  (710562) 47734210, 27291742 280,811.80 (34.7) 708,122.00 697,219.56  415,708.04
Quverall Result 765,260 48444772 (710562) 47734210 27291742 28081180 (34.7) 708,122.00 697,219 56 415,708 04
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FY 2018 FY 2018 FY 2018 FY 2018 FY 2018 FY 2018 FY 2018 FY 2017 FY 2017  FY 2017

Budget Actuals Commitments Total Unexpended Unexpended % Budget Final Final Actuals
Per 01-07 Per. 01-07  Per 01-07  (Actual + Budget w/ Budget wio  Expended w/ Budget Actuals Per. 01-07
Commitment) Commitments Commitments Commitments
Funds Center Revenue/Expens GL/Commitment item $ $ $ $ $ $ % $ $ $
F F
2440430000  SPH FINANCE & ADMINISTRATION  Expense 510030 CONSSUPPL-OFFICE A B 130835 C 43870/ D1,747.05| E(1,747.05) (1308.35) 3 351026 1,596.57

Column A- This is the amount budgeted to the general ledger. As previously noted, in FY18 all budgeted
amounts are located in GL 519999 Unclassified Expense. For your reconciliations please use your detailed
budgets, as discussed with the Finance Department, to assist in reconciling your accounts. In this example,
imagine $3,000 of our $15,000 budget is allocated to GL 510030 CONS SUPPL-OFFICE.

Column B- These are your actuals. This lists the total amount already spent for that specific line item (in this
case $1,308.35 was spent on office supplies). For your reconciliation, you will need to ensure that this balance
is accurate. This is done by reviewing the specific items within each GL (in this case GL 510030). To do this,
right click on the amount and press “go to”. This will bring you to the details for the General Ledger you
selected (see Section af).

Amount
Funds Center Funded Program GL/Commitment item Posting date Text Document type Fldoc.number FSRASR Number Vendor Vendor invoice PO Number SC Number Doc Control No 5
’Z“EHEDUDD SPH FINANCE & ADMINISTRATION FUNDED_PROGRAM_NR '51 0030 CONS SUPPL-OFFICE 07/14/2017 EDDAUBRY 07/11/2017 14.14 Invoice - Gross '51 10540881 # WEB Mason Company 145811489 ’3500339071 "100071 3745 XML Invoice 100.94
’ZHEHSDDDD SPH FINANCE & ADMINISTRATION FUNDED_PROGRAM_NR '51 0030 CONS SUPPL-OFFICE 07/202017 EBONYC 07/18/2017 14:01 Invoice - Gross. '51 10542235 # B Ui Cormary 145984927 ’350['39[}593 ?Dl]l}ﬂm‘\ XML Invoice 189.41
’ZMEHSDI]DH SPH FINANCE & ADMINISTRATION FUNDED_PROGRAM_NR '51 0030 CONS SUPPL-OFFICE 09/25/2017 EDDAUBRY 08/16/2017 11:38 Invoice - Gross. '51 10543810 # Y M Comgars 737439 ’8500334295 V‘WDI]D?DSDSQ '19553755 180.57|
’Z“EHEDUDD SPH FINANCE & ADMINISTRATION FUNDED_PROGRAM_NR '51 0030 CONS SUPPL-OFFICE 12/06/2017 IERACI 12/04/2017 14:32 Invoice - Gross '51 10588815 # WEB Mason Company 150291000 ’3500‘21 047 "1000770523 XML Invoice 173.54
’ZHEHSDDDD SPH FINANCE & ADMINISTRATION FUNDED_PROGRAM_NR '51 0030 CONS SUPPL-OFFICE 12119/2017 CLARAPER 12M8/2017 10:08 Invoice - Gross. '51 10584182 # WEB Mason Company 150709039 ’350["24242 "H}DDWW12 XML Invoice 28395
’ZMEHSDI]DH SPH FINANCE & ADMINISTRATION FUNDED_PROGRAM_NR '51 0030 CONS SUPPL-OFFICE 12/21/2017 EBONYC 12/07/2017 1210 Invoice - Gross. '51 10585378 # WB Mason Company 150778731 ’8500421930 "1000772326 XML Invoice 105.82
’ZMMSDUM SPH FINANCE & ADMMNISTRATION ' FUNDED_PROGRAM_NR '51 0030 CONS SUPPL-OFFICE 12/29/2017 EBONYC 127212017 1417 Invoice - Gross '51 10596290 # WB Mason Company 150876120 ’8500‘25217 '1000777900 XML Invoice 284.12
Overall Resuft 1,308.35

Column C- These are your commitments. Commitments are items that reflect upcoming expenditures.
Essentially you have committed this money for goods/services that will be received in the future. In our
example, we have $438.70 committed in office supplies. For your reconciliation, you will need to ensure that
this balance is accurate. This is done by reviewing the specific items within each GL (in this case GL 510030).
To do this, right click on the amount and press “go to”. This will bring you to the details for the General
Ledger you selected (see Section 1f).

