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Introduction

Welcome to the Introduction Training for the Cognos Budget Reports. This
manual is a tool to help you better understand and navigate through the Cognos Budget
Reports. The Cognos Budget Reports offer you the ability to review and reconcile your
Dept ID/Project 1D by providing you multiple levels of detail data. The data that is in the
reports is compiled from transactions that have been processed by numerous areas within
the University. The reports pull Accounting, Purchasing, Payroll and Budget Data into
one location for you to review. By doing this it enables all areas of the University to
better manage their Departments and troubleshoot any issues by contacting the
appropriate area for help.

In order to access the Cognos Budget reports you will need to request security
access from the Financial Systems Department. The Financial Systems Department has
created a form for you to fill out requesting the access. The form can be found on their
webpage located at the link below;

http://www.hsc.unt.edu/departments/FinancialSystems/index.htm

Once you have navigated to their webpage you will need to click on the forms tab and
then select the Cognos Report Security Form. After you have completed the necessary
information on the form you will then need to send it to the EIS Helpdesk mailbox at
EIS_Helpdesk@hsc.unt.edu. You will also need to copy your manager or Department
Head on this e-mail so that the request will be processed.



http://www.hsc.unt.edu/departments/FinancialSystems/index.htm
http://www.hsc.unt.edu/departments/FinancialSystems/Documents/Cognos_Report_Security.xls
mailto:EIS_Helpdesk@hsc.unt.edu

Navigation to the Cognos Budget Reports:

To navigate to the Cognos Budget Reports you will need to log into the HSC Portal. This
link is located on the HSC Intranet.

Once you have logged into the Portal you will see your homepage that will be similar to
the one shown below.
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On this page you will be able to select the type of report you are wanting to review.

Reports available are:

Departmental Budget Summary — Use to monitor all State and Local Dept ID’s

Project/Grant Budget Summary — Use to monitor all Grant ID’s

Departmental Management Report — Shows data in a Monthly format for all State and
Local Dept ID’s

Project Grant Management Report - Shows data in a Monthly format for all Grant ID’s



Entering Report Criteria:

Once you have selected the type of report you are wanting to review you will need to
enter report criteria to run.

Departmental Budget Summary Report
Select a3 Buginess Unit:

To look up a Dept ID you
will need to enter the
number in to this field.

(5" HS763 - UNT Health Science Center
" WT752 - University of Korth Texas
7 SY769 - UNT System

Deselect

Select DEPTID from list: OR  Enter a DEPTID:

10010 - SAL SAY PRESIDENT'S AREA ﬂ
10015 - SAL Say SR WP ACADEMIC AFF

10020 - SAL SAY SR.VP FINANCE & ADMIN You can also look up a
10025 - SAL Shv VP STRAT.8 INST. &FF Dept ID by selecting
10030 - SAL SAY DEAN GSBS from this list.

10035 - SAL SAY DEAN TCOM

10040 - SAL Say DEAN SPH j

Select Current or Previous Budget Year OR  Enter a Budget Year (YY)

@ Currert Budget Year
" Previous Budget Vear

Budget Years beyond the current and previous will
need to be entered here
Before you enter the Year you need you will need
to hit the deselect link to clear the defalut
selection.

Deselsct

The default setting for Budget year will
always be the current Year. If you need
to look up the information in the
previous Budget Year you will need to
select that option in this box.

After you have entered all of the criteria you will
need to hit the Submit button to run your report.
Cancel Submit T

Y e U i el S NS o N e TN SR

R N N e G U WE = ¥ ¥ W WP

Criteria needed:

Business Unit — This will always default in as HS763 — UNT Health
Science Center. ***DO NOT CHANGE THIS***

Dept ID — You have two ways of selecting a Dept ID. You can type a Dept ID into the
blank field or you can select the Dept ID from the list provided.

Budget Year — This will always default to the current Budget Year. If you are wanting to
review the previous Budget year you can select this option in the year
selection box provided. If you are wanting to select a year that is not the
current year or the previous year you will need to click on deselect under
the Budget Year box and then type in the year you are wanting to review
into the blank field provided.



Budget Summary Page:

After submitting the criteria your report will run and open to a page similar to the one

below.

This is the main summary page for your Dept ID or Project/Grant ID.

Dept: 10600
OFFICE OF INST BUDGETS
Holder: Hebert,Susan G

Detail Transaction List

UNT Health Science Center at Fort Worth

Summary
Fiscal Year-To-Date

CE =

B- &8 -

Return to Departmental Summary Prompt Faf.‘
*

Departmental Report
Account Description Budget Transfer Revenue Expenditure Pre-Encumbrance Encumbrance Balance
EXPENDITURES
B01900 Regular Staff Salary Expense $356,692.90 $0.00 $0.00 $313,778.24 $0.00 $30,700.83 $12,206.13
BO1810 HourlyTask Wage Expense $18,302.08 $0.00 £0.00 $7,248.50 $0.00 $0.00 $11,053.56
B00003 - PAYROLL & BENEFITS TOTAL $374,994.98 $0.00 $0.00 $321,026.74 $0.00 $30,709.563 $23,268.71
B0a100 ME0 $47,539.94 $0.00 £0.00 $38,274.00 $0.00 $855.41 $8,710.53
BO0004 - OPERATING & OTHER TOTAL = $47,539.94 $0.00 $0.00 $38,274.00 $0.00 $555.41 $8,710.53
EXPENDITURES TOTAL $422,534.02  $0.00 $0.00 $359,300.74 $0.00  $31,264.04 $31,960.24
$31,960.24
- - . . e .
R N N T T i e U e T L DR,

On this page you will be able to do the following:

e Quickly identify your remaining balance (Net Available)

S N

#
L 4
ReportiD: GBBD_DEPT_SUnpl

Budget Year: 2008
Run Date: 23-Jul-08

R W L e e T SR ¥ WAL W Yo

e Review and reconcile each account within your Dept ID (ex. B01900 Regular

Salaries)

e Drill down on each Blue Hyperlink to find detail for each account in the Dept ID

e Drill down into a Detail Transaction Report for all transactional detail relating to

the Dept ID

e Drill down to an Encumbrance report to see outstanding PO’s and Vouchers



Reviewing Salaries:

To review Salaries you will need to click on the Blue Hyperlink for the salaries that you a
wanting to review.

