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BUDGET MANAGEMENT AND FINANCIAL REPORTING

Overview:

Under the Banner computer system, there are no automatically-generated
monthly budget reports sent to departments. It is important to monitor
transactions to ensure that information is posted accurately. Banner allows
instant access to budget information on line. The information contained in this
training session will assist you in monitoring your budget information in Banner
and discuss the budget tools available to you. Departments are responsible for
ensuring that budgets are monitored and that any negative variances are
resolved timely. Departments should reconcile budgets at least monthly.

Objectives:

# What every Budget Unit Director should know about monitoring budgets
(including Accrual Accounting, fund/ledger differences, Banner Finance
access, master signature list, designating a budget unit director, and
forecasting)

# Budget Unit Director (BUD) Responsibilities
# Budget Increases
# Budget Adjustments

# Guidelines
Personal Services
Overtime
Equipment
Work Study
Gift Management
Fringe Benefits
Fund Transfers

# What Banner forms to use to monitor budgets

# Transaction Types in Banner

# How to perform research

# About downloading select information into Excel

# About Insight Budget Reporting

# Printing Budget Reports with ePrint
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# How to report errors or request more detailed research
Terms and Definitions

# Auxiliary Services - Activities within the University, which furnish a service
directly or indirectly to students and faculty, are considered auxiliary services.
These activities charge fees directly related to, but not necessarily equal to, the
cost of service. The public may also be served indirectly by some auxiliary
services. These services are essential support elements of the institution’s
program and are considered self-supporting.

# Budget Adjustment - When funds must be transferred from one budget to
another, a budget adjustment form must be completed, signed by the budget
unit director, and forwarded to the Budget Office for processing. This form must
also be completed when moving funds from a "locked" line item (i.e., salaries,
overtime) to another line item or pool account. Generally, funds are moved from
pool account to pool account unless they fall into the "locked" (line item
budgeted) category.

# Budget, Base — The annual budget commitment for ongoing operations of a
department or area. Represents the “base” commitment of resources for
operations. The base is not designed to fund special projects and/or temporary
shifts in operating expenditures. The base budget may be modified during the
course of an operating budget year and/or during the budget development
process.

# Budget, Operating (OPAL) — The annual operating budgets of a department or
area. The operating budget includes base funding as well as one-time funding
for special projects and/or temporary shifts in operating expenditures. Budget
units may shift funds within their operating budget to align resources with specific
needs in a given year.

# Budget Prep - Each year, budget unit directors are required to put together an
estimate of projected expenditures (including justification for increases or
decreases) for the following fiscal year. The process of preparing the budget
materials and submitting them for approval or modification is referred to as
budget prep.

# Deposit - The term used to describe funds being put into a budget.

# E&G - Education and General (E&G) funds are made up of two allocations called
general and nongeneral. The general funds are tax revenues collected by the
State and appropriated to the University as our share of all tax revenues. The
nongeneral funds are the tuition charges paid by students.
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Encumbrance - When a purchase order is issued, the funds for the purchase
must be reserved. The process of reserving the funds is referred to as
encumbrance. Once funds are encumbered, they are removed from the balance
available. This prevents over-expenditures from occurring and allows
departments to monitor available budget balances.

Expenditures - Refers to the actual funds expended. When a vendor bill is paid,
it becomes an expenditure.

Equipment Trust Fund (ETF) - The Higher Education Equipment Trust Fund
(HEETF) was established in 1986 by the General Assembly to provide funding to
upgrade equipment needed for instruction and research. The State Council of
Higher Education for Virginia (SCHEV) shares administrative responsibility for
the program with the Virginia College Building Authority (VCBA) and the
Department of Treasury.

Fiscal Year - The University's fiscal year runs from July 1 through June 30.

Funds / Fund Balance — A Fund is a self-balancing set of accounts, segregated
for specific purposes in accordance with laws and regulations or special
restrictions and limitations. The Fund Balance is the residual balance of
Revenues less Expenses of the accounts maintained within the fund.

Indirect Costs — Auxiliary Enterprises units are required by the State to pay for
the indirect costs of services received from E&G activities.

Insufficient Funds - Prior to a purchase order being issued to a vendor, the
funds must be encumbered. If funds in the budget are not adequate to cover the
expected expenditure, this lack is referred to as insufficient funds. Funds must
be available for all expenditures no matter the method of expenditure (PCard,
travel reimbursement, wage/student expenses, etc.)

Interdepartmental Transfer - When funds must be transferred between budgets
at the University, an Interdepartmental Transfer Request (IDT) form must be
completed and signed by both budget units affected. The IDT form is forwarded
to the Office of Finance for processing. Transfers can be effected for the
following reasons: to reimburse a department for expenditures, to pay for
services rendered, or to correct an original charge from one budget to another.

Journal Entry - This term refers to the actual computer entry to move revenues
or expenditures from one department to another via an IDT (Interdepartmental
Transfer).

Line Item Budgeting - Certain expenditure items (for example, classified
salaries, wages, overtime) are budgeted at the line item. Funds in these line
items may be moved via budget adjustment only.
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Liguidation - After a purchase order is complete, the vendor bill is paid. If the
amount expended is less than the original amount encumbered, it is possible
some funds will remain encumbered. The process of releasing those funds is
referred to as liquidation. Liquidation requests are handled by Procurement
Services.

NPS (Nonpersonal Services) — Contractual services, supplies and materials —
made up of the sub-accounts in the 5000 and 6000 series.

ODS (Operational Data Store) - This is the product used for budget reporting
using Insight. ODS is created using data from Banner. Reports are accessed
via Insight.

One-Time (Revenues/Expenditures) — These are revenues or expenditures
that are not recurring in nature and are specific to a given fiscal year or other
short-time cycle. One-time funding may be approved in the budget process for a
specific project or other program/purpose. This funding does not become part of
the department’'s base funding and is not included in the following year’s
beginning budget.

Org Code - The terms "budget code" and "organization (org) code" are
synonymous. They represent the five digit code used to identify the department
for financial transactions (i.e., 1CLOO is the budget code for the Office of
Finance).

Pool Budgeting - Refers to the items within the budget that are not "locked" into
specific line item categories. Generally benefits, non-personal services, travel,
and equipment use the pool budgeting method. (Benefits, 4999; NPS, 6999;
Travel, 7999; Equipment, 9899).

Recovery refers to a special kind of budget used to recover funds expended by a
service-oriented unit in the performance of approved activities. Recovery
budgets may expend only funds for which they can charge-back other
departments. For example, telephones are charged to departments as a
recovery.

If funds being deposited are for recovery of services, they must be deposited to
the appropriate recovery account. Recovery accounts can be either intra-agency
recovery (recoveries from within the University) or inter-agency recovery (outside
the University, but within the state).

Revenues are funds paid to the University for services or for donations.
Revenues are recorded in the period in which they are earned, regardless of
when the payment is actually received.
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SCHEV Established in 1956, The State Council of Higher Education for Virginia
(SCHEV) is the Commonwealth's coordinating body for higher education. Their
mission is "to promote the development of an educationally and economically
sound, vigorous, progressive, and coordinated system of higher education” in
Virginia.

Service Units are areas that provide specific types of services to the University
community as a regular course of business. Examples of service units include
Dining Services, telephones, and Facilities Management.

Sub-Object Code - The sub-object code is for use in identifying a category of
expense or transfer payment in the budget process and for coding purchase
requisitions, purchase orders, travel documents, etc.

Transfers - The act of moving money from one fund to another. Fund transfers
are accounting transactions that move cash from one fund to another and are
classified as mandatory (arising from binding legal agreements) and non-
mandatory (agency discretion).

Vendor Number - All vendors doing business with Old Dominion University are
identified by their Federal Employer Identification Number (FEIN) or, in the case
of sole proprietorships, the University Identification Number (UIN). The
University is required to have an IRS form W-9 (Request for Taxpayer
Identification) or W-8BEN (international vendors/individuals) or an acceptable
substitute on file for each vendor receiving payments from the University. No
purchase orders or checks may be issued to vendors until Accounts Payable has
this information on file. Departments are responsible for obtaining either the W-9
or the W-8BEN for new vendors. Please refer to Payment for Goods and
Services for more information about vendor numbers and Independent
Contractor payments.

Vouchers — Every expenditure made by the University has payment
documentation (referred to as a voucher) for record-keeping purposes. A
voucher may contain payment for more than one expenditure/invoice.
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Fund/Ledger Information

Funds are utilized in Banner to manage and account for funding that is segregated for
specific purposes in accordance with laws and regulations or special restrictions and
limitations. Funds are further grouped by common designations and/or purposes and
financial reporting requirements into what are referred to as Ledgers.

The table below highlights the common ledgers/fund groupings utilized by the

University:
Ledger Local/
State
1 State
2 Local
&5 State
4 Local
5 Both
6 Local
7 State*
8 Local
A Local

Source

Tuition & State Revenues

Various

Student Fee funds and
enterprise self-generated
revenues

Student Activity fees and self-
generated revenues

External funding from
sponsored programs activities
Gift Income

State Appropriation, Revenue
Bonds, and Auxiliary
Enterprise Funds

State Appropriation,
Scholarship/Fellowships
External Agencies /
Organizations

Use

Educational & General and other current unrestricted revenues and
expenditures. Activities related to ODU’s educational objectives such as
instruction, research, public service, academic support, student services,
institutional support and maintenance of physical plant.

Local clearing accounts.

Auxiliary Enterprise (current unrestricted revenue and expenditures) are
activities that exist to furnish goods or services to students, faculty and staff.

Auxiliary Enterprise (current local unrestricted revenue and expenditures);
Student activities, clubs and organizations.

Sponsored programs current restricted expenditures, such as grants, contracts
or other externally funded activities.

Restricted Gift funds for specific academic programs and initiatives.
Capital Projects

Restricted Financial Aid and Scholarships, Fellowships, Eminent Scholarships

Funds held in custody for other agencies or organizations by the University.
The University aids in the collection and disbursement of funds for the external
entity.

Organization Codes, or Budget Units as they are often called, are utilized to record
budget and financial transactions in Banner and represent the lowest level of the
fund/ledger structure. Organization Codes are utilized in eVA, Banner and many other
University systems to transact business. Organization Codes are all affiliated with a
specific fund; however an individual fund may have more than one Organization Code
affiliated with it. Using the Club and Rec Sports Fund from the table above as an
example, you can see that there are multiple individual Organization Codes affiliated

with this fund.

Part of the Certificate in University Financial Management, revised February 16, 2017

Page 8



BUDGET MANAGEMENT AND FINANCIAL REPORTING

FUND_CODE ORG_CODE
025648 [CLUB & REC SPORTS 4AT87 |SPORT CLUBS
025648 [CLUB & REC SPORTS 4AT88 |INTRAMURAL/EXTRAMURAL PROGRAM
025648 [CLUB & REC SPORTS 4AT89 |OUTDOOR ADVENTURE PROGRAM
025648 [CLUB & REC SPORTS 4AT90 |FITNESS & WELLNESS
025648 [CLUB & REC SPORTS 4AT91 [REC & WELLNESS FACILITY OPERATIONS
025648 [CLUB & REC SPORTS 4AT94 |RECREATION & OPERATIONS
025648 |CLUB & REC SPORTS 4AT95 |REC SPORTS SUMMER CAMPS

Notice that all of the Organization Codes in this example begin with a “4”. This simple

approach to assigning organization codes makes it easy to identify which of the ledger
groups a budget unit is associated with (4 = Local Auxiliary Services). A few additional
examples are provided below:

LEDGER

FUND GROUP

FUNDCODE

BUDGET CODE

[

011000

STATE E&G FUND SUB-GROUP

011001 |C/W E&G CUR

1PNOO

BUDGET OFFICE

011000

STATE E&G FUND SUB-GROUP

011003 |C/W CEPS FUND

1AL18

COMMUNITY DANCE PROGRAM

015000

LOCAL EDUC & GEN FUNDS

015007 |INT'L PROGRAM DEVELOPMENT

2INO5

INT'L PROGRAM DEVELOPMENT

021000

COMMONWEALTH AUXILIARY ENTERPRISES

021301 [RESIDENTIAL HOUSING

3HS00

STUDENT HOUSING

025000

LOCAL AUXILIARY ENT.

025601 [INTERCOLLEGIATE ATHLETICS

4AATOO

ATHLETICS

031000

FEDERAL GRANTS & CONT

031190 [CHES BAY PLANKTON MONITORING

5BLG5

CHES BAY PLANKTON MONITORING

043000

GIFTS DEPT - GENERAL

043152 [F. LUDWIG DIEHN CONCERT SERIES

6AL07

F. LUDWIG DIEHN CONCERT SERIES

071000

C/W UNEXPENDED PLANT

071148 [SYSTEMS RESEARCH BLDG 17678-0965

71900

SYSTEMS RESEARCH BLDG 17678-0965

046000

GIFTS-SCHOLARSHIPS/FELLOW

046364 |MANSBACH DOMINION SCHOLAR

8SXF1

MANSBACH DOMINION SCHOLAR

Dlo|N|o|lun|s|lw|N]|-

082000

ASSOCIATIONS

082041 [MID ATLANTIC BANNER USERS GROUP

A0037

MID ATLANTIC BANNER USER'S GROUP

Fund Restrictions

Restricted funds may only be expended for the purposes indicated by the donor
or grantor: includes gifts, grants, contracts, and financial aid, ledgers 5, 6, and 8.
In the case of ledger 6 gift accounts, the Educational Foundation is responsible

for maintaining complete records on restrictions.

the CAPP Manual rules apply.

o If the grant or contract is “silent” on allowable expenditures,

Unrestricted funds are available for current operations at the discretion of the
University within allowable guidelines: includes Educational and General Funds
(E&G) and Aukxiliary funds, ledgers 1, 2, 3, and 4.

and University policy apply.

o Unrestricted does NOT mean uncontrolled, as CAPP Manual rules

Part of the Certificate in University Financial Management, revised February 16, 2017
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Organizational Hierarchy

The University leverages an organization code hierarchy in Banner to facilitate budget
management and reporting in a manner that replicates the organizational structure of
the University. There are five layers to the organization code hierarchy:

arwnE

University
Vice Presidential Area
College of Division

Department or Office

Budget Code

The table below provides a few examples of this structure:

University Vice Presidential Area College / Division Department / Office Budget Code

00000 00200 - Academic Affairs {21000 - Arts & Letters XARQO - Art Department 1AR00 - Art

00000 00200 - Academic Affairs |21000 - Arts & Letters XARQO - Art Department 6AR04 - Art Department Gifts
00000 00200 - Academic Affairs {21000 - Arts & Letters XEHO0 - English Department 1EH00 - English

00000 00200 - Academic Affairs {21000 - Arts & Letters XEHO0 - English Department 1EHO5 - Writing Tutorial Services
00000 00300 - VP SEES 32000 - Enrollment Management [XADQO - Enroliment Management [1AD00- Undergraduate Admissions
00000 00300 - VP SEES 32000 - Enrollment Management |XRCOO - Registrar 1RCO0 - Registrar

Several Banner inquiry forms, workflow/approvals, and all of the new Insight Reports
utilize this organizational hierarchy to facilitate budget management and financial
reporting.
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Accrual Accounting

A.

Accrual accounting means that revenues are recorded when they are earned,
and/or the expenses are recorded when they are incurred. The date that goods
and services are received determines the fiscal year in which the expenditure is
recorded.

# Items received on or before June 30 - charged to current FY
# Items received on or after July 1 - charged to new FY

Although the University=s fiscal year closes on June 30, we must assure that all
bills for goods and services received by June 30 are paid. We will also make
corrections to expenditures that are incorrectly posted. This "13th" month will
generally extend into late July (check the Year-End Closing Calendar for actual
dates). During this time, the financial records will be adjusted to reflect all
revenue receivables as of June 30 and all expenditures payable from the old
fiscal year. Payables and expenditures will be posted to all budgets by mid-July
to allow adequate time for budget review so that errors can be reported and
corrected prior to the final year-end close. Revenue allocation adjustments
between realized and deferred revenue will be allowed between July 30 and final
close.

Budget information for both fiscal years should be monitored carefully during the
accrual period (July) to ensure that expenditures are recorded in the correct fiscal
year. Any errors detected should be reported immediately via an Accounting
Service Request or Interdepartmental Transfer (IDT) whichever applies (see
Error Correction Process section). Refer to the Year-End Closing Schedule for
the deadlines to submit corrections via Accounting Services Request or IDT.

Budgets should be monitored by the budget unit director and reconciled at least
monthly through the June 30 year-end to assure that budgets are not in deficit.
Deficits must be resolved. Actual expenditures and your approved budget
must be in synch so that your department does not receive a year-end budget
variance report. The Budget Office sends periodic Budget Variance Reports to
the President and Vice Presidents and to Budget Unit Directors.

Departments are responsible for making sure that all invoices are paid. Accounts
Payable can only pay invoices if a department has completed the e-receiver in
Banner authorizing payment and the vendor has submitted an invoice.
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BUDGET MANAGEMENT (minding the store)

After the base budget is developed, approved, loaded into the budget system, and
interfaced with the Banner Finance System to become the current operating budget, it
cannot remain static. It will need to be changed and monitored as plans change or
programs are added or deleted. In order to allow for these changes, there are
procedures for adjusting the budget and guidelines for managing the budget. The rest
of this guide addresses these elements.

Establishing a New Budget

Typically, a new organizational budgetary unit (Org) should be requested or will be
determined to be necessary during the budget development process. However, as new
grants are received during the course of the year, and/or as organizational changes and
programs are implemented, new organizational budget units are also established
outside of the budget development process.

The appropriate Banner access must be requested when a new budget is created
— refer to the section Requesting Banner Finance Access.

The form and associated instructions utilized to request a new budgetary unit are
available at: http://www.odu.edu/facultystaff/university-business/budget/development/forms

The request form entails:

e Indicating the appropriate classification (Ledger)

e The nature and frequency of funding to be received

e The nature and purpose of the expenditures to be incurred and any restrictions
that may be made on the use of funds

e The length of time the org will be valid

¢ |dentifying the Budget Unit Director for the Org

e Establishing whom will have signature authority for the Org

The request form must be approved by

Grants Accounting

Associated Dean/Director

Associated Vice President (or Designee)
University Budget Officer

Associate Controller

Finance Systems Manager

Vice President for Research (for all Grants)

Part of the Certificate in University Financial Management, revised February 16, 2017 Page 12


http://www.odu.edu/facultystaff/university-business/budget/development/forms

BUDGET MANAGEMENT AND FINANCIAL REPORTING

Budget Unit Director Responsibilities

University Policy #3001, Responsibility of Budget Unit Directors on Use of Funds
(Expenditures), applies to all individuals designated as Budget Unit Directors having
fiscal responsibility for University budgets. Budget Unit directors are responsible and
accountable for all budgetary and fiscal matters pertaining to their respective
department/college or unit. In instances where a fiscal transaction directly benefits the
Budget Unit Director (e.g. travel expenses), the Budget Unit Director’'s immediate
supervisor must approve such transactions.

Budget Unit Directors (BUDs) are charged with being stewards of funds provided by the
Commonwealth and the University, and ensuring they are expended to best serve the
University and its mission. These responsibilities include:

e Adequate planning for use of funds and determining the availability of funds prior
to initiating any expenditure action (no matter the funding source);

e Reviewing and ensuring all funds are expended in compliance with
Commonwealth and/or University policies and that they are properly
documented,;

e Ensuring the funds are expended for the intended purpose and relate to the
mission of the University; and

e Monitoring expenditures to ensure they do not exceed budget authority.
Budget Unit Directors may delegate signature authority. The delegation of signature
authority does not relieve the BUD’s responsibility to ensure the appropriateness of the
expenditure and compliance with Commonwealth and/or University Policies.
Failure of BUDs to abide by these policies and procedures may result in revocation of
fiscal authority, personal liability, and/or disciplinary action. Please refer to the full
policy for expenditure guidelines and allowable and disallowed expenditures.

http://www.odu.edu/content/dam/odu/policies/university/3000/univ-3001.pdf
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Requesting Banner Finance Access

If you currently have a Banner account and need to add finance access (or to obtain
Banner access for additional/new budgets), the budget unit director (or someone higher
in the organizational structure than the individual requesting access if that person is the
BUD) can send an e-mail to Linda Meyers (Imeyers@odu.edu), Finance Systems
Manager in the Office of Finance.

If you do not currently have a Banner account, complete the Universal Account Request
Form (available on the ITS web site).

http://www.odu.edu/content/dam/odu/offices/occs/docs/Universal%20Account%20Request¥%20Form.pdf

Fill out the first page — Be sure to indicate the type of user. Under “Accounts
Needed,” check Banner. After completing the form, print the form, sign and
date. Also at the bottom of the page, the Budget Unit Director (or someone
higher in the organizational structure authorized to approve computer accounts)
will need to complete the information in the authorization box and sign the form.

On the second page:

In_Section C, include justification for obtaining the access (i.e., to be able
to monitor budgets/research invoices).

In Section D, under Banner Classification Accesses Needed, request
FIN_EVERYONE and list all budgets, including any ledger 6 budgets, to
which you will need access.

Section C - Banner Accounts )

Justification for access:

Departmental Authorization signatures:

Student (Registrar) Finance (Data Control Manager) Budget Prep (Umiversity Budget Officer)

List all budget codes

es)

Under Banner Classification Access Needed - request FIN_EVERYONE

AP INFO SWVCS)

|

RMS (DIR Housing & Re’Life)

Section D - Accounts

Bud Posting) Banner Classificat®n Accesses Needed

—

For a description of Banner classifications, please visit our WWW site - www.odu.edw/oces -
1) Enter as Faculty/Staff 2) click " Account Requests" 3) click on "Banner Account™
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Master Signature List (Authorized Signature List)

Individuals must be on the Master Signature List in order to sign against their budget
codes for any purpose. A list of some areas that use the Master Signature List is shown
below.

The Finance Systems Manager in Data Control is responsible for maintaining the
Master Signature List for Old Dominion University. To be added to the Master
Signature List, please complete the Request to be Added to the Master Signature List
form. This fillable form is located on the Office of Finance website. The budget unit
director for the budget should approve the request. Please note that continuation
sheets must be submitted with the signed approval page.

If the person to be added to the Master Signature List is the budget unit director,
someone higher in the organizational structure must approve the request.

NOTE: Signature authority will only be granted to Old Dominion University employees.

Current users of the Master Signature List include most service units that serve the Old
Dominion University community:

Bookstore

Budget Office

Procurement Services

Technology Store

Telecommunications

Work Management (Facilities Management)
Payroll

Quick Copy

Accounts Payable

Mailroom

Designating a Budget Unit Director

Please note that adding an individual to the Master Signature List does not officially
designate an individual as a Budget Unit Director (BUD). To officially designate an
individual as a Budget Unit Director, the main BUD or BUD’s supervisor should send
notification to the Finance Systems Manager, Data Control, Office of Finance. In
Banner, the system shows the main BUD of record.

BUD Delegates - Budget Unit Directors may assign responsibility to Budget
Delegates. These delegates will be able to approve all transactions/changes in
the place of the main BUD, or responsibilities can be restricted to certain areas
(i.e., Computer Account Requests). These delegates are maintained in MIDAS
and are maintained by the Finance Systems Manager. Ultimate responsibility for
departmental budgets rests with the main BUD.
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Requeast to be Added to the Master Signature List — Old Dominion University
Attach continuation sheets to add additional names to the signature list for the same budget.
A signed page 1 must be attached to any continuation sheets.

Page 1 of

Submit this form to add individuals to the Master Signature List. Individuals must be on the Master Signature List in order to sign against
budget codes for any purpose.

Signature authority will only be granted to Old Dominion University employees.

The individual approving this request must be the Budget Unit Director (BUD) or an official BUD Delegate.

Request Date

Org Code

Requastor Printed Namea

Requestor Title

Signature

Please add the following individual(s) to the Master Signature List for the specified budget (org) code.

Printed Name

UIN

Title

Campus Tel: #

Dffice Location

Signature

Submit this form to:

Linda Meyers
Finance Systems Manager
Office of Finance

Revised April 17, 2015
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PROCEDURES AND GUIDELINES FOR BUDGET MANAGEMENT

Procedures and guidelines are necessary for managing budgets to ensure that Federal,
State, and University policies are followed. In addition, the guidelines provide
assurance that the appropriate levels of management stay abreast of material changes
to the budget. The following information is updated annually near the beginning of the
fiscal year and can be located on the Budget Office website. The actual web page
containing the procedures and guidelines for budget management requires use of a
Midas password to access this page. The contents from this web page are discussed in
class.

Budget Adjustments / Increases

Budget re-allocations, both permanent and current, must be reviewed and
recommended by the appropriate dean/director and approved by the appropriate senior
executive officers. The University Budget Office approves and posts all budget
adjustments. The table below represents minimum requirements for approval of budget
adjustments.
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Each Vice President has the ability to require additional levels of approval within
their organizational structure. The following chart shows University

requirements.

Type of Transaction

Dollar Threshold

Approval

Within a Single Org Unit

Up to $50,000

Dean or Director

Within a Single Org Unit

$50,000 to $1,000,000

All above PLUS the respective Vice
President/Executive Officer

Within a Single Org Unit

$1,000,000 and up

All above plus the Vice President for
Finance & Administration or Chief
Operating Officer

Cross Org Units

Up to $1,000,000

Respective Deans or Directors and Vice
Presidents/ Executive Officers

Cross Org Units

$1,000,000 and Up

All above plus the Vice President for
Finance & Administration or Chief
Operating Officer

Exceptions:

e Academic Affairs:

o All budget adjustments and re-allocations must be routed through and approved
by the Associate Vice President for Academic Affairs.

o The Provost may centrally manage and / or allocate funding within Academic
Affairs. These transactions are approved and posted by the University Budget
Office and require approval of the Vice President for Finance & Administration or
Chief Operating Officer should they exceed $1,000,000.

e The Budget Office retains delegated authority to record transactions related to Grants,
Foundation Transfers, Revenues, Equipment Trust Fund, Fund Transfers, Financial Aid,
Full-Time Salaries, Benefits, Capital Projects, Maintenance Reserves and other
technical adjustments required by the Department of Planning and Budget.

Additional Restrictions:

o Departments may not move full-time salaries and fringes to NPS or any other areas
without the Budget Office approval.

o Federal work study funds (Managed by Career Development Services) may not be
moved to any other account codes.

e Only Budget Unit Directors of Auxiliary Services, CEPS, Grants, Agency Funds, and Gift
Org Units may submit Revenue and Expenditure Increases/Decreases. These
transactions must be approved by the respective Vice President / Executive Officer.

Part of the Certificate in University Financial Management, revised February 16, 2017

Page 18




BUDGET MANAGEMENT AND FINANCIAL REPORTING

Revenues

Revenues are funds paid to the University for services provided to students, faculty,
other agencies or the general public. They may also be received in the form of
donations via any of the University Foundations. Revenues are recorded in the period
in which they are earned, regardless of when the payment is actually received.

The majority of University revenues are monitored and managed centrally, with the
exception of Auxiliary Services, CEPS, Gifts/Grants, and Agency Funds. Budget Unit
Directors of these operating units are responsible for ensuring revenue budgets are
developed and adhered to and must ensure the financial solvency of each respective
operating unit.

Personal Services Increases/Decreases

The movement of funds among personal services and other expense categories of the
budget must include a clear and concise reason for the change. Approval is in the
hands of the Dean or Director and Vice President. If there is a pattern that materially
changes the resource allocation, the Vice President for Administration and Finance or
delegate will inform the President before acting on the request. The resource
allocations for personal services must be monitored to ensure payroll costs are covered
for University employees.

Overtime Pay

It is necessary to justify and budget pay for overtime work in the budget process. Send
requirements after the budget process to the Budget Office for review. If the request
relates to a classified employee exempt from the Fair Labor Standards Act, have
Human Resources review the request first. Overtime increases are monitored and,
where it appears there may be excessive use, the President's approval may be
required. (Overtime is calculated automatically by Banner based on web time entry
submissions. Not all employees are eligible for overtime. Overtime is discussed in the
Payroll training class.)

Equipment
o The State established the Equipment Trust Fund (ETF) Authority to meet special
equipment needs.

o The ETF program includes specific guidelines regarding the type of educational
and research equipment that may be procured with ETF resources.

o In addition to maintaining compliance with these guidelines, the University must
also maintain a minimum level of equipment purchases from the operating
budget.
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o ETF funding can be reduced or completely taken away if the University does not
meet the minimum requirements or follow the ETF guidelines (distributed to
departments).

o The transfer of equipment funding in the operating budget to other categories of

expense is monitored closely to ensure compliance and may require approval at
the Vice Presidential level.

Central Services

Services such as telephones, mail charges, and photocopy charges are provided
through central operations. As such, the costs are not invoiced, and the expense may
appear in the budget sometime after the services are received. This kind of activity
needs to be monitored on a monthly basis to avoid expenses in excess of the approved
budget authority. Forecasting is very important to ensure accurate budget
management. Telephone charges and mail charges generally have 12 months of
charges.

Part of the Certificate in University Financial Management, revised February 16, 2017 Page 20



BUDGET MANAGEMENT AND FINANCIAL REPORTING

Fund Transfers

Fund transfers are accounting transactions that move cash from one fund to another
and are classified as mandatory and nonmandatory transfers (like moving money
from one checking account to another).

Mandatory transfers are made on the basis of a legal obligation such as the
repayment of principal and interest on construction bonds.

Nonmandatory transfers are made on the basis of needs within the University,
and are done at agency discretion such as transfers from Housing and
Residence Life to Facilities Management for custodial services, utilities, etc.

Fund transfers should be included in the budget process for approval. Requests to
transfer cash after the budget process should be submitted to the Budget Office. If the
transfer materially impacts the operating budget, the Vice President for Administration
and Finance or designee will consult the President for a decision. If approved, the
Budget Office will process the adjustment and notify the Assistant Vice President for
Finance/University Controller that the transfer is approved.

When a fund transfer is posted in Banner, you will typically see two budget entries.

1. Increase or decrease expenditure sub-accounts
2. Increase or decrease sub-accounts within the 99XX group

The two entries are necessary to balance the respective budgets involved and have
a zero effect on the bottom line of each budget. The department receiving the cash
in the transfer will see an increase to one of their expenditure budget pools or line
items to represent the increased expenditure authority and see a decrease in a
transfer line item to represent the transfer of cash into their budget/fund.

Chart: o[~ Organization: [ssxa0  [¥  VMSDEP
Fiscal Year: I? [T Fund: Ii F
Index: IiF Program: li [7
Account: Ii F
Account Type: Ii F
Acthty: [ @
Commit Type: I: Location: Ii [+
Account Type Title Adjusted Budget ¥TD Activity Commits
|3603 [R [PRIVATE GRANTS FUNDS | 0.00| 1,225.00 |
5560 e |unpercRAD scHOLARSHS | 213,350.00 215,625.00
|og3e T [TRans FROM caw ReESTRICTED | -213,350.00 -113,000.00
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Position Actions

New positions and position actions - Requests for new positions and changes
to an existing position should be proposed during the budget process. Only
those that are approved in the budget process are usually acted on during the
fiscal year. Thorough justification is required if you feel a position should be
reviewed during the year. The first step in the process is to contact Human
Resources to obtain the appropriate documents to be submitted. The cost of out-
of-cycle requests will be funded from existing resources available in the budget.
The President will provide funds only under extraordinary circumstances.

Position transfers - Positions may be transferred from one budget unit to
another with approval of the vice president when it does not materially change
the level of effort in the operating plan. The Budget Office reviews the request
and sends it to Human Resources.

Position recruitment - Before recruiting for a vacant faculty, faculty
administrator or faculty professional position outside of Academic Affairs, the
request must be reviewed and approved by the Provost. Use the "Non-Academic
Faculty and Administrative Position Allocation" form for this purpose. This form
as well as others utilized in the recruitment process and associated guidelines
are available at:

http://www.odu.edu/facultystaff/employee-services/managers/recruiting/recruiting-administrative-professional/forms.

The completed form is sent through the Dean or Director and Vice President to
the Budget Office. The Budget Office refers the request to the Provost.

Attrition Funds - Attrition funds are the monies remaining from a vacant position
after all payroll and termination costs have been satisfied (i.e., classified leave
payout). The types of positions that generate attrition are E&G funded faculty
professional, faculty administrator and classified positions. Some examples of
how attrition funds are generated include: (1) savings from positions being vacant
for long periods of time, (2) savings when a member of the faculty or staff goes
on leave without pay status.

Attrition funds are placed in the University’s E&G contingency fund on a monthly
basis via budget adjustment. The funds are used primarily to support unforeseen
circumstances as well as to provide funding for specific projects that require
funds on a one-time basis. Attrition funds may also be used to support
emergency workload replacement or training needs at the request of the Budget
Unit Director. Emergency workload replacement is to be associated with a
specific vacancy in the budget unit.

Attrition requests should be sent to the Budget Office and must include
justification for the use of attrition funds. The Budget Office will review the
request and provide a recommendation based on an analysis of available attrition
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funding. The Budget Office will then notify the department with the outcome of
the analysis.

Surplus Salary Holding Account (4012) — This University funding practice
associated with Compensation Reform enables budget units to retain surplus
salary funds accrued from hiring new classified staff at an annual salary that is
lower than the current base funding for the given position.

e The Budget Office automatically calculates and reallocates the associated
salary and benefit savings to the 4012 holding sub-account.

e Budget managers have the latitude to utilize these funds for compensation
reform actions or to reallocate them for operating budget requirements.

e These reallocation actions may be made on a one-time basis or made
permanent (base budget adjustment).

The 4012 surplus salary holding account will be considered part of departmental
base budgets unless the Vice President and/or Dean prefers that these turnover
surplus funds be held in a central reserve within your division.