Amount
Funds Center Funded Program GL/Commitment tem Posting date Text Fl doc.number FSR/ISR Number Vendor Vendor Invoice PO Number SC Number Doc Control No 5
2440450000 | SPH FINANCE & ADMMISTRATION FUNDED_PROGRAM_NR 510030 CONS SUPPL-OFFICE 01/1472018 EDDAUBRY 08/1/2017 1414  Notassigned # WB Wason Company 145311439 5500389071 1000713745 XML nvoice 110.83
72440450000 | SPH FINANCE & ADMINISTRATION  FUNDED_PROGRAN_NR 510030 CONS SUPPL-OFFICE 01/25/2018  EDDAUBRY 10/16/2017 11:38 Notassigned # The Artcraft Company, Inc 57489 8500384295 1000705059 19663755 130.37)
'ZMEHSI]DDD SPH FINANCE & ADMINISTRATION FUNDED_PROGRAM_NR '51I]D3I} CONS SUPPL-OFFICE 01/21/2018 EBONYC 12/07/2017 12:10 Not assigned # W8 Mason Company 150778731 ’85DD‘I219&D "IDI]D??ZSZE XML Invoice 113.38|
72440450000 | SPH FINANCE & ADMIMISTRATION FUNDED PROGRAM NR 510030 CONS SUPPL-OFFICE 12728/2017 EBONYC 1221/2017 1417  Notassigned # WB Wason Company 150876120 5500425217 1000777900 XML voice 84.12
Overall Result 438.70

Column D- This is the sum of your commitments and actuals. This total should never exceed your budgeted
amount (column A).

Column E- This is the remaining amount left in your budget (unexpended) after subtracting your actuals and
commitments. In our example, although the total unspent amount shown is $1,747.05, the true unexpended
total is $1,252.95 ($3,000 - $1,747.05). This is due to the total operating expense budget being located in GL
519999 Unclassified Expense, as previously noted.
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3. Journals and corrections

Journal entries are used as part of the process for managing revenue and expenses within the University.
This section will focus on

» Creating a journal entry

» Display a parked document

» Attaching supporting documentation
» Tracking a journal entry

» Journal entry preferences

» Changing a journal entry

» Deleting a journal entry

Entering journal entries begins with accessing BUWorks and
selecting the WebGUI tab. Once you are in this tab, click on ECC
systems. This will open a new window which is the SAP Easy
Access system.

SAP Easy Access - User wTh
Menu , | | 4 [Log off || System , | || User menu |[[BAP mena
b [ Favortes

BOSTON
UNIVERSITY 3 Comman Roke Tor sl BU Users.
[ DEPARTMENT APPROVER - DECENTRALIZED
Home Employes Self-Service Finance ACCT Hivalk Repaorting Procuremel rit vorklist WebGUI ] Department Submiter
7 WTERMAL SERVICE PROVIDER - DECENTRALIZED
7 WTERMAL SERVICE REQUESTOR - DECENTRALIFED
] SAN SHOPPER - DECENTRALIZED

WebGUI

[ SurLGan

[ aintamn - L2334, HAEP Tmekeeper - Distributed
[ uanager - Facuty

3 Payred Coordnator - Faculy

[ Wanager - StafyStudent

[ Payred Coordinator - StattStudent
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3a. Creating a journal entry

Within SAP Easy Access system, type transaction code FV5o (or search within your menu for FV5o-Park G/L
Account Items) to begin creating a Journal Entry.
SAP Easy Access - User |

Wenu 4 | | Fvsd 4 [Logoft

Park G/L Account Docuament: Company Code TRBU \

[ Weru 4 | | [ | 4 | Save parked document || Back || Ext || Cancel || System 4 | | [ Tree on |[ Company Code || Simulste || Save as Completed || Post || ll
4
Bagic Data Details 7’
s
- -

Dacument Date 0l/26/2018 Currency uso (PO U <«

Posting Date 01/26/2015|  Period 7 Tatal Dr.

Reference 0.00)1=D

Doc Header Text |

Document type Sh GiL Account Document Tatal Cr,

[ Doc currency 0. 00 Usp

Company Code TRBEU Trustees of Boston Univ Boston

coa
0 ems ( Ho entry variant selected )
B Sta... GIL acct Short Text Diz Amount in doc.curr. Text Busi... Costcenter Order WHS element Funid

| A T

B &=

Complete the following fields and press Save as Completed once you are ready to submit
= Document Date

= Reference

* Doc.Header Text

= GLacct

= D/C

= Amountin doc currently
= Text

= Cost Object
*See the next page for details on each field.

