Budget Status Report

This web-based report provides information for single funds centers. The report can be run for
one funds center or multiple single funds centers.

The report includes the following information for the current and previous fiscal years:

e Available funds in key areas
e Budget Statement

e Open Commitments Detail
e Actual Documents Detail

e Budget Documents Detail

This document explains the basics of how to use the report. The topics covered in this
document are:

e Logon and Execution

e Budget Statement

e Commitments Detail

e Actual Documents

e Budget Documents

e Drilldown to Line Item Detail
e Filtering and Navigation Box
e Saving a Personal View

e Exporting to Excel

e Personalization of Variables
e Bookmarking the Report as a Web Link

Log on and Execution

The report can be found on the standard menu of reports found at the following link:

https://bireports.passhe.edu/sap/bw/BEx?sap-
language=EN&bsplanguage=EN&CMD=LDOC&TEMPLATE |D=7Z40 RPTDIR

Alternatively, you can go directly to the report with the following link:

https://bireports.passhe.edu/sap/bw/BEx?sap-
language=EN&bsplanguage=EN&CMD=LDOC&TEMPLATE ID=740 FCSTATUS SELYR
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In the logon box, type in your SAP user name (remember to include the 40), and your password
for the Business Warehouse (this password is not necessarily the same one you use for signing
on to the regular SAP system).

If you are not sure if your account has been activated, or if you have forgotten your BW
password, you must contact submit a request to the IT Support Center using the lhelp
system accessible via the following link, https://ihelp.iup.edu. Be sure to request a “reset of
your BW password.”

The Budget Status report will appear on the menu as follows:

Reports for Single or Multiple Funds Centers

Budget Status Reports - Balances and transactions for budget, actual (spent/received),
and commitments for single or multiple funds centers.

-— Budget Status (for a selected vear)

— Budget Status (preselected for curent and prior year)

Payroll Reports - Personnel charges for the selected funds centers. A single funds
center or multiple single funds centers may be selected. The report has views by
employee/date, and by date/employee.

— Payroll Report (for selected years)

— Payroll Report (preselected for current and prior year)

Other Reports -

-- Actual Balances History - A History of actual balances for a selected range of years for
single or multiple funds centers.

-- Funds Center Status Reports (A Single Funds Center) - This report is being phased
out and replaced with the "Budget Status Reports."

Click on the link for the report to access the variables screen.

Type in your funds center number as shown below:
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Variables for IUP_Funds Center Budget Status (selected year)

(TFiscal Year (Single Value, Mandatory) () 2012
(TFunds Center (selection, mandatory) () =+ | 4005741201 Financial Operations Include

To include additional funds centers click the “Insert Row” button, and a new funds center box
will appear.

If you click “Check” the system will return the names of your selected funds centers as a double
check (this is not a required step).

Click “Execute” to run the report.

Available Report

As shown below, the initial display is a summary of available balances.

Funds Center Budget Status (selected year)
1 Available™ - | IE Funds Center (All) -

Iz the Funds Center filter reset to "Al"? (See notes at bottom of this screen.)

Commitment tem  (All) -

4 % [ runpss: re o o ELEE B EHEI E
~7 WP_Funds Center Budget Status (selected year)

Fizscal year Funds Center

Available  Awvailable Available Available Available
PWS UE & Other Students Other Personnel Operating & Other Total Uses
2012 4005741201 Financial Operations | S 2 960.91 965378 %14 24749 22625218
Result $ 2,960.91 $9653.78 % 14,247 .49 |5 26,862.18

Just under the report title you will find a drop-down menu of additional views.

Funds Center Budget St

1 Available™ -

filter reset to "AIM? (Se

SSHE/OTHER_EXPE!

4= 3 [5E runnca Fo o o1 2 CLEE

Available View

This view shows the available budget balance (budget less commitments and actuals), for the
major groups of expense commitment items (accounts).
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Statement View

This view provides an actual to budget comparison for all commitment items.