= G RN 15
Return to Departmental Summary Prompt Pa?

UNT Health Science Center at Fort Worth :

Summary {

Fiscal Year-To-Date .

Dept: 10600 ReportiD: GBBD_DEPT_SUMM,

OFFICE OF INST BUDGETS
Holder: Hebert,Susan G Budget Year. 2008

Run Date: 23-Jul-08 i

Detail Transaction List J
Departmental Encumbrance Report ’

B

Account Description Budget Transfer E P i
EXPENDITURES ,(
E0M1200 | Regular Staff Salary Expense $356,602.90 $0.00 $0.00  $319,778.24 $0.00 §30,709.53 $12,206.13 )
E01810 riyTask Wage Expense $18,202.08 $0.00 $0.00 $7,248.50 $0.00 $0.00 $11,063.58 j

B00003 - PAYRO BENEFITS TOTAL $374,984.98  $0.00  $0.00 $321,026.74 $0.00  $30,709.53 $23,258.71

i

B08100 | M&O $47,529.94 $0.00 $0.00  $38,274.00 $0.00 $555.41 $8,710.53 {
B00004 - OPERATING & OTHER Ti $47,639.94  $0.00  $0.00 $38,274.00 $0.00 $555.41 $8,710.53 f
o

EXPENDITURES TOTAL $422) \\ $0.00  $0.00 $359,300.74 $0.00  $31,264.94 $31,969.24 ;
NET AVAILAEBLE \ $31,969.24 (
Reviewing Salaries o

i

You will have the ability to drill down and review all {

Salary data for your Dept ID/Project |D by clicking on 3

the Blue Hyperlink. {’
&
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Salary Accounts you might see on your report:

B00900 — Faculty Salaries
B01900 — Regular Staff Salaries (Non-Classified and Classified)
B01910 — Hourly/Task Wages

You will be able to drill down on any of these Accounts that show on your report.



Reviewing Salaries (cont.)

Once you have clicked on the Salaries that you are wanting to review you will be directed
to a page similar to the one below.

To see more data you
will need to click on the
Page Down link.

E 00033590 Details Payroll/Fringe Enc Journals 11-DEC-07 $0.00 $0.00 £0.00 $0.00 $43,860.00

P 00033586 Details Payroll PreEncumbrance Joumal = 11-DEC-07  $0.00 $0.00 $0.00 ($48,850.00) $0.00

PO0083153 Details Payroll PreEncumbrance Joumal  04-DEC-07 $0.00 $0.00 $0.00 $42,850.00 $0.00
JE_HEOOD28408 Details Payroll’Fringe Enc Journals 21-MOV-07 $0.00 $0.00 $0.00 $0.00 (H17,1583.17)

Return to Departmental Sumrmary Prompt Pal,
UNT Health Science Center at Fort Worth o
. : J
Departrent ID: 10600 ; M ) ) Report/Dr GEED,DEPT,PSUMM,ACCT,DTI
OFFICE OF INST BUDGETS By Selecting the Blue Hyperlinks in this column ;
Holder: Hebert, Susan G you will be able to see all the Salary detail for the Budget Year 2008 f
Account / Object Code: 801900 selected transaction. Fun Date; 23-Jul-08 %
Fegular Staff Salary Expense ’.
Account / Object Code Document  Document Detajl Description Date Budget Expendi Pre-| ance -
500052 JE_HEOOM 04770 Details ‘PayruIIJ‘ange Enc Journals 22-JUL-08 $0.00 $0.00 $0.00 $0.00 ($22,183.17) ’
HE SaL - PROF/ADM EMPLOYEES & \imangpgze1 Details Fayroll Distribution Journals H-JUL08 | $0.00 $0.00 $22,153.17 50.00 $0.00 -
JE_HEOO 02814 Details Payroll’Fringe Enc Journals 23-JUN-08 $0.00 $0.00 §0.00 $0.00 (§22,1583.17)
JE_HROD102801 Details Payroll Distribution Journals 20-JUN-08 $0.00 $0.00 $22,168.17 $0.00 $0.00 ;
JE_HROOM 0066 Details Fayroll Distribution Journals 23-MAaY-08 $0.00 $0.00 $22,168.17 $0.00 $0.00 ,
JE_HEOO100888 Details Payroll’Fringe Enc Journals 22-MAY-08 $0.00 $0.00 $0.00 $0.00 ($22,183.17) 3
JE_HEOOD98183 Details Payroll/Fringe Enc Journals 21-APR-08 $0.00 $0.00 £0.00 $0.00 (522,1583.17) #
JE_HROODS8180 Details Payroll Distribution Journals 18-APR-08 $0.00 $0.00 $22,168.17 $0.00 §0.00 fi
JE_HEDD0S6140 Details Payroli/Fringe Enc Journals 24-MARD8  $0.00 $0.00 $0.00 $0.00 ($22,163.17) N
JE_HROOD9E1 48 Details Payroll Distribution Journals 21-MAR-08 $0.00 $0.00 $22,183.17 $0.00 $0.00 (
JE_HROO094319 Details Payroll Distribution Journals 22-FEB-08 $0.00 $0.00 $22,152.17 $0.00 $0.00 {
JE_HEOO084312 Details Payroll’Fringe Enc Journals 22-FEB-08 $0.00 $0.00 §0.00 $0.00 (§22,1583.17) ’
JE_HROODS2376 Details Payrall Distribution Journals 28-JAN-08 $0.00 $0.00 $22,168.17 $0.00 $0.00
JE_HEDD0S1853 Details Payroli/Fringe Enc Journals 23-JAN-08 $0.00 $0.00 $0.00 $0.00 ($22,163.17) /
JE_HEOOD90446 Details Payroll’Fringe Enc Journals 02-JAN-02 $0.00 $0.00 $0.00 $0.00 ($20,962.17) i
IE_HROODS0456 Details Payroll Distribution Journals 02-JAN-05 $0.00 $0.00 $20,863.17 $0.00 §0.00 4
-
&
o
¢
E