Helpful Links

How to Create, Change, Display, and Delete a Journal Entry
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3a. Creating a journal entry (continued)

Basic data

Dacument Date
Posting Date
Referance
DacHeader Text
Dacument Type
Campany Cc-d=

Park G/L Account Document: Company Code TRBU
_|.|E'I'IUJ 3

Siave parked document || Back || Exit “ Cancel | [ E_ﬂ;1emJ | Tree on ] Company Code “ Simulate ] Save 3as gompleted [ Editing options

f2613

GL Adjustment
name that makes sense

A GIL Account Document ® @.68

Trustees of Boston Uiniv Boston

RBU

Arnount INformaton
Tatal deb

Tatal cred

O Rams [ Ho EII’HI'J variant SB'!E“BG
lﬂ&t =1 TShurl Text -|f-\muunt indgecurr. |

25 .-.' Taxt which shows an reports

Text which shows an reports

R/QIC Field / Button Description

1 Required | Document Date Enter or select date - Typically the current date is entered in this field.

2 Optional | Reference Enter name or description used to identify the journal entry at the
header level. This field will display WebGUI via FB0O3 or FBV3

3 Optional | Document Header Text | Enter— name or description that will help identify journal entry

4 Required | Document Type Enter or select — SA (GL Acct Document), ZJ (Grant Non-Cost
Transfer) or ZK (Grant Cost Transfer)

5 Required | G/L acci Enter or select — GL account to be credited or debited

6 Required | 5 Debit or H Credit Click and select debit entry or credit entry

T Required | Amount in doc. curr. Enter line item amount to be credited or debited

8 Required | Text Enter description on line item text field. Information will display on
ECC & BW reports.
Enter something descriptive in this field; it will help identify the Journal
Entry when reviewing reports on ECC or BW.

J For ZK and ZV enfries, the text should include the original
transaction date and the original transaction identifier. An example
would be 10.01.2016 5110033CX Supplies.

9 Required | Cost Object - Cost Enter Cost Object were funds will be journal (Cost Object = Cost

Center, Order or WBS | Center, Internal Order or WBS element) -

element
10 | Optional | Save parked Click here to save and park journal entry

Document

and/or
11 | Optional | Save as complete Click here to save and initiate workflow process
You have successfully Save or Completed a Journal Entry Document
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3b. Display a parked document

Within SAP Easy Access system, type transaction code FBV3 (or search within your menu for FBV3- Display

Parked Document) to view a parked document. SAP Easy Access - User b
[Menu 4 | | [FEV3] | 4 [Logorf]|
\\
Display Parked Doctunent: Initial Screen ‘;
| hlenu 4 | | | | 4 | Back || Exit || Cancel || System 4 | | I Document list I Editing Options ’,'
"
<.~\
Key for Parking \\\\
Company Cocde frR.EU \\\
Doc. Mumber \\
Fizcal “ear \\

Complete the following fields and press Enter

=  Doc. Number
=  Fiscal Year

(In this example Doc. Number 1000055439 & Fiscal Year 2012 was used.)

| Display Parked G/L Document 1000055439 TRBU 2012
Bers, 4 Sove pacved aocument | B0 || Ext | Cancel || Scamern )| [ Tiwe on | Compaes Coce || Swwmnste | Seve 5 comeieted | Edtng sstors

Amours ndorTraton
Do e 2 ¥ Cune 3 Tota cee
P " : o
(o ¢ /
R ot owe /
- - /
e ot A - c o Y3
e U
000 s
4
—’,
3 %oy NS erm carart yele e
1 BhenTed DT fmoudisdotowr | aspnvent q

MEOS0 PREC401 =
PPD EAPENI Creat T

SEREEBE-E Oh &V

Note - If you do not remember the document number, click Document List and then Execute.

List of Parked Documents
[ meru 4| | [ | 4 [Save as variant... | Back |[ Ext |[ Cancel |[ System 4 | | [ Execute ||
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3¢. Attaching supporting documentation

As part of the School of Public Health’s Best Practice, every journal entry should have supporting
documentation attached. In order to attach documentation, you need to follow the steps of displaying a
parked document in Section 3b.

Once FBV3 (SAP transaction code) is accessed, enter the document number that needs supporting
documentation. In this example Document Number 1000013554 is being used.