=7 IUP_Funds Center Budget Status (selected year)

Fizscal year | Funds Center

2012

4005741201 Financial Operations | <= NET SOURCES USES

Result

Commitment item

= USES
' SALARES_AND_WAGES Salaries and Wages
[> INCREMENTAL_BENEFTS | Incremental Benefits
[’ OTHER_EXPENSES
P g20

Met Sources & Uses

Chargeback Expenses

Budget Actual
5 58,869.26 | §62,007.10
$ 88,869.28 | 5 62,007.10
£ 44 580.00 | § 31,865.31
581028 581028
$40,675.00 | 3 27,585.78
$2,804.00| 5164573
§$88,869.28 | 562,007.10

Commitments Variance % of Budget
52685218 §9.8 %
$26,862.18 69.8 %

£12614.69 71T %

100.0 %
5§ 13,089.22 67.8%
$1,158.27 58.7 %

526,862 18 69.6 %

The commitment items are shown in a hierarchy view. You can open the display levels one at a
time by clicking the arrow heads, or you can directly open to a given level (or all levels) by using
a RIGHT CLICK on the Commitment Item column heading and selecting the desired level.

Choose the highest level to display all items as shown below:

Commitm|

v NET_S
~ 50U
¥ TR
~ USE
P 52
[
F o1
L]

Last Refre|

Fizcal year

Select Fiter Value

Drilldown

Swap Commitment tem with
Remove Drilldown

Swap Axes

Deactivate Hierarchy

Sort Commitment item

Goto
Export as ...

Bookmark
Perzonalize Web Page

s
s

-

- v

fes & Uses

In

Level 01
Level 02
Level 03
Level 04
Level 05
Level 06

Actual Docs View

} Budgetas P

5813
5-145
5-14,5
5959
5475
56
5449
528

This view shows all the financial documents (actual transactions, not orders). You can use the
Commitment item drop-down box to isolate on a specific commitment item.
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=7 IUP_Funds Center Budget Status (selected year)

Fizcal year Funds Center Commitment item Posting Date  Actual Doc# Document Text
Actual
2012 4005741201 Financial Operations 510580 Univ Funded Std Empl  07/01/2011 101800503 | 6/30/11 YEAR-END PAYROLL ACCRUAL REVERSAL 5-415588
201030604 | BAD040 PPE 07/01/2011 PAY # 201114 PAID 07/15/2011 546222
07/15/2011 201032614  BAO040 PPE 07/15/2011 PAY # 201115 PAID 07/28/2011 £ 286.40
07/29/2011 201034582 BA0040 PPE 07/29/2011 PAY # 201116 PAID 08/12/2011 548579
08122011 201035444 BA0040 PPE 08/12/2011 PAY # 201117 PAID 08/26/2011 5493.05
08/26/2011 201038209  BAO0040 PPE 08/26/2011 PAY # 201118 PAID 09/09/2011 $348.03
09/09/2011 201040006  BAOO40 PPE 09/09/2011 PAY # 201119 PAID 09/23/2011 £ 266.44
09/23/2011 | 201043559 BA0040 PPE 09/23/2011 PAY # 201120 PAID 10/07/2011 $315.37
1040772011 201047895 BAO040 PPE 10/07/2011 PAY # 201121 PAID 10/21/2011 S6411
102102011 201052279 BAO040 PPE 10421/2011 PAY # 201122 PAID 11/04/2011 $60.19
11/04/2011 201056713  BAO040 PPE 11/04/2011 PAY # 201123 PAID 11/18/2011 £61.24
11182011 201061083 BAO040 PPE 11/18/2011 PAY # 201124 PAID 12/02/2011 56741
1210272011 201065330 BA0040 PPE 12/02/2011 PAY # 201125 PAID 12/16/2011 53693
12162011 201068327 | BA0040 PPE 12M16/2011 PAY 201126 PAID 12/30/2011 $55.04
12/30/2011 | 201073208  BAO040 PPE 12/30/2011 PAY 201201 PAID 01/13/2012 53477
0MHM32012 201074736 BA0040 PPE 01/13/2012 PAY 201202 PAID 01/27/2012 52826
01272012 201076178  BAQDD40 PPE 01/27/2012 PAY 201203 PAID 0210/2012 S41.3
02/10/2012 201079282  BAOD40 PPE 0:2/10/2012 PAY 201204 PAID 02/24/2012 $4492
02/24/2012 201083124  BA0040 PPE 02/24/2012 PAY 201205 PAID 03/09/2012 s42.08
03092012 201087076 BAO040 PPE 03/09/2012 PAY 201206 PAID 03/23/2012 54424
03232012 201090984  BAO040 PPE 03/23/2012 PAY 201207 PAID 04/06/2012 $53.99
04/06/2012 201094771  BAOD40 PPE 04/06/2012 PAY 201208 PAID 04/20/2012 $50.41
Result $292622
510591 Fed Work Stdy Wages | 07/01/2011 | 101800303  6/30/11 YEAR-END PAYROLL ACCRUAL REVERSAL 5-1,952.70
2040INANA | RANNAN PRF NTMAI2041 PAY # 204114 PAIN NTASINA1 =7 1RQ 75