Jul 23, 2008 -1- 8:34:54 4

=Top #Pageup ¥Page down = EBottom

On this page you will see 3 different types of Journal Entries that will contain Salary
data.
Types of Journals:
e HE — Encumbrance journals, these will show the encumbering and
disencumbering of filled positions.
e HP —Pre-Encumbrance journals, these will show the encumbering and
disencumbering of vacant positions.
e HR — Payroll Expense journals, these journals show what has been expensed
out per month.

You will be able to drill down on each journal to review the detail for that time period.
Every month there will be an HE journal and an HR journal. If you have Vacant
Positions you will also have an HP journal.

At the bottom the page you will be able to page down to see more data lines. Depending
on the Salary Account that you are looking at you will need to drill down to see all data
related to the Dept ID.

Once you have found the journal that you are wanting to review you can drill down on
the Document Details hyperlink.



Reviewing Salaries (cont.)

After drilling down on the Document Details hyperlink you will be forwarded to a page

similar to the one below.

Lindsey Rene Jendrey

Department 1D: 10600

Holder: Hebert,Susan G Fiscal Year: 2008 -
Payroll JE: HROO0104761 Run Date: 23-Jul-08 )
Account f Ohject Code: 500045 /
HE SAL - CLASSIFIED EMPLOYEES P
Payroll Check
Employee Name Employee ID¥ Employee Record # Position ID¥ Job Code Job Title Amount Paid End Date Date Journal ID /
DeSessa,Mary L 10R55063 00004872 2410 Sr Budget Analyst $3,333.34 a1-JuUL-08 01-AUG-08  HROO104761 P
Dunaway, Kathryn Sug 10667888 00003704 2107 Seniar Administrative Asst $2,418.00 31-JuL-08 01-AUG-08  HRO0104761 (,
Jendrey, Lindsey Rene 10047614 00003814 2410 Sr Budget Analyst $3,655.00 a1-JuL-08 01-AUG-08  HROO104761 (
Total: | $9,406.34 f
R ¥ | B T ot NP L _,\"‘..r".w/‘"'\-‘.‘_,f*-*‘—*’“-"'-'\--\"ﬂ’“' - BT eyt -.\r

QFFICE OF INST BUDGETS

D Cognos Viewer - GBBD_DEPT_PAY_JRNL_HR_DTL

UNT Health Science Center at Fort Worth

Payroll Journal Detail Transactions
Fiscal Year-To-Date

’
B = @b BB e

Return to Departmental Sum[r'

b

RepartlD: GEED_DEF‘T_F‘A?
L

This page will give you details relating to the transaction. In the case above we selected
the HR journal for July. This page provides you with the ability to monitor and reconcile

Salaries for the Dept ID.

From this page you can also drill down into an individual’s record to show paycheck
detail. Once you have selected an Employee ID you will be directed to a page that will
look similar to the one shown below.

EMPLID: 10047614

Jendrey, Lindsey Rene

Payroll
End
Date

Empl Position Job Job
Red# ID# Code Title
31-JuL- i} 00003814 - 2410 Sr

08 Budget
Analyst

Tatal for 31-JUL-08
30-JUN- o 00003814 2410 Sr

[il:} Budget
R Y

| At

UNT Health Science Center at Fort Worth

Check

Number
4080010 LON

4078467  LON

Employee Paycheck Details
Fiscal Year-To-Date

B

Feturn to Payroll Summary Prompt Page

ReportlD: GBED_DEFT_PAY_EMPLID_FYTD *

Run Date: 23-Jul-08

Employer Match for

1
'.
¢
P
get Year, 2008 +
/
{

Earn 7 Earnings / Retirement and
Deduct/ Deductions / Account / Employer Match for Insurance (from l
Tax Tax DeptiD / Object Distrib Gross OASI (from these these 1
Code Description ProjiD Code Pct Pay DEPTIDS/PROJIDs) DEPTIDS/PROJIDS)  Journal 4
Langevity 13300 500059 100.00% §100.00 $0.00 $0.00  HROO104761 j
FPay LONGEVITY |
PAY 4
REG Reqular 10600 500055 100.00%  $3,665.00 $0.00 $0.00  HRO0D104761
Eamings HE SAL - f
CLASSIFIED
EMPLOYEES /
5
$3,755.00 $0.00 $0.00
Longevity 13300 500053 100.00% $100.00 $0.00 $0.00 HRO0102901
Pay LONGEVITY
S B e T T SV N ...\.w.f



Returning to a pervious page:

At the top of the report there will be an area with a row of icons, the third icon is a
dropped down box used to move you backwards to previous pages.
***DO NOT USE THE BACK BUTTON***
Using the Back button on your browser will return you to the original submit page where
you will have to reenter your criteria to rerun the report.