Federal Workstudy Student Funds (4028)

The Federal government provides an annual grant that provides for hiring students at a
subsidized rate. The grant provides 75 cents for every dollar of wage for students with
a workstudy award. It is important that the University maximizes the use of these funds.
Therefore, funds for workstudy student positions may not be transferred to any other
expense category. Departments must monitor earnings to assure that students do not
go into an over-award status. All workstudy funds are managed through Career
Development Services.

University Gift Management

All gift funds are to be deposited to the Educational Foundation or Intercollegiate
Foundation as appropriate. The foundations use the income from the investment of the
gifts to support the operations. The transfers of gift funds to the University for
expenditure (ledger 6) are planned as part of the budget process and include only those
gift funds reported as being available to the University after July 1. Vice Presidents
make recommendations for the use of the gifts in their budget materials. The approved
funds are then transferred from the appropriate foundation account and entered into the
departmental gift budgets shortly after the fiscal year begins. Ledger 6 budget balances
from the prior fiscal year are loaded in late July, and the final adjusting balances are
generally loaded in October, if applicable.

Departments should not automatically request transfer of all spendable funds
from the Educational or Intercollegiate Foundations, but should only request
those funds that will be needed to effectively conduct business.
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The use of Foundation gifts by the University is a part of the budget process:

e Spendable Income Letter distributed by the Foundations in February detailing funds
available for transfer on July 1.

¢ VPs make recommendations during the budget process and submit requests to the
Budget Office in July.

e Funds transferred to the University in late September

Exceptions may be made to the above policy if required by the donor of the gift.

e An example would be a gift that is designated by the donor to be spent
immediately.

e The exception request is to be approved by the Dean or Director and
Vice President

e After approvals, the request is forwarded to the Budget Office.

e The Budget Office will act on the request after conferring with the
executive directors of the Educational Foundation and the Intercollegiate
Foundation.

e All foundation transfer requests should be forwarded to the Budget
Office for processing.

Fringe Benefits (4999 pool)

Fringe benefits for full-time employees in E&G budgets are managed centrally. Budget
Unit Directors of Non E&G budgets must ensure sufficient funds are in 4999 to cover
expenditures or make the appropriate budget adjustments.

E&G — centrally managed — no action required to balance

CEPS — must ensure sufficient funds in 4999 to cover benefits

Auxiliaries, Gifts and Grants — must ensure sufficient funds in 4999 to cover
benefits

All Budget Unit Directors are responsible for monitoring and managing the
benefits for their part-time positions (4021, 4031, 4027, and 4025 when students
drop below the required credit hours)

Benefit rates are adjusted on an annual basis to reflect changes in premiums and
contract costs. The University Budget Office publishes the benefits rates on its website.
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Forecasting and Trends Analysis

It is important for all Budget Unit Directors to regularly monitor their respective budgets
and periodically assess revenue and expenditure trends of their budgets.
Understanding the typical spending patterns in conjunction with planned program
activities will enable better budget planning for future budget cycles as well as
forecasting of current year operations. It is the Budget Unit Director’s responsibility to
ensure their budgetary units stay within budget authority. Numerous Insight and ePrint
reports may be utilized to assist Budget Unit Directors with both monitoring current
budgets and analyzing revenue and expenditure trends.

Departments should establish a routine monthly process to monitor and evaluate
outstanding purchase requests/orders, recurring charges (part-time employees, phone,
copier, Small Purchasing Card), planned one-time expenditures, and overall current
spending.

Budget Office Variance Analysis

Budget Unit Directors are responsible for ensuring that budgets are monitored and any
deficits are corrected in a timely manner.

Budget Unit Directors are encouraged to use Insight, ePrint, and other tools to manage
their budgets and ensure there are no negative variances. Departments will be
contacted if large variances occur. The auditors recommend a formal once-a-month
reconciliation. The BUD should sign off on the reconciliation.

Academic Affairs Variances

The Vice President/Provost distributes certain types of funding to deans, and the
deans distribute funding to departments after the items are expensed (i.e.,
funding for graduate assistants and adjunct faculty), so there may be times when
negative variances occur.

At the end of each fiscal year, the Budget Office conducts a formal analysis (Year-End
Variance Analysis and Issues report) for each vice presidential area. The purpose of
the analysis is to provide actual expenditures and trends for each budget unit manager,
enhance the budget development for the next budget cycle, and allow for evaluation of
the budget management for all areas.
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Using Banner to Manage Your Budget
(Refer to the HOW DO | Do Banner Internal Financial Reporting revised July 2011)

Hard copy budget reports are not distributed to departments on a monthly or semi-
monthly basis. A number of forms in Banner provide the information necessary to
monitor departmental budgets online. You may also wish to use ePrint to print your
month-end reports (discussed later — mandatory training must be attended).

Some general information about monitoring budgets

The Budget Availability Status Form (FGIBAVL) can be used to help you determine
balances in the pool accounts. Periodically, it does not function properly and can show
large, and sometimes inaccurate, deficits. The Budget Office is aware of the
discrepancy and will not rely strictly on FGIBAVL to determine true budget deficits. In
the past several years, this phenomenon has occurred only twice.

During times when budgets were out of balance, we discovered that a number of things
cause the out-of-balance problems we were experiencing. Some of them are inherent
in the system, since items that are in suspense or entered in error will display in
FGIBAVL until posted or cleared.

Although we have resolved past problems with FGIBAVL showing inaccurate
information, it is still possible that FGIBAVL and FGIBDST will not show identical
information. REMEMBER, FGIBAVL is updated as data is entered and displays approved
and unapproved, posted and unposted transactions. Please refer to "HOW DO | Do
Banner Internal Financial Reporting.”

You should continue to check your expenditures in Banner through the Organization
Budget Status Form (FGIBDST) by linking to the Detail Transaction Activity Form
(FGITRND). As long as your internal records match with the expenditures and
encumbrances posted, your budget should be in good shape.

Even when FGIBAVL information is in balance, budget units are encouraged to
reconcile budget information posted in the FGIBDST form against internal records. By
performing regular reconciliation for each budget, departments can avoid end-of-year
deficit problems.

Discrepancies from the Detail Transaction Activity Form (FGITRND) that cannot be
identified once your budget is reconciled should be addressed through the Accounting
Services Request (ASR) process. Do NOT contact an Accounts Payable processor
with questions about postings to your budget.
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Budget Availability Status Form (FGIBAVL)

This is a stand-alone form used to determine the available balance of a specific budget
and provides available budget balances by line item and pools. From the Options pull-
down menu, you can access Pending Documents (FGITINP) which shows pending
transactions — no other research can be done from this form.

By line item for
e Personal services (4000 series of sub-accounts)
e EXxpense recoveries
e Transfers (99XX)

At the pool level for

Benefits pool (4999 — 49XX sub-accounts except 4948 and 4949),
Nonpersonal services pool (6999 - 5000-6000 series of sub-accounts),
Travel pool (7999 - 7000 series of sub-accounts),

Equipment pool (9899 - 9000 series of sub-accounts)

FGIBAVL shows the current operating expenditure budget, less year-to-date activity and
commitments to arrive at the balance. Refer to HOW DO | Check My Available Balance
revised July 2011, for more details on how to use this form.

This form is updated as data is entered and displays both approved and unapproved
transactions.

Actual detailed expenditure data is obtained through the Organization Budget Status
Form (FGIBDST).

Organization Budget Status Form (FGIBDST) — where you find details

This form shows budget, actual activity and encumbrances and shows available
balances by line item only. It does not provide a net budget balance. It also allows
you to drill down to detailed information on a specific transaction. You can perform
detailed research from this form. This form is updated after posting and approval
processes are completed. Detailed instructions on how to access this Banner form are
available in How Do | Check My Budget discussed during Banner training.

Researching from the Organization Budget Status Form (FGIBDST)
The following forms can be accessed from the Organization Budget Status Form
(FGIBDST) by selecting the appropriate option.

Organizational Budget Summary Form (FGIBSUM)

This form shows a summary of budget information by revenue, total personal and
nonpersonal expenditures and transfers (if applicable) for a specific organization.
This form can be accessed from the Organizational Budget Status Form
(FGIBDST) by selecting Budget Summary Information from the Options pull-
down menu.
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Detail Transaction Activity Form (FGITRND)

This form provides a detailed transaction listing of the sub-account highlighted on
the Organization Budget Status Form (FGIBDST) and can be accessed by
selecting Transaction Detail Information from the Options pull-down menu.
You can use the scroll bar beneath the details to move the window pane to the
right to reveal additional information about entries. When requesting corrections
to your budget, you should print the screen of information related to the
transaction. This form shows the details of expenditures in the selected sub-
object code. The date an invoice is posted to this form (INEI or INNI) is the date
the payment process starts and is not necessarily the date that a check was
mailed. To see a payment due date, you must review details of the invoice
payment (FAIINVE).

Invoice/Credit Memo Query Form (FAIINVE)

This form shows the date that an invoice is scheduled to be paid and to
what address a check will be mailed. Can be accessed from the Detall
Transaction Activity Form (FGITRND) by selecting Query Document from
the Options pull-down menu when looking up information on invoices
(INEI, INNI) when you see YTD in the Field column.

Detail Encumbrance Activity Form (FGIENCD)

When ENC shows in the column labeled Field, you can view the
encumbrance activity. (Once an encumbrance is liquidated, you can no
longer view it from the Organization Encumbrance List Form, FGIOENC).
This form shows detailed information about a specific encumbrance. This
form can be accessed by selecting Detail Encumbrance Information
from the Options pull-down menu from FGITRND.

Document Retrieval Inquiry Form (FGIDOCR)

This form provides detailed information about all transaction types. Can
be accessed from the Detail Transaction Activity Form (FGITRND) by
selecting Query Document from the Options pull-down menu when
looking up information on budget adjustments (BD02) and journal entries
(JE35, etc.) when you see OBD, ABD, or YTD in the Field column.

Document Postings Form (FGQDOCP)

Shows how transactions post into each ledger. This form can be
accessed only from the Document Retrieval Inquiry Form
(FGIDOCR) by selecting Access Document Postings from the
Options pull-down menu.

General Text Entry Form (FOATEXT)

Shows text descriptions for journal entry type transactions, if
entered. This form can be accessed from the Document Postings
Form (FGQDOCP) by selecting Document Text from the Options
pull-down menu.
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Organization Encumbrance List Form (FGIOENC)

Shows detailed information about open encumbrances. Can be accessed from
the Organization Budget Status Form (FGIBDST) by selecting Organization
Encumbrances from the Options pull-down menu.

Detail Encumbrance Activity Form (FGIENCD)

Shows detailed information about a specific encumbrance. Accessed
from the Organization Encumbrance List form (FGIOENC) by selecting
Query Detail Encumbrance Info from the Options pull-down menu.

Document History Form (FOIDOCH)
This form shows the life of a document — purchase order, invoice, check, and receiving.
(Refer to How to Research an Invoice Using the Banner Invoice Number).

Vendor Detail History Form (FAIVNDH)
You can see payment history for a specific vendor.

Entity Name/ID Search (FTIIDEN)

This form allows you to see if a vendor is in the University’s vendor table. A vendor can
be an eVA vendor but not be in the University’s vendor table. If a vendor is not in
ODU’s vendor table, the ordering department is responsible for obtaining a W-9 or
WS8BEN (international vendors). Remember to use ALL CAPS.

Budget Query Form (FBIBUDG)

There are times when departments need to review the base budget versus the current
operating budget. FBIBUDG is query-only and enables departments to review
continuation costs for a full fiscal year. Only the University Budget Office has
authorization to modify base budgets in accordance with the annual University budget
approval process and as operating year adjustments impact the base. Remember,
base budgets do not reflect one-time funds.

Perhaps the easiest way to illustrate the difference between a base and an operating
budget is when a position is vacant for a period of time during the fiscal year. Refilling a
vacant position requires that funds be available to cover only those costs to be
expended in the current operating year whereas the base budget must factor in the
ensuing full fiscal year’s continuation costs.

Departments who have access to FBIBUDG can review information on only those
budgets requested on the Computer Account Request Form. Questions about base
budget information can be directed to the Budget Office at 683-3127.
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Transaction Types

Reviewing budget information is important. To aid departments in understanding
Banner Finance, the following transaction codes are provided.

Banner Code Action Sign (debit or credit)
Accounts Payable Entries
ACCI Cancel Addl Chrgs on Inv w/G/L Acct
ACDC Cancel Addl Charges on Credit Memo
ACDI Cancel Addl Charges on Invoice
ACEC Cancel Addl Chrg on C/M w/Encumb
ACEI Cancel Addl Chrg on Inv w/Encumb
ADDC Additional Charges on Credit Memo
ADDI Additional Charges on an Invoice
ADEC Addl Chrg on Credit Memo w/ Encumb
ADEI Addl Charges on Invoice w/Encumb
ADII Addl Charges on Invoice w/G/L Acct
CNEI Cancel check - Invoice w/Encumbrance
CNNC Cancel Check - C/M w/o Encumbrance
DNEC Check - Invoice w/Encumbrance
DNII Check - Inventory Invoice
DNNC Check - C/M w/o Encumbrance
DNNI Check - Invoice w/o Encumbrance
CNNI Cancel Check Inventory Invoice
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Banner Code

Action

Sign (debit or credit)

ICEC Cancel Credit Memo w/Encumbrance
ICEI Cancel Invoice with Encumbrance

ICNI Cancel Invoice without Encumbrance
INEC Credit Memo with Encumbrance

INEI Invoice with Encumbrance

INEP Invoice with Encumbrance Charged PY
INER Credit Memo with Encumbrance PY
INNC Credit Memo without Encumbrance
INNI Invoice Without Encumbrance

Encumbrance Entries

COAD Additional Charge on Change Order
CORD Establish Change Order

EO010 Post Original Encumbrance (LPOS)
E020 Encumbrance Adjustment

E032 Encumbrance Liquidation +or-
EO037 Encumbrance Liq. allow changes
EO090 Encumbrance Year End Roll

E100 Original Encumbrance

PCAD Cancel Add=I Chrg on Purchase Order
PCAP Canc Addl Chg on Purchase Order PY
PCDP Canc Disc on Purchase Order Prior Y
PCDS Cancel Discount on Purchase Order
PCLQ Cancel PO - Reinstate Request

PCRD Cancel Purchase Order

PCRP Cancel Purchase Order in Prior Year
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Banner Code Action Sign (debit or credit)
POAD Additional Charge on Purchase Order
POAP Additional Chg on PO Prior YR
POCL Purchase Order Close
PODP Disc on Purchase Order Prior Year
PODS Discount on Purchase Order
POLQ Purchase Order - Request Liquidation
PORD Establish Purchase Order
RCQP Cancel Requisition
REQP Requisition - Reservation

Accounts Receivable Entries

1ISO1 ISIS AR Legacy Interface *

1S02 ISIS AR Legacy Interface *

CHS1 Banner Student Charges/Non-Cash Pay
CSSsi1 Banner Student B Cash Payments

Budget Entries

BDO1 Original Budget Entries +or-

BD02 Permanent Budget Adjustments +or-

General Accounting Entries

DCSR Direct Cash Receipts +or-

Joo1 Year End Closing Journal DorC
J020 Budget Carry Forward Journal DorC
JEO5 Beginning balances DorC
JE35 Transfer within funds DorC
JE36 Transfer within funds B Banner only DorC
JE60 Transfer between funds DorC
JEG1 Transfer between funds B Banner only DorC
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Banner Code Action Sign (debit or credit)
Payroll Entries

HRO1 HRIS PR Legacy Interface *

HEEL Payroll - Employee Liability

HENA Payroll B Encumbrance Adjustment

HENC Payroll B Salary Encumbrance

HERL Payroll - Employer Liability

HGNL Payroll B Gross Expenditure

HGRB Payroll B Gross Benefit Expense
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MANAGING/MONITORING BUDGETS

Departments are responsible for monitoring budget activity and resolving any budget
variances timely (recommended monthly). Banner is the University’s official financial
record and any discrepancies or errors must be reported and corrected via the
appropriate process. Please refer to the Error Correction Process section.

Researching Invoices

If you need to see if an invoice has been paid, you should research the invoice before
calling the Accounts Payable processors. Please keep in mind that the date an invoice
is posted in Banner is the date that the payment process begins and is not always the
date the payment was sent to the vendor. If you have not completed the e-receiver
in Banner - the payment process cannot begin. The completed e-receiver serves
as payment authorization. (Refer to Procurement and Payment for Goods and
Services for more information.)

If you cannot find the information you need, please contact the appropriate
processor. You will need to provide:

The purchase order number (or UIN if payment was made to an individual)
The vendor name

The invoice number

And the date the e-receiver was completed in Banner.

hrwpbE

You can check FOIDOCH to see if the invoice has been received and/or the e-
receiver has been completed.

The information on the following pages is available to all Banner Finance account
holders and is available on the Office of Finance web site at the following address:

http://www.odu.edu/facultystaff/training-development/banner-training/finance-budget

Part of the Certificate in University Financial Management, revised February 16, 2017 Page 34


http://www.odu.edu/facultystaff/training-development/banner-training/finance-budget

BUDGET MANAGEMENT AND FINANCIAL REPORTING

How to Research an Invoice Using the Banner Invoice Number

the Invoice window, the invoice number will be displayed. In the
Check window, the check number will be displayed if a check has
been issued. A one-character Status Indicator displays the
status.

Under “Invoice,” if you see an R displayed, you need to complete an
e-receiver in Banner. If no invoice information displays, invoice has
not been received and/or scanned/indexed.

Under “Receiver,” you can see the receiving documents associated with
the invoice. Must display a “C” for completed.

Under “Check,” you can see the check number.

ACTIONS/STEPS NOTES/HINTS
X Access the Document History Form Type FOIDOCH in the “Go to” box
and press <ENTER>.
X The Document History Form (FOIDOCH) contains two (2) blocks The invoice number used in this
which must be completed: form is the system-generated
document number which begins
= Doc Type. Type INV (for invoice) or PO (for purchase order) | with Al@ that can be found in
= Doc Code: Type the invoice number or PO number FGITRND.
X Perform the Next Block function to load all the information about Ctrl + Page Down
the invoice.
X A number of different windows of information will be displayed. In | Status Indicators (legend)

(A) Approved

(C) Completed

(F) Final Reconciliation
(P) Paid

(R) Receipt Required (needs e-
receiver)

(S) Suspended

(O) Open

(X) Cancelled

(V) Void

(H) Hold

(T) Tagged Permanently

Rollback icon in the toolbar. This will take you back to the
FOIDOCH form key information area.

X To find the check date, make sure the Check window is Use your mouse pointer to click
highlighted. into the Check window. On most
screens it will be highlighted in
blue.
X Select Check Information from the Options pull-down menu.
X This will take you to a blank Check Payment History Form
(FAICHKH) with the Check Number filled in. Fill in the Bank #
(50 or 01). Use the Next Block function to display all the
information about the check. Ctrl + Page Down
X The top portion of this window of the form displays the Check Since all checks are done as a
Number, Vendor, Check Date, and Cancel Date (if applicable). “batch.” It is possible that the check
Checks are scheduled to be mailed within seven (7) work days of | will include payments for multiple
the check date. If a check was cancelled for some reason, the invoices.
date of cancellation will be displayed.
X Once you find all the information you need on a specific invoice,
click on the Exit icon in the toolbar and you will be returned to the
Document History Form (FOIDOCH) displaying the various
windows of information about the invoice (Invoice, Check, etc.).
X If you wish to perform research on another invoice, click on the The Rollback icon is the second

from the left on the toolbar.

Part of the Certificate in University Financial Management, revised February 16, 2017

Page 35




BUDGET MANAGEMENT AND FINANCIAL REPORTING

Part of the Certificate in University Financial Management, revised February 16, 2017 Page 36



BUDGET MANAGEMENT AND FINANCIAL REPORTING

ACTIONS/STEPS

How to Research an Invoice Using Vendor History

NOTES/HINTS

Access the Vendor Detail History Form

Type FAIVNDH in the “Go to” field
and press <ENTER>.

The key information area of the Detail History Form (FAIVNDH)
contains three (3) fields which must be completed:

= Vendor: Enter the Vendor Number
= Selection: Defaults to All

» Fiscal Year: Defaults to current fiscal year

Other selections are

Credit Memo
Open
Paid

Perform the Next Block function to load all the information about
the vendor=s payment history. The following information is
displayed:

Vendor Invoice is a listing of all invoices for this vendor

Invoice refers to the system-generated reference number

Approval shows if an item was approved (Y or N)

VIC Ind (not used at this time)

Credit Memo shows if an item is a credit memo (Y or N)

Open/Paid indicates O(pen) or P(aid)

Cancel shows if an item has been cancelled (Y or N)

Vendor Invoice Amt is the amount of that specific

transaction

Due Date displays the date an invoice is expected to be

paid

X Check Date when the check is cut, displays the check
date

X Check Number (click on the Details icon [J to see check

details)

eReRoRoRoRaRols

o

Ctrl + Page Down

When you view a listing of vendor
invoices, keep in mind that all
invoices processed by the
University for this vendor are
shown here.

You can also view the invoice info
by selecting View Invoice
Information from the Options
pull-down menu.

The check date is generally about a
week before mailing — allows for
auditing.

Click on Rollback to return to the key information area of the form
to review the payment history for another vendor.

Remember to log out of Banner to assure the security of
information.

Click on the Exit icon in the toolbar.
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Downloading Budget Information from Banner (into Excel)

Departments can download select budget data into Excel spreadsheets. This provides
departments with another tool to more effectively manage budgets. This download
process should not be confused with the Insight budget reports available via Insight
(see next section). You can only download data for budgets to which you have Banner
access. You may not have access to all forms if they are not included in your current
Banner access. Once you have set up your output options that determine where you
want your Excel files stored, you can download information.

The Banner forms in the chart below contain select information that can be downloaded
into a basic Excel spreadsheet. Once you download the information, you can modify
the spreadsheet formatting to suit your needs.

The full documentation about downloading to Excel can be found on the Office of
Finance web site (part of the Banner Finance training) and in the appendix of this
document:

For the following forms, from the Help pull-down menu — select “Extract Data with Key.”

Form Name Descriptive Name Info Contained Notes
FGIBAVL Budget Availability Status Summary data at org level Shows line-item sub-accounts
and pool accounts
FGIBDSR Executive Summary Summary budget data at any org
level, including fund
FGIBDST Organization Budget Status Summary budget data at org level Shows all sub-accounts
FGIBSUM Organization Budget Summary Summary by account type
FGIDOCR Document Retrieval Inquiry Transaction detail for any completed
document
FGIENCD Detail Encumbrance Activity Contains encumbrance detail — Vendor number DOES NOT
shows payee, vendor number, download to Excel.
coding and amounts — downloads
header, encumbrance number and Individual transactions do not
accounting distribution only download.
FGlIISUM Journal Voucher Summary Shows incomplete journal entries For use with incomplete
journal vouchers only.
FGIOENC Organizational Encumbrance List Shows open encumbrances by

number, payee and amount — no
vendor numbers

For the following forms, from the Help pull-down menu - select “Extract Data No Key.”

Form Name Descriptive Name Info Contained Notes

FGIENCB Encumbrance List Shows encumbrance list by number, | WARNING — do not try to
amount and date — no vendor download the entire list — it is
numbers too large.
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Insight Budget Reporting

Insight Budget Reporting is another tool that may be leveraged to monitor and manage

budgets.

The data used for these reports is read from the Operational Data Store

(ODS), which is created from the Banner database and is currently refreshed daily
between Midnight and 6AM every day. The refresh picks up all changes in Banner
since the last refresh and performs an ETL (Extract, Transform, and Load) process on
the data to make it more useful and user-friendly for reporting purposes. The reports
are not updated as activity is posted during the day.

Please feel free to contact Bruce Aird, Associate Budget Officer with any questions
about utilizing the Insight Budget Reports and/or the data contained in the Budget
Reports. (683-3127 or baird@odu.edu).

Insight is currently being updated.
You no longer need to activate Insight via MIDAS.

You must have the appropriate Banner access to all the budgets you wish

to view.

If you have access to a specific budget, you will have access to Insight reports

for that budget.

Insight reports can be easily saved as a PDF or Excel document or e-mailed

directly from Insight for easy distribution and use.

Reports may be scheduled to run on specific dates/times.

Detailed training on Insight Reporting is provided periodically by the Budget
Office.

Please refer to the Appendix in this handout for the most recent full
documentation for Insight Budget Reporting.

http://insight.odu.edu/

There are multiple reports and report options available via Insight:

Base Budget

Budget Trend

Current Operating Budget (OPAL)
Fund/Auxiliary Budgets
Transaction/Sub-account Detail

Here are just a few of the reports available:

COB by Budget by Revenue/Expense/Transfers (FGIBDST)

COB by Budget by Revenue/Expense/Transfers by Subaccount (FGIBDST)
Current Operating Budget Revenue Report (FGIBDST)

Auxiliary Fund Rollup Report

Negative Budget Balances Report (FGIBAVL) — by Budget Code/Hierarchy
Budget Transactions Matrix Report (FGITRND) — total reconciliation trail
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Insight @ ODU

Strategic Business Intelligence at Old Dominion University

Login
+ Login to Insight
Resources

Activate Insight

+ Setup IE to download Excel Report

Customize Insight

+ How to Qutput Information in PDF-
Excel
+ Methods to Add a Tab to your Account

M$ Office Online Training

+ Excel 2010 Online Training

Contacts

Emall Insight

Customer Service Center

This web site is where you access budgef reports
insight odu edu

Once you log into Insight, you have access fo full documentation

|E 11

If you are using IE 11 you might get an error about the reports being "Undefined". Please follow the steps in the help document fo resolve the issue.

Bl Initiative

(apturing data—from customers, partners, employees and operafions—has always been a part of running  university, but using this information
proactively has become essential. Business Intelligence provides a platform in which the university community can make data dnven decisions in a
timely and accurate manner. Information is provided af the operational, decision support and executive level so consfituents are able to make sound

data driven decisions that impact the universy.

Business Intelligence is a strategic endeavor that will allow the university fo make good data driven decisions at all levels thus allowing the

university to find opportunities, accept new challenges, grow and flourish.

Resources

Qther than the links available on the side, there is plenty to offer to the Bl consumers at ODU. We are in the process of documenting more and

more help documents for our users o have A ich exnerience when using Insiaht W are availahle to respond to any queries and suggestions at

0 N0TNeeq 10 activale Insigntvia

Insight@odu.edu

Your aceess o repors matches your Banner Finance accass

You must periodically log into Banner in order to keep your Banner
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Budget Report Menu

Budget Tracking

Budget Tracking =

Hame &
| Base Budgets [5]
L Budget Trends [+]
(| Current Budget Balances [+]
[ Current Budget Reports []
(| Fund Code/Auxillary =]
Ld Transactions/Subaccounts [~]

Budget Transaction Matrix Report

TRANSACTION_AMOUNT
5481 05-09-2012 JES0 IVOO0154  SPCC-HEMMELLY-THE WIRGINIAN-FILOT C
06-12-2012 JE60 IWO00163  SPCC-HEMMELLY-THE VIRGINIAN-PILOT C
06-30-2012 JE35 IV0OD173 SPCC-HEMMELLY-THE CHRONICLE
Subtotal:
6002 05-23-2012 JEG0 IVOOD156 T11227061 - IMPACT IMAGING
v00O0157 11202731 - IMPACT IMAGING
V000159 11221223 - IMPACT IMAGING
06-06-2012 JE60 IWOO0161 11223474 - IMPACT IMAGING
06-07-2012 JES0 IVOOD162 11221224 - IMPACT IMAGING
06-12-2012 JE60 IVOO0166 11229277 - IMPACT IMAGING
06-27-2012 JE60  J1204638 IMPACT/IVOOO162/ASR 436
06-30-2012 JE35 IVO00169 11231474 - IMPACT IMAGING
Subtotal:
6004 06-07-2012 JEG0 11204258 COPY CENTRAL CW MAY 2012
06-12-2012 JE60 11204316 MANUAL MAY 2012
06-14-2012 JEG0 J1204406 COPY CENTRAL 92799 MAY 2012
06-22-2012 JE60 11204553 MANUAL JUNE 2012
COPY CENTRAL 92799 JUNE 2012
06-30-2012 JE60 11204780 COPY CENTRAL CW JUNE 12
Subtotal:

ACB YTD
$1,772.00
$310.00
$707.40
$2,789.40
$2,662.71
$745.69
$2,038.37
$1,576.22
$1,566.44
$2,426.10
$1,192.26
$2,019.34
$16,027.13
$35.98
$56.61
$3.78
$34.13
£0.23
$8.42
$139.15

ENC
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Printing Month-End Financial Reports via ePrint

What is Banner ePrint?

The Office of Finance does not provide monthly budget reports to departments. Banner ePrint
allows users to print monthly financial reports as soon as they are available — usually the first
business day of the month. Please ensure that you see the message indicating that financial
reports have been validated before using any budget reports via ePrint.

Employees who monitor and report on budget and payroll activity can obtain access to
ePrint.

Access to departmental Payroll reports must be requested separately. To request
access to Payroll reports in ePrint, complete this form:

http://www.odu.edu/content/dam/odu/offices/finance-office/data/payroll-eprint-request.pdf

Before the access is granted, all users must attend Office of Finance ePrint training.

ePrint allows a user to view reports as a PDF (Adobe Portable Document Format) file which can
be viewed via Adobe Reader or to download a CSV file into Excel. Keep in mind that when you
download a CSV file, you must format the size of the columns to display all information.

You must have a Banner account with the appropriate access in order to use ePrint. When you
log into ePrint, you will use your current Banner User ID and your Banner password.

https://gutenberg.imgr.odu.edu/cgi-bin/eprint.cgi

Here is a screenshot of a sample budget report from ePrint.

| B2 = | o | T L} == = [ == = = | —

®UN DATE: 05/12/2011
TIME: 09:35 AM
PAGE: 1

Bookmarks [

- B

= FerREDSC -
@EF Org: T,

[P Fund: 011001

Org:
[P org:
[P org:
[P Org:
[P org:
[P org:
r org:

Y e

= \|O

|'\\\

ot

%“*“"W\ !

See the appendix for the full documentation on ePrint. Documentation is provided to individuals
who attend ePrint training.
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Payroll Reports

The payroll reports contain information by budget unit, employee, and payroll number
and are useful in determining each employee=s charge for a specific payroll and check
date. The top of the form shows the reporting period covered (i.e., 01-JUL-2011 to 31-
JUL-2011). Refer to the Payroll schedule, published annually, to determine the specific
payroll number. The Banner payroll reports are available via ePrint each month.

Contact Data Control at 683-3257 if you have questions about your Payroll reports.

Payroll reports are available via e-Print for those individuals who have the appropriate

access (see previous page). Be sure to DRILL DOWN to see details.

PAYROLL REPORT MOCK-UP — Payroll reports are broken down by budget code, sub-object

code, and employee.

REPORT: NHRSDST
Empl Payroll Summary By Orgn
Reporting Period: 01-JUL-2011 To: 31-JULY-2011

COAS: U Organization: OFFICE NAME

Fund Orgn Acct Prog Actv Locn

011001 1XX00 4001 161 * *

ID/Name EARNINGS EARNINGS
Hours Amount

12345678 EMPLOYEE, SUZIE Q

2006 FT 311 0 86.67 3,994.75

Empl Total 86.67 3,994.75

FYTD Total 86.67 3,944.75

Fund Orgn Acct Prog Actv Locn

011001 1XX00 4002 161 * *

ID/Name EARNINGS EARNINGS
Hours Amount

23456789 WORKER, JAMES X

2006 FT 311 0O 86.67 1,729.88

Empl Total 86.67 1,729.88

FYTD Total 86.67 1,729.88

Old Dominion University

BENEFITS
Amount

.00

.00
.00

BENEFITS
Amount

.00

.00
.00

Total
Hours

86.67

86.67
86.67

Total
Hours

86.67

86.67
86.67

PAGE

Total
Amount

3,944.75

3,994.75
3,994.75

Total
Amount

1,729.88

1,729.88
1,729.88

1
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Resolving Budget Discrepancies (IDTs and Accounting Service Request)

The Office of Finance is responsible for researching and resolving errors when
University departments discover inappropriate or unidentifiable expenditures against
their budgets. There are two mechanisms available to departments.

e The IDT process should be used when you know specific correction information.

e The Accounting Service Request (ASR) process must be used to initiate
research when you cannot identify why the charge was made to your budget.

http://www.odu.edu/facultystaff/university-business/information-management/data-control/accounting-service-request-process

Interdepartmental Transfers (IDTS)

IDT forms are prepared when financial accounting entries need to be recorded.
Transactions for budget corrections, transferring charges (reimbursing) to other
departments and recording expense charges are examples of why IDTs are processed.

IDT forms are located on the Office of Finance web site under Faculty/Staff forms. The
forms are fillable PDF forms and can be saved to your computer. Completed forms
must be signed, scanned, and e-mailed to IDTs@odu.edu

The form must be completed as follows:
e Allfields in both the charge and credit information areas must be completed

o Charge information
= QOrganization/account
= Department name
= Contact name
= Contact phone
= Authorized signature

o Credit information
= Organization/account
= Department name
= Contact name
= Contact Phone
= Authorized Signature

o Accounting Distribution for Charge (Fund, Org, Sub-Account, Amount)
o Accounting Distribution for Credit (Fund, Org, Sub-Account, Amount)

e An explanation must be provided, including any applicable document reference
numbers.
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e Supporting documentation must be included and must be clear and concise.
Backup documentation can include:

Printed Banner reports

Screen prints from Banner

E-mail correspondence

Invoices

Notes or memos

Tear sheets, ad copies or publications
Transportation or event tickets
Receipts

Other materials relating to the entries

0O O OO0 O OO0 0 O0

e Debit amounts must match the credit amounts

e |If original charge noted, this indicates that the transaction is a charge from one
department to another and the supporting documentation should show the goods
and services that were provided.

e |If correction of charge is noted, this indicates that the transaction is for one
department to reimburse another department, and the supporting documentation
must show the original transaction in Banner where the department being
reimbursed was originally charged.

e The IDT continuation sheet should be used as needed.