Com Docs View

This view shows all the open commitment documents (purchase requisitions and orders).

< IUP_Funds Center Budget Status

Fiscal year  Funds Center Vendor ComDoc#  Commitment item Document Text Fosting Date < commitments
Requisitions  Orders.
2012 4005270101 | DEAN, NAT SCI & MATH DELL MARKETING LP 4500349003 | 660215 Computer Comp/Suppl COMPUTER, LAPTOP 02172012 §1,588.99 §1,598.98
FISHER SCEENTIFIC CO LLC 4500349099 740000 Equip & Machinery FREEZER, UPRIGHT FORMA 900 SERES 0212012012 $22311.24 $22,31124
FUEL SURCHARGE 0212012012 $550 8550
INSIDE DELIVERY - INSTALLATION 0220212 §745.00 § 745.00
APPLED HEALTH PHY'SICS, INC. 4500330773 | 625100 Professional Serves  STANDARD CALIBRATION OF SURVEY METERS | 07/14/2011 §1,297.50 §1,297.50
HENRY HALL TECHNICAL SERVICES 4500339746 630225 | Contr Maint Ofc Egp  #14-21 NAT. SCIENCE/MATH, WEYANDT 305 1000172011 § 45217 §452.17
PORTER, LIZANNE, ELLEN 4500310250 625100 Professional Serves SERVICE, VETERINARIAN 07012011 $ 500.00 $500.00
4500335838 | 625100 Professional Serves  SERVICE, VETERINARIAN 10172011 S 500.00 § 500.00
VERSTEEL 4500342399 605100 Postage/Freight'Ship  DELNMERY/INSTALLATION CHARGE 11302011 S 00.00 $ 800.00
860130 MNoncap FurniFrnshngs TABLE, OCTAGON 11302011 $19,859.75 §19,859.75
Result § 47,870.15 3 47 87015

Bud Docs View

This view shows the budget documents used to post your allocation.
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=7 IUP_Funds Center Budget Status (selected year)

Fiscal year = Funds Center Commitment item Bud Doc Date | Bud Doc # | Bud Doc Text
Budget
2012 4005741201 | Financial Operations 510580 Univ Funded Std Empl | 06/24/2011 1000221005 FINANCIAL OPERATIONS - UE STATE - STUDENT EMPL | § 12,580.00
Result 5 12,580.00
510591 Fed Work Stdy Wages | 06/24/2011 1000221005 FINANCIAL OPERATIONS - FEDERAL WORK STUDY 532,000.00
Result $32,000.00
S4X5 FICA-Other 07182011 1000233225 ALLOCATE STUDENT BENEFTS 520
08/01/2011 1000240850 ALLOCATE STUDENT BENEFTS 5 187.19
081142011 1000245377 ALLOCATE STUDENT BENEFTS 522327
082412011 1000247822 ALLOCATE STUDENT BENEFITS 5203.28
090712011 1000245085 ALLOCATE STUDENT BENEFTS 5176.23
Result $81028
820 Chargeback Expenses 06/24/2011 1000221005 FINANCIAL OPERATIONS - PRINTING CHARGEBACK 5 2,804.00
Result 5 2,804.00
OTHER_EXPENSES Other Expenses 052412011 1000221005 FINANCIAL OPERATIONS - OPERATING $30,175.00
11212011 1000256691 FY 12 ADDTIONAL FUNDING NEED'S 5 10,500.00
Result 5 40 675.00
Overall Result 5 88 860.28

Drilldown to Line Item Detail using the Goto Command

As an alternative to the doc views, you can go directly to the specific documents for a row item
on any report. The Budget Report will be used as an example.