4
e o
{ e

= E- B~ I
y P GBBD DEPT PSUMM ACCT DTL |ary Prompt Fage
i UNT Health Science Center at Fort Worth GEED DEPT SUMi

7 Payroll Journal Detail Transactions
. Fiscal Year-To-Date

5

5 ReportD: GEBO_DEPT_PAY_JRNL_HR_DTL
% INST BUDGETS

,JIHI G Fiscal Year 2008
faay, - - . . Fun Date:  23-Jui-08
\_,’“*"“"_'n““"\-w""._A"" it o SO e g s __\,‘_7’ A, __)--.r_f"‘w\ o T e e "'\-*-\.-_\w‘\‘-'-“' /‘ ~, \}

The drop down box will give you a number of different options depending on how many
pages you have been to. You are able to select any of the hyperlinks that are provided to
you.

Example:
You are currently on the Employee Paycheck Detail and you want to go back to the main
Summary page you will select the last hyperlink in the box in order to do this.

This will keep you from having to retrace your steps through every page that you have
been to.



Hourly/Task Wages Account Review:

Another type of Salary information that you can review is the Hourly/Task Wages
Account (hyperlink B01910 on the main Summary Page). The hyperlink will take you to
a page similar to the one below.

D Py W LRy P _u S g N S U -
v./ v 4 E - [ e R o I
Summary Account Detail Transactions
Fiscal Year-To-Date b
Department ID: 10600 ReportiD: GEED_DEF‘T_FSUMM_ACCT_D?
QOFFICE OF INST BUDGETS
Holder. Hehert,Susan G Budget vear. 2008 j
Account / Object Code: B01810 Run Date: 23-Jul-08
Hourly/Task Wage Expense ’
Account / Object Code Document Document Details Description Date Budget Revenue Expenditure Pre-Encumbrance Encumbrance ,f
500080 JE_HROO029270 Details Payroll Distribution Joumals  06-DEC-07 $0.00 $0.00 $2,483.50 $0.00 $0.00 \
LUMP SUM TERMINATION PAYMENT Fd
$0.00 $0.00  $2,463.50 $0.00 $0.00 (,
600064 JE_HRO0085353 Details Payroll Distribution Journals  18-0CT-07 $0.00 $0.00 $4,785.00 $0.00 $0.00 (
ONE-TIME MERIT INCREASE -
$0.00 $0.00 $4,785.00 $0.00 $0.00 (
BE01810 BU_0000103487 Hourky/Task Wage Expense  30-JUN-08  ($10,000.00% §0.00 %0.00 $0.00 $0.00 /‘
Hourly/Task Wage Expense BU_0000085280 Hourly/Task Wage Expense  DB-MAR-0S | ($20,000.00)  $0.00 $0.00 $0.00 gooo | §
BU_0000092241 Hourly/Task Wage Expense | 25-JAN-08 $2, 463 60 $0.00 $0.00 $0.00 $000
BU_0000029484 Hourly/Task Wage Expense  00-DEC-07  ($37,040.42) $0.00 $0.00 $0.00 $0.00 /‘
BU_0000087729 Hourly/Task Wage Expense  12-NOW-07 $4,785.00 $0.00 $0.00 $0.00 $0.00 - .
BU_0000084500 Hourly/Task Wage Expense  01-0CT-07 $40,000.00 §0.00 %0.00 $0.00 %0.00 (’
.
BU_Fv08B01410 Hourly/Task Wage Expense  01-SEP-07 $36,994.00 §0.00 $0.00 $0.00 $0.00
$18,302.08 $0.00 $0.00 $0.00 $0.00 /
B01910 Hourly/Task Wage Expense $18,302.08 $0.00 $7,248.50 $0.00 $0.00 &
3
7
4
1

This page will have drill down capability to review/reconcile all activity that has hit your
wages account.

On the example above you also see where the beginning budget and any Budget
Transfers that have been made have happened.

Beginning Budget journals will always have the Fiscal year that the journal is for and the
Account in the name.

Example: FY08B01910
Budget Transfers completed by the Budget Office will always start with BU.



Reviewing M&O:

To review any information relating to M&O (Maintenance and Operation) you will need
to select the B08100 — M&O Account on the main Summary Page.
= (b | 3

UNT Health Science Center at Fort Worth 3
Summary *
Fiscal Year-To-Date 4
Dept: 10600 Fteportll?
OFFICE OF INST BUDGETS
Holder: Hebert,Susan G Budget Year,

Run Date”™.,

Detail Transaction List
Departmental Encumbrance Report

Account Description Budget  Transfer Revenue Expenditure Pre-Ei

EXPENDITURES

B01900 Regular Staff Salary Expense $366,692.90 $0.00 $0.00 $313,778.24 $0.00 $30,709.63 $12,206.13
B01910 Hourly/Task Wage Expense $18,302.08 $0.00 $0.00 $7,248.60 $0.00 $0.00 $11,053.68
B00003 - PAYROLL & BENEFITS TOTAL $374,994.98 $0.00 $0.00 $321,026.74 $0.00 $30,709.53 $23,258.71
208100 Mao $47,530.94 $0.00 $0.00 | $38,274.00 $0.00 $666.41 $9,710.53

B00004 - OF JING & OTHER TOTAL = $47,539. 94 $0.00 $0.00 $38,274.00 $0.00 $555. 41 $8,710.53

$422,6534.92 $0.00 $0.00 $359,300.74 $0.00 $31,264.94 $31,969.24

NET AVAILAEBLE $31,969.24

Reviewing M&O Data.