DFSPI&}I‘ Farh.ed G-'T. D-OGLJ.I’HEH[ 1090013554- TREU 201-2. ......................................................... ’ _.n .
mern] A | Back |[ Ewt || Cancal || System ] | | Tres on || Eding optons | Craate ’
e —— D <
Amoun Infoematin Sand .
DocumentDate (0470412011 | Curency  LSD Totsl deb R‘_.’::\“":"
Pusting Dats 2011 12.28 |ust B '
Documsnt Humbar 100001 1554 _,h; ,I:..:: T
Relerenis ANIFAL CARE CORR Tols! cried
Cioc Header Tesd  Fis JE C2Sng Emod 12.48 UED
Comparny Code TREU  Trustess of Boston Unis Bosion
o0
2 wms | Ho eery variani selected |
Eﬂa oL aca  [BhonTen JDic mount in doccum 1 Tiasignment e
s100%0 COME BUPP Dasil =) 12,48
[ |W0050  comn aueP Creat = 12,40
1 = . i
L] .00
| - 0. 00
T | - .60
[ = 0. 00
| | = . 00
| = . 00
- 5 0.0 -l
L] | ]
&l &
He|pr| Links TIP - If the Services for Objects icon is not

displayed, click the Menu button, and
from the dropdown list, select System,
than select Services for Objects.

Attach Document to Journal Entry
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3¢. Attaching supporting documentation (continued)

w B .
Once the Attachment list is selected, the following window will Dhee Dl&ABIZ1T]IG1CD1 IS

appear. Click on the New button from the drop-down list and select  creats note
Create Attachment. Create exernal document (URL

Once the Create Attachment button has been pressed, an Import file window will appear. This will allow you
to select a saved document, pdf, etc. to add to your journal entry.

B import file rz
Look n: Iﬂmwm |". Jﬂ D l__'l ﬁlﬁ:
7] Bluetooth Software = My Documerts Oy
7 Desktop T SapWorkDir O
[ Favorites 7 Start Mini ]
(o] HODC Cwivivd. biiedii 1 Tracing Y For this example the
(] HODDat download XLS = Lo
|jH'DDDh|: g q:‘;lmﬂﬂ < U download.XLS file will be
| . | selected for attachment.
L] ] L
File Hame:
Files of Type: |All Files (*.") -
Open I Cancel |

Once either the Open button is pressed (or the document is double clicked) the Import file window will
disappear and the previous Attachment list window will open showing the document selected.

IIE" Senice; Aftachment list B

I % [r5 I 1 () 30 EY ) I ) [
AttachmentF orTREL10000085992012

[Tile Creator Mame [ Crealed l:InJ
[ # download Mauregen Taranting 02082011

Click on the Continue button and the attachment will be saved with the entry.
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3d. Tracking a journal entry

Within SAP Easy Access system, type transaction code FBV3 (or search within your menu for FBV3- Display
Parked Document) to view a parked document. Not only can you view parked documents and attach
supporting documentation, you can also view the workflow status of your entry

SAP Easy Access - User Display Parked Document: Initial Screen
[ Menu 4| | = | 4 [Lon: [ Weru 4 | | | | 4 |Back || Ext || cancel || System 4 | | | Document fist || Editing Optians |

"
.
........
......
......

> Key for Parking
Complete the following fields and press Enter  company cate fRBU

Dioc. Number
=  Doc. Number

= Fiscal Year

Fizcal ‘ear

(In this example Doc. Number 1000013554 & Fiscal Year 2012 was used.)

There are two ways to access Display Parked GL Document 1000013554 TRBU 2012 0
workflow status within the ~eleclomm D el S
FBV3 screen. / A o= ——
DocereDen | : ERCNN D
1. Click the Menu button, from e O
the drop-down list and select Do e et _Fo Koty

System -> Services for
Objects. Click the Workflow

button (blue arrow) and select e -
Workflow overview [Ch o = o
Click the Service for Objects — : E
button in the top right side of / = L
the screen, B :
click the icon, from the drop- -
down list, L FY)
select Workflow -> Workflow
overview
List of Parked Documents
[Menu ] | | | 4 [Save as variart... |[ Back |[ Ext |[ Cancel || System 4 | || Execute I

Tip - If you do not remember the document number, click
Document List and then Execute.
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3d. Tracking a journal entry (continued)

Once you click the Workflow overview button, the following window will appear

[I? Data on Linked Workflaws ®
EIEBGEE ELEER M EEEE]
orkflows for Current Context
Title |Cma1inn[]... afion... I!':‘Iaius Task
Boston University FIPP Frame 08/08/2011 143217 InProcess Boston University FIPF
Scroll down the screen to view
where the Journal Entry is in
a | | the approval process (look at
. time stamp if unsure)
Current data for started workflow: Boston University FIPP Frame
|5hp|i1ﬂ|l|pmuluo far
Step name Status  Result Time stamp  Agent Al
08/08/2011-  Ellworks at Boston
Get Doc Type Completed executed 20, Uriversit
Journal Entry - Get F| Department Approvers  Completed executed uﬁp;?f;1' Wﬂ Click the link displayed in the
e e - —_ Agent column to display all the
m niny ) [ o1 = ..
Review (Funds Center 1202200000) Completed Approved 4 9.4 ADAMKRUEGER Recipients of the Journal Entry
Journal Entry 1000013554 Ready for PAFQ PP |1: 117 1) | IS ———— A |

r

The link will open the Recipients window showing the name of the approvers

. [= Recipients:Joumal Entry 1000061675 Ready for DEPT

YY)
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3e. Journal entry preferences

Within SAP Easy Access system, type transaction code FV5o (or search within your menu for FV5o-Park G/L

Account Items).