All transactions must be thoroughly supported by documentation explaining the need for
the action, including attaching all applicable Banner screenshots. Appropriate approval
signatures are required for all budget units affected and the preparer's contact
information must be included in case there are questions about the requested
transactions.

IDT transactions show up in Banner as a JE35 (within the same fund) or JE6G0 (between
funds) journal entry.

Submitting the IDT:

Completed forms must be signed, scanned, and e-mailed to IDTs@odu.edu
Ensure that you have included supporting documentation in your e-mail.
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OLD DOMINION UNIVERSITY
INTERDEPARTMENTAL TRANSFER REQUEST
(E-mail signed/scanned form to IDTsiwodu.edu).

e
CHARGE {ORG/ACCT) | CREDIT (ORG/ACCT)
DEPT. NAME DEPT. NAME
CONTACT NAME CONTACT NAME
CONTACT PHONE CONTACT PHONE

. /
Authorized Signature Authorized Signature
Acconniine Distibution for Charee Accounting Distribution for Credit
( FUND ORG .S.UB }‘J\,{OUI\’W FUND ORG . .SU'El AMOUNT
ACCOUNT ACCOUNT
L )

Additional accounting distribution sheets attached
Original Charge — attach supporting documentation

Correction of Charge — attach Banner documentation

O

O

0
C

Explanation of Transfer: )

FORADMINISTRATIVE USE ONLY

Processed by:

Date:

Revised July 18, 2013
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OLD DOMINION UNIVERSITY
INTERDEPARTMENTAL TRANSFER REQUEST

(E-mail document with signed/scanned page 1 of IDT form to IDTs@odu.edu).

Page  of
DEBIT: CREDIT:
Accounting Distribution Accounting Distribution
FUND ORG SUB AMOUNT FUND ORG SUB AMOUNT
ACCOUNT ACCOUNT

Revised July 18, 2013
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Accounting Service Request (ASR)

The ASR process is used to research charges. Coding corrections must be submitted
using an Interdepartmental Transfer (IDT) form.

1. As you reconcile your budget, unidentifiable charges need to be
researched and resolved. Review your budget transactions through the
Organization Budget Status Form (FGIBDST).

2. If you find unidentifiable charges, complete an Accounting Service
Request (ASR) form (available from the following web page) with the
following information.

a. Date
b. Department Name
C. Contact Name (Person preparing the form)
d. Telephone number
e. E-Mail address
f. Details of research requested:
e Fiscal year
e Original Doc # in Banner
e Dollar Amount
e Notes to assist research
3. Please keep a copy of this form and e-mail the completed PDF form to
DataControlASR@odu.edu. Be sure to include screenshots of all back-up
documentation.
4, When the ASR form and documentation are received, the Data Control

Representative reviews the form and documentation.

a. If any information or documentation is missing, to the department
will be contacted outlining what additional information is required.

5. If all information and documentation is complete, the form is processed.

6. A reference number is assigned to the ASR, and that number is returned
to the department via e-mail. Please use the reference number when
following up on the problem. Data Control is responsible for monitoring
and tracking problem resolution.

7. The original ASR form and supporting documentation are forwarded via e-
mail to the appropriate area in the Office of Finance for research and
resolution.
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8. When the problem has been resolved or the charge identified, the
department is notified of the action taken to resolve the issue.

The correcting entry will be posted to your budget via a journal entry.
On FGITRND, the description will contain the ASR number.

9. Response times can vary, depending on the research required.
Generally, most issues can be resolved within 14 work days.

10. Questions about the status of specific Accounting Service Requests
should be directed to DataControlASR@odu.edu. Please reference the
assigned number in any correspondence.
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ACCOUNTING SERVICE REQIUEST FORM (ASR) revised 07/18/2543

Research and document activity (attach appropriate screen prints from Banner)

Departmental Use — complete all sections — incomplete forms will be returned.
The ASR process is used for researching activity.
Coding corrections must be submitted using an Interdepartmental Transfer (IDT) form.

Date

Contact Name | Telephone #/e-mail |

Department |

Provide full details regarding the research requested.

Fiscal Year | Original Do # in Banner | Dollar Amount | Motes to assist ressarch

Action Requested - Be specific and provide the appropriate back-up documentation. ASRs without back-up
documentation will be returned without action.

Justification/ Reason

Additional information concerning your request that would assist us in error correction or researching/ documentation.

Submit the completed ASR form and required support documentation via e-mail to DataControlASRE odu.edu.
Keep copies for your files.

E-mail date is submission date. (E-mails received after 2:00pm will be considerad received on the next work
day.}

Average processing time — 14 business days.

Questions about the ASR process may be addressed to DataControlASR @ odu edu or 757-683-3257. Please
reference the assigned ASR number.

The ASR number is reflected in Banner when corrections posted in Banner.

** Dffice of Finance Use Only Below This Line**

Reference # Date Processed | Assigned to:

Problem Type

Response Section — completed by department assigned to resolve/research.

Date Received

Mame of Person Responding Department |
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PART I. MULTIPLE CHOICE. DIRECTIONS: Circle the correct response(s).

1. Fund transfers move cash from one fund to another and are classified as
a. Emergency and non-emergency
b. Mandatory and nonmandatory
C. Transferable and nontransferable
d. All of the above
e. None of the above
2. A budget adjustment within a single org unit that requests an increase of $50,000

must be approved by

The President

The Vice President for Administration and Finance
The Budget Office

The Dean or Director

apop

3. All gift funds should be initially be deposited where?

a. The Cashier’s Office
b. The regular E&G budget for your department
C. The departmental discretionary budget
d. The Educational or Intercollegiate Foundation, as appropriate
e. None of the above
4. A budget adjustment between org units that requests an increase of $20,000

must be approved by

a. The President
b. The respective Deans/Directors and Vice Presidents/Executive Officers
C. The Vice President for Administration and Finance
d. The Provost
5. What statements are true about Interdepartmental Transfers?
a. All fields in both the charge and credit information areas must be
completed.
b. An explanation must be provided.
C. Supporting documentation must be included and be clear and concise.
d. Backup documentation can include Banner screen prints.
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10.

What Banner form is used to check the available balances at the pool account
level for Benefits, Nonpersonal Services, Travel, and Equipment and at the
detailed level for personal services for your departmental budget?

Organization Budget Summary Form (FGIBSUM)
Organization Budget Status Form (FGIBDST)
Budget Availability Status Form (FGIBAVL)
Detail Transaction Activity Form (FGITRND)

apop

What Banner form is used to view the budget and expenditure totals by line item?

Organization Budget Summary Form (FGIBSUM)
Organization Budget Status Form (FGIBDST)
Budget Availability Status Form (FGIBAVL)
Detail History Form (FAIVNDH)

apop

What Banner form is used to show a summary of budget information by revenue,
total personal and nonpersonal services, and transfers for a specific budget?

Organization Budget Summary Form (FGIBSUM)
Organization Budget Status Form (FGIBDST)
Budget Availability Status Form (FGIBAVL)
Detail History Form (FAIVNDH)

apop

If you have insufficient funds available in your budget because an expenditure
was posted to the incorrect sub-account, what action should you take?

a. Process a budget adjustment to increase the budget in the sub-account
affected.
b. Request error correction from the Office of Finance by sending an IDT

form and supporting documentation.
C. Request that Accounts Payable override the insufficient funds message.
d. Do nothing and hope the problem will resolve itself.

If you wish to do business with a vendor and can’t locate a vendor number in
Banner, which office do you contact for assistance?

Procurement Services

Budget Office

Accounts Payable

Accounts Receivable

The vendor supplying merchandise

®QO0 T
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PART II: TRUE OR FALSE
DIRECTIONS: Please answer TRUE (T) or FALSE (F) for each of the following

responses:

1.

10.

11.

12.

13.

14.

15.

If the Banner Organization Budget Status Form (FGIBDST) shows a
negative balance available in office supplies (6002), your next attempt to
order office supplies with a purchase order will reject.

Federal workstudy student funds can be transferred to cover other
operating expenses.

The document number on the Detailed Transaction Activity Form
(FGITRND) is assigned by the Budget Office.

There is no way for departments to research invoices without the
assistance of Accounts Payable.

Budget adjustments should be used to correct expenditures charged to
the wrong budget.

You can research detailed transactions through the Budget Availability
Status Form (FGIBAVL).

Budget Unit Directors are required to monitor budgets to ensure there are
no unexplained variances.

The budget adjustment form is used to request changes to the current
operating budget, the base budget, or both, within existing policies and
procedures.

Budget adjustments within a single org unit of $100,000 must be approved
by the Dean/Director plus the respective Vice President/Executive Officer.

Use of the remarks section on the budget adjustment form is optional.

To review detailed information about a specific encumbrance, use the
Detail Encumbrance Activity Form (FGIENCD).

There is no way to view encumbrance details once an invoice has been
paid and the purchase order is liquidated.

A vendor cannot be paid if there are insufficient funds, even when the
encumbrance has reserved the funds.

You can view the vendor payment history in Banner.

The accrual period is referred to as the 13th month.
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16.

17.

18.

19.

20.

Old Dominion University is on the cash basis of accounting.

The budget transaction code in Banner that indicates original budget load

is BDO1.

The budget transaction code in Banner that indicates budget adjustment

activity in Banner is BD02.

An interdepartmental transfer can be used to move expenditures from one

budget to another.

Before recruiting for a vacant faculty, faculty administrator or faculty
professional position outside of Academic Affairs, the request must be

reviewed by Human Resources and approved by the President.

ANSWERS TO SAMPLE TEST

PART | -- MULTIPLE CHOICE

Boo~Nourwnpk

cowsoTopoTaQCT
o
o
a

PART Il -- TRUE OR FALSE

False
False
False
False
False
False
True

True

True

False

Boo~Nouh~wnk

11.
12.
13.
14.
15.
16.
17.
18.
19.
20.

True
False
False
True
True
False
True
True
True
False
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BUDGET OFFICE WEB PAGE PRINTOUT

Mission

Events e sonriih
The University Budget Office provides the primary support and analysis to University Budget Office
University leadership in fiscal and budgetary policy development to promote News 219 Koch Hall

Norfolk, VA 23529
757-683-3127 (office)
757-683-3538 (fax)

attainment of the University's mission and strategic plan. The Budget Office

strives to implement sound budget and management practices in a collegial

fashion with the University community and the Commonwealth of Virginia.

Collaboratively, the University aspires to prudent resource allocation, public accountability, and creative, proactive 21st century
education.

Methods

The University Budget Office is dedicated to assisting University staff in the establishment, maintenance, and prudent oversight
of budgets, providing training, financial and statistical information and analyses. We are committed to "customer service" and

engaging and responding to our many public stakeholders. Staff who have the responsibility of
4 i monitoring budget information in
Prlmary Functlons Banner must obtain a Banner
account.

¢ Coordinate all facets of the University’s state budget preparation process. Banner Financial Access b

+ Administer University Budget and Financial Management Policy.

4 Manage the University Operating Budget Plan and monitor for conformity with requirements of the Commonwealth of Virginia's ‘Banner Training
Department of Planning and Budget (DPB), the State Council on Higher Education (SCHEV), the Auditor of Public Accounts,

and numerous other state and federal requirements. Hands-on Banner iralining fs avallabie

to Banner users through the
nity who need to

+ Manage both the budgeting and accounting for capital projects (new buildings and major renovations).

* Coordinate the budgeting process for auxiliary enterprises and the approval process for supporting revenue plans.

Find sub-
account listings
here

* Collaborate with Human Resources in the many dimensions and requirements of "position control" comprising 80%

University budget resources. Banner Training ™

+ Conduct budget feasibility and execution analyses and monitor institutional perfformance measures

Overview &
Management

p——

+ Commonwealth Biennial Budget

+ Budget Planning. Process &
Timeline

+ Operafing Budget Instructions
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OPERATING BUDGET INSTRUCTIONS

http://www.odu.edu/facultystaff/university-business/budget/development/instructions

Staff. > U El.lsmess =
. _{EI: :

=:5

Operating Budget Instructions

Base budgets will be mled to the 2012 operating budget on June 22nd, 2011 and subsequent base adprstrments and one-times niversity §
will b added to budgets after July 1st. At the bottom of this webpage are the revised fringe benefit rates for 2012 :‘:f::’h
Educational & General (Ledger 1), TH7-603-3123
Puniliary Enterprises (Ledgers 2 and 4), TET-6E3

and Discretionary (Ledger 8) Budgets
Table of Contents

Section | Section Il Section I
Pupose & General Guidance Biase Budget Distribution YWorksheet Understanding the Budget Preparation
'.:E'EEJ]E' 'E I ;'n . E
A di — The Universi’y
ppendices = e
Appendix A- Base Budget Distribution ordinances
I
Appendix B- Hurnan Resources,
CEEIIEE[SE]'QD'HEH .-1 EIEE
Appendix C- Student Emplovment
- - by & Classificai
Appandix D- Employes Benefits
Schedule ity

Section |- Budget Distribution Worksheet
Section Ill: The Budget Preparation Workshest

Purpose & General Guidance

These nstructions provide the information necessary fior you to complete the documentation phase of the 2011-2012 budget
process. Your Vice President, Dean or Director will provide the adjustments you need to make to redistribute your final
allocation along with supporting financial data. These instructions provide the information necessary for you to document
those adjusiments.

The Budget Office has loaded the resources associated with the decisions made by the President. Each resource decision
listed in the Vice Presidential Area Budget Guidance Memo and on the Resource Summary Tabde has been documented in
your base budget summary {except for position actions requinng Human Resounces review). The effect of those decisions
are reflected on the BUDGET WORKSHEET REPORT [online Banner FBIBUDG), and Ested on the DECISION SUPPORT
SHEETS (fior the Vice Presidents’ Offices). Due o madequate documentalion on cerain budget requests, some resources
may hawe been distributed to a central budget These budgets will always end in the numerals B8, i.e., J00(EE. All such
budgets rmust be distributed to valid budget codes during this phase of the process.

mmmqunm Dﬁenlhebaex ?idlmnﬂﬂ'ﬂﬂhﬂ'ﬂ!l‘mm daily operating
w' artiGbamerane and to best g
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DOWNLOADING BUDGET INFORMATION FROM BANNER

Departments can now download select budget data into Excel spreadsheets. This provides departments
with another tool to more effectively manage budgets. This download process should not be confused
with the Cognos budget reports available via Insight. You can only download data for budgets to which
you have Banner access. You may not have access to all forms listed in this handout if they are not
included in your current Banner access. Once you have set up your output options that determine
where you want your Excel files stored, you can download information.

Set up your output options

Before you can download from Banner, you must first tell Banner where you would like your output
(Excel file) stored. You do that in the General User Preferences Maintenance form (GUAUPRF) which
can be accessed from the File pull-down menu (click on Preferences from the file pull-down menu).

Oracle Developer Forms Runtime - Web
“File IR
Direct ACEES
Dhject Search
CickFlow
Select
Eollback
Save
Refresh
Print

Exit

- . After you click on the File
Exft QuickFlaw pull-down menu, sefect
Exit Banner Preferences.

Feturn to Menu

| Preferences * Y

1. GUALUPRF General User Preferences Maintenance

Cptions Block ke Record Query Tools Help

FAEY TN IR AT

nesday, August 17, 2011 - Last login Tuesd:

i,
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Determining where data will be stored

Select the second tab entitled “Directory Options.”

The top description is “Local directory for saving output.” The default location, or value, where files are
stored is c:\temp. User Value can be changed to reflect where you want your Excel output to be stored,
i.e., h:\\backup. That is the only thing you should change — leave everything else as it defaults, unless
you have made changes to your settings (see next page).

Oracle Developer Forms Runtime - Web: Open > GUAUPRF

File Edit COptions Block Item Record Query Tools Help

(BYEBEAEE %7 BN Q& DR SHEI$ L@ X

’E_gn:; neral User Preferer Maintenance GUAUPRF 2.0

Directory Options My Links Menu Settings DA

Display Optichs

Description: |Luca| directory for saving output., 9

Default Yalue: !c' temp

User Yalue:

Description: |Data extract format: FILERY TEXT ar WEBUTIL.
Default value:  [FILE \

User VYalue: |FILE \

Description: |Enter the location for your online help for web access,

Select the second tab entitled "Directory
Options" to set up where your output will be
stored.

Default Yalue: |http:.-".-"banner.odu.edu.-"bannerOH.-"bannerOH

You wilf NOT be ch ing any other
User ¥alue: |http:.-".-"banner.odu.edu.-"bannerOH.-"bannerOH

Description: |Enter the location of your Banner ID images.

Default vYalue: |c:\Y0urImageDirectory

User ¥alue: |C:\Y0urImageDirectory

Description: |Enter the narme of your Oracle Reports Server,
Default ¥alue: |http:.-"/YUur.repUrt.server.fuws-bin./rwcgiﬁﬂ.exe?
User ¥Yalue: |http:/fy0ur’.repor‘t.server.fows-bin/’rwcgisﬂ.exe?

8 [
Enter user specific settings.
Record: 1/8 | | <08C>
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Be sure that FILE displays as both the default value and user value for the data extract format. If you
have changed those settings, they must be set to FILE in order to download data. Enter the User Value
where you want your files stored (under Local directory for saving output). Click Save. You will see the
message that the transaction is complete and you can exit from GUAUPRF (General User Preferences
Maintenance form).

B Oracle Developer Forms Runtime - Web: Open = GUAUPRF
File Edit Opt\ons Block Item Record Query Tools Help

In the first set of options (local directory for saving output), you will set
the local directory - After entering where you want your downloaded
data stored (in User Value - i.e., h:\backup), click on the Save icon on

/ the toolbar.

nbion: 5 5 Once you do that, you will see the message "Transaction complete: 1
Description: Local directory for saving output, !
v | v d D/ records applied and saved” in the auto hint and status line.

Default value: |C:\temp

|

You can then exit from this form.

User Value: backup) _)
In the second set of options (Data extract format), ensure your
settings are as shown:

Description: Data extract format: FILE(.csv), TEXT or WEBUTIL.
Default Value must be FILE
Default value: User Value must be FILE

User Yalue:

Description: |Enter the location for your online hel/or web access.
Default Yalue: |https:f,-"leoonline.test.odu.edu:SWbannerOH!bannerOH
User Value: |http:./.-"banner.odu.edu.fbann H/banneroH
Description: |Enter the location of%’ Banner ID images.

Default ¥alue: |c:\YUurImageDireﬁry

User Value: |C:\Y0urImage rectory

Description: |Enteryname of your Oracle Reparts Server,

Default Yalue: |hty:fy0ur.reDor‘t.server,-"nws-b\n.frwcgisﬂ.exe?

User Value: fp:/"/your.repor‘t.server/"nws-b\n.frwcgisﬂ.exe? -
p -

e R e

FRM-40400: Transaction complete: 1 records applied and saved |
ecard: 1/8 | o | | =05C= J
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The following forms contain select information that can be downloaded from Banner into a basic Excel
spreadsheet. Once you have set up where you want your Excel files to be stored, you can download
information into a generic Excel spreadsheet. Remember, what you can download depends on your
Banner access.

For the following forms, from the Help pull-down menu — select “Extract Data with Key.”

Form Name Descriptive Name Info Contained Notes
FGIBAVL Budget Availability Status Summary data at org level Shows line-item sub-accounts
and pool accounts
FGIBDSR Executive Summary Summary budget data at any org
level, including fund
FGIBDST Organization Budget Status Summary budget data at org level Shows all sub-accounts
FGIBSUM Organization Budget Summary Summary by account type
FGIDOCR Document Retrieval Inquiry Transaction detail for any completed
document
FGIENCD Detail Encumbrance Activity Contains encumbrance detail — Vendor number DOES NOT
shows payee, vendor number, download to Excel.
coding and amounts — downloads
header, encumbrance number and Individual transactions do not
accounting distribution only download.
FGlIISUM Journal Voucher Summary Shows incomplete journal entries For use with incomplete
journal vouchers only.
FGIOENC Organizational Encumbrance List Shows open encumbrances by

number, payee and amount — no
vendor numbers

For the following forms, from the Help pull-down menu - select “Extract Data No Key.”

Form Name Descriptive Name Info Contained Notes

FGIENCB Encumbrance List Shows encumbrance list by number, | WARNING — do not try to
amount and date — no vendor download the entire list — it is
numbers too large.

DOWNLOADING TO EXCEL — access the Banner form you want to download, populate the form, and
select the appropriate extract key from the Help pull-down menu.

B Oracle Deweloper Forms Runtime - Web: Open > FGIEDST [O]

File Edt Cpoons Block Joem Eecord Query ""

= EEEE YT S onine Help
Drynarnic Help Quary

“t¥ Organization Budget Status FGIBDST 8.4 (PPRO_D

Drymamic Help Edit
Halp {Item Proparties) _ ; '
Chaort: i Show Keys I A\
Fiscal Year; 1z |- List 01000 T AW ERG CLR
Indess: - Display Error -
-
GQuery Specdific Account Display [ Image -
o Include Bevenue Accounts Calandas =3 =
i Calcudarar '
Commit Type: — '
h’Extr.:u:t Data with Key
= = Egtract Data o Key
Account Type Title AdIUSY Tochnical Suppot » | Activity FritEents Avallable Balance
Use Extract Data with Key Siousk Banner 297 87153
Use Extract Data No Key

2,076,327 27

zass37.00 [y .
FGIBAVL FGIDOCGR

FGIBDSR FGIENCD
FGIBDST FGELISUMA

FGIENCE

FGIBSUM
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You are now prompted to open or save the file. Note the default file name. You will want to
change this when you save.

» Open the file if you want to work with it immediately.
» Save the file if you want to save it and work with it later.
» Cancel to stop the download process.

.r’" Windows Internet Explorer

x @snaalt B B ‘ x & - I
i Favorites | o Edsuogestedsites - @] Free Hotmail @] Web Slice Gallery -
‘(:_3 Connecting... ‘_| - [ p= -~ Page~ Safety~ Tools - (@~ ”

File Download |z

Do you want to open or zave this file?

Type: Microsoft Office Excel 97-2003 Worksheet, 4.00KB h
From: banner.test.odu.edu

ave }L Cancel J :

Always ask before opening this type

| 5 While files from the Intemet
harm your computer. f you
save this file. What s the r

be useful, some files can potentialby
not trust the source, do not open or

Youw are prompted to open, save or cancel, 1

Select Open to open the file immediately
Select Save to save the file on your computer without opening
Select Cancel to stop the download process

Note the defauwit file name = gokoutd.csv

I.il Start downloading from site: https://bz [E] Fy v 0% -
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When you wish to save the file, name your file and save it. You may choose another location

for your file to be stored.

Save Ag EE
Sawein: | I3 badkp - > r & B
RAQECHER: CLTPUT 8 18 2011

Ei RSQECIST cutput tEst 2109 29 2011
V4 Flrcort EAQFGIOENC rest 109 29 2011

) = Name the file and click SAVE.
Cesdon You may also choose another

location for the file to be stored.
=
by Dhoausmesnts

P

Ky Matwork Save a8 bype Mool (Fice Exoal Comma Separsted Ve W Cancel
CIT Rk T e an T Y TErTIr

When you open the file, you will note that all columns are the same size — you can modify the
spreadsheet formatting to suit your needs. When retrieving the file in Excel, you may need to

change the file type to “all files” to locate the new file in the file list.

3

1 When yvou download from Banmner, all columns are the same size,

3 You will need to modify them to swit your neads.

>

I

g

3 DISAB .23 0 036.25
3 4925 L CASH MAT o 2700 o -2700
1 4999 L POOL-EMI 1045579 o 0o 1045579
2 5003 E MESSEMNGI 2400 37.81 o 2362.19
3 5004 E POSTAL 5E 36604 7143.95 5435.34 24024.71
1 5005 E PRINTIMNG 10000 254.5 B72.73 B872.77
E 5006 E TELEFPHORM 17905 3434.14 0 14470.86
5 5008 E TELECORM o 12 o -12
I 5010 E TELEFPHORM 3000 92.21 o 2907.69
g 5101 E ORGAMIZ: 400 8211.08 o -411.08
3 5102 E PUBLICATI 1500 o o 1500
2 5103 E EMIPLOYEE 4000 o o 4000
1 5203 E FISCAL SEE 27122 518.12 11481.88 15122
2 5213 E BAMK SER 27824 6321.77 0 21302.23
3 5303 E EQUIFP REF 2000 o o 2000
1 5307 E PLANT REI o 13.6 o -13.6

PROBLEMS

Please send questions, concerns or problems to bannerhotline@odu.edu.
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APPENDIX — INSIGHT BUDGET REPORTING

The most recent documentation is always contained on-line at insight.odu.edu.
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Insight
Budget
Reporting

Training Document

Bl Team
Old Dominion University
Insight@odu.edu
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METHODS TO ADD A BUDGET TAB TO YOUR ACCOUNT .....cccoumsrressrssssnssrssssnsssssssnsssssssnsssssnas 41
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IVIEENOO TWO c.cuiiiiiiiiieeniicereeteeeeeeieeteeeeenassseeeeeeessnnsssssseseessnnsssssssssessssnssssssssessssassssssssssssnnnssssssssessnnansssssssssannnnnssnnns 45
INFORMATIONAL NOTICES ....ccotiiicttriissssssssssssssssssssssssssssssssssssssssssssssssssssssssssnsssssssnsssssssnsssssssansnnnssn 50
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Data Refresh/Update Times

Finance data which is used for reporting using Cognos is read from ODS. ODS is Operational Data Store

which is a Sungard product.

ODS is created using data available in Banner database. After initial load of banner data in ODS, ODS is
refreshed from Banner on regular frequency. Currently we refresh the data in ODS on daily basis. Data is
refreshed between Midnight and 6 AM every day. Refresh picks up all the changes in banner since last
refresh and performs an ETL(Extract, Transform and Load) process on the data and makes it more useful
and user friendly for reporting purposes. Please contact Bl team at insight@odu.edu if you would like to
get more detailed understanding on the process and timings or if you have any questions about Cognos
reporting. For data related issues please contact Budget Office.

Security: “Fund Org” Security

Banner security currently allows users access to only those budget codes and fund codes within their
realm of responsibility. Insight functions the same way: you only have access to the budget and fund
codes which you are authorized to query in Banner.
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Data Definitions

Account Description 1: A rollup category description of similar subaccounts (
Personnel, Fringe Benefits, NPS, Travel, Equipment, Transfers, Revenues Categories)

Adjustments: Changes made to the base/operating budget on a year-to-date basis.

Balance: Computed total of Current Budget minus year-to-date activity and pending
encumbrances.

Base Budget: Annualized budget that can change during the course of an operating
budget year, may be modified during the budget process, and then rolls into operating
for the ensuing operating year. Sometimes referred to as the ‘Original Budget’ at the
start of the operating budget year.

Budget Code: 5 digit code that indicates a particular budget (LEDOO for Dean, College
of Education) .

College/Division: Lists the hierarchical grouping of colleges/divisions throughout the
VP Areas (i.e., College of Business, College of Science, Recreational Sports, Facilities
Management).

Current Budget: The calculation of the original base budget plus year-to-date budget
adjustments.

Debt Service: Principle and interest payments tracked in subaccounts 9951 and 9952.

Encumbrances: Budget obligations/commitments for goods/services which have been
procured (i.e., pending equipment orders). When a purchase order is issued, the funds
for the purchase must be reserved. The process of reserving the funds is referred to as
encumbrance. Once funds are encumbered, they are removed from the balance
available. This prevents over-expenditures from occurring.

Equipment: Budget category rollup of equipment subaccounts between 9000 and 9899.

Expenditures: Refers to the actual funds expended. When a vendor bill is paid, it
becomes an expenditure.

Expense: sum of categorical account groups ( Personnel, Fringe Benefits, NPS,
Travel, Equipment).

Fiscal Year: Period of time for accounting that starts on July 1 of a calendar year and
ends on June 30 of a calendar year.

Fringe Benefits: Budget category rollup of fringe benefit line items such as Social
Security, Retirement, Health Insurance subaccounts between 4900 and 4999.
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Fund: Unique grouping of budget(s) segregated for specific purposes, costing and
revenue support.

Fund Code: 6 digit number indicating the particular fund, i.e., 011001 = E&G

Ledger: Large grouping of budget codes/fund codes that generally reflect the “color of
money”.

Net: Revenues minus expenses.

NPS: Budget category rollup of nonpersonal service line items such as skilled services,
utilities, etc. subaccounts between 5000 and 6999.

Organization Code: same as Budget Code.

Personnel: Budget category rollup of Personnel line items such as classified salaries,
wages, GTA’s, etc. subaccounts between 4000 and 4799.

Revenue: Budget category rollup of Revenue line items such as tuition, lab fees, health
fees, athletic event fee subaccounts between 3000 and 3999.

Sub-Account: 4 unique digit code for each itemized revenue or expenditure or transfer
line-item.

Sub-Account Description: A description of the sub-account line-item category,
generally including what it consists of (tuition for a specific item, fees for a specific item,
GTA’s, etc.).

Transfers: Budget category rollup of Transfer line items such as transfers to
scholarships, transfer to auxiliary subaccounts between Accounts that are between
9900 and 9949. The act of moving money from one fund to another. Fund transfers are
accounting transactions that move cash from one fund to another and are classified as
mandatory (arising from binding legal agreements) and non-mandatory (agency
discretion).

Travel: Budget category rollup of Travel line items subaccounts between 7000 and
7999.

YTD: Abbreviation for Year-To-Date activity.
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Directory Layout

Base Budgets:
1: CBB by VP Area
2: CBB by VP Area by Revenue/Expenditure Category
3: CBB by VP Area by Revenue/Expenditure Category by Subaccounts
4: CBB by Budget Code by Revenue/Expenditure Category Rollups
5: CBB by Budget Code by Revenue/Expenditure Category by Subaccounts
6: CBB by Budget Code by Revenue/Expenditure Category Across by Subaccounts
(w/Divisional Subtotals & Totals)
7: Base Budget Trends Report
Current Budget Reports:
1: COB by Revenue Expenditure Category Rollups
: COB by Revenue/Expense/Transfers
: COB by Revenue/Expense/Transfers by Subaccount
: Current Operating Budgets by College/Division by Budget Report
: Current Operating Budgets by College/Division Report
: Current Operating Budgets by College/Division with Subaccount Detail & Composite

o 01Tk WN

Report
7: Current Operating Budget Revenue Report
8: YTD Ledger Rollup Report
Fund Code/Auxiliary:
1: Fund Code by Current Operating Budgets Report
2: Auxiliary Fund Rollup Report Budget
Current Budget Balances:
1: Negative Budget Balances Report by VP Area
2: Negative Budget Balances Report by Budget Code/Hierarchy
Transactions/Subaccounts:
1: Subaccount(s) Specific Report
2: Budget Transactions Matrix Report
Budget Trends:
1: Operating Budget Revenue Trends Report
2: Operating Budget Trends Report
3: Revenue Expenditure Net Trends Report
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Budget Report Names, Purposes, Prompt Screens, Sample Output Reports

CBB by Budget Code by Revenue/Expenditure Category Rollups

Purpose: This report provides the most current (active base budget) typically used to evaluate
permanent budget actions and to plan for next year’s operating budget. Displays current base budget
(based on organizational hierarchy and your access) by total revenue and Expense Categories,
Personnel, Fringe Benefits, NPS, Travel, Equipment, Transfers. Allows drilldown to Budget Units.

«(?? OLD DOMINION UNIVERSITY

CBB by Budget Code by Revenue/Expenditure Category Rollups

This report provides the most current (active base budget) typ used to I per budget i and to plan for next year’s op p
Purpose: current base budgel (based on organizational hierarchy and your acca-;s) by total revenue and Expense Categories, Personnel, Fringe Benefits, NFS, Travel,
Allows dr to Budget Units.
Selection .y dicates required values. Select the desired values and click Finish.
Prompts:
Help: For questions please contact the Budget Office at jduffy@odu.edu
To exit the prompt page without running the report, click Cancel.
14400 - VP ACAD AFF -
1AA04 - EMINENT SCHOLARS SUPFORT
1AAD0S5 - INST RESEARCH & ASSESSMENT
1AAD6 - ADVISING & TRANSFER PROGRAMS
Sel 1AAD07 - MODEL UNITED NATIONS SPT
Bud t 1AAD8 - RETIREMENT INCENTIVE PROG
o 1AA1D - FACULTY SENATE

1AALL - PREPARING FUTURE FACULTY

1AALS - SACS ACCREDITATION

1AA20 - COMMENCEMENT & CONVOCATION

1AA45 - VA CONS FOR PSYD Ea|

Select all Deselect all

Al University users are reminded of the University’s Code of Ethics and Por’rcfes regarcﬂng the protection and safeguarding of nstitutional data. As such, this data
report pertains to Ui ity B and ions and is considered an i asset to be protected and used only in employees” official conduct of their
proi b

/= cBB by Budget Code by RevenuefExpenditure Category Rollups - Cognos Viewer - Windows Internet Explorer

¥ = T |g, https: ffinsight.odu. edujcognoss/cgi-binfcognosisapi. dlizb_action=cognosWiewersui. action=rung.i.object=storelDi %z V| g | 49| % |

File Edit Wiew Favorites Tools Help

- . >
v o [ (& CBB by Budget Code by Revenue/Expenditure Cateq. .. l l forHome  ~ [ b Prink ~ {0k Tools ~

(=L keep this version ~ | | el - ~ [ add this report + § [l

EX- I B = = T —

<{?? OLD DOMINION UNIVERSITY
CBB by Budget Code by Revenue/Expenditure Category Rollups

Budget Code: 1SFOO0 - POLICE

Current Base Budget by Budget Code Total

1SFDO POLICE Personnel $3,133,680.00
Fringe Benefits $1,101,297.00
NPS $231,266.00
Travel $5,566.00
Equipment $62,460.00
Transfers ($100,000.00)
POLICE Total: ($4,434,269.00)

orand Totat: na20000

Done [ &P Internet L 100% v

L === e Pt - T .
o O = TR S 5 * E =S B S @ 1110 AM
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CBB by Budget Code by Revenue/Expenditure Category by Subaccounts

Purpose: This report provides the most current (active base budget) typically used to evaluate
permanent budget actions and to plan for next year’s operating budget. Displays current base budget by
Revenue and Expense Categories by Subaccounts.