To review transaction relating to
M&QO (Maintenace and Operation)
you will need to select this Hyperlink

-—\.-\»'\,\..\_'\A_\:\ CNP Y _-\__,.,«\/‘”_\ K\ -
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After selecting the Blue Hyperlink for M&O you will be directed to a page that will look
similar to the page below.

iy G oo A B Db e Vo s el e it sl e i, o, Attt . ettt e b

Lindsey Rene Jendrey gbout

W= E- B~ 6 & ;-

Return to Departmental Summary Prompt Page

~N,

UNT Health Science Center at Fort Worth 1
. . -
Summary Account Detail Transactions -
Fiscal Year-To-Date o
Department ID: 10600 ReportiD: GBBD_DEPT_OSUMM_ACCT_DTL 1
OFFICE OF INST BUDGETS &
Holder: Hebert,Susan G Budget Year. 2008 ’
Account/ Object Code: B09100 Fun Date: 23-Jul-08 (
M&0 }
Requistion /
Account / Purchase Description 7 Voucher Transaction Pre-

Object Code Document Ordertt Vendor Buyer Requestor Reference Date Budget Revenue Expenditure Encumbrance Encumbrance
500414 PO_0000053515 0000037133 COMPUQUICK | Castlebury, Bettie 21-JuUL-08 $0.00 $0.00 §0.00 ($246.00) $246.00 |
PARTS- COMP NG Lynn f
EQUIP-EXP
500414 RQ_0000037133 COMPUQUICK INSTITUTIONAL 17-JuL-08 $0.00 $0.00 $0.00 $246.00 $0.00 X
PARTS- COMP INC BUDGETS {
EQUIP-EXP {
500300 WO_00127133 MUELLER, TO02116 08-JuL-08 $0.00 $0.00 $262.48 $0.00 $0 EI[I}'
TIS-FUB TRANS MICHAEL AUSTIN TX
FARE 0B-25-08 o
500301 WO_00127133 MUELLER, TO02116 09-JuL-08 $0.00 $0.00 $40.91 $0.00 $0.00 ’
TIS-MILEAGE MICHAEL AUSTIN T

06-25-08
500302 WO 00127133 MUELLER, TO02116 09-JUL-08 $0.00 $0.00 $57.65 $0.00 $0.00
TIS-INCIDENTAL MICHAEL AUSTIN T
EXP 06-25-08
500304 WO_00127133 MUELLER, TO02116 09-JUL-08 $0.00 $0.00 $1567.00 $0.00 $0.00
TIS-MEALS & MICHAEL AUSTIN T3 (
LODGING 06-26-08 /
821360 JE_0000103511 FPager use for 01-JuUL-08 $0.00 $0.00 4575 $0.00 $0.00 %
C/S DR - the month of -
PAGER Jun (
SERVICE -



Reviewing M&O (cont.):

On this page you will be able to review a number of different types of transaction that
have hit your M&O.

OO AT T 0 s it bt . sl il e oo, Msmnncnitinctin. nontonll. ...

Lindsey Rene Jendrey Aboci
me E- - m-d

Return to Departmental Summary Prompt Paqef

ap ~ T
UNT Health Science Center at Fort Worth '
. . -
Summary Account Detail Transactions

Fiscal Year-To-Date o

Department ID: 10600 ReportiD: GBBD_DEPT_OSUMM_ACCT_DTL

OFFICE OF INST BUDGETS 4
Holder: Hebert,Susan G Budget Year: 2008 Py

Account f Object Code: E08100 Run Date: 23-Jul-08 -
M&0 )

Requistion / :

Account / Purchase  Description / Voucher Transaction Pre-

Object Code Document Order# Vendor Buyer Requestor  Reference Date Budget Revenue Expenditure Encumbrance Encumbrance
500414 FO_DD00063515 0000037183 | COMPUQUICK | Castlebury, Bettie 21-JUL-08 $0.00 $0.00 $0.00 (4246.00) §246.00
PARTS- COMP INC Lynn I)
EQUIP-EXP §

1
500414 RQ_0000037133 COMPUQUICK INSTITUTIONAL 17-JUL-08 $0.00 $0.00 $0.00 $246.00 $0.00
PARTS- COMP ING BUDGETS {
EQUIP-EXP /
500300 VO_00127133 MUELLER, TO02116 08-JUL-08 $0.00 $0.00 §262.49 $0.00 40 00}
TIS-PUB TRANS MICHAEL AUSTIN T3
FARE 06-25-08 o
500301 WO_00127133 MUELLER, TO02116 08-JUL-08 $0.00 $0.00 $40.91 $0.00 soo0
TIS-MILEAGE MICHAEL AUSTIN T ;

06-26-08
500302 VO_00127133 MUELLER, TO02116 08-JUL-08 $0.00 $0.00 $57.66 $0.00 $0.00
TISHNCIDENTAL MICHAEL AUSTIN TX
-2 6 4

EXF 06-26-08 2
500304 VO_00127133 MUELLER, TO02116 08-JUL-08 $0.00 $0.00 $167.00 $0.00 $0.00 g5
TISMEALS & MICHAEL AUSTIN T
LODGING 08-25-08 {’
821380 JE_D000103511 Pager use for 01-JUL-08 $0.00 $0.00 $5.75 $0.00 .00 5
C/S DR - the month of -
PAGER Jun =
SERVICE

The Different types of Transaction that hit M&O and the areas responsible for the
transaction are as follows:

PO — Purchase Orders (Purchasing)

REQ — Requisition (ePro — Purchasing)

VO — Voucher Payment (Accounts Payable)
JE — Journal Entry (Accounting and Budgets)
BU — Budget Transfer (Budget)

Questions you have relating to any of these transactions would need to be directed to the
area responsible for the transaction.

Just like in the Salary screens you are able to drill down on all blue hyperlinks for more
detail relating to the individual transaction.



Reviewing M&O (cont.):

Below are some examples of the drill down pages in M&O.