Park G/L Account Document: Company Code TRBU

| Menu 4 | | | | 4 \ Save parked document || Back || Exit || Cancel || Syslem 4 | | | Tree on || Company Code ||

|| Save as Com

[ Post || Processing Gotionsl|

Basic Data Details

Document Date 01/29/2018 Gurrency uso Amount Information
Posting Date 01/29/2018 Total Dr.
Reference 0.00 USD

Doc.Header Text |
Document type Sa G/L Account Document Total Cr.
[[] Doc.currency

Company Code TRBU Trustees of Boston Univ Boston

0 Items ( No entry variant selected )
BL St... GiL acct Short Text oic Amount in doc.curr. T... Assignment

0.00 USD

L -
1

-

1. Once the above screen appears, select
Processing Options. This will open the
Accounting Editing Options window (shown on
the right-hand side)

2. Within this window, select Display periods. This
will allow you to see the period the entry is
posted in (appears next to the posting date)

3. In addition, in the Doc. Type option, select
Document type ready for input

4. To complete the preference, click Change user
master

To ensure the changes have occurred, exit out of
FV50 (go to main SAP Easy Access Screen) and enter
back in. When you enter back into FV5o, the Period
and Document type should be seen and able to
change.

Helpful Links

Add Doc Type and Display Period fields

@

Accounting Editing Options

[menu 4| | [ | 4 [Change user master || Back || Exit |[ Cancel |[ System 4 | |

Document entry

General Entry Options

[] Decuments only in local currency

[] Amount fields only for decument currency
["] Exchange rate from first line item

[ Mo special G/L transacfions

["] Documents not cross-company code

["] Documents must be complete for parking
[1Mo partner business area in head. screen
[[] Calculate taxes on net amount

[ Copy text for G/L account entry

[] Do not copy tax code

["] Fast enfry via ISR number

[11SR Entry with Control Display

["] Do not update control totals

[[] Automatic Negative Posting

Special options for single screen transactions

[ Hide transaction
["] Propose final amount
[ DV indicator as +/- sign

Dizplay periods @

[ Posting in special pericds possible

@

Default document currency
(e Local currency
" Last document currency used

" MNone

Default Company Code
[ Mo Company Code Proposal

Doc.type option Document type ready for inp v| @
Document date equals pstg date

[] Complex Search for Business Partner
[ ] Propose Last Tax Code
[] Tax Code: Only Display Short Text

Basic Data Details
Decument Date 01/z9 /2018 Currency usD
Fosting Date oisz9/z01s | [Fenoa B |
Reference
Doc.Header Text |
Document type 2' G/L Account Document

IDW
Company Code TRBU  Trustees of Boston Univ Boston
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3f. Changing a journal entry

Within SAP Easy Access system, type transaction code FBV2 (or search within your menu for FBV2- Change
Parked Document) to view a parked document. @ SAP Easy Access - User M
[Menu . | || [FBV2 | 4 [Logof]

N =’

Change Parked Document: Initial Screen

| 4 [Back |[ Exit || Cancel || System 4 | | [ Document list || Editing Options | _
«--"

[Menu .|| |

Key for Parking
Company Code [rRaU

Doc. Humber

Fiscal Year

Complete the following fields and press Enter -

=  Doc. Number
=  Fiscal Year

(In this example Doc. Number 1000538472 & Fiscal Year 2013 was used.)

Change Parked Document: Initial Screen
| | | Back || Exit || Cancel || System 4| | | Document list || Editing Opfions

|Menu4|||

Key for Parking

Company Code
Doc. Humber 1000538472

Fiscal Year

Note - If you do not remember the document number, click Document List and then Execute

List of Parked Documents
[ meru 4| | [ | 4 [Save as variant... | Back |[ Ext |[ Cancel |[ System 4 | | [ Execute ||

Helpful Links

How to Create, Change, Display, and Delete a Journal Entry
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3f. Changing a journal entry (continued)