«? OLD DOMINION UNIVERSITY

CBB by Budget Code by Revenue/Expenditure Category by Subaccounts

Pu . This report provides the most current (active base budget) typically used to I per budget acti and to plan for next year's operating budget. Displays
L - current base budget by Revenue and Expense Categories by Subaccounts.
e An () indicates required values. Select the desired values and click Finish.
Prompts:
H For questions please contact the B t Office at j @odu.edu
q p
To exit the prompt page without running the report, click Cancel.
1AA00 - VP ACAD AFF i‘
1AAD4 - EMINENT SCHOLARS SUPFORT
1AADS - INST RESEARCH & ASSESSMENT
1AADG - ADVISING & TRANSFER PROGRAMS
sel 1AAD7 - MODEL UNITED NATIONS SPT
Budget 1AAD8 - RETIREMENT INCENTIVE FROG
- 9‘: 1AAL0 - FACULTY SENATE

14411 - PREPARING FUTURE FACULTY

1AA1D - SACS ACCREDITATION

1AA20 - COMMENCEMENT & CONVOCATION

1AA45 - VA CONS FOR PSYD j

Select all Deselect all

All University users are reminded of the University's Code of Ethics and Policies regarding the protection and safeguarding of institutional data. As such, this data
report pertains to University business and operations and is considered an institutional asset to be protected and used only in employees” official conduct of their
professional responsibiiities.

/= CBB by Budget Code by RevenuefExpenditure Category by Subaccounts - Cognos ¥iewer - Windows Internet Explorer

=

& | https:ffinsight.odu. edufcognossogi-binfcognosisapi. diizb_action=cognosYiewer&ui, action=rungui. ohject=storeID{ %2 V| % | || X |

File Edit ‘View Favorites Tools  Help

o o | @ CER by Budget Code by Revenue/Expenditure Cated. .. | | {3 Hame ~ (5] e Prink -~ (0 Todls -
(=} Keep this version v | | [Z R v [ add this report + [,
3 - +
= O $[i: @@ -5 [ 5
(77 OLD DOMINION UNIVERSITY
CBB by Budget Code by Revenue/Expenditure Category by Subaccounts
Budget Code: 1SF00 - POLICE
Current Base Budget by Budget Code Total

ASFD0 | POLICE | Personnel 4001 ADMINISTRATIVE SALARIES $0.00

4002 CLASSIFIED SALARIES £302,564.00

4004 SALARIES - OVERTIME £19,735.00

4006 VALORS SALARIES $2,156,764.00

4011 SALARIES - INFO TECH EMPLOYEES £42,557.00

4012 CLASS SURPLUS SALARY-HOLDING $72,136.00

4021 WAGES - GENERAL £B70,695.00

4024 WAGES - OVERTIME $766.00

4025  STUDENT WAGES - W/O FICA £36,923.00

4028 STUDENT WAGES - WORKSTUDY $0.00
4799 INTRA RECOVERY PERS SERV ($368,604.00)

Personnel Total: $3,133,680.00
Fringe Benefits 4949 | INTRA RECOVERY-EMPLOY BEN ($109,536.00)

4999 POOL-EMPLOYEES BENEFITS £1,210,833.00

Fringe Benefits Total: $1,101,297.00

NPS 5001 EXPRESS SERVICES $0.00

5002 MEDIA SERVICES $674.00

5003 MESSENGER SERVICES $0.00

5004 POSTAL SERVICES & COST $1,000.00

5005 PRINTING SERVICES £2,937.00

Done & Tnternet H100% v
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CBB by VP Area

Purpose: This report provides the most current (active base budget) typically used to evaluate
permanent budget actions and to plan for next year’s operating budget. Displays current base budget by
VP Area by College Division by Total Revenue and Expense/Transfers. Allows drilldown by Division to

Budget Units.

CBB by VP Area

«“(F?» OLD DOMINION UNIVERSITY

Select Fund

Group: | Fund Group FParam -

To exit the prompt page without running the report, click Cancel.

responsibilities.

Cancel Finish

B - This report provides the most current (active base budget) used to per
HeEE current base budget by VP Area by College by Total and /T

B An (%) indicates required values. Select the desired values and dlick Finish.

Prompts:

Help: For questions please contact the Budget Office at jduffy@odu.edu

budget actions and to plan for next year's operating budget. Displays
Allowes drilldown by Division to Budget Units.

Al University users are reminded of the Universitys Cods of Ethics and Folicies regarding the protection and safeguarding of mstitutional data.
to Ty b

sset to be protected and used only in < official

As such, this data report
of their

‘€ Cognos Viewer - Windo

G-

oo [@COQHOSVIEWEV

=5 8 &

- |§| e EFm:I -

({?? OLD DOMINION UNIVERSITY

CBB by VP Area
: Fund Group: All
Current Base Budget Total Revenua
PRESIDENT BOZRD OF VISTORS $0.00
ENROLLMENT MANAGEMENT $1.010,100.00
‘ EINANCTAL AID $0.00
GOVERNMENTAL RELATIONS §32,226.00
l INSTITUTIONAL EQUITY 5§18,471.00
| PRESIDENT'S AREA $187,296.00
Subtotals $1,245,093.00
i FINANCIAL AID FINANCIAL AID $140,782,324.00
Subtotals $140,782,324.00
HUMAN RESOURCES HUMAN RESOURCES 50.00
Subtotals 50.00
ACADEMIC AFFAIRS ANP ACADEMIC SERVICES $1,450,695.00
DEAN ARTS & LETTERS §532,252.00
DEAN COLLECE OF BUSINESS $0.00
DEAN COLLEGE OF HEALTH SC $14%,115.00
DEAN COLLEGE OF SCIENCES $741,564.00
DEAN ENGINFERING & TECHNOIOGY $237,665.00
DEAN OF EDUCATION $1,253,732.00
DEAN OF LIBRARY $12,330.00
DIRECTOR INTERNATIONAL PROGRAMS $1,306,392.00
! LUNIVERSITY COLLEGE $667,708.00
NICE PRES ACADEMIC AFFAIR $195,500.00
VICE PROVOST FOR DISTANCE LEARNING $2,937,997.00
Subtotals $9,485,500.00
V.P, FOR RESEARCH ¥.P. FOR RESEARCH $2,099,338.00
Subtotals $2,099,338.00

Expensel Transfers
$496,832.00
$3,722,380.00
$1,615,194.00
$56,667.00
$504,255.00
$1,015,173.00
$7,711,107.00
$140,762,324.00
$140,782,324.00
$1,832,279.00
$1,632,273.00
$1,450,695.00
$18,957,336.00
$14,209,029.00
$8,761,390.00
$23,162,421.00
$13,923,300.00
$14,737,854.00
$8,393,333.00
52,084,057.00
$4,114,808.00
$17,471,557.00
$12,442,429.00
$139,708,257.00
$6,094,698,00
$6,094,653.00

Done

@ Internet | Protected Mode: Off

*,100%

-
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CBB by VP Area by Revenue/Expenditure Category

Purpose: This report provides the most current (active base budget) typically used to evaluate
permanent budget actions and to plan for next year’s operating budget. Displays current base budget by
VP Area by College Division by Total Revenue, Expenditure Categories and Expense/Transfer Total.
Allows drilldown by Division to Budget Units.

«(?? OLD DOMINION UNIVERSITY
CBB by VP Area by Revenue/Expenditure Category
Pu _ This report provides the most current (active base budget) typi vy used to perl budget i and to plan for next year’s operating budget. Displays
- current base budget by WP Area by College Divisi by Total E> dif Categorles and Expense/Transfer Total. Allows drilldown by Division to Budget Units.
r_' An (7) indicates required values. Select the desired values and click Finish.
Prompts:
Help: For questions please contact the Budget Office at jduffy@odu.edu
To exit the prompt page without running the report, click Cancel.
Select Fund
Group: Fund Group Param J
Alf University users are reminded of the University’s Code of Ethics and Policies regarding the protection and safequarding of institutional data. As such, this data report
perta to University & and operalions and is considered an institutional asset to be protected and used only 1 employees’ oificial conduct of thelir professional
responsibilities.,
Cancel Finish

/= CBB by VP Area by Revenue/Expenditure Category - Cognos Viewer - Windows Internet Explorer

|§‘ https: ffinsight, odu, edufcoanoss fcai-binf cognosisapi, difb_action=cognosWiewerui, action=rungui, objeck=storeID{ %2 V| % | 44| % |

File Edit View Favorites Tools  Help

e e | (@ CBE by YP frea by RevenuefExpenditure Category - ... | | {5 Home = [ =y Print ~ {0 Tools ~
(=} Keep this version v | | - ~ [ add this report ~ | &
= O St iw @@ - [ >
({77 OLD DOMINION UNIVERSITY
CBB by VP Area by Revenue/Expenditure Category
Fund Group: all
Current Base Budget by VP & College/ Division Area, Account Code Group Total
ALUMNT A1AMDD | ALUMNI OFFICE-C/'W Personnel £328,805.00
Frings Benefits $116,442.00
NPS £51,698.00
Total Expense/Transfers $498,945.00
1ANDOD  ALUMNEWS Revenue £24,000.00
NPS £92,400.00
Total Revenus £24,000.00
Total Expensef Transfers £92,400.00
BAMO1  ALUMNI Revenue $2.994.00
Personnel £3,331.00
Fringe Benefits £750.00
Total Revenus $2,994.00
Total ExpensefTransfers. £3,581.00
BAMOZ  ALUMNI OFFICE-DISC NPS $99.458.00
Equipment £300.00
Total ExpensefTransfers £95,756.00
ATHLETIC DEVELOPMENT 4DVDO | ATHLETIC FUND RAISING Revenus §451,360.00
Personnel £351,845.00
Fringe Benefits $112,294.00
NPS $209,565.00
Total Revenue $451,360.00
Dione [ € mnternet F 100% o~
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CBB by Budget Code by Revenue/Expenditure Category by Subaccounts

Purpose: This report provides the most current (active base budget) typically used to evaluate
permanent budget actions and to plan for next year’s operating budget. Displays current base budget by
Revenue and Expense Categories by Subaccounts.

«{?? OLD DOMINION UNIVERSITY

CBB by VP Area by Revenue/Expenditure Category by Subaccounts

B ~ This report provides the most current (active base budget) typ v used to per budget acti and to plan for next year's op ing
rpose: current base budget by VP Area by College by Total i Categories by and Total.
P r_' An (7)) indicates required values. Select the desired values and click Finish.
rompts:
Help: For questions please contact the Budget Office at jduffy@odu.edu

To exit the prompt page without running the report, click Cancel.

select Fund

eroup: [Fund Group Param -
Al tiniversity users are reminded of the University’s Code of Ethics and Policies regarding the protection and safeguarding of institutional data. As such, this data report
pertains to Ui ity st and ions and is considered an instituti asset to be protected and used only in employees” official conduct of their professional
responsibilities.
Cancel Finish

{= CBB by VP Area by Revenue/Expenditure Category by Subaccounts - Cognos Viewer - Windows Internet Explorer

122 |§. https: ffinsight.odu.edufcognoss/cgi-binfcognaosisapi. dib_action=cogrosYiewerfui, action=runfwi.object=stareID{%z2 V| %J || > | L2~

File Edit Wiew Favorites Tools  Help

f.? e [ @CBB by WP Area by Revenue/Expenditure Category b... l l ﬁ Home = [ E@ Print - "}’ Todls ~

(=} Keep thisversion v | p el d By v i [e] v [ Add this report v | [,

. -

(L!?OLD DOMINION UNIVERSITY :‘

CBB by VP Area by Revenue/Expenditure Category by Subaccounts
Fund Group: All
Current Base Budget by VP & College /Division Area, Budget Code Total

ALUMNT 1AMOO | ALUMNI OFFICE-C/\W Personnel 4001 ADMIMNISTRATIVE SALARIES $190,000.00
4002 CLASSIFIED SALARIES $135,806.00
4025  STUDENT WAGES - W/O FICA $29.00
4028 STUDENT WAGES - WORKSTUDY $2,970.00
Personnel Total: £328,805.00
Fringe Benefits 4999 | POOL-EMPLOYEES BEMEFITS 5113,442.00
Fringe Benefits Total: 5118,442.00
MNPS 5004 POSTAL SERVICES & COST §13,850.00
5005  PRINTING SERVICES §13,350.00
5006  TELEPHOME SERVICE-EQUIP £989.00
5010  TELEPHOME SERV-LOMNG DIST. 5390.00
5101 ORGAMIZATIOM MEMBERSHIPS §50.00
5102  PUBLICATIOM SUBSCRIPTIOMNS §50.00
5412 SKILLED SERVICES §22,019.00
NPS Total: $51,698.00
Total Expenditures/Transfers £498,945.00
1AMNOO | ALUMMNEWS Revenue 3778  MISCELLAMEOUS £24,000.00
Revenue Total: £24,000.00
NPS 5004 POSTAL SERVICES & COST §39,780.00
5005  PRIMNTING SERVICES 542,620.00

5410 PRODUCTIOM SERVICES §10,000.00 ﬂ

= Top £ Page up ¥ Page down X Bottom
Done ) 9 Internet E100% -
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CBB by Revenue/Expenditure Category Across by Subaccounts(w Divisional Subtotals & Totals)

Purpose: This report provides the current (active base budget) typically used to evaluate permanent
budget actions and to plan for next year’s operating budget. Displays current base budget by Revenue
and Expense Categories across and details by Subaccounts. Utilizes multiple parameters and enables
divisional and budget categorical subtotals and totals of data.

¢= Current Base Budget by VP Area by College/Division by Revenue/Expense Category by Subaccounts - - Windows Internet Explorer

@.\-:/.v =] adu.edu |58 cortificate Errar | | 1| | #2 || < | &7 =]

File Edit  Wiew Favorites  Tools  Help

< Favorites 5% ] Suggested Sites - & | Free Hotmail & | Get More Add-ons -

&S Current Base Budget by VP Area by College/Division b. .. 5 Home  ~ 51 | Read Mail @b Print - Page - Safety ~ Tools - @@ Help -
U OLD DOMINION UNIVERSITY M
Current Base Budget by VP Area by College/Division by Revenue/Expense Category by Subaccounts
= . Current Base Budget by VP Area by College, ion by Category
rposes . with budget ical totals and divisional recaps.
s:*‘c‘i“'_' T (7 FdfesiEs ceTie s, SalTE (D dreret oinss sl et Eie
rompts:
Help: For questions please contact the Budget Office at jduffy@odu.edu
To exit the prompt page without running the report, click Cancel.
Select vP Select Fund
P [vaLue =1 code: [vaLUE_DESCRIPTION ~1
Select
College [varue ] Select [orRGN_DISPLAY ]
olle Code:
Diwvision:
Select Select
Division [varue =~ Account [accounT =1
Group: Code:
Select
Ledger/Color |Ledger Param Bl
of Money:
Done

Inkernet

@& Cemo [m@m [ Eim = c

s |E. odu.edu Vl@' Certficate Error | | b1 | [#2 || x| &% | Feliie

File Edit Mew Fawvarites Tools  Help

<r Favorites | 5% @] Suggested Sites = @& | Free Hotmall & | Get More Add-ons -

& Current Base Budget by WP Area by College(Division b. .. Eﬁ Home ~ [ —| Read Mail g§; Print = Page ~ Safety ~ Tools - 'Q' Help -
Cognos Viewer - Current Base Budget by VP Area by College/Division by J Ex Category by Subaccounts jduffy LogOff | iy +1 About
(=) keep this version = | B | el - ~ [ add this report v | [,
== @ @ imj @@ - (R -
{77 OLD DOMINION UNIVERSITY
Current Base Budget by VP Area by College/Division by Revenue/Expense Category by Subaccounts
VP Area: 00200 - ACADEMIC AFFAIRS
College/ Division: 21000 - DEAN ARTS & LETTERS
Division Group: All
Fund Code: All
Budget Code: Al
Account Code: Al
Ledger/Color of Money: 1-E&G
2011 Current Base Budget Revenue  Person Singe! Travel | Equipment | Transfers | D=0t mm
™| genems | MPS Service | Trbensel
LALDG  DEAN ABL Revenue 3162 - LABORATORY FEES $20,820
COMMONWEALTH ACC Subtotals $20,820
Personined | 4001 - ADMINISTRATIVE $225,000 $225,000
SALARIES.
4002 - QLASSIFIED SALARIES $146,036 $146,036
4005 - FACULTY SALARIES- 4326819 4326819
TEACHING
4021 - WAGES - GENERAL 115 5115
4022 - GRAD ASST TEACH $8,414 $8,414
Wi
4023 - GRAD ASST $60,601 $60,601
NONTEACHING
4025 - STUDENT WAGES - W/jO $5,711 $5711
FICA
4026 - STUDENT WAGES - W $18 $18
FICA
4027 - WAGES - TEACH & RES $257.543 $257.543
AT
4028 - STUDENT WAGES - $8,998 $8,998 -
€D Internet o - Hioow -

L RN CHEN -
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BUDGET MANAGEMENT AND FINANCIAL REPORTING

COB by Budget by Revenue/Expense/Transfers (FGIBDST)

Purpose: This report provides the most current (operating budget activity report) typically used to
evaluate year-to-date activity, encumbrances, and balances and to manage available resources
accordingly. Rolls up to revenue, expense/transfers. Allows drilldown to COB by Revenue/Expenditure
Category Rollups or Revenue/Expenditure/Transfer Category by Subaccounts.

(\)? OLD DOMINION UNIVERSITY
COB by Budget by Revenue/Expense/Transfers (FGIBDST)
Pu | This report provides the most current {operating budget activity report) typically used to evaluate year-to-date activity, ces, and bal; and to ilable resources
L . accordingly. Rolls up to revenue, expense/transfers. Allows drilldown to COB by Revenue/Expenditure Category Rollups or Revenue/Expenditure/Transfer Category by Subaccounts.
r_' An () indicates required values. Select the desired values and click Finish.
Prompts:
Help: For questions please contact the Budget Office at jduffy@odu.edu
To exit the prompt page without running the report, click Cancel.
Select Fiscal
Venr: [2011 |
Select Budget -
coder [orGN_DISPLAY =]
All University users are reminded of the University’s Code of Ethics and Folicies regarding the protection and safequarding of institutional data. As such, this data report pertains to University
business and operations and is considered an institutional asset to be protected and used only in employees’ official conduct of their professional responsibilities.
Cancel Finish

/= COB by Budget by Revenue/ExpensefTransfers (FGIBDST) - Cognos ¥iewer - Windows Internet Explorer

LA A |g, htkps:ffinsight. odu, edufcognossfogi-binfcognosisapi. dii?b_action=cognosWiewer &ui, ackion=rungui. object=storeID( %2 Vl g | +3 || X |

Fil= Edt Wiew Fawvorites Tools  Help

S dfr [ @ COB by Budget by Revenue Expense/Transfers (FGIB. .. ] l {24 Home

- B d=h Print - ) Tools ~
(=} Keep this version » | p |l dl - ~ [ add this report + | [
(_"7 OLD DOMINION UNIVERSITY
COB by Budget by Revenue/Expense/Transfers (FGIBDST)
Fiscal Year: 2011
Budget Code: 1SFO00 - POLICE
Totals by Budget Code  Adopted Budget = Adjustments | Current Budget YTD Encumbrances  Remaining Balance
15F00 Expenses/Transfers $4,580,289.00 ($135,084.00) $4,444,205.00 $2,747,167.28 $94,800.47 $1,602,237.25
MNet (54,580,289.00) $135,084.00 ($4,444,205.00) | ($2,747,167.28) ($94,800.47) ($1,602,237.25)
jduffy Feb 8, 2011 11:23:02 AM 1
= Top # Page up ¥ Page down = Bottom
Done 8 €D Internst L 100% v
—_—— = : - —_— —==
72 start r®e 7 Tie —'e AR 4 I SEEET Lo T
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BUDGET MANAGEMENT AND FINANCIAL REPORTING

COB by Budget by Revenue/Expense/Transfers by Subaccount (FGIBDST)

Purpose: This report provides the most current (operating budget activity report) typically used to
evaluate year-to-date activity, encumbrances, and balances and to manage available resources
accordingly. Displays data by budget categories: Personnel, Fringes, NPS, Travel, Equipment, Transfers,
and then by Subaccounts.

«?? OLD DOMINION UNIVERSITY

COB by Budget by Revenue/Expense/Transfers by Subaccount (FGIBDST)

Pu . This report provides the most current (operating budget activity report) typically used to evaluate year-to-date activity, ces, and bals and to
F - available resources accordingly. Displays data by budget categories: Personnel, Frings, NPS, Travel, Equipment, Transfers, and then by Subaccounts.

[Pe=aian An () indicates required values. Select the desired values and click Finish.

Prompts:

Help: For questions please contact the Budget Office at jduffy@odu.edu

To exit the prompt page without running the report, click Cancel.

Select Fiscal

Vour: [2011 =1
se: 'e':tle: dg [ orGM_pDISPLAY B4

Al University users are reminded of the University’s Code of Ethics and Policies regarding the protection and safeguarding of institutional data. As such, this data report
pertains to University business and operations and is considered an institutional asset to be protected and used only in employees” official conduct of their professional
responsibilities.

Cancel Finish

= COB by Budget by RevenuefExpensefTransfers by Subaccount (FGIBDST) - Cognos Viewer - Windows Internet Explorer

- |g https: {finsight. odu, edufcognoss ogi-binfcognosisapi. dii?b _action=cognosYiswer&ui, action=rung.ui, object=storelD({ %2 V| g | +3|| X |

P V-

File Edit ‘“iew Favorites Tools Help

f.? aty [ @ OB by Budget by Revenue/Expense/Transfers by Su... l l & Home = [5]] Eéa Print  ~ "‘f Toals -
(=) Keep this version + | By B~ - [ add thisreport + ¢ [l
- -
«{?? OLD DOMINION UNIVERSITY
COB by Budget by Revenue/Expense/Transfers by Subaccount (FGIBDST)
Fiscal Year: 2011
Budget Code: 15F00 - POLICE
Revenues not applicable in this budget.
Expenditures/Transfers Adopted Budget  Adjustments | Current Budget YTD Encumbrances = Remaining Balance
Personnel 4002 | CLASSIFIED SALARIES S$304,784.00 (54,913.00) §299,871.00 §172,557.31 S0.00 §127,313.69
4004 | SALARIES - OVERTIME §19,735.00 $65,150.00 $84,885.00 £164,670.71 S0.00 (579,785.71)
4006 | VALORS SALARIES §2,129,174.00 (§33,228.00) §2,095,946.00 @ $1,179,524.51 S0.00 §916,421.49
4007 | SALARIES-AMMUAL LEAVE BAL 50.00 54,800.00 $4,800.00 54,799.69 s0.00 §0.31
4009 | SALARIES-COMP LEAVE BAL s0.00 §225.00 §225.00 §224.42 s0.00 $0.58
4011 | SALARIES - INFO TECH EMPLOYEES $42,597.00 ($24,850.00) 517,747.00 s0.00 s0.00 §17,747.00
4012 | CLASS SURPLUS SALARY-HOLDING $80,072.00 ($31,580.00) 548,492.00 s0.00 s0.00 548,492.00
4021 | WAGES - GEMERAL £929,174.00 (§58,475.00) §870,699.00 £423,361.22 S0.00 §447,337.78
4024 | WAGES - OVERTIME §766.00 S0.00 §756.00 8§561.57 S0.00 £104.43
4025 | STUDENT WAGES - W /O FICA £36,923.00 £19,396.00 §56,319.00 $141,434.63 S0.00 (85,165.68)
4026 | STUDENT WAGES - W FICA s0.00 §337.00 §337.00 £1,601.25 S0.00 (§1,264.25)
4036 | BOMUSES & INCEMNTIVES s0.00 £68,130.00 $68,130.00 §68,129.97 £0.00 £0.03
4799 | INTRA RECOVERY PERS SERV (¢368,604.00) S0.00 (£368,604.00) ($291,374.63) £0.00 (677,229.37)
Fringe Benefits = 4901 | EMPLOYER RETIRE COMT-VRS DEF BEN s0.00 S0.00 £0.00 §211,626.97 £0.00 (6211,626.97)
4902 | FOAI SALARIED STATE EMP S0.00 S0.00 £0.00 £119,334.496 £0.00 (£119,334.46)
4903 | FOAI WAGE STATE EMPLOYEE S0.00 S0.00 S0.00 §32,559.77 S0.00 (832,559.77)
4904 | GROUP LIFE INSURANCE S0.00 S0.00 S0.00 §13,715.27 S0.00 (513,715.27)
4905 | HOSPITALIZATION INSURAMNCE S0.00 S0.00 S0.00 §224,375.00 S0.00 (5224,375.00) j
= Top £ Page up ¥ Page down = Bottom

Done 8 €D Internet L 100% v

-G@ »rgl.r T _ smwdthros .. & e_
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BUDGET MANAGEMENT AND FINANCIAL REPORTING

Current Operating Budget Revenue Report (FGIBDST)
Purpose: This report provides the most current (operating budget REVENUE activity report) typically
used to evaluate year-to-date revenue collected/deposited, and balances to attain budgeted revenues.

{?? OLD DOMINION UNIVERSITY

Current Operating Budget Revenue Report

Pu - This report provides the most current (operating budget REVENUE activity report) typically used to evaluate year-to-date revenue collected/deposited, and
rpose: balances to attain budgeted revenues.

Mr_‘ An () indicates required values. Select the desired values and click Finish.
Prompts:
Help: For questions please contact the Budget Office at jduffy@odu.edu

To exit the prompt page without running the report, click Cancel.

Select Fiscal

Year: | 2011 j

Select VP

Arom: [vaLuE_DESCRIPTION |

Select College [\ pESCRIFTION -

Division:

011001 - CW E&G CUR -
011003 - /W CEPS FUND
011004 - EQUIPMENT TRUST FUND
011007 - SIGMET BANK FE Y CASH
011008 - ENERGY PERFORMAMCE FUNDS
Select Fund 011009 - AMERICAN RECOVERY & REINWVEST ACT
Code: 011010 - FEDERAL WORKSTUDY ARRA STIMULUS
011024 - MANVILLE TRUST-0297 FUNDS
011041 - 70X INDIRECT OVERHEAD FDS
011042 - COMM DISORDERS & SFPEC ED IND COST
011042 - CSS EDR IND COST =
Select all Deselect all

Select d.

Code: ORGN_DISPLAY |
AH University users are remunded of the Universily’s Code of Etfifcs and Policies regarding the protection and safeguarding of institutional data. As such, this
data report pertains to University business and operations and is considered an institutional asset o be protected and used only in employees’ official
conguct of their pro; (Sl

Cancel Finish

/= Curren Operating Budget Revenue Report (F DST) - Cognos Viewer - Windows Internet Explorer

- ps:finsight. odu, edu/cognoss/cai-bin/cognosisapi, dii7b_action=cognosYiewer&uwi, action=runwi. object=store! bE L X
| &] https:/finsight.odu.duj 5/cgi-bing isapi.di7b_acti Vigwer B, acti Bui.object=storeID(%z ¥ | L || 44 |

bl

File  Edit Wiew Favorites Tools Help

e e [@o_urrent Operating Budget Revenue Report (FGIEDST. ., l l g Home  ~ 5 e Prink = {F Tools ~
(=L keep this version + | b tely dy - ! ~ 2 add this report « Ig}
)7 OLD DOMINION UNIVERSITY
gt
Current Operating Budget Revenue Report
Fiscal Year: 2011
VP Area: All
College Division: All
Fund Code: 021702 - HEALTH SERVICES
Budget Code: All
2011
Current Operating Budget Revenue
Budget Adjustments Current Budget YTD Balance
VICE PRES STUDENT VP STUDENT 3HCOD | STUDENT HEALTH 3884  STUDENT HEALTH FEES $1,727,197.00  $26,299.00  $1,753,496.00 $1,812,185.00 | ($58,689.00)
SRR SRR T=Es 3885 | HEALTH FEE WAIVERS £0,00 £0.00 0,00 {£240.00) £240.00
3886 | LAB TEST FEES $140,476,00 £0.00 $140,476.00 £82,045.00 | $58,431.00
3887  WORKSTUDY $3,988.00 $1,501.00 $5,489.00 $2,443.25 $3,045.75
3892 | INVESTMENT INCOME- $183,209.00 £0.00 $18,209.00 $0.00  $18,209.00
INT
3900 | MISCELLANECLS-NON $15,000.00 £0.00 $16,000.00 $565.00  £15,335.00
ATHL
Total $1,905,870.00 | $27,800.00  $1,933,670.00  %1,897,098.25 $36,571L.75
jduffy Feb 8, 2011 11:27:04 AM 1
Cone [ & Internet =

S e > rﬁl.
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BUDGET MANAGEMENT AND FINANCIAL REPORTING

Fund Code by Current Operating Budgets Report

Purpose: This report provides the most current (operating budget activity report) typically used to
evaluate revenue and expense year-to-date activity, encumbrances, and balances and to manage
available resources accordingly. Details adopted budget, adjustments, current budget, YTD,
encumbrances, remaining balances by budget category rollups and net.

(P> OLD DOMINION UNIVERSITY
Fund Code by Current Operating Budgets Report
This report provides the most current (s i ivity report) i used to evaluate revenue and expense year-to-date activity,
Purpose: and bal; and to il resources ingly. il adjustments, current budget, YTD,
encumbrances, remaining bal; by ¥ ps and net.
Selection Prompts: An () indicates required values. Select the desired values and click Finish_
Help: For questions please contact the Budget Office at jduffy@odu.edu
To exit the prompt page without running the report, click Cancel.
Select Fiscal Year: [zo11 -
Select VP Area:z |VALUE7DESCR‘JPTIDN et
Select Fund Code: | FUND_DISPLAY -
Select Budget Code: | ORGMN_DISPLAY ~
Al University users are remunded of the Universitys Code of Ethics and Folicies regarding the protection and Safeguarding of instrtutional
giata. As Such, s date report pertains to University business and operations and is ed arn asset to be protected and'
used only in employees’ official conduct of their professional responsibilities.
Cancel Finish

Fund Code by Current Operating Budgets Report (FGIBDST) - Cognos Viewer - Windows Internet Explorer

- |§, htkps: ffinsight, odu, edufcoanoss fogi-binf cognosisapi, dii?b_action=cognosWiewer2ui, action=run2awi, object=storeID{ %z V| % | 2| % |

T -

File Edit View Favorites Tools  Help

w4 [ & Fund Cade by Current Operating Budgsts Repart (FG. .. ] l ﬁ Home ~ [ Qé; Print  ~ f‘) Tools ~

EBKEE thisversionvg 'S V - BAddiﬁisre ortvglgi

==

(!l’? OLD DOMINION UNIVERSITY
Fund Code by Current Operating Budgets Report

Fiscal Year: 2011
VP Area: Al
Fund Code: 011106 - MODELING & SIMULATION RESEARCH
Budget Code: Al
Fund Code by Current Operating Budget Fringe NPS Travel i goebe et
SRS00 | MODELING | Sum Adopted Budget $2,099,838.00 | $1,480,849.00 & $340,327.00 $209,393.00 4500.00 | $68,763.00 $0.00 $0.00  $2,099,835.00 $0.00 =
gIII.ILATICI\I ‘Sum Budget Adjustments $0.00 $0.00 £0.00 $0.00 £0.00 £0.00 $0.00 $0.00 $0.00 $0.00
Sum Account=d Budget | $2,099,635.00  $1,480,849.00 = $340,327.00  $209,393.00 $500.00 @ $68,763.00 $0.00 $0.00  $2,099,538.00 $0.00
Sum Year to Date Activity | $1,869,210.00 | $454,718.61 $73,039.35 | $85,045.74 £0.00 $42.46 $0.00 $0.00 $612,846.16 $1,256,363.84
Sum Encumbrances $0.00 50.00 $0.00 §4.69 £0.00 $0.00 $0.00 $0.00 34.69 (34.69)

Sum Remaining Balance | $230,628.00 | §1,026,130.33 | $267,287.65  $124,34257 | 4§500.00 @ $6873654 | $0.00 $0.00  $1486387.15 (§1,256,359.15)

Sum Adopted Budget $2.099.838.00 | $1.480,849.00 | $340,327.00 | $209,393.00 | $500.00 | $68,769.00 | $0.00 | $0.00  $2.099.838.00 50,00

Sum Budget Adjustments $0.00 50.00 $0.00 50.00 $0.00 50.00 50.00 | $0.00 50.00 50.00

Sum Accounted Budget $2.099,838.00 | $1,480,849.00 | $340,327.00 | $209,393.00  $500.00  $68,769.00  S0.00 $0.00 | $2,099,838.00 $0.00

Sum Year to Date Activity $1,869,210.00 | $454,718.61 | $73,039.35 | $85045.74 | $0.00 $42.45 $0.00 | $0.00 | $612.846.16  $1.255,353.84

Sum Encumbrances $0.00 5$0.00 $0.00 54.69 $0.00 $0.00 $0.00 | $0.00 54.69 (54.69)

Sum Remaining Balance | $230628.00 $1026130.39 $267,287.65 $124,342.57 $500.00 $68726.54 $0.00  S0.00 $1485957.15 |

K4
Done [ € mnternet F100% v
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BUDGET MANAGEMENT AND FINANCIAL REPORTING

Auxiliary Fund Rollup Report

Purpose: This report captures all Auxiliaries within one's hierarchy and provides the high level current
budget by budget category rollups and net. Allows drilldown to the Fund Code by Current Operating
Budgets Report.