PO drill down — You can also link to the associated Requisition and VVoucher from this

page |f appllcable

e e i e e T e

-[ NI Health ‘1(‘1‘?1](‘6 ("ellter at Fort W Ortll

Purchase Order Journal Detail

PC# PO_0000053515
PO Date: 21-JUL-08

‘Riturrts DEps

H31 Slen TP Erto e

ReportiD: GBED_DEFT_PO_JRNL DTL

Budget Year. 2008
Run Date: 23-Jul-08

Purchase Order Budget Department Account 7 Object Unit of Total

Status Category Type Date D Code Vendor Description Measure Price Quantity Cost
Dispatched Fower Supplies: 17-JUL-08 10600 6500414 COMPUQUICK  #BE3SG0R; 350 WA Back-UPS ES System, Each $41.00 6.00 $246.00

Surge Protecto PARTS- COMP INC hackup hattery and surge protector.
EQUIP-EXP
6.00 $246.00
Related Requisition Related Voucher
X o F0_0000057155 - n ., .
R T W N L e N T, SN L P PR

Requisition drill down - You can also link to the associated Purchase Order and VVoucher

from this page |f appllcable

e NN Y _ - e e J
Raqu\smnn R 0000057155 oo - ~ ReportiD: GBED-MEFT_RQ_JRNE DTL
RQ Date: 17-JUL-08
Budget Year. 2008
Run Date: 23-Jul-08
Requisition Budget Approval  Department Account / Object Unit of Total
Status Origin  Requestor Name Date Date [[s] Code Vendor Di ipti Price Q tity Cost
Approved Online  INSTITUTIONAL 17-JUL-08 21-JuL-08 10800 500414 COMPUQUICK  350vA BackUPS ES  Each $41.00 B.00 $246.00
BUDGETS PARTS- COMP INC System
EQUIP-EXP
6.00 $246.00
Related Purchase Order Related Voucher
PO_0000053515
et il O e e ol e, ,*-‘nw»\ P Y ot G e B T N

Voucher drill down - You can also link to the associated Purchase Order and Requisition

from thls page |f appllcable

. A N o
e v “VoucherJoufrar detail ™™

oucher: WO_00116088
WO Date: 20-FEB-08

Budget Invoice
Date Date Department ID Account / Object Code Vendor Description Unit of Measure Price
18-FEB-08 20-FEB-08 10600 Boa100 REGENT SALES INC | Installation Each $85.00
MEO
18-FEB-08 20-FEB-08 10600 Boa100 REGENT SALES INC  #C9734B; Transfer Kit CLJ 5500 Kit 5187 41
MEO
18-FEB-08 20-FEB-08 10600 BO8100 REGENT SALES INC  Shipping, est. Each $6.00
MEO

Related Purchase Order
PO_0000048742

Related Requisition
RQ_0000031947

e et
ReporiD: GBBD_DEPT_VO_JRNL_DTL

Budget vear 2008
Run Date: 23-Jul-08

Quantity Total Cost

1.00 $95.00
1.00 $187 4
1.00 45 00
3.00 $287 41
SR




Other available reports:

On the main Summary page you will see two blue hyperlinks towards the top of the page
titled Detail Transaction List and Departmental Encumbrance Report. These reports will
provide you with alternative ways to review and reconcile the data for your Dept ID or
Project ID.

B - - ?
Return to Departmental Summary Prompt P&G. 2
o - . F
UNT Health Science Center at Fort Worth P
Summary
Fiscal Year-To-Date n;
Dept 10600 ReportiD: GBBD_DEPT_SU ‘
OFFICE OF INST EUDGETS &
Holder. Hehert,Susan G Budget vear. 2008 1
Run Date: 23-Jul-08 3
3
Detail Transaction List (
Dy Report -
4
Account Description Budget  Transfer Expendi P Balance ,
-,
EXPENDITURES r{
B01900 Regular Staff Salary Expense $356,692.90 $0.00 $0.00 $313,778.24 $0.00 $30,709.53 $12,208.13 L |
B01810 Hourly/Task Wage Expense $16,302.08 %0.00 $0.00 $7,248.50 §0.00 $0.00 $11,053.58 ‘4
o
B00003 - PAYROLL & BENEFITS TOTAL $374,994.98 $0.00 $0.00 $321,026.74 $0.00 $30,709.53 $23,268.71 o
‘.\/
BE0g100 Mo $47,539.04 $0.00 $0.00 $38,274.00 $0.00 $555.41 $8,710.83 ?
BO0004 - OPERATING & OTHER TOTAL $47,539.94 $0.00 $0.00 $38,274.00 $0.00 $555_41 $8,710.53 &
&
EXPENDITURES TOTAL $422,534.92  $0.00 $0.00 $359,300.74 $0.00  $31,264.94 $31,969.24 '/{
$31,969.24 ;
k4
{
. ;’M” Tl AT \,t’ ’ \M“-‘._ ,.I"\\,-/"(,.l'“‘")‘"-‘ I o IV /

These reports will provide the following:

Detail Transaction List — This report will pull all transactions that have hit your Dept ID
into one report. These transactions will include any Salaries, Wages, Fringe and M&O
that have posted to your Dept ID.

Departmental Encumbrance Report — This report will show you all encumbrance data that
has occurred on your Dept ID. This report will include all Salary encumbrance data as
well as all Purchase Order Encumbrance data.