Change Parked Document: Ini

tial Screen

| Menu/ 4] | || | Back || Exit || Cancel | | System | | Document list || Editing Options |
Key for Parking
Company Code  [TRBU ‘_( . )
Doc. Number 19 En:naaas.?zi—®
Fiscal Year 2013
R/OIC | Field / Button Description
1 Reguired | Company Code Enter TRBU (Trustee of Boston University)
Tip: defaults to TRBU
2 Required | Doc Number Enter SAP Journal Entry document number
3 Optional | Fiscal Year Enter fiscal year of journal entry posting, example FY
2012, 2013 or 2014

Hi

t the Enter Key

Edit Parked G/L Account Document 1000
| I.I'I"HI.IJ 4| |: :'!.:.n parked do-oume

5
4 e ; =
w 'Cancal | | Syslemi ] | Troe on | Company Code || Eamnulate || Ea

u2013

e phoiad Editing opticns

Dhocurmst Data
Pesling Dabs

Drocurnant Humiber
Reference

Dioc Header Test
Document Typs
Company Coda

S account Dooumand
Trustess of Boston Univ Bosty

3 Bams | Mo eniry vanant seleciad |
! Tast lDoc

Agreniund Irdomaatian
Total deh

Tuotal cred.

G SUFFLIEER 3D =

w50 COME SUFFH Cr

'i'.' COMNE BUPF M L i1

Changes can be made to any available field(s) in white
4 | Optional | Changes Dates, Reference, Doc Header Text, Document Type, and GL detail
(G/L acct, D/C, amount, etc.) can all be changed
5 | Optional | Save parked Document Click on Save Parked Document —to park journal entry
and/or

6 | Optional | Save ascomplete Click on Save as completed - to save and initiate workflow process
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3g. Delegating a journal entry

Within SAP Easy Access system, type transaction code FBV2 (or search within your menu for FBV2- Change
Parked Document) to view a parked document. SAP Easy Access - User M

[Menu . | | [FBV2 | 4 [Logoff ]

Change Parked Document: Initial Screen

[Menu || | | 4 [Back [ Exit ][ Cancel |[ System 4| | [ Document list || Editing Optiens | e
«--"

\__—’

Key for Parking
Company Code [rREU
Doc. Mumber

Fiscal Year

Complete the following fields and press Enter

=  Doc. Number
=  Fiscal Year

(In this example Doc. Number 1000538472 & Fiscal Year 2013 was used.)

Change Parked Document: Initial Screen
| 4 | Back || E il || Cancel || Sysfem ‘| | | Document list || Editing Opfions

|Menu4|||

Key for Parking

Company Code
Doc. Humber 1000538472

Fiscal Year

Note - If you do not remember the document number, click Document List and then Execute.
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3g. Delegating a journal entry (continued)

Once you enter the Document screen (where you are able to edit the entry), click Menu in the left hand
corner (1). In the drop down menu, select Document (2). This will open another drop down menu. Select
Delete parked document (3). See visual aid below.

Edit Parked

Account Document 1000538472 TRBU 2013

| | Save parked document || Back [ Ext || Cancel | [ System ] | [ Tree on || Company Code || Simulate || Save 33 com

| Ean
Gato »
Extras
Settings
Enmvdronment .
System

Help

Using

Simulate
Park
Save as completed

SAP GUI for HTML Options

CunEeny Coue oY

3 tems ( No entry variant selected )

Delete parked document

O]

unt Information

Fo Bl deb.
F11 250 @0 usD
Ctri+Shift=F5
pl cred
Ciri+Shift-F % 25

Ot

8 @0 us@

»
csee SERET U ShiRsEE O

St [GlLacd  [shonTe ID/C  Jamountindoccur. [ Jassignment [
o [51601 SUPPLIES SD. B 25¢.08 =
¥ |516040  |CONSSUPPHCr. 58
W |516542  lcoNSSUPPHCr m| 206 08

To Delete Journal Eniry — the document has fo be in Parked stalus fo be delefed
Required Menu Click this button on tool bar,
Required Document Select by highlighting button
Required Delete parked document | Click this selection to delete document

You have successfully deleted a journal entry document

Helpful Links

How to Create, Change, Display, and Delete a Journal Entry
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Appendix A — Transaction detail’s characteristics and descriptions

Characteristics

Description

Funds Center

An organizational unit within a Financial Management area to which budget can be assigned.
They are used to collect costs in an organizational unit (e.g., a Boston University department)
and support budgeting at the department level.

Funded Program

A data element used to record budget, track postings of revenue and expense, control postings
and monitor the performance of internal projects. In most cases, Funded Program will be linked
one to one with Internal Orders.

GL/Commitment
item

Includes revenues (lab fees, gifts, etc.) and expenses (salaries for full or part-time faculty or
staff, etc.); initially presented in this report as a compressed hierarchy. For purposes of this
report, GL accounts and Commitment Items are treated as being identical.