{77 OLD DOMINION UNIVERSITY

Auxiliary Fund Rollup Report

= " This report captures all Ausliaries within one's hierarchy and provides the high level current budget by budget category rollups and net. Allows drilldown to the Fund Code by Current
e Operating Budgets Repart.

Selection Prompts: An (7} indicates required values. Select the desired values and click Finish.
Help: Far questions please contact the Budget Office at jduffy@odu.edu

To exit the prompt page without running the report, click Cancel.

select Fiscal vear: [zo1x =1
Salect VP Area: [vALUE_DESCRIFTION B |
Salect Fund Code: [FUND_DISPLAY -]

A tniversity users are reminded of the Uniersity's Code af s and Folicies regarding the protection and safeguarding of insttutional data, As such, this data report pertains t
and and is considered an Institutional asset to be protected and used only in employees’ official conduct of their professional responsibilites.

cancel Finish

ry Fund Rollup Report - Cognos Viewer - Windows Internet Explorer

L SAS M |g, https:,l’,l’insight.odu.edu,l'cognosS,l’cgi—bin,l’cognosisapi.dII?b_action:cognos\p‘iewer&u.li.action=run&ui.object=storeID(%2V| ﬂ 2| | X | | L~

File Edit Wiew Favorites Tools Help

o ol [ (& fwzilary Fund Rollup Report - Cognos Yiewer l l fogi Home ~ ) = Print v (O Tools -
(= keepthisversion v | p i o Em~iE - Add this repart * § [,
= & 1 14 [Fira -
-
)7 OLD DOMINION UNIVERSITY
Auxiliary Fund Rollup Report
Fiscal Year: 2011
2 Al
Fund Code: Al
Sum of Accounted Budget Revenwe Personnel Fringe Benefits MPS Travel Equipment Transfers Debt Service Total Expense Net
C/W ERG CLR $0.00 s0.00 $0.00 s0.00 $0.00 s0.00 .00 s0.00 $0.00 $0.00
TELETECHMET USA $1,482,797.00 $503,030.00 $96,946.00 $425,641.00 $33,714.00 $44,163.00 $44.211.00 £0.00 $1,147,705.00 $335,002.00
ENMA MAVY OFFICERS | §1,200,016.00 $S4B43L00 | $183,640.00 $130,318.00 $7,600.00 $4,000.00 $491,882.00 S000  $SLISATZO0  ($165856.00)
PROG
ENGINEERING $185,590.00 $230,566.00 $80,913.00 $1,241,568.00 $0.00 £0.00 ($395,956.00) £0.00 41,157 89100 ($571,501.00)
ASYNCHROMOUS (D-
ROM
PARKIMNG FACILITIES $5,254,698.00 $7B5,932.00 $202,462.00 $2,122,143.00 $16,244.00 $9,996.00 $849,114.00 $1,561,176.00 45,547 067.00 ($292,369.00)
AL
RESIDENTIAL $25,239,181.00 $2,337,145.00 $561,587.00 $2,005,777.00 $52,939.00 $278,752.00 $20,320,026.00 £0.00 $25,556,226.00 ($317,045.00)
HOUSING
HOUSING DEBT $0.00 s0.00 $0.00 .00 $0.00 000 ($778873200)  $7,788732.00 $0.00 .00
SERVICES
BOARD PLANS $1,593,245.00 £0.00 $0.00 $42,975.00 $0.00 £0.00 $330,390.00 £0.00 $373365.00 $1,219,880.00
WEES CENTER 398067100 SLISLIONOO,  $ATILES00  SLEPEELLO0 §7,75000  $138,787.00 $88,804.00 $SETS000 | $3595499.00 438517200
QPERATING
HEALTH SERVICES SLO3IE7000  SLOSSIET00|  $345.770.00 $446,460.00 $7,000.00 $82,567.00 $30,080.00 $0.00 | $L976606.00  ($43,026.00)
ALK ENT ADMIN $0.00 $351,525.00 $98,757.00 $73,410.00 $12,850.00 £7,300.00 ($543,841.00) £0.00 $1.00 ($1.00)
SERVICES
UNIVERSITY CARD $271,330.00 $228,042.00 $57,280.00 $197,680.00 $5,000.00 50000 ($158,017.00) s0.00 4749400 ($75,156.00)
CENTER
VA BEACH £1,879,148.00 $0.00 $0.00 £0.00 $0.00 £0.00 $100,000.00 $1,634,417.000 $1,734,417.00 $144731.00
DEVELOPMENT FUND
EAST SIDE $5,129,796.00 $0.00 $0.00 $6,050.00 $0.00 $0.00 ($7,025.00) $5,046,285.00 $5,045310.00 $83,986.00
DEVELOPMENT FND
$0.00 s0.00 $0.00 s0.00 $0.00 0.00 $23,847.00 s0.00 $2387.00  ($23,847.00)
CENTER MGMT
ATHLETIC FACILITIES £3,890,201.00 $0.00 $0.00 £0.00 $0.00 £0.00 $0.00 $3,882 601.00 43,882 60100 $7.600.00 -
DEET SERVICE Ad|

Dane [ & € mnternet -

/4 start
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BUDGET MANAGEMENT AND FINANCIAL REPORTING

Negative Budget Balances Report (FGIBAVL) - by Budget Code/Hierarchy

Purpose: This report provides the most current (operating budget activity report) typically used to
evaluate year-to-date activity, encumbrances, and balances and to realign one’s budget to eliminate
negative balances in controlled subaccounts (4000 series) vs. pool accounts (NPS, Travel, Equipment).

«™{?? OLD DOMINION UNIVERSITY

MNegative Budget Balances Report (FGIBAVL) - by Budget Code/Hierarchy

This report provides the most current (operating budget activity report) typically used to I ¥ d; ivity, ., and

Purpose: bal; and to ign one’s to elimi negative bal; in (4000 series) vs. pool accounts (NFS, Travel,
Equipment).

Selection Prompts: An () indicates required values. Select the desired values and click Finish.

Help= For questions please contact the Budget Office at jduffy@odu.edu

To exit the prompt page without running the report, click Cancel.

Select Fiscal Year: [2011 -
Select Fund Code: | Fund Group Param -
Select Budget Code: [orRGMN_DISPLAY -

All University users are reminded of the University’s Code of Ethics and Policies regarding the protection and safeguarding of institutional
data. As such, this data report pertains to University business and operations and is considered an institutional asset to be protected and
used only in employees’ official conduct of their professional responsibilities.

Cancel Finish

(= Negative Budget Balances Report (FGIBAYL) - by Budget CodefHierarchy - Cognos Yiewer - Windows Internet Explorer

3~ |g, htkps: }finsight . odu. edujcognossfcgi-bin/cognasisapi. diiFb_action=cognos Wiewsr&wi. action=runwi, object=storsID{ %2 v| =Y | || X | L |-

File  Edit View Favorites Tools Help

e ol [@Negative Budget Balances Report (FGIBAVL) - by Bud... l ] {5 Home =[5 e Print ~ (£ Tools +
(=} Keep this version ~ | i -~ ~ [ add this report = } [,
(L!’OLD DOMINION UNIVERSITY :‘
Negative Budget Balances Report (FGIBAVL) - by Budget Code/Hierarchy
Fiscal Year: 2011
Fund Code: All
Budget Code: All
Negative Bud I by Bud Code /Hi v Balance
1AADD | VP ACAD AFF Personnel | 4004 | SALARIES - OVERTIME ($9,250.26)
4021  WAGES - GENERAL (§3,281.16)
4031 | SPEC PAY FOR ACAD SVCS ($16,312.50)
4036  BOMUSES & INCENTIVES ($0.08)
Total(ACCOUNT) ($28,884.00)
Equipment | 5895 | POOL-EQUIPMENT ($6,313.36)
Total(ACCOUNT) ($6,913.36)
Total ($35,797.36)
1AADS | INST RESEARCH & ASSESSMENT Personmel | 4024 | WAGES - OVERTIME ($12.50)
4036  BOMUSES & INCENTIVES ($0.23)
Total(ACCOUNT) ($12.73)
Total ($12.73)
1AADG | ADVISING & TRANSFER PROGRAMS Personmel | 4036 | BOMUSES & INCENTIVES (5999, 58)
Total(ACCOUNT) (5999.58)
Total ($999.58)
1AAD7 | MODEL UNITED NATIONS SPT Personmel | 4031 | SPEC PAY FOR ACAD SVCS ($100.00)
Total(ACCOUNT) ($100.00)
Total ($100.00)
1AA10 | FACULTY SENATE Equipment | 9893 | POOL-EQUIPMENT ($151.00)
Total(ACCOUNT) ($151.00) =
Done & &0 rternet F100% v
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BUDGET MANAGEMENT AND FINANCIAL REPORTING

Negative Budget Balances Report (FGIBAVL) - by VP Area

Purpose: This report provides the most current (operating budget activity report) typically used to
evaluate year-to-date activity, encumbrances, and balances and to realign one’s budget to eliminate
negative balances in controlled subaccounts (4000 series) vs. pool accounts (NPS, Travel, Equipment).

«{?? OLD DOMINION UNIVERSITY

Negative Budget Balances Report (FGIBAVL) - by VP Area

= - This report provides the most current (operating budget activity report) typically used to I ¥ d activity, , and bal and
FEesEs to ign one’s to elimi ve bal in subaccounts (4000 series) vs. pool accounts (NPS, Travel, Equipment).

Selection Pr An () indi quis values. Select the desired values and click Finish.

Help: For questions please contact the Budget Office at jduffy@odu.edu

To exit the prompt page without running the report, click Cancel.

Select Fiscal Year: [zo011 -
Select VP Area: [varLue -
Select
College/ Division: [varue =
Select Fund Code: [Fund Group Param -
Select Budget
P, g [orGM_DisSPLAY -
All University users are reminded of the University’s Code of Ethics and Policies regarding the protection and safeguarding of institutional data. As such,
this data report pertains to University business and operations and is considered an institutional asset to be protected and used only in employees’ official
conduct of their professional responsibilities.
Cancel Finish

Ve Negative Budget Balances Report (FGIBAVL) - by VP Area - Cognos Viewer - Windows Internet Explorer

¥ ¥~ |g, https: ffinsight . odu. edufcognoss)cgi-binfcognosisapi. di*b_action=cognos¥ieweriui. action=run&ui.object=storeID{*z V| % | || X |

File  Edit View Faworices Tools  Help

& e [ (& negative Budaet Balances Repart (FGIBAYLY - by WP ... ] l 3 Home -~ [ e Prink = {00 Tools -

(=} keep this version = | | el B ~ i [@] ~ [ add this report + | [,
- -
(_!H!I?OLD DOMINION UNIVERSITY I~
Negative Budget Balances Report (FGIBAVL) - by VP Area
Fiscal Year: 2011
VP Area: VICE PRES STUDENT AFFATRS
College Division: All
Fund Code: All
Budget Code: All
Negative Budget Balances by VP area & College Division Balance
VICE PRES STUDENT AFFAIRS | WP STUDENT AFFAIRS 1SAD0 | VP STUDENT AFFAIRS Personnel | 4036 | BOMUSES & INCEMTIVES {313.563) L |
Total(ACCOUNT) ($313.63)
Total ($313.63)
1SA15 OFFICE OF INTERCULTURAL RELATIONS | Personnel | 4009 @ SALARIES-COMP LEAVE BAL (%0.07)
Total(ACCOUNT) ($0.07)
Total ($0.07)
1SA20 | STUDENT COMDUCT & ACAD INTEGRITY | Equipment | 9899  POOL-EQUIPMENT (50, 10)
Total(ACCOUNT) ($0.10)
Total ($0.10)
15500 STUDENT AFFAIRS Personnel | 4036  BOMUSES & INCEMTIVES (53850.13)
Total(ACCOUNT) ($850.13)
Total ($850.13)
3HCOO | STUDENT HEALTH SERVICE Personnel | 4001 | ADMINISTRATIVE SALARIES {5595.83)
4004 | SALARIES - OVERTIME ($66.53)
4999 | POOL-EMPLOYEES BENEFITS {5305.33)
Total(ACCOUNT) ($967.69)
Transfers | 9903 TRANSFERRED TO C/W E&G {s887.00)
Total(ACCOUNT) ($887.00) LI
Done I:B e Internet
—
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BUDGET MANAGEMENT AND FINANCIAL REPORTING

Subaccount(s) Specific Report (FGIBDST)

Purpose: This report enables subaccount specific inquiries from the operating budget to examine
discreet data needs. For instance, you may need to examine subaccounts 4022 and 4023 over the last
five years. This report with the right combination of parameters satisfies such inquiries. This report,
when using multiple fiscal years, is best exported to Excel where the data columns can be
managed/hidden as needed.

«??» OLD DOMINION UNIVERSITY
Subaccount(s) Specific Report (Current or Trends)

This report enables subaccount specific inquiries from the op a to data needs. For instance, you may need
o _ to examine subaccounts 4022 and 4023 owver the last five years. This report with the right combination of parameters satisfies such
rposes: inquiries. This report, when using multiple fiscal years, is best exported to Excel where the data can be i as
needed.
Selection Prompts: An (=) indicates required values. Select the desired values and click Finish.
Help: For i pl the Office at jduffy@odu.edu

To exit the prompt page without running the report, click Cancel.

[Fiscal Feriod Faram =1
2010
2009
2008
2007
Select Fiscal Year and Month: 2006
2005
2004
2003
2002

2001 ~1

3001 - TUITION FALL IS UNMDERGRAD i’
3002 - TUITION FALL OOS UNDERGRD

3003 - TUITION FALL IN GRAD

2004 - TUITION FALL OUT GRAD

3005 - TUITION SPR INS UNDGR

Select Account Type: 3006 - TUITION SPR OO0S UNDGR

3007 - TUITION SFPR IN GRAD

3008 - TUITION SPR OO0S GRAD

3010 - EXP LEARN FEE TRAIN/EVAL-INDIV STUD

3011 - EXP LEARN FEE TRAIN/EVAL - ORG

3012 - PHYS THERAPY SURCHARGE LI
Select VP Area: [ vaLUE_DESCRIPTION B |
Select College/ Division: [vaLUE_DESCRIPTIONM |
Select Department: [vaLUE_DESCRIFTIONM ~1
Select Fund Group: | Fund Group Param 1
Select Budget Code: | orRGN_DISPLAY 1
@ Cognos Viewer - Windows Internet Explorer EE‘
File Edit View Favorites Tools Help
— _ ) »
W [@Cogno;\’\ewer [ } oo~ ~ e v - Page v () Tools =
Cognos \ﬁewér "
b »ifel v
) -
(\/?0LD DOMINION UNIVERSITY
Subaccount(s) Specific Report (Current or Trends)
Fiscal Year and Month: January 2011, 2010
Account Type: 4022 - GRAD ASST TEACH WAGES
VP Area: ACADEMIC AFFAIRS
College Division: All
Department: All
Fund Group: All
Budget Code: All
2010
Subaccounts
Budget Adjustments Current Budget  January ¥TD E b ini 1
1AAD7 | MODEL UNITED NATIONS SPT 4022 GRAD ASST TEACH WAGES £2,056.00 £0.00 £2,056.00 £0.00 £0.00 £0.00 £2,056.00
1AA20 | UNDISTR P/T SLRY 4022 GRAD ASST TEACH WAGES £10,976.00 (%10,975.00) £0.00 £0.00 £0.00 £0.00 £0.00
1ACO0 | ACCOUNTING DEPARTMENT 4022 GRAD ASST TEACH WAGES £17,935.00 (%17,935.00) £0.00 £0.00 £0.00 £0.00 £0.00
1ALOD | DEAN ARL COMMONWEALTH ACC 4022 | GRAD ASST TEACH WAGES £8,414.00 (88,414.00) &0.00 £0.00 £0.00 &0.00 &0.00
1ALO4 | FILIPINO-AMERICAM CENTER 4022 | GRAD ASST TEACH WAGES £0.00 £2,143.00 £2,143.00 £0.00 £0.00 &0.00 £2,143.00
1AR00 | ART 4022 | GRAD ASST TEACH WAGES £8,854.00 (&8,854.00) &0.00 £0.00 £0.00 &0.00 &0.00
1BAOD | COLL BUSIMESS & PUB ADMIN 4022 | GRAD ASST TEACH WAGES $50,496.00 (%50,496.00) §0.00 50,00 £0.00 £0.00 £0.00
1BA10  BUS. GRAD STUD 4022 | GRAD ASST TEACH WAGES £0.00 $67,300.00 $57,800.00 §3,333.32 $33,333.32 £0.00 £34,466.68 ;I
= Top £ Page up ¥ Page down < Bottom
Done @ Internet | Protected Mode: Off #100%
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BUDGET MANAGEMENT AND FINANCIAL REPORTING

Budget Transactions Matrix Report (FGITRND)

Purpose: This report enables a top to bottom accounting of all transactions occurring in a specific budget
unit from budget load to budget adjustments to expenditures and encumbrances. Total Reconciliation
Trail.

(‘ ? OLD DOMINION UNIVERSITY
Budget Transactions Matrix Report (FGITRND)

Pu This report a top to botts ing of all tr i occurring in a specific budget unit from budget load to budget
F dj to expendil and . Total iliation Trail.
Selection Prompts An (*) indicates required values. Select the desired values and click Finish.
Help For questions please contact the Budget Office at jduffy@odu.edu
To exit the prompt page without running the report, click Cancel.
*
Select Fiscal Year - |VALUE7DESCR_IPTION j
Select Budget Code: Z[vaLue 4|
Select Fund Code [vaLue =1
Select VP Area: | vALUE_DESCRIPTION =1
Select College/ Division: | vALUE_DESCRIFTION =1
Select From Date: | J
Select To Date: | B |

Alf the University users are reminded of the University's Code of Ethics and Policies regarding the protection and safeguarding of institutiona! data. As such, this dats report pertains to
University business and operations and is considered an nstitutional asset to be protected and used only in employees’ official consuct of their professional responsibilities.

Cancel

Report - Cognos Viewer - Windows Internet Explorer

N
& - [&] https: jinsight .odu. edujcagnoséicgi-binfcognosisapi.di [ &[] [x] | o+
File Edit Wiew Favorites Tools Help
s o [@ Budget Transactions Matrix Report - Cognos Viewer ] ] =3 Home - [ e Prink ~ (0 Tools ~
(=} keep this version ~ | B}l - ~ [ add this report w | [
= B * $E o @@ - @i -
Fiscal Year: 2011
Budget Code: 3HS00 - STUDENT HOUSING
Fund Code: All
VP Area: All
College Division: All
From Date:
To Date:
TRANSACTION_AMOUNT ACE ¥TD ENC
9201 08-18-2010 PORD [D1310458 PERLMUTTER, MARK J. $993.00
08-24-2010 INEI  I1103957 LEE HARTMAN & SONS SOUND EQUIPMENT $1,111,00 | ($1,111.00)
08-27-2010 JESOD J1100668 TECH STORE AUTHORIZ 8/1-15f2010 $1,592.00
09-15-2010 PCRD D13104%8 PERLMUTTER, MARK J. ({$993.00)
10-25-2010 JE&O Jii01446 STUDENT VOICE EXPENSES REIMB. {$796.00)
11-10-2010 JEGO J1101645 TECH STORE PURCH 10/9-15/10 $458.00
11-11-2010 JEGD J1101663 MOMNARCH TECH STORE PURCH OCT 17-31 $281.00
12-16-2010 JESO0  J1102100 REIMB HOUSING FOR IPOD TOUCH EQUIP ($458.00)
01-03-2011  JEEO0  J1102218  CHG FAC FOR IPOD TOUCH ($281.00)
9202 10-29-2010 JESO Ji101511 REIMB PERLMUTTER DO1324406 $3,165.00
9205 0©7-01-2010 BDO1 L1100001 Base budget loaded $53,672.00
09-23-2010 JE&O IVOO0073 BAMK OF AMERICA VISA JACKSON M $619.95
9413 07-01-2010 BDO1 L1100001 Base budget loaded %$2,250.00
9505 ' 08-05-2010  PORD ' D1306885 TONAL ENT £858.60 -

(& & Internet H100% v
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BUDGET MANAGEMENT AND FINANCIAL REPORTING

YTD Ledger Rollup Report (FBIBDST)

Purpose: This high level Operating Ledger report provides the operating budget activity report grouped
by Ledgers 1 to 8 +++ typically used to evaluate revenue and expense year-to-date activity,
encumbrances, and balances and to manage available resources accordingly.

«(? OLD DOMINION UNIVERSITY

¥TD Ledger Rollup Report (FBIBDST)

This high level Operating Ledger report provides the GErEin hudgel activity report grouped by Ledgers 1 to 8 +++ typically used to and
Purpose: expense year-to-date activity, 5, and 1gly. It is highly recommended that users review this report
wia PDF or Excel formats to see the ledger and subledger delalls
! An () indi quired values. Select the desired values and click Finish.
Help: For questions please contact the Budget Office at jduffy@odu.edu

To exit the prompt page without running the report, click Cancel.

Select Fiscal Year: 2011 -

Select VP Area: | vALUE_DESCRIFTION -

Select

Colk e/ Division: |VALUE_DESCRJP'FION

Select Ledger/ Color =

of Money: [Ledger Param =1
Al University users are reminded of the University’s Code of Ethics and Policies regarding the protection and safeguarding of institutional data. As such, this data
report pe. to u ty & and and is c ed 2 saset to be protected and usaed only in employess” official conduct of their

Cancel Finish

YD Ledger Rollup Report (FGIBDST) - Cognos Viewer - Windows Internet Explorer

|g, https:jfinsight . odu.edujcognossjcgi-binfcognosisapi. dii?b_action=cognosviewer&ui. action=rungui. object=starel D %2 V| EJ || X | | 2~

File Edit Miew Favorites Tools Help

o o [ & ¥TD Ledger Rollup Report (FGIEDST) - Cognas Yiewsr l l {5 Home - [ e Print = {3 Tools ~

~ [ Add this report ~ | [Be

(=} Keep this version ~ | | o B -

= O

-
)7 OLD DOMINION UNIVERSITY
¥TD Ledger Rollup Report (FBIBDST)
Fiscal Year: 2011
WP Area ACADEMIC AFFAIRS
College Divi DEAN OF EDUCATION
Ledger: 1-E&G
Year To Date Specific Operating Ledger Rollups R S b L i Bz [T e e bl
ACADEMIC = DEAN OF 1 Sum Adoped Budget $1,216,062.00 $10,389,599.00 $3,039,200.00 $649,937.00 $130,510.00 $66,079.00 $0.00 $0.00 $14,275.325.00 ($13,059,263.00) |
AFFAIRS EDUCATION Sum Budget Adjustmernts $35,594.00 $353,543.00 $168.236.00 $235,425.00 $74,461.00 $154,801.00 $0.00 $0.00 $986,466.00 ($950,872.00)
Sum Accownted Budget $1,251,656.00 $10,743,142.00 $3,207,436.00 $885,362.00 $204,971.00 $220,880.00 $0.00 $0.00 $15,261,791.00 ($14,010,135.00)
Sum Year to Date Activity $B11.815.16 $5,254,939.36 $1,689,708.28 $258,606.51 $176,138.35 $131,170.79 £0.00 £0.00 $7,510,153.29 ($6,698,338.13)
Sum Encumnbrances $0.00 $0.00 $0.00 $2,506.17 $43,874.96 $1,525.91 £0.00 £0.00 $47 907.04 ($47,907 .04)
Sum Remaining Balance $439 840.54 $5,488,202.64 $1,518,137.72 $624,240.32 ($15,042.31) $B8,183.30 £0.00 £0.00 $7,703,730.67 ($7,263,889.83)
Susm Adopted Budget $1,216,062.00 $10,389,539.00 £3,039, 200,00 $649,937.00 $130,510.00 $66,075.00 £0.00 £0.00 $14,275325.00 ($13,059,263.00)
Susm Budget Adjustrnents. $35,554.00 $353,543.00 $168.736.00 $235,425.00 474 461.00 $154,801.00 £0.00 £0.00 $586,466.00 ($950,872.00)
Sum Acoounted Budiget $1,251,656.00 $10,743,142.00 $3,207,436.00 $8BS,362.00 $204,971.00 $220,880.00 $0.00 $0.00 $15,261,791.00 ($14,010,135.00)
S Year to Date Activity $B11,815.16 $5,254,939.36 $1,689,2968.28 $258,606.51 $176,138.35 $131,170.79 $0.00 $0.00 $7,510,153.29 ($6,698,338.13)
Sum ERCumBbrances. $0.00 $0.00 $0.00 $2,506.17 $43,874.96 $1,525.91 $0.00 $0.00 $47,907.04 (547,907 .04)
Swm Remaining Balance $430 84084 $5,488,202.64 $1,518,137.72 $624,240.32 ($15,042.31) $B8,183.30 £0.00 £0.00 $7,703,730.67 ($7,263,689.83)
Total Sum Adopted Budget $1,216,062.00  $10,389,599.00 $3,039,200.00 $649,937.00  $130,510.00  $66,079.00 $0.00 | $0.00 | $14,275,325.00  ($13,059,263.00)
Total Sum Budget Adjustments 535,594.00 $353,543.00 $168,736.00 | $135425.00 | $74,461.00 $154,801.00 $0.00 | $0.00 5986, 466.00 ($950,872.00)
Total Sum Accounted Budget $1,251,656.00 $10,743,142.00 $3,207,436.00 $885,362.00 $204,971.00 $220,880.00 $0.00 | $0.00 $15,261,791.00 ($14,010,135.00)
Total Sum Year to Date Activity $811,815.16 $5,254,939.36 %1,689,298.28 $258,606.51 $176,138.35 $131,170.79 $0.00 $0.00 $7,510,153.29 ($6,698,338.13)
Total Sum Encumbrances $2,506.17 $43,874.96 $1,525.91 $0.00 $0.00 $47,907.04 ($47,907.04)
Total Sum Remaining Balance _—____--—
Kd|

[ & &P Internst L 100% v
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BUDGET MANAGEMENT AND FINANCIAL REPORTING

Current Operating Budget (COB) By College/Division Report (FGIBDST)

Purpose: This VP Level report enables high level summaries of college/division budgets typically used to
compare Original Budget, Current Budget, Year-To-Date activity, Encumbrances, and Balances and to
manage available resources accordingly. Rolls up subaccount data to budget categories: Revenue,
Personnel, Fringe Benefits, NPS, Travel, Equipment, Transfers, Debt Service, Total Expense, and Net. Has
functional drilldowns to Budget Unit data.

{77 OLD DOMINION UNIVERSITY

Current Operating Budgets by College/Division Report

This VP Level report enables high level summaries of college/division budgets typically used to compare Original Budget, Current Budget, Year-To-Date activity,

Purpose: ces, and Bal: and to ilable resources accordingly. Rolls up subaccount data to budget categories: Revenue, Personnel, Fringe
fits, NPS, Travel, i Transfers, Debt Service, Total Expense, and Net. Has functional drilldowns to Budget Unit data.

Selection Prompts: An () indicates required values. Select the desired values and click Finish.

Help: For questions please contact the Budget Office at jduffy@odu.edu

To exit the prompt page without running the report, click Cancel.

Select Fiscal Year: [2011 =1

Select VP Area: [vaLue =1

Select College/ Division: [vaLue =1
Select Division Group: [vaLue =l

Select Budget Code: [vaLue -]
Select Fund Code: [Funp_pispLay Ea|

Select Ledger/ Color of

Money: |Ledger’ Param j

/= Current Operating Budgets by College/Division Report - Cognos Viewer - Windows Internet Explorer

@\ — ) ~ | &] https:fauifport ts. odu. edujconosE{egh binfcognosisapi. diitb_action=cognosYiewerawi, action=rungs, * | e Certificate Error | | €2/ | x| |

Fil= Edit Wiew Favorites Tools  Help

Sy e [ & Current Operating Budgets by College/Division Report. .., l l i Home  ~ [ e Print = {CF Tools -
Cognos Viewer - Current Operating Budgets by College/Division Report jduffy Log Off | 4 +1 About
=) keep this version » | B |l oy - ~ [ add thisreport * | [
ﬁ H % 1 jeza =@ e - ﬁ E:Il o
=
(Ql OLD DOMINION UNIVERSITY
Current Operating Budgets by College/Division Report
Fiscal Year: 2011
WP Area: 00200 - ACADEMIC AFFAIRS
College/ Division: Al
Division 3 A
Code: il
Fund Al
Ledger/Color of Money: 1-E&G
Revemia | Pamcamel | Fringaemems [ nem LU I N — et
VI PRES w.eacaer | veacas s 1| Sum Acopind Budget suc0 83111300 SMSEEIO0 | SIBTEH | 42908400 .00 .00 SO0 | SLIMISS00 | ($133418500)
sogeer  aproen Sum Bt Adptrmers | 050 s | simo0 | swnmex | soo am Ginposon | som | sssesvoo (ss56875.00)
Sum Accouna Pusges suo0 SLEMSEIO0 | SIM0IS0 | SIrmmLD0 | smoeem .00 (SI00000) | S000 | SLESLOGOO0 | (31.891060.00)
Surm Voor o Daste Acovity| 4000 705,289 14 SUTTTOAB | SMTIOEI | $ATISES | 3691336 | (SILOOADO) | SO0 | SLDEGETI | (4L06364972)
Sum Enasmemncs suo0 000 s0.00 ML s0.00 .00 s som | suson GaLm0.a)
Sum Remsiniog Bxance sa00 ss18.27738 sam.2er 52 $7.6000 | s:3se15 | (se513.36) 000 s | s7essenar (s765.530.17)
ronr=ng 1 | 5um Acopns Budger sa0 a0 sn.00 suamN s0.00 .00 s som | simmzo (s123.052.00)
s S St Ay 800 w00 000 wmeson | s a0 wm | sm | e 96,0
Surm Accouned Busges sam sana .00 43,4500 so.00 000 s000 som | sasem (343, 455.00)
Sum Vour o Date Acovity| 4000 sa00 .00 $0.00 so.00 .00 0.0 som sona 00
Sum Encumeemnces sam0 sana s0.00 s0.00 s0.00 w00 s0.00 s0m sana sam0
Sum Remaining B¥ance sam so00 0.0 sa.a5.00 so.00 .00 s som | sanaseon (33,4550
DETESSain | 1) Sum Acope Buger sa00 s7352100 sz a5 00 sam00 | s | sLz0m s 300 | SL0I4B0SE0 | (31,004806.00)
Sum Budger Adystments 000 52871500 t8439.00) s7a8.00 5100 $163.00 s0.0 00 290700 (529,278.00
Surm Accounted Bucges. s000 $765,236.00 27,0500 45, 148.00 $14,230.00 $1413.00 s0.00 s 41,044, 084.00 ($1,044,084.00)
Sum Yoo o Date Acovity| 4000 sa30.11538 s121.040.80 sosees | sae07 s241.80 w00 s | sseeaTrEs (358437755
Surm Encumerana= w00 sana .00 s0.00 s0.00 wo 0.0 som sana sa00
Summ memsining B sam0 a3, 22064 su07.002.40 wsmor | suamsn | sy sa00 som | samaoesn (3a59,206.11)
MODEUNITED | 1 Sum Adopted Buriges sam0 52238500 s143000 s0.00 a0 som | smsem (s23,816.00)
— S Butger Adpstanes s sa00 so.0 $1E5.00 s0.00 som sa.00 so.m $165.00 (516500
Sum Accornted Bucges sao0 52238500 s1a3000 s1es00 so.00 .00 w00 som | szaserm ts23.5m00
Sum Yoo m Dae Acovity | $000 s10.782.00 207 a3 s0.00 .00 s som | siLerser (31L.575.67)
Sum Encumeranas: sa00 sona .00 s0.00 so.00 .00 s som so0a sa00 R

[ € mtermet & 1one -
s - ESRERNEND S )
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BUDGET MANAGEMENT AND FINANCIAL REPORTING

Current Operating Budget Report (COB) by College/Division by Budget Report (FGIBDST)

Purpose: This VP Level report can be accessed directly or is a drilldown from the COB by College/Division
Report. Enables budget level typically used to compare Original Budget, Current Budget, Year-To-Date
activity, Encumbrances, and Balances and to manage available resources accordingly. Rolls up subaccount
data to budget categories: Revenue, Personnel, Fringe Benefits, NPS, Travel, Equipment, Transfers, Debt
Service, Total Expense, and Net.

«?? OLD DOMINION UNIVERSITY

Current Operating Budgets by College/Division by Budget Report

This VP Level report can be accessed directly or is a drilldown from the COB by College/Division Report. Enables budget level typically used to compare Original

Purpose: Budget, Current Budget, Year-To-Date activity, Ei es, and Bal; and to dingly. Rolls up sub data to
budget categories: Revenue, Personnel, Fringe fits, NPS, Travel, Equil Transfers, Debt Service, Total Expense, and Net.

Selection Prompts: An () indicates required values. Select the desired values and click Finish.

Help: For questions please contact the Budget Office at jduffy@odu.edu

To exit the prompt page without running the report, click Cancel.