RIGHT CLICK, while pointing to a row under “Commitment item” column. Choose the Goto
option on the munu and you will see options for Commitment Lines, Actual Lines, and Budget
Lines. For budget lines, use the BCS Budget lines option, the separate budget line reports were
necessary due to a system change in FY 2009.

In the example below, a RIGHT CLICK was executed while pointing to the top level row of
OTHER_EXPENSES.

< IUP_Funds Center Budget Status
Fiscal year = Funds Center Commitment item
Budget Actual Commitments Variance % of Budget
2Mm2 4005741201 | Financial Operations < NET SOURCES USES Net Sources & Uses § 88,869.28 | § 55,500.78 $33,36850 62.5%
= ysEs Uses S 85,860.28 | § 55,500.78 $ 33,368.50 625%
[ SALARES_AND_WAGES | Salaries and Wages | $44,580.00|$ 28,590.41 $15,989.59 84.1%
[ INCREMENTAL_BENEFTS | Incremental Benefits $81028| $81028 100.0 %
7 OTHER_EXPENSES Other Expenses. 540,86/ Back $ 16,055 49 80.5 %
OTHER_EXPENSES Other Expenses § 40,6/ Back to Start § 16,055.49 60.5 %
605100 Postage/Freight/Ship ¥| commitments Lines
606100 Telephone & Telecomm Exportas .. } | ActualLines
606110 Local Telephone Sve Former (2008 and Before) Budget Lines
606115 Long Dist Tele Svc Bookmark
506140 SSHENet Charges Personalize Web Page
607100 Advertising Properties

The information is provided in a separate window:

&R &
= IUP_BCS (»=2009) Budget Lines
Fiscalyear Wersion Fund Funds Center Commitment ftem Entry Document Process  fem Text Line tem Created by Created on  Budget
2012 0 4011050000 Regular Allocation 4005741201 Financial Operations OTHER_EXPENSES Other Expenses 1000221005 Enter FINANCIAL OPERATIONS - OPERATING 427 40KADUNLOP | 06/24/2011 5 30,175.00
1000256891 Receive FY 12 ADDTIONAL FUNDING NEEDS 10 A40LLBERTIG | 11/21/2011 10,500 .00
Result $40,875.00

Drilldown reports for actual and commitment documents work in the same manner. All the
reports can be modified by using the toolbar at the top of the report.
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Filtering and Navigation Box

You can choose to only present certain information on a report. The best way to manage the
report filtering and display is to use the Filtering and Navigation Box. You can find the Filtering

and Navigation icon = on the toolbar shown below:

&R BoarcsOERHFEGHER

Clicking on this icon will reveal the box:

actualDoc. # ([ [ Amounttype [ [, Budget Doc# ) [ sudget Doc Text| [ [ E:dg'ﬂ Posted | /3 |,

e e it it i
E:dget R E @; Comm Doc # E @; Comm. Line E @) Commitment item E @) Date E @)
W W S S i
Doc Line E @ Doc. Line Text E @ Fizcal year E H7]| Functional area E @, Funds Center = @,
“E “E AT SE | SSHE4D IUP o |5
Amounts Budget
Month E @, Wendor E @, Statement 2 R
Budget as
Posted, For Prior
“ear
v v Commitments, ﬁ ?
CommitmentzCarried
to Next Year...
Navigstion Block Help

You can leave the box displayed after your selections are made, or you can close it to maximize
the display of data.

Next to each item you will see one or more of the following icons:
= Includes the selected item in the report display as a row.
B Includes the selected item in the report display as a column.