Posting date

Date that the transaction was posted to the system. Note - this date does not always correlate
to the date the vendor or employee was paid.

Text Details inputted when entering transaction.
Classification of type of activity that generated the revenue/expense posting. Some of the more
Document type commonly used Document Types at BU are - Student Accounts, Payroll, P. Card, Invoice —

Gross, and G/L Account Document.

Fl doc. Number

SAP generated number in the Finance module for a transaction.

FSR/ISR Number

Column on the Transactional Detail reports that lists the FSR or ISR number if the transaction
is the result of service request submitted to an Internal Service Provider (ISP).

Vendor

Name of organization purchased goods or services from.

Vendor Invoice

Number of the invoice generated by the vendor.

Number of the Purchase Order generated once the Shopping Cart has completed workflow.

PO Number The number is automatically assigned by SAP. There is a syntax in the first two digits of PO - 85
= regular Purchase Order and 86 = Limit Order.
SC Number Shopping Cart Number automatically created by SAP once a shopping cart enters Workflow.

Doc Control No.

Unique key that connects the document outside of SAP to an SAP document. i.e. Concur,
Disbursement Forms, Cash Credit Voucher. This is separate from the SAP Document Number.

Business Area

Represents separate operational or geographic areas of the organization. The most commonly
used Business Areas are - 1CRC (Charles River Campus), 2MED (Medical Campus), and 3NBL
(NEIDL). The first digit in Cost/Funds Center matches the first digit of the Business Area that
the Cost/Funds Center belongs to.

Calendar year

The calendar year in which the transaction was made

An entity who orders goods and/or services from Boston University displayed as a six digit code

Customer within SAP.

The last two digits on a Cost/Funds Center. Typically used when the activity occurring within
Department . . . . LT,
Activity the Cost/Funds Center is associated in some manner with the Cost/Funds Center ending in ‘o0’.

A common example is an academic program occurring in the academic year is assigned
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Cost/Funds Center 1xxyyyoooo and the same program occurring in the summer is assigned
Cost/Funds Center 1xxyyyo0001.

Fiscal Period/Year

Fiscal month and year. The BU Fiscal Year runs from July 1 through June 30. Thus, July is the
first fiscal period and is represented as period oo1 in SAP. August is period 002, and so forth.

Fiscal year

This identifies the accounting year in which the original transaction was posted. Boston
University's fiscal year is from July 1 through June 30.

FM Document
Number

SAP module Funds Management system-assigned transaction number

Functional area

Classifies financial activity for the University’s external financial reporting requirements. This
includes the University’s annual financial statements and the cyclical Facilities & Administrative
Proposal

Fund

Monies which are managed separately for specific purposes. See Fund Type for further
examples.

Funded Program
Type

The type of Funded Program in SAP, such as General, Designated, Gift.

Fund Type

Used to categorize Funds, primarily to facilitate easier reporting. Fund types include, but are
not limited to - General University; Sponsored Funds; and Gift and Endowment Funds.

Grant

A Grant is used to maintain details describing the terms and conditions of the funding and
administration of a sponsored award along with related cost sharing. Grant numbers are used
to report on and invoice to external sponsors. A Grant includes all pertinent data associated
with the grant or contract for financial purposes; tracks the status of the award or project;
corresponds with an awarding document from a sponsor; and groups detailed revenue and
expenditure accounts (sponsored programs), including cost share. The Grant is the ‘Parent’
account, formatted as either soxxxxxx (representing Federal or Federal Pass-Thru money);
55XXXXxX (representing non-Federal money); 94xxxxxx (representing BMC sponsored research
awards); or g5xxxxxx (representing Memorandum Of Agreement).

Int. Order
Category

Classifies the type of activity for which the Internal Order is created. Each Funded Program
Type has its own set of Internal Order (I0) Categories. Some of the more common 10
Categories are - Scholarship, Professorship/Chair, Faculty Start-Up, and Research.

P-Card Holder
Name

Name of employee that made purchase on the University’s purchasing card.

User Name User ID for employee that entered the transaction.
Account type used to identify and track capital projects. Each WBS Element is 10 characters
WBS Element long, beginning with an alpha character followed by a ‘.’ then the remaining 8 characters

(example - R.000093.1). The alpha character denotes type of project being completed (A =
Acquisition, C=New Construction, | =IS&T System, R = Renovation / Repair, S = Space Change).

REPORTING - 42




Reporting, Reconciliation, & Corrections

Appendix B — Unrestricted budget to actual by FC-GL/Cl detail’s
characteristics and descriptions

Characteristics

Description

Amount Type Type of transaction, such as original, change, reduction
Commt/Actual Categories of commitments and actuals transactions, such as purchase orders and
Detail invoices.

Cmmts/actuals
trans.