Select Fiscal Year: [2011 =1

Select VP Area: [vaLUE =

Select College/ Division: [waLuE |
Select Division Group: [vALUE =

Select Budget Code: [waLuE -
Select Fund Code: | FUND_DISPLAY =

Select Ledger/ Color of

Money: ‘Ledger Param j

urrent Operating Budgets by College/Division by Budget Report - Cognos Viewer - Windows Internet Explorer

@ Lo Jd |g, htkps:ffgulfport. ks, odu. edufcognoss/fogi-binfcognosisapi. diifb_action=cognosviewer20i, ackion=rungL | @' Certificate Errar | +3 || X | | 2 |-
File  Edit View Favorites Tools  Help
e e [ (€ Current Cperating Budgets by College/Division by Bud. .. ] ] i Home - [ deh Prink v () Tools -
Cognos Viewer - Current Operating Budgets by College/Division by Budget Report jduffy Log Off ; 1 +1 About
(=) keep this version » | Dol o Bl vl v [ add thisreport v | [k,
x +
7?7 OLD DOMINION UNIVERSITY [+]
Current Operating Budgets by College/Division by Budget Report
Fiscal Year: 2011
VP Area: 00200 - ACADEMIC AFFAIRS
College/Division: 27000 - DEAN OF LIBRARY
Division Group: All
Bu'd‘g All
Fund Code: Al
Ledger/Color of Monay: 1-E&G
By Rewenue Perscanel Fetome wes Travel Equipment | Transters | oo, Expense Mot
DEan | Lmeasy 1| 1800 | LmRasy Sum Adopted Budget: s0.00 $535,248.00 | $14063100 | $247,518.00 | $5200.00 $7,000.00 $0.00 $0.00 | 93555700 | (893555700
o, ey ADMENISTRATION | g, puciget Acjustments so.m ($4761.00) | ($5.35800) | ($1,578.00) s0.00 $57,500.00 s0.00 som0 | g4seoano (845,802 00}
Sum Accounted Burdget so.m $530,487.00 | $13527300 | 524599000 | $520000 | $64,500.00 s0.00 s000 | ssE140000 | (358140000}
Sum vear o Dme Aoty | 0.0 $274,96048 | $7180524 | $147,99993 | $285982 | $1648L02 s0.00 $000 | sS1419658 | (s514,296.55)
Sum Encumbraness. s0.00 s0.00 so.00 $66,78596 | $460.30 $27,723.40 s0.00 s000 | ssasesse ($54.565.66)
Sum Remaing Baance so.00 $255,52652 | $A337776 | $3115411 | $LE7O7E | S0,2955 s0.00 soc0 | sa2amgs | (wrzaaogs
LERSSYPUEIC | | 1 1LE10 | LISRARY PUBLIC | Sum Adopted Budges s0.00 SLATISIS00 | 6726300 | $49.490.00 | 36,300.00 sses00 s0.00 $0.00 | $1,992906.00 | (52,992.506.00)
bRk TOCES S Budget Adjustments se.00 $12,577.00 ($4,105.00) | 423,755.00 sa.00 so00 ($23.96200) | so.00 4826100 (45,261 00)
Sum Accounted Eudget s0.00 $1486,992.00 | $463,15400 | $68,195.00 | $6,300.00 ssEs00 (823,96200) | $0.00 | $2,001167.00 | ($2,001,167.00)
Sum Year to Date Activity | $0.00 $852,16451 | sas7omsz | $31,02809 | $32278 sooe ($23,36200) | $0.00 | $1,2016240 | ($1,120,16240)
Sum Encumbrances. s0.00 s0.00 so.00 s25.00 s0.00 souoe s0.00 s0.00 sas.00 szs.00)
Sum Remaing Bsiance so.m $634,327.49 | 20544508 | $37,04181 | $3177.22 som8.00 s0.00 soo0 | sesns7oen | (sms0sSTesm)
Ly 1| 1820 | LmRasy Sum Adopted Budger. S12E0.00 | S$LI2BA06.00 | 374700 | $19,00000 | $3,00000 | $3936163.00 s0.00 $0.00 | $5361307.00 | (55.398.427.00)
G ensnh TECHMICAL SERY | 5 budges adustments s0.00 $22,327.00 (s273.00) $a.00 s0.00 $251,100.00 s0.00 s000 | sevaaseoo | (sev3asend)
Sum Accounted Budget | 128000 | $1050,733.00 | SI4A6S00 | S19.00400 | $300000 | $4,187283.00 s0.00 $0.00 | $5,63446500 | ($5.621,58500)
Sum vear o Daee Actvity | s0.00 $621,979.08 | 22430576 | 1480284 | $3,047.29 | $24S486582 s0.00 $0.00 | $3,09.00074 | (53,319,000.74)
Sum Encumbrances. s0.00 s0.00 so.00 s0.00 s0.00 $336,808.20 s0.00 so.00 | salsEcsln | (samesceam)
Sum Remaking Salance | 12,8000 | $426,75382 | $1S005934 | 4420116 | ($47.29) | $1395587.98 s0.00 $0.00 | $1578655.06 | (52,965.775.08)
Jrorren 1| 1Rvo7 | LisRARY Sum Adopted Budget so.m s0.00 so.00 s0.00 s0.00 so.00 s0.00 so.00 so.00 s0.00
Sum Budget Adjusteents: s0.00 s0.00 so.00 s0.00 s0.00 sooe s0.00 s0.00 so.00 sa.00
Sum Accounted Budget so.m s0.00 so.00 s0.00 s0.00 so.00 s0.00 so.00 so.00 sa00
Sum Year to Date Activity | (516,555 65) s0.00 so.00 s0.00 s0.00 so.00 s0.00 so.00 s0.00 (816,865 68)
Sum Encumbraness. s0.00 s0.00 so.00 $0.00 s0.00 $0.00 s0.00 s0.00 $0.00 so.00
Sum Aemarng Sslance | sieses e s0.00 so.00 s0.00 s0.00 $0.00 s0.00 s0.00 s0.00 s16,565 68 |~

Done Internet
(3 &
e : - °
‘s start = : =
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BUDGET MANAGEMENT AND FINANCIAL REPORTING

(COB) BY COLLEGE/DIVISION SUBACCOUNT DETAIL & COMPOSITE REPORT (FGIBDST)

Purpose: This report enables detailed budget unit reports by college/division comparing Original Budget,

Current Budget, Year-To-Date activity, Encumbrances, and Balances by budget by subaccount level and

budget categories: Revenue, Personnel, Fringe Benefits, NPS, Travel, Equipment, Transfers, Debt Service. Also

Recaps Ledger/Color of Money composite. All components can be downloaded to Excel enabling budget unit
specific reports which can be supplemented with your fiscal year projections and aggregated for Divisional

Reports.

7 oLD DOMINION UNIVERSITY

COB by College/Division Subaccount Detail & Composite Report (FGIBDST)

This report enables detailed budget unit reports by college/division comparing Original Budget, Current Budget, Year-To-Date activity, Encumbrances, and Balances by budget by subaccount level

Purpose: and budget categories: Revenue, Personnel, Fringe Benefits, NPS, Travel, Equipment, Transfers, Debt Service. Also Recaps Ledger/Color of Money composite. All components can be
downloaded to Excel enabling budget unit specific reports which can be supplemented with your fiscal year projections and aggregated for Divisional Reports.
== n An () indicates required values. Select the desired values and click Finish.
Prompts:
Help: For questions please contact the Budget Office at jduffy@odu.edu
To exit the prompt page without running the report, click Cancel.
Select Fiscal
Year:
2001 =
Select all Deselect all
Select
Budget ORGN_DISPLAY |
Code:
2 - il
U} OLD DOMINION UNIVERSITY 1
COB by College/Division Subaccount Detail & Composite Rep
Fiscal Year: 2011, 2010, 2008 1
Budget Code: 1CC01 - COM SERV-ACAD
2011
Revenues
Adopted Budget  Adjustments | CurrentBudget ¥TD | Encumbrances Remaining Balance
Auxiliary sales & svcs 3898 EVENT FOOD INCOME $0.00 $0.00 $0.00  £0.00 $0.00 $0.00
Grand Total $0.00 $0.00 $0.00 $0.00 $0.00 %0.00
2009 2010
Expenditures/Transfers Remaining
Adopted Budget Adjustments Current Budget YD Encumbrances T Adopted Budget Adjustments Current Budget YD
Personnel | 4001 ADMIMISTRATIVE §24,170.00 §24,170.00 §24,170.21 (s0.21) §24,170.00 §24,170.00 §24,170.21
SALARIES
4002 = CLASSIFIED SALARIES $462,747.00 $462,747.00 §462,747.12 (s0.12) $462,747.00 $1,360.00 $464,107.00 §464,106.74
4004 | SALARIES - OVERTIME §5,500.00 §6,200.00 $11,700.00 $11,737.23 ($37.23) $5,500.00 $8,000.00 §13,500.00 §13,259.19
4007 | SALARIES-ANNUAL §2,244.00 $2,244.00 $2,244.04 (s0.04) §22,135.00 §22,135.00 $22,134.63
LEAVE BAL
4008 | SALARIES-SICK LEAVE $2,961.00 $2,961.00 $2,961.88
BAL
4009  SALARIES-COMP LEAVE $669.00 $669.00 $668.44
BAL
4011 | SALARIES - INFO TECH $4,576,567.00 (5149,922.00) $4,426,645.00 $4,426,644.58 §0.42 $4,595,075.00 ($250,163.00) §4,344,912.00 $4,344,912.38
EMPLOYEES
4012 | CLASS SURPLUS §53,083.00 §15,530.00 §68,613.00 $68,613.00 $65,759.00 §23,569.00 $89,338.00
SALARY-HOLDING
4013  WTA -PAY TRANS $9,508.00 $9,508.00 $9,507.91
SEVERANCE BENEFITS
4014 | WTA - SAL-ANNUAL §4,755.00 §4,755.00 §4,754.25
LEAVE PAYOUT
4017 | SAL-FAC ADMIN-INFO $141,021.00 §17,108.00 §158,129.00 §158,129.43 (50.43) $150,000.00 §150,000,00 $150,000.08
TECH EMP
4021 WAGES - GENFRAL £75.750.00 (£36.500,00) 12.250,00 7,262,689 £1.687.31 75,437,00 (§47,525,00% £28.912,00 528.911.74
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BUDGET MANAGEMENT AND FINANCIAL REPORTING

My Budget List

Purpose: Simply run this report and you will be shown your userid, user name, and the fund codes and
budget codes you have access to.

Budgets I Have Access To

If you find a budget code you need access to, but do not have, please contact the Budget Office at jduffy@odu.edu.
USERID USERMAME | FUND_CODE | FUND_DESC ORGN_CODE ORGN_DESC
RLEMOAL | Richard LeMoal 1011001 C/W E&G CUR 1PPOD FACILITIES MGMT ADMIN & SUPY

1PPO1 CLASSROOM UIPGRADES

IPP10 CUSTODIAL SERV

1PP13 PUBLIC SAFETY RELOCATION/RENOY

1PP14 ALUMNI HALL RENOVATION

1PP15 GARBAGE & TRASH

1PP16 GARBAGE & TRASH - HOUSING

1PP25 BUILDING MAINT.

1PP26 STRUCTURAL

1PP27 FAC MNGT MECHANICAL /ELECTRICAL

1PP28 HOUSING MAINTENANCE

1PP30 CARE & MAINT

1PP31 CAMPLUS BEAUTIFICATION

1PP35 CLASSROOM FURNITURE MAINT

1PP45 EQUIP/SUPPLY SPT CENTER.

1PP50 SP PROJ & ALT

1PP55 PROJECT MANAGEMENT

1PP56 PLANNING/ESTIMATING

1PPS0 UTILITIES

1PP&1 HOUSING UTILITIES

1PP70 MOTOR. VEH POOL

IPP75 MOVING & HAULING

1PP80 RECYCLING

1PPO8 BAL MEGA LAB

1PP99 GOB RELOCATIONS

1RADS ODU MASTER. PLAN
011008 ENERGY PERFORMANCE FUNDS 1PP52 EMERGY PERFORMAMCE FUNDS
011024 MANVILLE TRUST-0297 FUNDS 15004 MANVILLE TRUST-0297 FUMDS
n71017 ATHI FTTS FACTI TTTES MERT CEDWTEE 2003 ATHI FTT FACTI TTTES MIERT CEDVTEE
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BUDGET MANAGEMENT AND FINANCIAL REPORTING

Base Budget Trends Report

Purpose: This report provides comparative base budget data over multiple fiscal years.

{J? OLD DOMINION UNIVERSITY

Base Budget Trends Report

Purpose: This report provides comparative base budget data over multiple fiscal years.
Selection Prompts: An (%) indicates required values. Select the desired values and click Finish.
Help: For questions please contact the Budget Office at jduffy@odu.edu

To exit the prompt page without running the report, click Cancel.

2012 =
2011
2010
2009
2008
2007
Select Fiscal Year: 2006
2005
2004
2003
2002
Select all Desslect all
Select VP Area: VALUE_DESCRIFTION =1
1AAGO - VP ACAD AFF il
1AAD4 - EMINENT SCHOLARS SUPPORT
1AADS - INST RESEARCH & ASSESSMENT
1AA06 - ADVISING & TRANSFER PROGRAMS
1AA07 - MODEL UNITED NATIONS SPT
1AA08 - RETIREMENT INCENTIVE PROG
Select Budget Code: 1AAL0 - FACULTY SENATE
1AALL - PREPARING FUTURE FACULTY
1AA1S - SACS ACCREDITATION
1AA20 - COMMENCEMENT & CONVOCATION
1AA4S - VA CONS FOR PSYD =1

Select all Deselect all

All University users are reminded af mg umvg/sn;vs CadE of Ethics and Policies regarding the protection and safeguarding of institutional data. As such, this data report pertains to
university bl el asset to be protected and used enly in employees” official conduct of their professional responsibilities.

Cancel Finish

* Base Budget Trends Report (FBIBUDG) - Cognos Viewer - Windows Internet Explorer

|§, https:,l’,l'insight.Udu.edu,l’cugnusﬁ,l’cgi-bin,l’cugnusisapi.|:||I?b_actiun=cugnus\l'iewer&ui.actiun=run&ui.Ubject=st0reID(°fo2V| %J || % |

File Edit VYiew Fawvorites Tools Help

{l? e [ @ Base Budget Trends Repart (FEIEUDNG) - Cognos Yiewer ] l @ Hame - D QQA Print - ":; Tools -
EB Keep this version + [ E:E' f‘h - - BAdd this report +
SE - e -
B
1!‘_5’ OLD DOMINION UNIVERSITY
Base Budget Trends Report
2009 2010 2011
Expenditures
Total Total Total

ACADEMIC AFFAIRS = DEAN COLLEGE OF SCIENCES  6CNO3 | SLOWER OCEAN | Personnel 4001 ADMIMNISTRATIVE SALARIES £0.00
4002  COLASSIFIED SALARIES 523,995.00 $23,959.00 £23,999.00
4005  FACULTY SALARIES-TEACHING $282,890.00 $265,350.00  $267,350.00
4010 PURCH TIME SAL-BUD ONLY £0.00 $0.00 £0.00
4022  GRAD ASST TEACH WAGES £0.00 $0.00 £0.00
4023  GRAD ASST NONTEACHING $33,215.00 $39,471L.00 $39,471.00
4027 | WAGES - TEACH & RES PfT $32,784.00 $33,081.00 $33,081.00
4030 EARLY RETIREMENT INCENTIVE PAY £0.00
4036 BONUSES & INCENTIVES £0.00 $0.00 £0.00
4793 INTRA RECOVERY PERS SERV (5130,872.00) | ($130,872.00) | (556,965.00)
Personnel Total 5242,016.00 £231,029.00  $306,936.00

Fringe Benefits 4901 = EMPLOYER RETIRE CONT-VRS DEF BEN £0.00 $0.00 £0.00

4902  FOAI SALARIED STATE EMP £0.00 $0.00 £0.00
4903 | FOAI WAGE STATE EMPLOYEE $0.00
4904  GROUP LIFE INSURANCE £0.00 $0.00 £0.00
4905 HOSPITALIZATION INSURANCE £0.00 $0.00 £0.00
4906 TEACHERS INS. ANNUITY $0.00 $0.00 $0.00
4908 VSRS HEALTH CARE $0.00 $0.00 $0.00
4913  FIDELITY RETIREMENT £0.00
4919 | VRS/VALORS - EE PAID BY ER. £0.00
4520 | LT DISABILITY INSURANCE $0.00 £0.00 0.00 ﬂ

H100% T
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BUDGET MANAGEMENT AND FINANCIAL REPORTING

Operating Budget Revenue Trends Report (FBIBDST)

Purpose: This report enables the tracking of operating budget revenue trends data typically used to
evaluate multiple fiscal years of budgeted to actual revenue collected/deposited. This report, when
using multiple fiscal years, is best exported to Excel where the data columns can be managed/hidden as
needed.

«{?? OLD DOMINION UNIVERSITY

Operating Budget Revenue Trends Report (FBIBDST)

Pu " This report enables the tracking of operating budget revenue trends data typically used to evaluate multiple fiscal years of budgeted to actual revenue
F - collected/deposited. This report, when using multiple fiscal years, is best exported to Excel where the data columns can be hidden as

Selection Prompts: An (") indicates required values. Select the desired values and click Finish.

Help: For i please the Office at jduffy@odu.edu

To exit the prompt page without running the report, click Cancel.

2012 -
2011
2010
2009
2008
Select Fiscal Year 2007
(s): 2006
2005
2004
2003

2002 -~

Select all Deselect all

Select VP Area: |VALUE_DESCR_IPTION =

Select

College/ Division: |VALUE_DESCF'.IPTION =

Select Budget

Code: [orGM_DISPLAY |

Select Fund Code: |FUND7DISPLAY =

Al University users are reminded of the University's Cod'e of Ethics and Policies regarding the protection and safeguarding of institutiona! data. As such,
this data report pertains to University business and operations and is considered an institutional asset to be protected and used only in employees” oificia
conduct of their professiona )

Cancel Finish

Operating Budget Revenue Trends Report (FGIBDST) - Cognos Viewer - Windows Internet Explorer

v ] htps:finsight .adu. edujcagnesajcgi-binjcagnasisapi. di?b_action—cagnosviewerfwi. action=runfui.object—storeID(z:z v | iy || #2 || x| | [l=]-

File Edit Wiew Favorites Tools Help

P fr [_féo.:aratung Budget Revenue Trends Report (FGIEDSTY ... ] l g Home - [ e Print = (o Todls ~
(=) Keep this version + | P | el dE - - [Z add this report + | [Ra,
Operating Budget Revenue Trends Report (FBIBDST)
Fiscal Years: 2011, 2010, 2009
VP Area: All
College f Division:
Budget Code: 3HS00 - STUDENT HOUSING
Fund Code: All
Revenue Trends 2011
Budget Adjustments | Current Budget YD Balance
VP OF ADMIN AND | AUXILIARY 3HS0D0 | STUDENT 3801  STUDENT RENT-REG $23,447,962.00  $48,151.00 £23,495,623.00 $24,547,042.55  ($1,051,419.55)
FINANCE EMTERPRISES HOUSING SESSIOM
3802 | STUDEMT RENT-5UM £1,108,558.00 $0.00 $1,108,558.00 $557,555.42 $551,002.58
SESSION
3804  COMMERCIAL RENT $20,000.00 $0.00 $20,000.00 $800.00 $19,200.00
3805 FORFEITURE-ROOM £70,000.00 $0.00 §70,000.00 $178,330.53 ($108,330.53)
DEPOSITS
3807  DAMAGES $95,000.00 $0.00 $95,000.00 $27,490.65 $57,509.35
3810  HOUSING APPLICATION $275,000.00 $0.00 $275,000.00 $235,800.00 $38,200.00
FEE
3890  COMMISSIONS - MP/SA $175,000.00 $0.00 $175,000.00 $86,919.24 $88,080.75
3900 | MISCELLAMEOUS-MOM $0.00 $0.00 $0.00 $2,714.75 (52,714.75)
ATHL
Total $25,191,020.00  $48,161.00  $25,239,181.00  $25,637,653.14  ($398,472.14)
jduffy Feb 8, 2011 2:08:40 FM ?
= Top # Page up ¥ Page down = Bottom

Done & €9 Internet F 100% <
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BUDGET MANAGEMENT AND FINANCIAL REPORTING

Operating Budget Trends Report (FGIBDST)

Purpose: This report enables the tracking of operating budget trends data typically used to evaluate
multiple fiscal years of budgeted to actual expense. Displays data by budget categories: Personnel,
Fringes, NPS, Travel, Equipment, Transfers, and then by Budget, YTD by Fiscal Year.

(77 OLD DOMINION UNIVERSITY

Operating Budget Trends Report (FGIBDST)

This report enables the tracking of operating budget trends data typically used to evaluate multiple fiscal years of budgeted to actual expense. Displays data

oy = by budget categories: Personnel, Fringes, NPS, Travel, Equipment, Transfers, and then by Budget, ¥TD by Fiscal Year.
ﬁelecl:lor_l An () indicates required values. Select the desired values and click Finish.
rompts:
Help: For questions please contact the Budget Office at jduffy@odu.edu
To exit the prompt page without running the report, click Cancel.
2012 -
2011
2010
2009
2008
Select Fiscal 2007
Year(s): 2006
20035
2004
2003
2002 ~l
Select all Deselect all
Select VP
Aren: [vALUE_DESCRIFTION =1
Select College .1\ pESCRIFTION =1
Division:
Select Fund
Coder [ FUuND_pIsPLAY =1
Select Budget G0 Hcp Ay =1

Code:

Al University users are reminded of the University's Code of Ethics and Folicies regarding the protection and sarfeguarding of institutional data. As such, this
data report pertains to University business and cperations and is considered an institutional asset to be protected and used only in employees” official
conduct of their professional responsibilities.

Cancel Finish
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BUDGET MANAGEMENT AND FINANCIAL REPORTING

= Dperating Budget Trends Report (FGIBDST) - Cognos Viewer - Windows Internet Explorer

T

- |g, https:,l’,l’insight.odu.edu,l’cognosS,l’cgi—bin,l’cognosisapi.dll?bfaction=cognos\p'iewer&ui.acti0n=run&ui.0bject=st0reID(°fozV| & || | | Feii
File Edit \iew Favorites Tools  Help

w4 [ &5 Operating Budget Trends Repart (FGIEDST - Cognas ... l ]

3 Home  ~ 51

(=] keep this version ~ | Al dfy - -
(2’ OLD DOMINION UNIVERSITY

Operating Budget Trends Report

e Print v {0 Tools -

Add this report + | [Re,

Fiscal Year: 2011, 2010, 2009
VP Area Param: All

College Division Param: All
Fund Code Param: All
Budget Code Param: 1PPB0 - UTILITIES

2009
Opearting Budget Trends by VP Arca/College Division & Year

Current Budget

VP OF ADMIN AMD FINANCE | 42000 1PP60 UTILITIES NPS

2010 2011
YTD Current Budget YTD Current Budget

¥YTD
£4,616,414.00 §4,401,515.47 $4,966,223.00 $4,796,282.06 §5,941,223.00 £2,745,368.46
Transfers $174,589.00 £174,588.90 £215,652,00 $215,652,39 £215,652.00 £215,652,39
Total for 1PP60 $4,791,003.00

$4,576,104.37 | $5,181,875.00  $5,011,934.45 | $6,156,875.00 $2,962,020.85

Feb 8, 2011 2:20:02 PM
Done

[3 & Internet
] b

H100% -
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BUDGET MANAGEMENT AND FINANCIAL REPORTING

Revenue Expenditure Net Trend Report

Purpose: This report enables the tracking of operating budget Revenue and Expenditure/Transfer trends
data typically used to evaluate multiple fiscal years of budgeted to actual activity.

«(?? OLD DOMINION UNIVERSITY

Revenue Expenditure Net Trend Report

Pur " This report enables the tracking of operating budget Revenue and Expenditure/Transfer trends data typically used to evaluate multiple fiscal years of
F - budgeted to actual activity.

Selection Prompts: An () indicates required values. Select the desired values and click Finish.
Help: For questions please contact the Budget Office at jduffy@odu.edu

To exit the prompt page without running the report, click Cancel.

2012 -
2011
2010
2009
2008
2007
2006
2005
2004
2003

2002 =1

Select all Deselect all

Select Fiscal Year(s):

Select VP Area: |VALUE7DESCRIPTION =

Select College

Division= |VALUE7DESCF“.IPTION =2

Select Fund Code: |FUND_DISPLAY -

Select Budget Code: | ORGN_DISPLAY -

Al University users are reminded of the University's Code of Ethics and Policies regarding the protection and safeguarding of institutional data. As
such, this data report pertarns to University business and operations and is considered an institutional asset fo be protected and used only in
employees” official conduct of their professional responsibilities.

Cancel Finish
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BUDGET MANAGEMENT AND FINANCIAL REPORTING

{= Rewvenue Expenditure Net Trend Repo

Cognos Viewer - Windows Internet Explorer

R Vo

- |g, https: ffinsight. odu. edufcognosg/cgi-binfcognosisapi. dli?b_action=cognosvieweruwi. action=run&ui.object=storeID{ %z V| ﬂ *y || X |

File  Edit  ‘iew

Favaorites  Tools

o o [ & Revenue Expenditure Net Trend Report - Cognos Yie... l l ot Home = [ e Prink - () Tools -
() Keep this version ~ | P { =l o i ~ [ Add this report + | [,
= O $[1 s
IVERSITY B
Revenue Expenditure Net Trend Report
Fiscal Year: 2011, 2010, 2009
VP Area: All
College Division: All
Fund Code: 011003 - C/W CEPS FUND
Budget Code: all
Revenus/Expenditure Net Trends 2009 2010 2011 Grand Total
Revenue Sum Adopted Budget: $2.606,052.00 3275153400  $3.244.86400  $8,602,480.00
Sum Budget Adjustments $1,173,143.00 £943,159.00 (365,123.00)  $2,051,179.00
Sum Accounted Budget $3.772,225.00 $3694,693.00 $3,173.74L.00  $10,653,659.00
Sum Year to Date Actvity $3.496,915.33 $3489,069.42 2003059728  $8,995,082.03
Sum Adopted Budget $2,606,082.00 $2,751,534.00 $3,244,864.00  $8,602,480.00
Sum Budget Adjustments. $1,173,143.00  $943,159.00  ($65,123.00)  $2,051,179.00
Sum Accounted Budget $3,779,225.00 $3,694,693.00 $3,179,741L.00 $10,653,659.00
Sum Yaar to Date Activity $3,496,915.33  $3,489,069.42 $2,009,097.28  $8,995,082.03
Personnel Sum Adopted Budget $1,614,381.00 $1,881,069.00 $1,5921,427.00  $5,416,877.00
Sum Budget Adjustments $376,710.00 $211,235.00 $232.00 $588,177.00
Sum Accounted Budget $1,991,091.00 |  $2,092,304.00  $1.521,653.00  $6,005,054.00
Sum Year to Dabe Activity $1,882,516.52 $1,976,719.57  $L043,502.30  $4,908,738.99
Fringe Benefits Sum Adopted Budget $303,448.00 $344,634.00 $357.434.00  $1,005,566.00
Sum Budget Adjustments $65,101.00 $40,6765.00 ($12,404.00) 593,373.00
Sum Accounted Budget $368,549.00 $385,310.00 $345,080.00  $1,098,939.00
Sum Year to Dabe Activity $400,725.10 $392.590.61 3236,793.95  $1,030,109.69
Sum Adopted Budget $561,083.00 $711,200.00 $720,284.00 $1,992,567.00 j

EB e Internet
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BUDGET MANAGEMENT AND FINANCIAL REPORTING

E&G Year End Budget Trends by FY by College/Division

Purpose: This report enables a review of actual E&G expenditures by fiscal year trends determined by

the user. Consistent with organizational hierarchy and Banner security access level, data can be rolled

up to the college/division level and drilled down to the department level. For Academic Affairs year-end

program reviews the data can display the personnel subaccount details while rolling up the fringe

benefit, NPS, travel, and equipment categories.

)2 0LD DOMINION UNIVERSITY

E&G Year End Budget Trends by FY by College/Division

This report enables a review of actual E&G expenditures by fiscal year trends determined by the user. Consistent with organizational hierarchy and Banner security access level, data
Purpose: can be rolled up to the college/division level and drilled down to the department level. For Academic Affairs year-end program reviews the data can display the personnel subaccount
details while rolling up the fringe benefit, NPS, travel, and equipment categories.
Selection Prompts: An () indicates required values. Select the desired values and click Finish.
Help: For questions please contact the Budget Office at jduffy@odu.edu

To exit the prompt page without running the report, click Cancel.

Select Fiscal Year
(s):

2003 k|
Select all Deselect all
Select VP Area: |vaLUE_DESCRIPTION |
Select
College/ Division [vALUE_DESCRIPTION |
Area:
All University users are reminded of the University’s Code of Ethics and Policies regarding the protection and safeguarding of institutional data. As such, this data report pertains to
University business and operations and is considered an institutional asset to be protected and used only in employees” official conduct of their professional responsibilities.
Cancel Finish
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BUDGET MANAGEMENT AND FINANCIAL REPORTING

U2 0LD DOMINION UNIVERSITY
E&G Year End Budget Trends by FY by College/Divi
Fiscal Year: 2011, 2010, 2009
VP Area Param: ACADEMIC AFFAIRS
College Division Param: DEAN OF EDUCATION
E&G Year End Budget Trends by FY by College/Division 2009 2010 2011
ACADEMIC AFFAIRS Personnel $9,966,331.28 $9,610,161.27 $9,351,981.93
Fringe Benefits $2,685,323.38 $2,577,012.16 $2,920,025.09
NP5 $1,064,485.45 $1,169,907.88 $665,582.57
Travel $210,127.91 $231,398.85 §528,299.55
Equipment $229,709.68 $181,203.48 $228,027.78
Transfers ($189,408.00) ($1,300.00)
Totak 413,966,569.70 $13,769,683.64 $13,692,617.92
E&G Year End Budget Trends by FY by College /Division 2009 2010 2011
DEAN OF EDUCATION Personnel $9,966,331.28 £9,610,161.27 $9,351,981.93
Fringe Benefits §2,685,323.38 §2,577,012.16 $2,920,026.09
NPS §1,064,485.45 £1,169,907.88 §565,582.57
Travel £210,127.91 §231,398.85 §528,299.55
Equipment £229,709.58 §181,203.48 §228,027.78
Transfers (5189,408.00) ($1,300.00)
Totak $13,966,569.70 | $13,769,683.64 $13,692,617.92
Totak $13,966,569.70 $13,769,683.64 5$13,692,617.92
E&G Year End Budget Trends by FY by College/Division 2009 2010 2011
DEAN OF EDUCATION = COUNSELING & HUMAM SERVICES Fersonnel $1,179,145.66 §1,054,753.26
Fringe Benefits §314,356.65 §367,631.82
NPS $20,343.97 $30,645.92
= Top £ Page up ¥ Page down ¥ Bottom
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Subaccount Detail and Composite Report

Purpose: This report enables detailed budget unit reports by college/division comparing Original

Budget, Current Budget, Year-To-Date activity, Encumbrances, and Balances by budget by subaccount
level and budget categories: Revenue, Personnel, Fringe Benefits, NPS, Travel, Equipment, Transfers,

Debt Service for multiple fiscal years and multiple budgets. Also Recaps Ledger/Color of Money

composite. All components can be downloaded to Excel enabling budget unit specific reports which can
be supplemented with your fiscal year projections and aggregated for Divisional Reports.

Selection
Prompts:

Help:

Select Fiscal
Year:

Select
Budget
Code:

7 OLD DOMINION UNIVERSITY

COB by College/Division Subaccount Detail & Composite Report (FGIBDST

This report enables detailed budget unit reports by college/division comparing Original Budget, Current Budget, Year-To-Date activity, Encumbrances, and Balances by budget by subaccount
level and budget categories: Revenue, Personnel, Fringe Benefits, NPS, Travel, Equipment, Transfers, Debt Service for multiple fiscal years and multiple budgets. Also Recaps Ledger/Color
of Money composite. All companents can be downloaded to Excel enabling budget unit specific reports which can be supplemented with your fiscal year projections and aggregated for
Divisional Reports.

An () indicates required values. Select the desired values and click Finish.

For questions please contact the Budget Office at jduffy@odu.edu

To exit the prompt page without running the report, click Cancel.