Removes the selected item from the report display.

%€ Filters selected values of the item (i.e. excludes all other values not part of the filter).

O Deletes a selected filter (returns all values to the report for the selected item).

The following is an example of a selection box that is presented after clicking the filter icon W
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Select Filter Value for Commitment item

[T~ Net Sources & Uses NET_SOURCES_USES

T » Sources SOURCES

I = uses USES

r P Salaries and Wages SALARIES _AND WAGES
r ¥ Incremental Benefite  IMCREMENTAL_BEMNEFITS
v P Other Expenses SSHE/OTHER_EXPENSES
r ¥ Chargeback Expenses SSHEG20

[ select Alll| Dezelect|

| Transfer || CID@EH Search On |

Since the commitment items have the hierarchy active you may need to open the items by
clicking on the arrow heads in order to get to you desired selection. In the above example all
items under “Other Expenses” were selected by checking the box next to that item. To apply
the filter click the “Transfer” button at the bottom of the box.

You can also quickly make a filter selection by use of the RIGHT CLICK context menu. RIGHT
CLICK on any item in the body of the report and select “Fix Filter Value to Axis” as shown below:

Note: the filtering & rtof t
&= % R 152 Fo o | Select Fiter Value

Fitter and drildown accoerdingto  »

=7 Budget 5tatus fora| r
Drilldown 3
1]
Commitment item Drilidown 4 udget ¢
Swap Commitment item with ]
Remove Drilldown
~ NET_SOURCES USE|Swap Axes $¢
~ SOURCES Expand Higrarchy Node 5
» TRANSFERS_IN | Deactivate Hierarchy -
- |ISES Expand Hierarchy 3 34
P SALARES_AND, Sort Commitment item 3 5
¥ INCREMENTAL_E Got
3
¥ OTHER_EXPENSI 5
Exportas ... ]
b 820 5
Bookmark
Last Refreshed Perzonalize Web Page
Properties

Query Properties
Variables Entry

This will automatically place the selected value in the filter. If you choose “Select Filter Value”
the filter selection box will appear which will allow you to choose multiple values. The RIGHT
CLICK method can be used without opening the navigation box.

Saving a Personal View

You can save personalized views of data for each report. Once saved, the display will be
available even if you use the report to select a different funds center.

Page 8 of 13



The basic procedures work the same for all the reports. The following shows a report which has
been filtered to include only “Other Expenses.” and the columns related to Budget as posted

have been eliminated.

=7 IUP_Funds Center Budget Status

Fiscal year Funds Center

Commitment item

Budget

2mz 4005741201 Financial Operations | <= gTHER ExPENSES Other Expenses % 40 675.00

OTHER_EXPEMSES  Other Expenses % 40 675.00

605100 Postage/Freight/Ship

506100 Telephone & Telecomm

606110 Local Telephone Svc

606115 Long Dist Tele Sve

606140 SSHENet Charges

607100 Advertising

803100 Subscriptions/Books

509100 Memberships/Dues

615120 Admin Travel

625100 Professional Servcs

630100 Maintenance/Repairs

RANTNN rontrarted Seruires

Actual
52461951

56,514.03
% 657.94
5174327
5176.73
$361.23
$1,518.07
S13275
$418.16
$871.48
$25.00
$375.00
<7 N1R 75

Commitments Variance % of Budget

$16,055.45 60.5 %
§ 16,055.49 60.5 %

The next step is to click the create view icon 1O found next to the preset views as shown

below:

Funds Center Budget Status

2 Statemert™  w

Iz the Funds Center filter cleared? (See notes at bott

The report will be displayed in a separate window, at which time you will need to click the

“Save View” button.