Type of commitment and actuals transactions, such as FI HR payroll

accounting.

Posting,

GL/Commitment
item

Includes revenues (lab fees, gifts, etc.) and expenses (salaries for full or part-time faculty or
staff, etc.); initially presented in this report as a compressed hierarchy. For purposes of this
report, GL accounts and Commitment Iltems are treated as being identical.

FM Document

SAP module Funds Management system-assigned transaction number

Number

An organizational unit within a Financial Management area to which budget can be assigned.
Funds Center (Cost . L . . .
Center) They are used to collect costs in an organizational unit (e.g., a Boston University department)

and support budgeting at the department level.

Funded Program
(Internal Order)

A data element used to record budget, track postings of revenue and expense, control
postings and monitor the performance of internal projects. In most cases, Funded Program
will be linked one to one with Internal Orders.

Funded Program
Type

The type of Funded Program in SAP, such as General, Designated, Gift.

Fiscal Period/Year

Fiscal month and year. The BU Fiscal Year runs from July 1 through June 30. Thus, July is the
first fiscal period and is represented as period oo1 in SAP. August is period 002, and so forth.

Revenue/Expense

Indicates activity related to income or expenses.
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Appendix C — Unrestricted budget to actual by FC-GL/Cl key figures
and descriptions

Key Figures Description
FY 20xx Budget . .
Per. 01-XX Total budget amount as of the period specified.
Recurring
Budget Recurring Budget includes items that repeat from year to year; the operational budget.
Per. 01-XX
gljgéreicurrmg Non-Recurring budget items are those that are one-time allocations or adjustments for
Per. 01-XX current year, e.g., special events.
Actuals Cumulative expense and revenue Fiscal Year activity from period o1 through the
Per. 01-XX specified period
Actuals , .
Per. XX Expenses/revenue recorded during the period selected.
I()Z::ngll_txrr)\(ents Cumulative commitments for the Fiscal Year from period o1 through the specified period.
Commitments Commitments recorded during the fiscal period selected.
Per. XX
(prior FY) : ior Fi
. The budget for a given Funds Center as of the end of the prior Fiscal year.
Final Budget
(PI’IOI’ k) Prior Fiscal Year total for all actual activity
Final Actuals
(prior FY)
Actuals Activity only for the specified period during the prior Fiscal Year
Per. 01-XX
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Appendix D — Designated/restricted budget to actual by FC-GL/ClI
detail’s characteristics and descriptions

Characteristics Description

Commt/Actual Categories of commitments and actuals transactions, such as purchase orders and
Detail invoices.

Fund Source of funding.

Funded Program
(Internal Order)

A data element used to record budget, track postings of revenue and expense, control
postings and monitor the performance of internal projects. In most cases, Funded Program
will be linked one to one with Internal Orders.

Funded Program
Type

The type of Funded Program in SAP, such as General, Designated, Gift.

GL/Commitment
item

Includes revenues (lab fees, gifts, etc.) and expenses (salaries for full or part-time faculty or
staff, etc.); initially presented in this report as a compressed hierarchy. For purposes of this
report, GL accounts and Commitment Iltems are treated as being identical.

Internal Order | Category into which an Internal Order is placed, e.g., Designated — Journals/Publications,
Category Designated — Internal Awards, Gift — Research.

Period/Fiscal Fiscal month and year. The BU Fiscal Year runs from July 1 through June 30. Thus, July is the
Period first fiscal period and is represented as period oo1 in SAP. August is period 002, and so forth.
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Appendix E — Designated/restricted budget to actual by FC-GL/CI

detail’s key figures and descriptions

Key Figures Description

FY 20xx

Beginning Carry-forward balance for each Funded Program listed.

Balance

FY 20xx Revenue i _ _

Per. 01-XX Current fiscal year-to-date revenue postings for each Funded Program listed.

FY 20xx Revenue
Per. XX

Revenues posted during the specified fiscal period for each Funded Program listed.

FY 20xx
Expenses
Per. 01-XX

Cumulative fiscal year-to-date expense postings for each Funded Program listed.

FY 20xx
Expenses
Per. XX

Expenses posted during the specified fiscal period for each Funded Program listed

FY 20xx Ending
Balance as of
Per. XX

Calculation - Beginning Balance plus cumulative Revenue minus cumulative Expenses

FY 20XX
Commitments
Per. 01-XX

Cumulative commitments for the Fiscal Year from period o1 through the specified period.

Commitments
Per. XX

Commitments recorded during the fiscal period selected.

FY 20XX Net w/

Commitments as | Calculation - Beginning Balance minus cumulative Commitments.

of Per. XX

% Balance , : . -~
Calculation - Net with Commitments as a percentage of Beginning Balance

Expended
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