2013 B
2012
2011
2010
2009
2008
2007
2006
2005
2004

2003 -~

Select all Deselectall

1AADD - VP ACAD AFF i‘
1AAD4 - EMINENT SCHOLARS SUPPORT

1AADS - INST RESEARCH & ASSESSMENT

1AAD6 - ADVISING & TRANSFER PROGRAMS

1AAQ7 - MODEL UNITED NATIONS SPT

1AA08 - RETIREMENT INCENTIVE PROG

1AALD - FACULTY SENATE

1AAL1L - PREPARING FUTURE FACULTY

1AA15 - SACS ACCREDITATION

1AA20 - COMMENCEMENT & CONVOCATION

1AA4S - VA CONS FOR PSYD -

Select all Deselectall
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Cognos Viewer cognadmin |Abg

b B~

()7 OLD DOMINION UNIVERSITY
COB by College/Division Subaccount Detail & Composite Report (FGIBDST)

Fiscal Year: 2012, 2011
Budget Code: 3H500 - STUDENT HOUSING
2011 2012
Revenues
Adopted Budget  Adjustments | Current Budget YD Encumbrances | Remaining Balance | Adopted Budget | Adjustments | Current Budget
3HS00 | Auxiliary sales | 3801  STUDENT RENT-REG $23,447,462.00 $48,161.00 $23,495,623.00 $24,377,053.37 $0.00 ($881,430.37)  $24,550,183.00 $0.00 $24,550,183.00 $1
asves SESSION
3802  STUDENT RENT-SUM $1,108,558.00 $0.00 $1,108,558.00 $1,165,846.44 §0.00 ($57,288.44) $1,048,829.00 $0.00 $1,048,829.00
SESSION
3804  COMMERCIAL RENT $20,000.00 0.00 $20,000.00 $800.00 $0.00 $13,200.00 $2,000.00 0.00 §2,000.00
3805  FORFEITURE-ROOM $70,000.00 $0.00 $70,000.00 $210,731.82 $0.00 ($140,731.82) $75,000.00 $0.00 $75,000.00
DEPOSITS
3807 DAMAGES $95,000.00 $0.00 $95,000.00 $69,390.47 $0.00 $25,609.53 $95,000.00 $0.00 $95,000.00
3810 | HOUSING APPLICATION §275,000.00 £0.00 §275,000.00 §260,950.00 $0.00 £14,050.00 5245,000.00 £0.00 5245,000.00
FEE
3890 COMMISSIONS - MP/SA §175,000.00 $0.00 §175,000.00 5164,381.76 50.00 $10,613.24 52,500.00 $0.00 52,500.00
3900 | MISCELLANEOUS-NON 0.00 0.00 0.00 $11,164.75 $0.00 ($11,164.75) 0.00 0.00 0.00
ATHL
Grand Total $25,191,020.00 $48,161.00 $25,239,181.00  $26,260,318.61 $0.00 ($1,021,137.61) $26,018,512.00 $0.00  $26,018,512.00 $13,
2011 012
Expenditures/Transfers Remaining
Adopted Budget Adjustments Current Budget YD Encumbrances | "priet Adopted Budget | Adjustments | Current Budget
3HS00  Personnel | 4001 ADMINISTRATIVE $921,868.00 $109.00 $921,977.00 $837,009.04 $84,967.96 $926,151.00 $11,487.00 $937,638.00
SALARIES
4002 CLASSIFIED SALARIES $300,820.00 ($11,991.00) $288,829.00 §247,614.73 $41,214.27 $295,408.00 §24,156.00 $319,564.00
4004 SALARIES - OVERTIME 515,631.00 $15,631.00 §3,312.15 §12,318.85 510,000.00 £10,000.00
4007 | SALARIES-ANNUAL LEAVE $2,965.00 $2,965.00 §2,965.06 (50.06)
BAL
4009 SALARIES-COMP LEAVE $115.00 $115.00 $115.33 (80.38)
BAL
4012 CLASS SURPLUS SALARY- $2,183.00 $2.00 §2,185.00 $2,185.00 $8,478.00 $2,455.00 £10,933.00
HOLDING
4023 GRAD ASST NONTEACHING $110,000.00 £16,500.00 $126,500.00 §126,228.16 27184 $130,000.00 $130,000.00
i 4025 | STUDENT WAGES - W/O $915,852.00 $64,000.00 $979,852.00 $§974,737.40 $5,114.60 sl,ma.mun‘u $1,108,400.00
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Purpose: List of Reports That Access Other Reports

1. CBB by Budget Code by Revenue/Expenditure Category Rollups
a. CBB by Budget Code by Revenue/Expenditure Category by Subaccounts

2. CBBby VP Area
a. CBB by VP Area by Revenue/Expenditure Category

i. CBB by VP Area by Revenue/Expenditure Category by Subaccounts

3. Fund Code by Current Operating Budget
a. COB by Budget by Revenue/Expense/Transfers (FGIBDST)
b. COB by Budget by Revenue/Expense/Transfers by Subaccount

4. Auxiliary Fund Rollup
a. Fund Code by Current Operating Budget

5. Current Operating Budget (COB) By College/Division Report (FGIBDST)

a. Current Operating Budget (COB) By College/Division by Budget Report (FGIBDST)
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6. Activating Insight and Operational Data Store Services for Budget Report Access

1. Login to MIDAS at http://midas.odu.edu.

2. Review your Active Services under Account Details.

a. Services Insight and Operational Data Store (ODS) must be under your Active Services

to be able to access Budget Reforts.

)
|

ShowingA1 to 20 of 26 <<<123>>>
Service Name / Status Expiration Date Last Update Service Password
Grmzil Student Mail Service Active - none - 11/08/2010 - 15:17:45 -none -

Insight Active - none - 11/05/2010 - 16:12:10 - none -

Large File Transfer Service Active - none - 11/08/2010 - 15:17:44 - none -

LIONS Active - none - 11/08/2010 - 15:20:11 - none -

Madison Digital Image Databas Active - none - 11/08/2010 - 15:17:44 - none -

My QDU Portal Active - none - 11/08/2010 - 15:17:43 - none -

QCCS WPN Active - none - 11/08/2010 - 15:17:43 - none -

00U Wireless Metwork Active - none - 11/08/2010 - 15:17:38 - none -

Online Card Center Active - none - 11/08/2010 - 15:17:37 - none -
Operational Data Store (QODS) Active - none - 11/08/2010 - 15:18:02 - none -

b. If you do not see these under your Active Services, click on the Inactive Services tab.

Locate the Insight and/or Operational Data Store (ODS) options and click on one.

@ o oo

Click on the button “Click to Activate Service”.
Verify you receive the message “Service successfully activated”.
Click the link “Back to Account Information”.
Verify that the service you selected is in your Active Services list.

Perform actions b through f to add the other service you may not have.
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How To Modify Internet Explorer Options to allow Excel formatted
output.

7. Open Internet Explorer

8. Click on Tools -> Internet Options

9. Click on Security tab

10. Click on Internet

11. Click on Custom Level

12. Ensure that the Automatic Prompting for File Downloads and File Download are enabled.

13. Click OK

14. Repeat the same for Intranet and Trusted Sites options as well.

15. Close the browser and run the report.

16. You may need to allow popups from this website. To do this, go to Tools -> Pop-up Blocker ->
Pop-up Blocker Settings. In the box labeled Address of website to allow: input insight.odu.edu.
Click the Add button on the right hand side of the box, and then click Close.
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How To Output Information in PDF, Excel 2002 and 2007 versions. If you
have Excel 2010, it will open if you select the 2007 version.

Once a report has been run, and you are able to view output, you can click on the Output button’s drop
down arrow in the top right hand corner.

vnicholl | &hoiit

bids b BB g

(ll? OLD DOMINION UNIVERSITY

Auxiliary Fund Rollup Report

Fiscal Year: 2011

VP Area: VICE PRES STUDENT AFFAIRS

Fund Code: 011001 - C/W E&G CUR

Sum of Budget F Fringe Benefits NP5 Travel Equipment Transfers DebtService Total Expense Net

4 | 011001 | C/W E&G CUR &0.00 £0.00 0,00 €0.00 @ $0.00 £0.00 &0.00 &0.00 §0.00  £0.00
4 Total %$0.00 $0.00 $0.00  $0.00  $0.00 %$0.00 %$0.00 $0.00 $0.00  $0.00

Grand Total | $000 5000 $0.00 $000 $0.00  $0.00  $0.00  $0.00  $0.00 $0.00

A menu will appear, allowing you choices of how you would like to view the output.

W) OLD DOMINION UNIVERSITY (8] view in 7ML Format
— View in PDF Format
] View in XML Format

— e inFucel dpdions|

Auxiliary Fund Rollup Report

Fiscal Year: 2011

VP Area: WVICE PRES STUDENT AFFAIRS

Fund Code: 011001 - C/W E&G CUR

Sum of A i Budget | Fringe Benefits NPS Travel Equipment Transfers DebtService Total Expense HNet

4 011001 | C/W E&S CUR £0.00 &0.00 50,00 50,00 s50.00 0,00 £0.00 50,00 §0.00 = $0.00
4 Total $0.00 $0.00 50.00 $0.00  S0.00 $0.00 $0.00 $0.00 $0.00 | $0.00

Grand Total | S000  $000 5000 S000 SO.00  §0.00  $0.00  $0.00  $000 $0.00

Clicking on “View in PDF Format” will output the same data you see in a PDF file.

Part of the Certificate in University Financial Management — revised October 25, 2016 Page 104



BUDGET MANAGEMENT AND FINANCIAL REPORTING

(!l’ OLD DOMINION UNIVERSITY

Auxiliary Fund Rollup Report

Fiscal Year:
VP Area:
Fund Code:

2011
VICE PRES STUDENT AFFAIRS
011001 - C/W E&G CUR

Sum of Accounted Budget Revenue Personnel Fringe Benefits NP5 Trawvel Equipment Transfers DebtService Total Expense

Net
4 | 011001  C/W ERG CUR $0.00 ;non $0.00  30.00  $0.00 $0.00 $0.00 4u|:o $0.00 50.00
4 Total $0.00 $0.00 | $0.00 $0.00 %0.00 %0.00
Grand Total

S0.00 | $0.00
--—--—-——-

wnicholl

Jan 11, 2011 10:03:50 AM

Clicking on the “View in Excel Options” provides a drop down allowing you to choose various Excel
format options. Click the one that you would like to view

b MICRS
View in HTML Format
View in PDF Format
Fl view in XML Format

(3;!] OLD DOMINION UNIVERSITY

Auxiliary Fund Rollup Report

Fiscal Year:

P view in Excel 2007 Format [ view in Excel Options ¥
VP Area: \zf?éé PRES STUDENT AFFAIRS [8l view in Excel 2002 Format
Fund Code: 011001 - C/W E&G CUR E Wiew in Excel 2000 Single Sheet Format
E View in Excel 2000 Format
Sum of i Budget | Fringe Benefits NPS  Travel Equipment Transfers Deb [ yiew in CSV Format
4 011001 C/WESG CUR 50.00 50.00 $0.00 | 0,00 @ s0.00 50,00 50,00 50,00 50,00 50 (i}
4 Total 50.00 $0.00 $0.00 50.00 %0.00
Grand Total

Click the one that you would like to view. A pop up will appear. You have the option to save or view
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|

File Download

Do you want to open or save this file?

@

LYsChhbyvgwhC22d1GE MG M Cvlwl 9 qy2d g8 Cxlsx
Microsoft Office Excel Worksheet, 10.1KE
From: gulfport.ts.odu.edu

J |

MName:
Type:

Cpen Save ][ Cancel ]

harm your computer. f you do not trust the source, do not open or

IQ) While files from the Intemet can be useful, some files can potentialty
L
- save this file. What s the rshk?

Clicking on “Open” reveals the data in an Excel spreadsheet.

L W N P ——_— I_

fn,h o G Microsoft Excel
Home Insert Page Layout Formulas Data Review View Developer Community Clips
et = T = === . y L || Emm B il || T At
7j ._.-Q Tahoma 10 | A A7) || 8~ | | S Wrap Text General ijﬁ‘ #)ﬁ‘ _’_;}ﬂ‘ == § | @
Paste o |[B £ U - E= <= | [EE merge B centerl=||[[ $ - %+ ||%d B Fcoor:ndaigi?wr:l' Format st,cﬂlv MG BEEG GEmst || o o
Clipboard ™= Font [P Alignment [F] Number = Styles Cells
AL o &
1] jGunvdGMCdIMCiwy CIG9qy2wBql2hndsBhd Cjyall] - = x
C1al 8 | C | b ] E F | 6 | H | I | ] | K L | ™ N
1 /e =
T‘!,!’ OLD DOMINION UNIVERSITY
B
4| Auxiliary Fund Rollup Report
5
6 |Fiscal Year: 2011
7 |vP Area: VICE PRES STUDENT AFFAIRS
8 |Fund Code: 011001 - C/W E&G CUR
g
10 | Sum of Accounted Budget | Revenue | Personnel | Fringe Benefits | NPS | Travel Equipment  Transfers | Debt Service | Total Expense | MNet
L"* 11001 CfW E&G CUR 50,00 0,00 50,00 50,00 50,00 50,00 50,00 50,00 50,00 @ a0
& 4 Total %0.00 %$0.00 %0.00 $0.00 %0.00
113 || ecamdiint ol __—--____-
14 |vnicholl Jan 11, 2011 10:11:12 AM i
15 3
Clicking on “Save” will display another pop up, asking you for the filename and directory where you
would like to save the file.
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Save As ' '

®v|- Desktop » - |45 |525'r“:h
-

Eavente Links Name Size Type Date medified ol
B Documents a | Nicholls, Victoria T.
1 More » .“l
Folders hd | )
N Public L
Bl Desktop - 5
[E Nicholls, Victoriz .
|\ Public - '*.‘ vnicholl
18 vnicholl . .
E‘? Metwork —
@ Control Panel  _ h“ Metwork |
— R i
71 CRFT Rl d d9jhvAsi8 dsw Gw CwwhgMilh2h2 Cwwd 29vE82j M2 -
Save as type: ’Micmsoﬁ Office Excel Worksheet vl

+ Hide Folders [ Save ] [ Cancel
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Methods to Add a Budget Tab to Your Account

Method One

8

1. Click the area button towards the left hand corner and click on My Preferences
menu item, and then click the Portal Tabs tab. A list of your current tabs appears.

- v (= v b Page v () Tools » ”

IBM Cognos Connection By §~ Launch~ 2~

G| PublicFolders ||  MyFolders |
Public Folders ﬁﬁﬁf@*@@% Exfgﬁ

Entries: 1 -5 [#]

0| |wames | Modified & | Actions

[[] £ AccessPages Movember 13, 2010 5:06:13 PM More...
[F] £3 Al Packages November 13, 2010 3:34:25 PM More...
[ £ Hele October 8, 2010 3:11:56 PM B More...
[F] £ My Dashboards and Reparts November 30, 2010 11:47:27 AM More...
] £ Production Development MNovember 13, 2010 3:42:47 PM More. ..

Done €D Internet | Protected Mode: OFff #100% -
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IBEM Cognos Connection

Ex|  PublicFolders || MyFoiders

Public Folders

Iy Wakch Therns
. - My Preferences I
[ ﬁ E—’ i Iy Activities and Schedules

Entries: 1

| name &

Access Pages
All Packages
Help

My Dashboards and Reports

i v i i
coooo

Production Development

| Modified &

Movember 13, 2010 5:06:13 FM

Movember 13, 2010 3:34:25FM

More...
More...
More...

October 8, 2010 3:11:56 PM

Movember 30, 2010 11:47:27 AM

Movember 13, 2010 3:42:47 PM

e Internet | Protected Mode: Off

ﬂi'mmmmralmm

Separators in list view:

Alternating backgrounds ~
Style:
Business T | Preview

Show hidden entries

Portal
Default view:
@ List
() Details

Number of columns in details view:

3 columns -

—— — ne »
W [@Set preferences l l - v deh v [ Page v {C Tools ~
-
General —Fe=o=tP> | Portal Tabs T
Specify your settings.
Number of entries in list view: Report format:
100 HTML -

Show the Welcome page at startup

1,

Show a summary of the run options

Done

€ Internet | Protected Mode: OFf #100% -

2. Click Add.
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—> [ & PublcFolders

"£ Set preferences - Windows Internet Explorel

e é, https://insight.odu.edu/cognos8/cgi-bin/cognosisapi.dll - % 3| X [l Live Search P~

— - ne »
o [@SEtpreferences l l @ * B - m=h v |:rPage = i} Tools ~

General Personal Portal Tabs
Select the entries to indude as tabs in your portal.

Entries: 1 -2 (]

F| | ->name
[F] & Public Folders
[[1 E§ My Folders

——p Add... Remove Modify the sequence...

| oK || Cancel

Done €D Internet | Protected Mode: Off #100% -

3. In the list of available pages, select the page you want. You can select multiple

pages. Click Public Folders.

ﬂ;' Set preferences - Windows Internet Explore;

'?-\_‘ . i g, https://insight.odu.edu/cognosd/cgi-bin/cognosisapi.dil - g +4 | % [l Live Search L~
— —
W [@Set preferences l l fi v B v & v [ Page v G Tools +
General Personal Portal Tabs

Select the entries to indude as tabs in your portal.

Enfries: 1 -2 (5]

B |« Name

[] E§ MyFolders

Add... Remove Modify the sequence...

Done & Internet | Protected Mode: Off #100% ~
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4. Click Access Pages.

@ Sclect portal tabs (Navigate) - vnicholl - Windows Internet Explorer

- L Qrupeeey
@O « | nttp//insight.odu.edu/cognoss/cgi-bin/cognosisapi.i

-— e
[ 43 ] x| [ Googte P -
.
File Edit View Favorites Tools Help
W [gSampumlmbs(Navigmg)-vnizhun I

B~ - % = [} Page = {} Tooks >

Select portal tabs (Navigate) - vicholl

Navigate the folders or search to find the entries to indude as portal tabs. Select the entries you want and cick the armow butten to update the Selected entries lst.
Available entries

Help
sesrch
Selected entries
Cognos > Public Folders — _ O | [
Entries: 1 -4 O] | [H]«]m[M
| |-> Hame
| [name
_— £ Access Pages
[ AlPackaces
1 b No entries.
Help
(] My Dashboards and Reports
Remove

e

Done

@ Intemet | Protected Mode: Off ®10% -

5. Click Budget Tracking. Click the right arrow button = to move the page to the
Selected entries box.

/& Select portal tabs (Navigate) - vnicholl - Windows Internet Explorer =]
- "
@@ - ‘g, http://insight.odu.edu/cognos/cgi-bin/cognosisapi.dil = [ 42| X || Google o~
File Edit View Favorites Tools Help
— 3
¢ | @ Select portal tabs (Navigate) - vnicholl 0o~ v deh v [=bPage v i) Tools v
P gat
I Select portal tabs (Navigate) - vicholl Help
Navigate the folders or search to find the entries to indude as portal tabs. Select the entries you want and dlick the arrow button to update the Selected entries list. Search
Available entries Selected entries
Coanos > Public Folders > Access Pages emes: 1 -1 0] | [
Entries: 1 -2 O] | [«
| |mame
e I [ BudgetTradd
ucget Tracing Remove
Enrolment Tracking
Done & Intemnet | Protected Mode: Off 0% -

6. Click OK. The tab for the page appears in the portal.
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du/cognos/cgi-bi

7| *2 | X [|| Google 2 -

O = e

File Edit View Favorites Toels Help

&~ v = v b Page v GhTooks v

o | e | Igsﬂprduencs [ |
Set preferences Help
General Personal Portal Tabs
Select the entries to indlude as tabs in your portal
Entries: 1 -5 ©| | [«

O/ |- teme
B Public Folders
8 My Folders

--> ODU FTE Dashboard
> Enraliment Tracking
--> Budget Tracking

Add... Remove Modify the sequence...

#100% v

Done

@ Internet | Protected Mode: Off

7. Click Ok. The Budget Tracking tab appears on your menu.

Google
File Edit View Favorites Tools Help
— ; »
7% 4 | @ Public Folders - IBM Cognos Cannection - - ®h v |- Page v (i Tools ¥
g
1BM Cognos Connection wnicholl 3 i
E&|  Public Folders My Folders QDU FTE Dashboard Enrolment Tracking Budget Tracking |
Public Folders CHE@E! ) bR
Entries: 1 -4 O | [«
| Hame & | Mdified & | Actions
[ Access Pages November 13, 2010 5:06:13PM 5 Mare....
] AllPackages November 13, 2010 3:34:25FM B More....
[ Help October 8, 2010 3:11:56 PM 5" Mare
[°3 My Dashboards and Reports December 3, 2010 9:20:28 AM B More
& Internet | Protected Mode: Off #100% -

Done

Part of the Certificate in University Financial Management — revised October 25, 2016

Page 112



BUDGET MANAGEMENT AND FINANCIAL REPORTING

Method Two
o . .
1. From the tab menu on the left side of the tab bar, click Add tabs.
fj' Puklic Felders - IEM Cognos Cannection - Windows Internet Explorer ="
@ .' 4 g https://insight.odu.edu/cognos8/cgi-bin/cognosisapi.dii?b_acti v 1 |4 u Live Search P -
— — . ¥
i\.? i | @ Public Folders - IBM Cognos Connection @ - v o I_}’ Page = i} Tools »
4 g
IBM Cognos Connection Log OFF § [ ! B~ ifr~ &~ Lmh~ P~
| PublicFolders || MyFolders |
Public Folders i Ele ﬁ Ef'f[@" *E% En > fﬁﬁ
Entries: 1 -5 (%]
] |wames | Modified & | Actions
[F[] 3 AccessPages Movember 13, 2010 5:06:13 PM Mare...
[ £3 alPackages November 13, 2010 3:34:25PM Mare...
[ £3 Hele October 8, 2010 3:11:56 PM ¥ More...
[F] [£3 MyDashboards and Reports November 30, 2010 11:47:27 AM Mare...
[ [£3 Production Development November 13, 2010 3:42:47 PM Mare...
Done € Internet | Protected Maode: OFf ®100% ~
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(=] X

& %

5 ~ B v @b v [k Page v {J Tools ”

IBM Cognos Connection Brif@~ @~ Lanh~ P~

@z | PublicFolders || MyFolders |

A tabs... CHEGE- EE L 2R X EnN
Remove this tab

Modify the sequence of tabs...
| |Mames | Modified & | Actions

Entries: 1 -5 (5]

[F] 3 Access Pages November 13, 2010 5:06:13 PM More...
[F] 3 allPackages November 13, 2010 3:34:25PM More...
[ 31 Help October 8, 2010 3:11:55 PM & More...
[ 3 My Dashboards and Reports November 30, 2010 11:47:27 AM More...
0

3 Production Development November 13, 2010 3:42:47 PM More...

Done & Internet | Protected Mode: OFff ®100% -

2. In the list of available pages, select the page you want. You can select multiple
pages. We will select Public Folders.

e=1ro x|

Wb | 5 -

/ Select portal tabs (Navigate) - cognadmin - Windows Internet Explorer

@ . i g, https://insight.odu.edu/cognosd/cgi-bin/cognosisapi.dil

= . . »
i’:? '{Q? [@Select portal tabs (Mavigate) - cognadmin l l ﬁ - v v I-_:_;"Page v (i Tools ~
MNavigate the folders or search to find the entries to indude as portal tabs. Select the entries you want and dick the arrow button to update the
Selected entries list.
Available entries Selected entries
Cognos Entries: - (3]
Entries: 1 -2 O i
(| . Name
0 |mwame
B 8 Public Folders
b E& My Folders Mo entries.
Remove
Done e Internet | Protected Mode: Off H100% -
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) - | €] hitpy//insight.odu.edu/cognoss/cgi-bin/cognosisapi.dl +| 2| X ||| Googte P~
File Edit View Favorites Tools Help
— ; >
v ek Ig'::elect portal tabs (Navigate) - vnicholl ] I - v dm v = Page v () Tools v
Select portal tabs (Navigate) - vnicholl Help.
Navigate the folders or search to find the entries to incude as portal tabs. Select the entries you want and dick the arrow button to update the Selected entries list, Search
Available entries Selected entries
Cognos > Public Folders Entries: _ o 144wl
Entries: 1 -4 O] | [
[ ][> mame
| [name
1 Access Pages
1 AllPacksges
Mo entries.
3 Heb
[f3 My Dashboards and Reports
Remove
3. Select Access Pages.
Select | tabs (Mavigate) - vnicholl - Windows =
€ http://insight.odu.edu/cognos8/cgi-bin/cognosisapi.dil v | 2| % [il Google P~
File Edit View Favorites Tools Help
— ; >
w | ke | IgSeled portal tabs (Navigate) - vnicholl l l Mo v v - Page = [ Tools ¥
Select portal tabs (Navigate) - vni Help
Mavigate the folders or search to find the entries to indude as portal tabs, Select the entries you want and dick the arrow button to update the Selected entries list, Search
Available entries Selected entries
Cognos > Public Folders > Access Pages Entries: _ (5] |
Entriess 1 -2 O | [1a]fsa] o[
[+ ] [Fri==
[ |name
Budget Tracking
Enrollment Tracking No entries.
Remove
Done & Internet | Protected Mode: Off #100% -

4. Click Budget Tracking. Click the right arrow button = to move the page to the

Selected entries box.
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& Sclect portal tabs (Navigate) - vnichall - Windows Intemet Explorer

6@ + [ I2] nttp://insight.odu.edu/cognosd/cgi-bin/ dil «[ 42 ] x || Googte £~
File Edit View Favorites Tools Help
. »
% o Igs;lm portal tabs (Navigate) - vnichall [ ~ = |-k Page v () Tools =
Navigate the folders or search to find the entries to include as portal tabs. Select the entries you want and dick the arrow button to update the Selected entries list. Search
Available entries Selected entries
Cognos > Public Folders > Access Pages Enfries: 17 _ 17 ° W[
Entries: 1 -2 O] | ][«
I > Name
Name
% Budget Tracking
Budget Tracking
Remove
Enrolment Tracking
e
Dene € Internet | Protected Mode: Off H100% -

5. Click OK. The tab for the page appears in the portal.

File Edit View Favorites Tools Help

G || | @ serpreterences = B v B 7w v ipaser G Took v
General Personal Portal Tabs

Select the entries to indude s tabs in your portal

Entries: 1 -5 © | [H][«[m

| |-> Hame

B Public Folders
08

My Folders

-3 ODU FTE Dashboard

> Enroliment Tracking

- Budget Tracking

Add... Remove Modify the sequence...

Done @ Internet | Protected Mode: Off ®100% ~

6. Click Ok. The Budget Tracking tab appears on your menu.
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& Public Folders - IBM Cognos Connection - Windows Internet

File Edit View Favorites Tools Help

— - . »
W e Ig Public Folders - IBM Cognos Connection ] I 3 v B = &= v |2 Page » ) Tools =
IBM Cognos Connection wvnicholl H
B |  Public Folders My Folders QDU FTE Dashboard Enrolment Tracking Budget Tracking |
Public Folders CHEHEE L RR X BT

Entries: 1 -a ©

Fl| |mames | Modified & | Actions
[F] £ AccessPages November 13, 2010 5:06:13PM More...

[[] 3 AlPadages November 13, 2010 3:34:25PM

[l £ Help October 8, 2010 3:11:56 PM
ly Dashboards and Repor ecember 3, :20:
[ My Dashboards and Reports December 3, 2010 5:20:28 AM
Dene

@ Internet | Protected Mode: Off #100% ~
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Informational Notices

If you receive the following screen(s), this means you do not have the access for the prompt choices

made or no data exists for that combination.

Fne Edit View Favorites
|

Tools~ Help

(& | @BM Cognoss [7‘ 0= ) v b v [y age.

RSV-RND-0155

@ Unable to render a cross-tab because no data was returned for its default measure edge

Details ¥
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«
OLD DOMINION

UNIVERSITY

Data Control, Office of
Finance

Printing Financial Reports
(Budget and Payroll Month-End)

via ePrint
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What is Banner ePrint?

The Office of Finance has not provided monthly budget reports to the vast majority of departments
since the implementation of Banner in 1998. Banner ePrint allows users to print monthly budget
reports as soon as they are available — usually the first business day of the month. It also replaces the
distribution of hard-copy reports for departments with a large number of budgets. Please ensure that
you see the message indicating that budget reports have been validated before using any budget
reports via ePrint.

Employees who monitor and report on budget and payroll activity can obtain access to ePrint. However,
before the access is granted, all users must attend Office of Finance ePrint training.

ePrint allows a user to view reports as a PDF (Adobe Portable Document Format) file which can be
viewed via Adobe Reader or to download a CSV file into Excel. Keep in mind that when you download a
CSV file, you must format the size of the columns to display all information.

ePrint users will be notified via Repository Messages/Notifications when reports are available and
validated. If reports are delayed, a message concerning the delay will be posted in the Repository
Messages/Notifications.

What is a Repository? A simple way to define a repository is to think of it as a silo of information.
Initially, there is only one repository in ePrint — FINANCE eprint AIR. This repository houses the financial
reports currently loaded in ePrint. Eventually, there will be other repositories —i.e. Human Resources,
Student. Several Finance reports and the month-end payroll detail reports, NHRSDST and NWRSDST, are
currently loaded to this repository.
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What Do You Need to Get Started?

» Banner System Account (with appropriate access)

» Current Web Browser

Microsoft® Internet Explorer * (Preferred)
Mozilla ® Firefox

Opera Software ® Opera

Apple ® Safari

Chrome

> Adobe®Reader

Download the latest version from www.adobe.com
Run within your browser or in stand-alone mode (recommended)

Banner System Account: Since ODU uses security to control access to at least some of the ePrint
reports, you’ll need a Banner system account (user ID and password). Contact the Banner Hotline
(bannerhotline@odu.edu) for more information.

REMINDER REGARDING PAYROLL REPORTS - Access to departmental Payroll ePrint Reports must be
requested separately. To obtain access to Payroll ePrint reports, the Office of Finance ePrint Payroll
Report Request Form must be completed and submitted to Data Control, Office of Finance (requires
approval of the Budget Unit Director).

http://www.odu.edu/content/dam/odu/offices/finance-office/data/payroll-eprint-request.pdf

Web Browser: Banner ePrint was designed to run on the newer web browsers. It is recommended
that you use the latest released version of your current browser.

Adobe® Reader: This helper application enables you to view, navigate and print documents in the
Adobe® Portable Document Format (PDF). You probably already have it installed on your computer.
If not, you can get the latest version for free at www.adobe.com.

When you view and print ePrint documents, you can run Adobe® Reader within your browser, or as
a stand-alone application. The mode of operation that you select may depend on the browser you
use.

Because of some display problems, if you use Microsoft® Internet Explorer, you may wish to run
Adobe® Reader independently of the browser.
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Office of Finance
Eprint Payroll Report Request Form

Date of Request

Name Cepartment

Part Time Reports Full Time Reports
Yes Yes
Mo Mo

Date Eprint Training Course Completed

Report Access for ALL Budget Codes currently approved for Banner Finance

=

>

If “No,” please contact the Data Control staff at 757-683-3257.

Budget Unit Director Approval {required) Date

Printed Mame Signature

Send completed form to the office shown below for processing:

Cata Control
Office of Finance

Rev. February 13, 2015
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How Do You Access ePrint?

ePrint is accessed through the web from the link shown below. You will use your MIDAS User ID and
MIDAS password to log into ePrint. You will also need to select the appropriate repository. A
repository is equivalent to access type and what a user has access to print is tied specifically to the
user’s Banner access. For Budget and Payroll reports, specify “FINANCE eprint AIR” under Repository.
Once you enter your User ID, password and repository, press ENTER.

Type carefully — your account will be locked if you repeatedly attempt to log in with the wrong
password. If this happens, a system message will be displayed — contact ITS at 757-683-3192 to have
your ePrint account unlocked. Also be sure to verify that you are using the correct repository. If you
are trying to log into the wrong repository, you may end up locking your ePrint account.

https://gutenberg.imgr.odu.edu/cgi-bin/eprint.cgi

C - [=]x]
Q > €| https odu.edu A4 ﬁ [El 2 Al -
& snagit B B @convert ~ [ Select
v Favorites | 55 [ = ] Free Hotmall £] -
{éBanner ePrint Reports Login ”-’1\ "7 | pmy v Page - Safety ~ Tools ~ ﬂv »
Banner
e
ePrI nt About Banner ePrint | FAQ Change Repository | Help | Logout
User ID: | 1
Password: 2_
Repository | FINANCE eprintAIR + |3
4
powered by
SUNGARD HIGHER EDUCATION

1. User ID = Banner ID

2. Password = Banner Password

3. Repository = FINANCE eprint AIR

(for Finance Reports)

4. Press ENTER

TYPE CAREFULLY - your account will be

"locked" if you repeatedly attempt to log

in with the wrong password.
Jone € Internet - H100% -
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Repository Messages/Notifications

You will see the message “Repository Message is Available” when you log in. Simply click on the
Repository Message is Available link to view the information (allow the message a moment to load).
You will also see the date of the last message. Please review this information whenever you log in since
it is the way we will notify you when new reports are available and verified, and when reports may be
delayed. If the message displays on a tab in your browser, be very careful not to close your browser.
Most times the message will display as shown in the second screenshot.

{= Banner ePrint Reports Repository - Windows Internet Explorer

O - e

File  Edit Favorites

a

View

g Favorites | 533

@ Banner ePrint Reports Repository

Tools

odu.edu

Help

v g] Ffﬁ%ﬁ"'—??j'/'—
- —

Tab

Y =y -~ Page ~ Safety ~ Tools ~ ﬂv g

Banner

P

ePrint

Select Report from Repository FINANCE eprint
AIR

About Banner ePrint | FAQ | My ePrint

FINANCE eprint AIR Repository
kparker

Change Repositery | Help | Logout

FINANCE eprint AIR

PDF TEXT DATA "I

P D F TEXT DATA ”I

epository Message is Available

Report Description
FGRBDSC Budget Status Report
FGRODTA Organizational Detail Activity

Message updated: 02/1/12 11:14 AM

Latest Date

Wed Feb 01, 2012 11:04am

Wed Feb 01, 2012 11:04am

&

@ ¥ | €] https

’ . Favorites F1=)

a

@ Banner ePrint Reports Repository

BEE

ol

January month-end reports are loaded and verified. Reports
for July - December have been loaded and verified. Please
note that the FGRBDSC reports for July - December
contain budget adjustment entries, BDO02 tvpe, that

Banner

P

ePrint

processed later than the report data dates because that is
how the report was designed to work. This tvpe of budget
information does not have cutoff dates for reporting
purposes. Please refer to Banner detail on FGRITRIND to

Abd

FINANCE eprint AIR

P D F TEXT DATA ”I

P D F TEXT DATA *I

view any of the transaction details for the BD02 entries.
Consequently. the Available Balance column will also reflect
this later adjusted balance.