& X O RERESEN

=7 IUP_Funds Center Budget Status

Fiscal year | Funds Center

Budget Actual

2mz2 4005741201 Financial Operations = gTHER ExpEnsEs Other Expenses % 40,675.00 S 24 819.51

OTHER_EXPENSES  Other Expenses $ 40,675.00

505100 Postage/Freight/Ship

506100 Telephone & Telecomm

606110 Lecal Telephone Svc

606115 Lang Dist Tele Svc

606140 SSHENet Charges

607100 Advertizing

508100 Subscriptions/Books

Commitment item

$6,514.03
$657.94
$1,743.27
5176.73
$361.23
$1,518.07
$13275

Commitments Variance % of Budget

$16,055.45 60.5 %
$ 16,055.49 60.5 %

You will then be prompted to provide a name for your view. Type in a name and click the
“Save” button. Note: The name of preset views are followed by an asterisk (*). To avoid
confusion, do not use an asterisk in naming your personal views.
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Save View

Description  |Example]

The new selection appears in your menu. This selection will be available even if you run the
report using a different funds center; however, the view is only available under your user ID.

Funds Center Budget Status
=[O

1 Available™ filter cleared? (See notes at bottom of this screen.)
2 Statement™
3 Actual Docs™ 11, V62012 - Funds Center (All}

4 Com Docs™
5 Bud Docs™
& History™

99 Information™ a5 ELEE @ﬁg

Fiscal year Funds Center Commitment item

2012 4005741201  Financial Operations| = QTHER EXPENSES C
NTHER FXPRNGFR [

If at some point you want to delete the view, you would first select the view by clicking on the

button for that view, and then click the trash can icon E You cannot delete preset views.

Exporting to Excel

Exporting any view to Excel is very easy.

@ on the toolbar.

Click on the Excel icon
The system will automatically open the Excel file and give it a machine generated “nonsense”
name, but you can save it under the name of your choice. Note that the exported data is static
(i.e. it cannot be updated from the exported workbook).

Sometimes the data in the report will exceed the allowable number of rows or columns for a
screen. You can navigate to this information using page arrows; however, for exporting to

Excel, you do not have to navigate to the rows and columns that exceed the screen display.
The export will include all data, even the data that exceeds the display of the current screen.

When exporting displays that are in hierarchy form, the hierarchy will only be exported to the
extent that the levels are opened. If opening a hierarchy level caused the data to exceed the
screen display, the export will still pick up all the data for the levels that are opened. Because
the exported data is static, you cannot open or close the hierarchy levels in the exported Excel
file.

Personalization of Variables
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You can set the funds center to appear automatically every time you use this report. This is
good if you will be using this report for the same funds center every time. Use
“personalization” to set the funds center. Right click on the icon to the left of the label “Single
Funds Center,” and choose “Personalize”.

Variables for IUP_Single Funds Center Report_Main

£} 4005741201
Delete Personalization

Execute| Check

&h

Notice that the Personalization Icon is now illuminated.

Now every time you execute the report it will preselect the personalized funds center. You can
type in a different funds center at any time and run the report without losing the
personalization. Perhaps you have a funds center that you use very often, and other funds
centers that are used less frequently. You can personalize the primary funds center, and just
type in another funds center number when necessary.

To remove a personalization, right click on the personalization icon and select “Delete
Personalization” as shown below:

Variables for IUP_Single Funds Center Report_Main

® Personalize 4005741201 | CF|Financial Operations
Execute || Check

Note that the personalization icon @ is no longer illuminated.

Bookmarking the Reports as Web Links

The entire set of reports can be bookmarked as a web link. The link will bring the reports back
with all the selections and navigations in place when the bookmark was created; however, the
data itself will be refreshed. The bookmark will also avoid the need to fill in the funds center
number at the opening variable screen.

You can save as many bookmarks as you want, each representing a unique selection of data. If

you have more than one funds center, this is a good way to quickly retrieve the data for each
one.

1) From any report click on the bookmark icon on the toolbar.

2) The report will appear in a new window.
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3) From this new window save the bookmark to your internet favorites as you would any
other web page.

4) Name the link the name that you want, and save it to the folder of your choice:

A Note of Caution: In the future, if additional tabs are developed and added to the report,
these new tabs will contain no data when accessed through your bookmark. The tabs in
existence at the time the bookmark was created should be fine, but the new tabs will contain
no data. To access the new tabs you would have execute the original link as described in the

beginning of this document. After doing this you could recreate the bookmark to include the
new tabs.
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