Detail Transaction List Report:

After selecting the Detail Transaction List report you will be directed to a page similar to
the page below.

e A T A A I e A L LW A " Bl toserapg STEB R, stiMcryoromap v,

UNT Health Sci Center at Fort Wortl '

. ealtn science Center a 01 o1rin b
Detail Transactions ’

Budget Year-To-Date
Department ID: 10600 ReportiD. GBEDiDEFTiJRLiACCTiDTL(
OFFICE OF INST BUDGETS ‘
Huolder: Hebert,Susan G Budget vear: 2008
Fun Date: 23-Jul-08 ,
o !
Requistion / '
Account / Purchase Description / Voucher Transaction Pre-

Document Object Code Ordent Vendor Buyer Requestor Reference Date Budget  Transfers E: i E ;
EXPENDITURES ]
BU_D0000BE377  BO1800 Regular Starf 24-0CT-07 $34,875.48 h

Fegular Staff Salary Expense #
Salary Expense L d
1
BU_D0000&3484  BO1800 Regular Staff 09-DEC-07 $37,0840.42
Reqular Staff Salary Expense l
Salary Expense F
BU_FY0SB01800 B0O1800 Regular Staff 01-SEP-07  $283,877.00
Regular Staff Salary Expense (J
Salary Expense %
JE_HEDO082343 500052 Payroll/Fringe 10-SEP-07 $170,962. 60
HE SAL - Enc Joumals
PROF/ADM "
EMPLOYEES «
JE_HENO082349 500055 Payroll‘Fringe 10-5EP-07 $112,814.00 g
HE SAL - Enc Journals ’
CLASSIFIED j
EMPLOYEES X
JE_HEDO083732 500052 FayrollfFringe 24-SEP-07 ($14,245 BE)/
HE SAL - Enc Journals b
FROF/ADM 4
EMPLOYEES i
JE_HEDO083732 500055 Payroll/Fringe 24-SEP-07 ($9,408 EEI).’r
HE SAL - Enc Journals ’
CLASSIFIED "
EMPLOYEES 3
JE_HENO085382 500052 Payroll‘Fringe 12-0CT-07 $28,817.71 7
HE SAL - Enc Journals )
PROF/ADM :
EMPLOVEES 3
JE_HEDO085803 500052 FayrollfFringe 18-0CT-07 $3,161.64 /
ZTop £Pageus ¥Page down Bottem i ' K

Like the other drill down pages you will need to click the page down link at the bottom of
the page to review all of the data provided. Depending on how much activity is on the
Dept ID this report can be very large.

Tip: All journals will appear first on the report followed by any Purchase Orders,
'Requisitions and Vouchers.

= oy I it e L ABEN L e S v s T IR LS A e
CONSUMABLES B S e e R
PO_0000039636 500401 BINSWANGER  Propst,Margarett 02-0CT-07 |
CONSUMABLES GLASS A /
PO_0000041658 500562 0000023898 REGENT Castlshury, Bettie 06-JUN-07
PP-MAINT & REP- SALES INC Lynn J
COMP EQUIP-EXP }
PO_0000041658 500562 0000023898 REGENT Castlshury, Bettie 06-JUN-07 ($1,382.00) e
PP-MAINT & REP- SALES INC Lynn
COMP EQUIP-EXP )
PO_0000042664 600413 INTELLIGENT St John,Lytdia R 02-0CT-07 {
PP- FLRM EQUIP INTERIQRS, Lo . | as. -, e
_“/' R hvrBB‘:xp’ v . e ',,NA; U Y g, g | e A W S S \.»,/\ nEAL e \_‘/
o s P R S S o S P S e e et
T T e s AT S : - N
RQ_0000037133 500414 COMPUQUICK INSTITUTIONAL 17-JUL-08 $246.00 §
PARTS- COMP INC BUDGETS /
EQUIP-EXP 3
WO _00101508 5005852 0000041859 REGENT 46432 05-SEP-07 $1,392.00 ($1,392r
PP-MAINT & REP- SALES INCG t
COMP EQUIP-EXP 4
VO_00103874 800300 MUELLER, TODOHE 05-0CT-07 $303.48 ,
TIS-PUB TRANS FARE MICHAEL AUSTIN, (
. S = . L. THRIE | e epmesti
T N T i TX§ . B U AU INUPPSveN f/



Departmental Encumbrance Report:

After selecting the Departmental Encumbrance Report you will be directed to a page that

is similar to the one below.

10600
OFFICE OF INST BUDGETS
Huolder: Hehert,Susan G

Department ID:

Document Exp /7 Description

T =l

TNT Health Science Center

P

at

Encumbrance Details
Budget Year-To-Date

PO Line D Vendor / D

JE_HENO082348 HE SAL - PROF/ADM EMPLOYEES (500052)
HE SAL - CLASSIFIED EMPLOYEES (500055)
JE_HEDDD82349 TOTAL
JE_HEDODB3732 HE SAL - PROF/ADM EMPLOYEES (500052)
HE SAL - CLASSIFIED EMPLOYEES (600058)
JE_HEDOD83732 TOTAL
JE_HEDD085392 HE SAL - PROF/ADM EMPLOYEES (500052)
JE_HEDDD85392 TOTAL
JE_HEOOORGB03 HE SAL - PROF/ADM EMPLOYEES (G00052)
JE_HEDODD85803 TOTAL
JE_HENO0B5348 HE SAL - PROF/ADM EMPLOYEES (500052)
HE SAL - CLASSIFIED EMPLOYEES (500055)
JE_HEDD085949 TOTAL
JE_HENO086709 HE SAL - CLASSIFIED EMPLOYEES (500055)
JE_HEDD086709 TOTAL
JE_HEDODB2408 HE SAL - PROF/ADM EMPLOYEES (500052)
HE SAL - CLASSIFIED EMPLOYEES (600058)
JE_HEDODD88408 TOTAL
JE_HEDD089530 HE SAL - PROF/ADM EMPLOYEES (500052)
JE_HEDODD89590 TOTAL
JE_HEOODA0446 HE SAL - PROF/ADM EMPLOYEES (G00052)
HE SAL - CLASSIFIED EMPLOYEES (500056)
JE_HEDOD90446 TOTAL
JE_HENO0S1853 HE SAL - PROF/ADM EMPLOYEES (500052)
HE SAL - CLASSIFIED EMPLOYEES (500055)
JE_HEDO0091953 TOTAL

JE_HENO093605 HE SAL - CLASSIFIED EMPLOYEES (500055)
Z=Ton £Pageun ¥ Page down = Eottom

PayrollfFringe Enc Journals
PayrollfFringe Enc Journals
PayrollfFringe Enc Journals
PayrollfFringe Enc Journals

PayralliFringe Enc Journals

Payroll/Fringe Enc Journals

PayrallfFringe Enc Journals
PayrallfFringe Enc Journals

PayrollfFringe Enc Journals

PayrollfFringe Enc Journals
PayrollfFringe Enc Journals

PayralliFringe Enc Journals

PayrollfFringe Enc Journals
PayrollfFringe Enc Journals
PayrallfFringe Enc Journals
PayrallfFringe Enc Journals

PayrollfFringe Enc Journals

Fort Wo

rth

Invoice Date Buyer Encumbrance
30-SEP-07
30-SEP-07

30-SEP-07
30-SEP-07

31-0CT-07

31-0CT-07

31-0CT-07
31-0CT-07

3-0CT-07

21-MOV-07
21-MOV-07

11-DEC-07

31-DEC-07
31-DEC-07

23-JAN-08
23-JAN-08

13-FEB-08

Atal e aany PR

L
4

ReportiD: GBEDiDEFTiENCUME)

Budget vear. 2008
Run Date: 23-Jul-08

$170,962.50
$112,814.00
$283,876.50
(814,246.08)
(59,400.50)
($23,656.38)
$28,817.71
$28,817.71
$3,151.54
$3,151.64
(317,153.17)
($9,408.50)
($26,562.67)
(533,031.35)
($33,031.35)
(817,153.17)
(56,376.63)
($23,529.80)
$42,850.00
$43,850.00
($20,863.17)
($6,073.00)
($27,036.17)
(822,153.17)
($6,073.00)
($28,226.17)
$22,387.92

AA A A A P AANAN, A AL

N U W W

This report is very helpful for looking at outstanding Purchase Orders and reconciling

payments made. You will be able to see if a PO has been completed paid or how much

is

remaining. Like the Detail Transaction report you will need to page down to review the

PO and VVoucher information.

PO_0000047769 PP- FURN EQUIP & OTHR -

EXP (500413)

0000030668

PP- FURN EQUIP & OTHR -
EXP (500413)

PO_0000047759 TOTAL
FO_0000048451 PP-COMPUTER EQUIP-
CONTROLLED (500417)
PP-COMPUTER EQUIP-
CONTROLLED (G00417)

W0_00114361

0000031582

W0O_00116060

PO_0000048451 TOTAL

FO_0000048742  PR-MAINT & REF-COMP EQUIF- 0000031847
EXP (500552)
FP-MAINT & REP-COMF EQUIF- 0000031847
EXP (500§52)
PP-MAINT & REP-COMP EQUIP- 0000031347

EXP (500652)

PP-MAINT & REP-COMP EQUIP-
EXP (500652)

PO_0000048742 TOTAL

PO_0000053515 PARTS- COMP EQUIP-
EXP (500414)

PO_0000053515 TOTAL

WO_00116088

0000037133

GRAND TOTAL

MR123AAMAIGTIBBZKBK Q06 Herman Miller Mirra chair, full-
featured Cappuccino, triflex back, graphite frame, Dark Cappuccino
seat. includes delivery and installation.

#222-7944; Laptop, Dell Latitude D830, Intel Core 2 Duo T7500, 2.20
GHz, 800Mhz 4M 12 Cache, Dual core

#CO734B; Transfer Kit GLJ 6500, Customer Installed Fart to repair
printer.

Installation

Shipping, est.

HBE3IS0R; 350 WA Back-UPS ES System, backup battery and
surge protector.

s,

ot T e

INTELLIGENT
INTERIORS INC

INTELLIGENT
INTERIORS INC

COMPUQUICK
INC

COMPUQUICK
ING

REGENT SALES
ING
REGEMNT SALES
ING
REGENT SALES
INC

REGENT SALES
INC

COMPUQUICK
INC

11-JAN- St John,Lydia R 4667 32 .,
08 ¢
E
08-FEE- E.D7026 (8567.22) ,
08 é
$0.00 ’
07-FEB- Castlebury, Bettie $1,899.00 3
it} Lynn '
20-FEB- 654487 (4$1,698.00) /
08 A
i
$0.00 fA
20-FEB- Castlebury, Bettie $187.41
03 Lynn £
20-FEB-  Gastlebury,Bettie $o5.00
08 Lynn (‘
20-FEB- Castlebury, Bettie $15.40
03 Lynn (
20-FEB- 45954 (207.41) 4
08 o«
$10.40 jJ
21-JuL- Castlebury, Bettie $246.00 /
it} Lynn
$246.00 /

$31,264.94 /




Appendix

Below is a list of useful information relating to the Cognos Reports and everyday
Budgeting.

Account — Line Items within your Budget or GL accounts.
Example: B00900 — Faculty Salaries
B01900 — Regular Staff Salaries
B01910 — Hourly/Task Wages
B08100 — M&O
Encumbrance — Purchase Orders and filled Positions cause Encumbrances.

Pre-Encumbrance — Requisitions, Vacant Positions and Positions on Leave without pay
cause Pre-Encumbrances.

Expenses — All payments made out of the Dept ID will show as an expense.
These include IDT’s from Service Departments, Voucher payments and
Salary Payments.

PO — Purchase Order (processed by the Purchasing Office)

RQ — Requisition (processed in ePro by the Department and sent to Purchasing)

VO — Voucher (processed by Accounts Payable)

BU — Budget Transfer processed by the Budget Office moving money either from one
Dept ID to another or moving money from one account to another.

JE — Journal entry (processed by Accounting and Budget Office

Dept ID — Department ID used for daily Expenses. This includes all State and Local
numbers. Example 10600 — Institutional Budget Office

Project ID — Grant number used for expense processing. Example G70000

H Department — This is a Departments Base Department. Example H10600