@ mtemnet #, 100%

q T

If your message
opens this way, you
can close it via the

it Gafety - Took + @~

FINANCE eprint AIR Repository
kparker

Change Repository | Help | Logout

Latest Date

Wed Feb 01, 2012 11:04am

Wed Feb 01, 2012 11:04am
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When You First Log In

When you first log into ePrint, you will see all the reports available in the selected repository for you to
print via ePrint — the budget reports currently available in the FINANCE eprint AIR repository are
FGRBDSC and FGRODTA; and the Payroll detail reports, NHRSDST and NWRSDST, are also loaded. For
each report shown, you will see the report type, the report name, description and the latest date and
time the report was run (you are able to access older reports by drilling down — discussed later). Keep
in mind that you will only see the reports to which you have access. If you have created groups using
the My ePrint function (more information later), then the group tabs will also be displayed. You can do
one of the following by clicking the appropriate icon:

e Retrieve the latest report in its entirety in PDF format — has navigation choices for orgs on left
e Download the latest report as a text file in its entirety — no navigation choices — must scroll
e Download the latest report as a comma-separated values (CSV) file — into Excel
e List all the reports of a given type (by report type or latest date)
FGRBDSC, Budget Status Report, similar to FGIBDST (Organization Budget Status Form) — this report
shows the summary information for a budget by sub-account and by the following totals:

Labor (all salary sub-accounts — no pay details display — details in payroll reports)
Employee Benefits (4999 pool)

Non-Personal Services (6999 pool)

Travel (7999 pool)

Equipment (9899 pool)

Transfers

TOTAL ORGANIZATION (roll-up similar to FGIBSUM)

FGRODTA, Organizational Detail Activity — similar to FGITRND (Detail Transaction Activity Form) —
shows activity by sub-account (payroll details display totals by pay period — no details by employee
name).

NOTE FOR ALL REPORTS: At this level you see the most recent report posted — older reports are available
in descending date order by drilling down.

= [ I[= ][]
e~ [&lnws odu.edu RIS 2|
Shows the repository selected - for
p . Finance Budget Reports. you would
ir Faverites == K ~ @& Free Hotmail & - see "FINANCE eprint AIR”
&= Banner ePrint Reports Repository Page -~ sSafety ~ Tools - @~

4 S<=lect Report from Repository FINANCE eprint FINANCE eprint ATR Repository

Banner o

ePrint

eeeeeeeeeeeeeeeeeeeeeeeeeee

Repository Message is Available
Message updated: 02/1/12 11:14 AM

FINANCE eprint AIR

Report Description Latest Date

P DF TEXT DATA s FGRBDSC Budget Status Report wed Feb 01, 2012 11:04am

P D F TEXT DATA s FGRODTA Organizational Detail Activity wed Feb 01, 2012 11:04am
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NHRSDST, Employee Payroll Summary by Org. — shows payroll activity for each part-time payee by

budget code.

NWRSDST, Employee Payroll Summary by Org. — shows payroll activity for each full-time payee by

budget code.

REMINDER REGARDING PAYROLL REPORTS - Access to departmental Payroll Reports must be requested
separately. To obtain access to Payroll ePrint reports, the Office of Finance EPrint Payroll Report

Request Form must be completed - requires approval of the Budget Unit Director(BUD).

http://www.odu.edu/content/dam/odu/offices/finance-office/data/payroll-eprint-request.pdf

(NOTE: when reviewing payroll reports, drill down by clicking on the drill icon rather than the

PDF icon — this will allow you to choose a sub-account to review — use NEXT to see more reports.)

Banner
D

ePrint

Select Report from Repository FINANCE eprint AIR

FIMANCE epeind AIR Reposdory
LSTONE

FINANCE eprint AIR

PDF turmu",

POF TEXT :
POF rE:T"I

POF TEXT DATA 'I

PDF TEXT I
POF ru’@

© Reposiory Message is avitave

Massage updated: 08/315 12:56 PM

Repor Description Latest Date

FGRODTA Organizational Detall Acthvity Sat Aug 01, 2015 06:53am
FGROPNE IOﬂen Encumbrance Reporn IFdJuI 17, 2015 0T:08am
-FGRREOB . Statement of Revenue, Expend, Other Changes .Sal Aug 01, 2015 07:51am
-FGRTBN. . Trial Balance Report .StLJ\llg 01, 2015 06:53am
NHRSDST iEmplom Payroll Summary - PT i”“‘ Aug 03, 2015 5. 19pm
NWRSDST iElmluwe Payroll Summary - FT | Man Aug 03, 2015 5:23pm

Banner
N

ePrint

FINANCE eprint AIR : NWRSDST

Report Detail: NWRSDST

About Banner ePrint FAQ My ePrint

[FGRODTA |

FINANCE eprint AIR Repository
LSTONE

Change Repository Help Logout

Title Date
PDF TEXT ? 4904 , ACCOUNT IN NWRSDST Mon Aug 03, 2015 5:23pm
PDF TEXT ? 4901 , ACCOUNT IN NWRSDST Mon Aug 03, 2015 5:14pm
PDF TEXT ? 4031, ACCOUNT IN NWRSDST Mon Aug 03, 2015 5:10pm
PDF TEXT ? 4041 , ACCOUNT IN NWRSDST Mon Aug 03, 2015 4:57pm
PDF TEXT ? 4011 , ACCOUNT IN NWRSDST Mon Aug 03, 2015 4-49pm
PDF TEXT ? 4036 , ACCOUNT IN NWRSDST Mon Aug 03, 2015 4:45pm
PDF TEXT ? 4032 , ACCOUNT IN NWRSDST Mon Aug 03, 2015 4:41pm
PDF TEXT ? 4001, ACCOUNT IN NWRSDST Mon Aug 03, 2015 2:19pm

|4904 , ACCOUNT IN NWRSDST - Mon Aug 03, 2015 5:23pm v

©2014 Ellucian Company L.P. and its affiliates. €llUcian.
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“Drilling Down” to Select a Report

All report . _
types to which [~ Repository List
user has access

A\

4 A
View or download “Drill down” to a .
latest instance | O list of all — Report List
instances
1/\\
View or download Use a page key

or

specific instance to pick pages

Banner

D il

ePrint

WWW_SUNgandhe com 14
SUNGARD HIGHER EDUCATIOMN

Repository List: When you log mnto the system, you are provided with a list of
all the report types on file that you are authorized to see. This highest level of
report selection pages is called the repository list. It includes the report types for
the repository you selected at login.

At this level, you can either retrieve the latest version of a report in its entirety or
you can “drill down™ to the report list for a selected report type.

Report List: The report lists displays all the instances on file for a particular
report type. At this level, you can either retrieve a specific instance (date) of a
report in its entirety, or (if the report is sorted with at least one page key) you can
use a page key to target the pages to be included on a particular report instance.
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Use the Icons as a Guide

Banner ePrint’s icons make it easy for you. At any level, click the corresponding icon to perform a
function. If a function is not available, the icon will not be displayed. If you forget an icon’s function,
you can display a brief description by moving your cursor over the icon so that you can see bubble

help pop up.
Use the back browser arrow for navigation purposes.

Simply point-and-click to . . . retrieve a PDF file, download to TXT, download to CSV into an
Excel file, drill down, or use a page key to pick pages/search report.

PDF
Retrieve a PDF file to view in Adobe®Reader

Report Description Latest Date
TEXT DATA —I FGRBDSC Budget Status Report Mon Sep 12, 2011 09:36am
P-DF TEXT DATA —I FGRODTA Organizational Detail Activity Wed Aug 17, 2011 01:48am

To retrieve the report in PDF, click the PDF icon. Depending on the way you have Adobe® Reader
configured, the report will open within your browser or in stand-alone mode. For best
performance, open Adobe®Reader outside of the browser. Technical assistance is provided by
your TSP (technical support person) via Footprints. (NOTE: when reviewing payroll reports, you
will want to drill down by clicking on the drill icon rather than the PDF icon - this will allow you
to choose a sub-account to review — use NEXT to see more reports.)

When you retrieve the PDF file, you will see all the budgets to which you have access displayed in
the left hand pane. Clicking the expand/collapse symbol (plus or minus sign) next to the budget
code will display the fund code associated with that budget. Clicking the budget code will take you
to that specific budget report.

Use your back browser arrow to return to the Report list shown above.

=0 =F =] . |

EUN DATE: 03/12/2011
TIME: 03:35 AM

RETORT FoR 18 Dowinion MmIvErsity Y ’
c 2 udge 3
as ragE. 1 .
AS o 0ld Dominiom University
011001 C/W E&3 CUR
anqueTEn CURREWT DERIOD  YEAR TO DATE EuDGET avartame  owr
ACCOUNT AODCOUNT TITLE EUDGET ACTIVITY ACTIVITY REEERVATIONE EALANCE TYP
4001 ADMINIETEATIVE SALARIES 77,908 -oo 23, -00 148,430.33 T
4 B -oo . -00 o7 T
4 8 .oo 27, -00 38, T
X ‘oo i Zon szt
x ‘oo “on selo0 T
s co L7085 “on - T
3ES J -oo -0 -00 1.0 LU
403 ¥ i 8 2 .oo -0 -00 0
TAL  EXPENDIT : 443,382 .op 95,7768 _on

Bookmarks K]

EEN ®
= FerRBEDSC
@[P Org: T,
[P Fund: 011001
Org:
r org:
[P org:
[F Org:
[P org:
[P org:
[P org:

o T Org: I o o,

=0

A\

et

.oo 160.48

oo
108,770.00 oo oo

% s BN PN G SR N e,
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TEXT
Download the TXT version of a report

Report Description Latest Date
PD ATA I FGRBDSC Budget Status Report Mon Sep 12, 2011 09:36am
P-DF TEXT DATA I FGRODTA Organizational Detail Activity Wed Aug 17, 2011 01:48am

Click the Text icon to download the text version of a report. When you see the message below,
click ok to display the report in the browser — you will be able see all budgets to which you have
access beginning with the first budget. You will need to use the scroll bar. If you have multiple
budgets and wish to display one at a time (or in specified groups), this is not the way to do so
(refer to the section entitled Search Report Icon and Picking Pages). Use the back browser arrow
to return to the menu shown above.

Report Description Latest Date
PDF TEXT DATA I _
Message from webpage
P DF TEXT DATA I 9y  Warning: Continuing this download will display this reportin your browser. Depending on the size of the reportitmay fym
L. ) cause your browser to become unstable. If you would like to download this report directly to your hard drive, cancel

this action, right dick on the texticon, and choose Save Target As. ..

OK ] [ Cancel

- https://gutenberg.i odu.edu/cgi-bin/getreport.cgi?DETAIL=-FGRBEDSC.2012_02_01&TYPE=TEXT&TIME=1 - Windows Internet Explorer

& | https odu.edu e *2|| X | L~
—_ Use the scroll bar to mave
Fle Edt vew Fovoits Toos Peb = | irugh the budget report - use
Sl Faverites | 9iz [ ~ ] Free Hotmail & the back browser arrow to
Gtum to the report menu =

@hth:s:,.’,.’gubenberg.imgr.odu.edu,.’cgib\n,i’geheport.cgi... ﬁ < D Page = Safety » Toolz » @lv

A~
OHRESCAT PEREDSC 0ld Dominion University RUN DATE: 02/01/2012 \_* =
FISCAL YERR: 12 Budges Szatus (Current Feriod) TIME: 11:04 &M B
A3 OF 31-JAN-2012 EAGE: 1

CORS: T 0ld Dominion University
EUND: 011001 &fW E:G COR
ERED CORE:
CRE:

ADJUSTED CURRENT FERIOD  YEAR TO DATE BUDGET AVAILAELE T
ACCOUNT ACCOUNT TITLE EUDSET ACTIVITY ACTIVITY RESERVATIONS EALANCE TYE
4001 ADMINISTRATIVE 3JALARIES 347,908.00 18,754.82 1€0,359.32 .00 187,548.€8 U
s002 CLASSIFIED SALARIES B5,200.00 3,630 82 28,951 23 oo 26,208.77 T
4002 SAL-APPOINTED OFFICIALS 1€5,437.00 £,306.30 S€,367.70 o0 €9,069.30 T
4007 SATARIES-ANNUAL LEAVE EAL 12,500.00 oo 13,428.48 .00 .52 U
ELESS WAGES ENERAL se6.00 o o o0 se.00 O
4025 STUDENT WAGES — W/0 FICA 2,400.00 50.75 2,691.94 o0 T08.06 T
5028 STUDENT WAGES — WORKSTUDY 1,055.00 oo 1,258.2€ oo -1s8.26 T
ELEES SFEC EAY FOR ACAD 3VC3 4z1.00 o0 o0 o0 421,00 T
4041 MOEILE DEVICE ALLOWANCE .00 112.77 SB7.1€ o0 -587.1€ T
TOTAL  EXFENDITURES-LABOR €17,177.00 23,466.17 323,751.08 .00 293,425.91
4501 EMFLOYER RETIRE CONT-VRS DEF BEW -oo 1,727_65 17,000 64 o0 -17,000.€2 O
4802 ORI SALARIED ITATE EMF .00 z,224.17 17,785.94 .00 -17,785.84 T
ss08 GROUF LIFE INSURANCE oo 2sE.88 2,070.25 oo -2,070.35 U
4803 HOSPITALIZATION INSURANCE .00 1,514.01 18,109.13 .00 -18,108.13 U
480€ TEACHERS INS. ANNUITY oo a1e.84 4,435.7€ o0 -2,235.76 T
ss08 VSRS HEALTH CRRE oo 28010 2,980 22 oo -2,880.22 T
4918 VR3/VALORS - EE BAID BY ER oo oo 703,41 o0 -702.41 T
4820 L/T DISABILITY INSURANCE oo s8.50 1,262.28 o0 -1,362.28 T
4523 CASH MATCH EXFPENSE oo &n._1z sm1_e8 o0 -581.68 T
EEEE FOOL-EMFLOYEES BENWEFITS 169,165.00 .00 oo .00 1€9,165.00 U
TOTAL  EMPLOYEE BEWEFITS 1€9,165.00 €,530.28 €6€,039.61 .00 103,125.39
5001 EXFAESS SEAVICES oo oo 58.17 oo -54.17 T
ELLES ME3IENGER JERVICES 250.00 oo oo o0 250,00 O
so04 POSTAL SERVICES o COST 4,300.00 71.72 1,287.50 o0 z,812.50 T
so0s ERINTING SERVICES 5,000.00 _oo 2z8_00 _oo 4,67z.00 T
S00€ TELEFHONE SERV: 5,200.00 284,31 1,612.67 o0 a,s87.33 O
soo8 TELECOM OTHR-CHX oo 278.54 £s8.05 oo -€58.05 U
s010 TELEFHONE SERV-LONG DIST. z,200.00 18.01 €3.32 .00 z,130.€8 O
5101 ORGANIZATION MEMEERSHISS 4,500.00 oo 2,500.00 o0 2,000.00 O ~
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DATA
Download the CSV version of a report (into Excel)

This feature is not currently available for Payroll NHRSDST/NWRSDST reports.

Report Description Latest Date
PDF I FGREDSC Budget Status Report Mon Sep 12, 2011 09:36am

PDF TEXT DATA ._I FGRODTA Organizational Detail Activity Wed Aug 17, 2011 01:48am

Click the Data icon to download the comma-separated values version of a report.

When you see the message below, click ok to display the report in the browser — click ok and
you will see the file download dialog box. You can choose to Open, Save, or Cancel. If using
Internet Explorer, you may use the alternate (right) mouse button to see a menu and select “Save
Target As” for a quicker way to save the file. Opening the file may take a while.

Report Description Latest Date
PDF T FGRBDSC Budget Status Report Mon Sep 12, 2011 09:36am
P-DF TEXT DATA I FGRODTA Organizational Detail Activity Wed Aug 17, 2011 01:48am

T

[x]
Warning: Continuing this download will display this report in your browser. Depending on the size of the report it may

gur browser to become unstable. If you would like to download this report directly to your hard drive, cancel
this actiony ick on the text icon, and choose Save Target As...

\

Report File Download g| est Date

P-DF TEXT DATA I FGRBDSC Do you want to open or save this file? Sep 12, 2011 09:36am
P-DF TEXT DATA —I FGRODTA | [ AETER REREREEED Aug 17, 2011 01:48am
L Type: Microsoft Excel 97-2003 Worksheet

From: gutenberg.imgr.odu.edu

Cpen ] [ Save ] [ Cancel

Always ask before opening this type of file

ham your computer.  you do not trust the source, do not open or

B ';“ i While files from the Intemet can be useful, some files can potentially
k.
= save this file. What's the risk?
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If you Open the file (remember it opens as a standard CVS file), the report name and run date display.
Note that you will need to format the columns. When you see #### display in columns, that means
the columns are not wide enough for the data contained.

Cnpuuaiu w Lo o FagrnsT . e = Suyies wena Luiny

Al - @I EREPORT FGREBDSC )_ Cld Dominion University(PPRD) [” RUMN DATE: 09/12/2011 . “
A B C b | £ | F | H I ] K L M N o E
1 EIREPORT. GRBDSC Old Dominion University(PPRD) RUM DATE: 09/12/2011 E
2 |FISCALYEAR:12 Budget Status (Current Period) TIME: 09:36 AM
3 AS OF 15-5EP-2011 PAGE: 1
a
5
6 COAS: U Old Dominion University
7 |FUND: 011001 C/W E&G CUR
8 |PRED ORG: 10000 MRS
9 |ORG: N
10
11 ADJUSTED CURRENT YEAR TOCBUDGET AVAILABL CMT
12 |ACCOUNT ACCOUNT BUDGET ACTIVITY ACTIVITY RESERVATBALANCE TYP
13 A001 ADMINIST #atitatHg 00 . 29,477.67 O| iR U
14 4002 CLASSIFIEl 83,585.00 00 . 13,792.35 0 69,792.65 U
15 4003 SAL-APPO #u#saE 00 . 27,298.70 O #HRHEHE U
16 A007 SALARIES- 13,500.00 00 . 13,499.48 o 052U
17 4021 WAGES - € 56 00 . o o 36U
18 4025 STUDENT'  1,400.00 00 . 1,708.63 o -308.63 U
19 4028 STUDENT' 1,055.00 00 . o 0 1,055.00 U
20 4031 SPEC PAY 421 00 . ] o 421 U
21 |TOTAL EXPENDIT st 00 . 85,776.83 O | HEHHHE
22 4901 EMPLOYEF. oo . 3,841.60 0 -3,841.60 U
23 4902 FOAI SALES. oo . 3,815.98 0 -3,815.98 U
24 4304 GROUP LIF. oo . 719.78 0 -718.78 U
25 4305 HOSPITAL . oo . 4,684.04 0 -4,684.04 U
IR A9NR TEACHFRS nn 1 7A7 2R N -1 2A7 2R 11 ™

If you select Save the file, you will see the Save As dialog box — choose where you want to save your
file and use the default file name or choose one of your own — you will then be able to retrieve the file
and format the columns as noted above:

Save As

Savein: | g kparker on AFFINCO39

X

Ty y, 312 Floppy (A:)
1 \_‘5 “e® L ocal Disk (C:) B
My Recert s DVDfCD-RW Drive (D:)
Documents = kparker on ‘home 1luser’ (H:)
e “# data on 'monarch 1.ts.odu.edu’ {I:)
|_ =% data on ‘admin 1. ts.odu.edu’ (1:)
-Edata on ‘acadl.ts.odu.edu’ (K:)

=)

Desltop

= |

My Documents
kparer on B

AFFINCO2S

e

P —‘\\
i name: | S ol |
My Metwaork Save as type: | Microsoft Excel Comma Separated Values File W |
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“Drill down” for detail (See Report List)

Report Description Latest Date
P-DF TEXT DAT@ FGRBDSC Budget Status Report Mon Sep 12, 2011 09:36am
P-DF TEXT DATA I FGRODTA Organizational Detail Activity Wed Aug 17, 2011 01:48am

The See Report List icon enables you to “drill down” from the repository list to a specific report list.
A report list shows all the available reports in date order for the selected report type. This is the
recommended method for viewing payroll reports, as noted earlier. Using the “drill down” feature
takes you to all reports in descending date order.

Title Date
P-DF TEXT DATA Q Budget Status (Current Period) AS OF 15-SEP-2011 Mon Sep 12, 2011 09:36am
P DF TEXT DATA Q Budget Status {Current Period) AS OF 10-AUG-2011 Wed Aug 17, 2011 09:36am
P-DF TEXT DATA ‘? Budget Status {Current Period) AS OF 10-AUG-2011 Tue Aug 16, 2011 3:30pm
P-DF TEXT DATA Q Budget Status (Current Period) AS OF 10-AUG-2011 Tue Aug 16, 2011 3:17pm
P DF TEXT DATA Q Budget Status {Current Period) AS OF 10-AUG-2011 Tue Aug 16, 2011 3:02pm
P-DF TEXT DATA ? Budget Status (Current Period) AS OF 10-AUG-2011 Thu Aug 11, 2011 11:33am
P-DF TEXT DATA Q Budget Status (Current Period) AS OF 10-AUG-2011 Thu Aug 11, 2011 11:28am

Report Detail: NWRSDST FINANCE eprint AIR Repository

LSTONE

About Banner ePrint FAQ My ePrint Change Repository Help Logout

FINANCE eprint AIR : NWRSDST

Title Date
PDF TEXT ? 4904 , ACCOUNT IN NWRSDST Mon Aug 03, 2015 5:23pm
PDF TEXT ? 4901 , ACCOUNT IN NWRSDST Mon Aug 03, 2015 5:14pm
PDF TEXT ? 4031 , ACCOUNT IN NWRSDST Mon Aug 03, 2015 5:10pm
PDF TEXT ? 4041 , ACCOUNT IN NWRSDST Mon Aug 03, 2015 4:57pm
PDF TEXT ? 4011, ACCOUNT IN NWRSDST Mon Aug 03, 2015 4:49pm
PDF TEXT ? 4036 , ACCOUNT IN NWRSDST Mon Aug 03, 2015 4:45pm
PDF TEXT ? 4032 , ACCOUNT IN NWRSDST Mon Aug 03, 2015 4:41pm
F-DF TEXT ? 4001 , ACCOUNT IN NWRSDST Mon Aug 03, 2015 2:19pm

[4904 . ACCOUNT IN NWRSDST - Mon Aug 03. 20155:23pm v

©2014 Ellucian Company LP. and its affiliates. €llucian.
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Use a page key to pick pages
(Search Report)

Search Report Icon and Picking Pages (customizing budget searches)

When you see the Search Report icon (magnifying glass in the screenshot below), it means you have
reports for more than one budget and/or fund. A Page Key is either a Fund or Organization. You will
need to “pick” which you want to display. Click the Search Report icon to “pick pages.” This will allow
you to select the funds or budgets to appear on the report. If you have access to multiple budgets, you
may wish to select which budget codes you want to display. Otherwise, ALL budgets included in your
access will display.

If you have multiple budgets/funds, you will want to save your searches so that you do not have to
perform a search each time you wish to view individual budget reports. Saving your searches will
allow you to display budget reports in ways that are most useful to your department. (If you use your
back browser arrow when starting a new search, be sure to uncheck your choices or those choices will
be included in the new search.)

Aniemimimisisisimism : Stored Reports : FGRBDSC

Title Date

PDF TEXT DAT Budget Status (Current Period) AS OF 15-SEP-2011 Mon Sep 12, 2011 09:36am

A= fm dae (@ S S S

After you Click the Search Report icon, you will be taken to Pick Pages for the report selected

A stored Reports : FGRBDSC : Pick Pages

Pag@v: Fund VE )

Pick Values Manually  Search: \_\.
Choose Fund or

You can choose to pick your Organization

values manually or you can Raré to ] )E o

choose a range to display.
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= Choose either Fund or Organization under Page Key — be sure you are selecting the correct
description.

= |f you want to choose from a list of funds or organizations, under“Pick Values Manually” click
Go.

etest : FGRBDSC : Pick Pages

Pick Walues Manually \ Search:

Range: to

Saved Searches:

You will now be able to Choose Organizations from the budgets to which you have access. If you have
access to more budgets than can display on this screen, you will see the Next button in the lower right
corner of your screen. If you wish to go to a specific budget or fund, enter the budget or fund in the
field next to the word “go” and click Go. Select the budgets you want to display. Then you can click on
Get the Report (see next page.)

You may choose multiple budgets or a range of budgets when creating your search. Saving your
search will allow you to access those budget(s) whenever you wish to view budget information
without having to choose budgets each time (see next page for info on saving a search).

Banner Choose Organization N e
kparker

€ P rl nt About Banner ePrint | FAGQ | My =Print Change Repository | Help | Logout

etest : FGRBDSC : Pick Pages : Organization
®1AADU [[]1AAZ0 [J1AAY1 []1ALOO
[J1an04 []1AA45 [J1AC00 [J1aL03
[]1AADS []1AAS0D []1ADOD []1ALO4
[]1AA06 [J1AAS1 [J1ADO1 [J1ALOS
[J1AA07 [J1AA70 []1ADO2 []1ALO7
[J1AA1D []1AA80 [J1ADY1 [J1AL10
[J1AA1S []1AA90 [ 1AF00 [J1AL18

< gGet the Report >
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The budgets you selected will now be displayed and you can choose a report format (PDF, Text, Data).
You also have the option of saving your search criteria using a name of your choosing. Then, every time
you wish to access reports for those funds or organizations, you can run this search. Using a saved
search is especially useful if you have access to budget information for multiple funds or budgets.

If you do not save your search criteria, you will always have to scroll through the full report to find an
individual budget. These saved searches apply to currently available reports as well as future reports.

Choose a name for your search and Save it. You may not use the same name again. Define a distinct
name for each search. (Remember that you will need to define your searches for each type of report
available — ie FGRBDSC/FGRODTA/NHRSDST.)

etest : FGRBDSC : Pick Pages : Organization : Values

"1CMOo0"

P-DF TEXTDATA

SearéName 1CMDD ):

If you have successfully saved your search, you will see the following message. This means you will be
able to use this search when reviewing your reports.

At this point, you can access your reports (discussed earlier) in the format of your choice.

Use the back browser arrow to navigate backwards.

-

! Successfully saved search setting
"1CMO0".

etest : FGRBDSC : Pick Pages : Organization : Values

"1CMo0"
P-D F TEXT DATA

Search Name |1CMO0
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USING A SAVED SEARCH

All saved searches (Organization or Fund, depending on which Page Key you have selected) will display
via the drop-down under Saved Searches. Select the search you want to access and click Go. You may

also delete searches.

Banner Search FGRBDSC (Mon Sep 12, 2011) etest Repository
kparker
N
ePrint

About Banner ePrint | FAQ | My ePrint Change Repository | Help | Logout

etest : FGRBDSC : Pick Pages

Page Key: Organization ¥

Pick Values Manually = Search:

Range: to

Saved Searches: |REERENTNETEIRENRE ‘b

In the example below, a range of budgets was selected and you can now access the report in the

format of your choice.
Banner Selected Organization Values etest Repository
kparker
P
e Prl nt About Banner ePrint | FAQ | My ePrint Change Repository | Help | Logout
etest : FGRBDSC : Pick Pages : Organization : Values
"1AAQD" "1AAQ4" "LAAQS" "1AAQG"

"1AAD7" "1A410" "1AA15"

P-D F TEXT DATA
Search Name |Academic Affairs Range
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Pick Page by Range

If you want to display a range of budgets — or only one —fill in the range and click Go. Be sure that your
range is sequential. Make sure you use UPPER CASE when entering a a budget code range, otherwise,
you will see all your budgets and not just the ones contained in the range entered.

Banner Search FGRBDSC (Mon Sep 12, 2011) etast Repository
kparker
P e T

ePrint

About Banner ePrint | FAQ | My ePrint Change Repository | Help | Logout

etest : FGRBDSC : Pick Pages

Page Key: Organization v

Pick Values Manually | Search:

Rande: |TAAQD | b4 | 18415 m

Saved Searches: | Academic Affairs Range v

Your range of budgets or funds will display and you will be able to select a report format. Remember,
you will only see budgets/funds to which you have access. You also have the option of saving your
search criteria using a name of your choosing. Then, every time you wish to access reports for those
funds or organizations, you can run this search.

If you do not save your search criteria, you will always have to scroll through the full report to find an
individual budget. These saved searches apply to currently available reports as well as future reports.

Choose a name for your search and Save it. You may not use the same name again. Define a distinct
name for each search. (Remember that you will need to define your searches for each type of report
available — ie FGRBDSC/FGRODTA/NHRSDST.)

etest : FGRBDSC : Pick Pages : Organization : Values

"1AA00" "1AAD4" "1AADS" "1AA06"
"1AADT" "1AA10" "1AA15"

P D F TEXT DATA

Search @16 Academic Affairs Range Save
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If you have successfully saved your search, you will see the following message.

= Swuccessfully saved search setting
"Academic Affairs Range"'.

etest : FGRBDSC : Pick Pages : Organization : Values

'1AA00" "1aA04" "1AA05" "1AA06"
'1AADT" "1AnA10" "1AA15"

P-D F TEXT DATA

Search Name |Academic Affairs Range

You will then select how you want your report to display (icon usage discussed previously).

PDF — displays in your browser - in the left tab, you will see a list of all funds or organizations for the

range you selected.

Text — displays in your browser — no tabs will display and you will need to scroll to view.

Data — allows download to Excel — you will always see the file download message and will be prompted

to open or save your file — not available for Payroll reports, NHRSDST/NWRSDST.
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Customizing Your Reports

You can customize your reports to make them more useful by using My ePrint. Click on My ePrint to
begin customization. If you have access to multiple repositories, you must customize the reports in each
repository.

Banner Select Report from Repository etest etest Repository
kparker
e
e P rl nt About Banner ePrint | FAQ| My ePrint Change Repository | Help | Logout
S
etest
Report Description Latest Date
P-D.F TEXT DATA F: FGRBDSC Budget Status Report Mon Sep 12, 2011 09:36am
P-DF TEXT DATA F: FGRODTA Organizational Detail Activity Wed Aug 17, 2011 01:48am
Report Description Latest Date
PDF TEXT F: NHRSDST Employee Payroll Summary Thu Dec 13, 2012 3:03pm

Once you click My ePrint, you will see the information below. You will see Available reports on the left
and Selected reports on the right. (Your available reports will differ from the screenshot below.)
Initially, the information in Selected reports will be blank. The Available reports will display the reports
available in the selected repository. Click on the Create Group tab to begin customizing.

& My ePrint - Windows Internet Explorer = | B - |
& () ~ [&] htps://gutenberg.imgr.odu.eduscgi-bin/eprint.cgi? ACTION=MYEPRINT - & [ =] 4| x| [*W Google o |
< Favorites | 5s i Old Dominion University -... L] Suggested Sites ~ 2| Upgrade Your Browser ~ 2| Free Hotmail 2] http--www.doavirginia.g...
22 |~ | @8 o1d Dominion University - ... | @ My ePrint 3 -~ E)l ~ =1 dsa - Page~ Safety~ Tools~ @~
Banner My ePrint for Repository finpprd f:‘l:::;iﬂepositorv
—— e

ePrint

About Banner ePrint | FAQ | My ePrint Change Repository | Help | Logout

finpprd : Payroll Group : My ePrint

Configure Report Groups | IRl e el i g e
Modify Groups | Reorder Groups

Select a group: | Payroll Group [=] Default login group

Available reports: Selected reports:
FARVHST-Vendor History Report -
FGRELSH-Balance Sheet

FGRCHFEB-Change in Net Assets

FGRGLTA-General Ledger Detail Transaction

FGROPMNE-Open Encumbrance Report
FGRREOB-Statement of Revenue, Expend, Oth| =
FGRTEBAL-Trial Balance Report

< D

FWEWALOG-Eva Daily Import Log
FGREDSC-Budget Status Report
FGRODTA-Organizational Detail Activity
NHRSDST-Employee Payroll Summary -

Group name:
Payroll Group

[ Save ][ Cancel ][ Delete ]

&P Internet | Protected Mode: OFF fa - & 100% -
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Using My ePrint allows you to separate the actual reports into separate groups —i.e., Budget Status
Report, Organizational Detail Activity, or Payroll Detail Report.

e Enter the Group name (this is where you determine how you want your info to display) — in
the screenshot below, we are naming the group Budget Status

e Highlight the report you wish to put in the group

e C(Click the Add reports to this group button (right pointing arrow). This will put the report you
selected under Selected reports.

Banner My ePrint for Repository etest etest Repository
kparker
—
ePrI nt About Banner ePrint | FAQ | My ePrint Change Repository | Help | Logout

etest : My ePrint

Configure Report Groups Reorder Search Settings Set List Length
Modify Groups ‘ Reorder Groups | Create Group

Group namf: |Budget Status Gopy from this group:

Available reports:

FGRBDSC-Budget Status Reorl

FGRODTA-Organizational Detail Activity

Selected reports:

4 Dl

[ Save ][ Cancel ]

Once the report is moved into Selected reports, you can Save your group.
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Banner My ePrint for Repository etest etest Repository
kparker
e Prl nt About Banner ePrint | FAQ | My ePrint Change Repository | Help | Logout

=« Group requires at least 1 report.

etest : My ePrint

Set List Length

Configure Report Groups | QUGN T T i [

Modify Groups | Reorder Groups | Create Group
Group name: |Budget Status ' | Copy from this group:
Available reports: Selected reports: \\
FGRODTA-Organizational Detail Activity FGRBDSC-Budget Status Report )

Kl

(4] ]

[save et |

If successful, you will see the message indicating you have successfully added the group. You will also
note that the available reports now displays the original default list and you will be able to create other
groups using that report. If you attempt to use the same name again, you will see a message “Duplicate

Name: Group ‘XXXX’ already exists, please use a unique name.”

My ePrint for Reposito etest etest Reposito
Banner Y e v pmrtean oY

ePri nt About Banner ePrint | FAQ | My ePrint Change Repository | Help | Logout

C ..r Successfully added group "Budget Status™ )
etest : My ePrint

Configure Report Groups Reorder Search Settings Set List Length
Modify Groups | Reorder Groups | Create Group

Copy from this group:

Group name:

Selected reports:

Available reports:

FGREDSC-Budget Status Report
FGRODTA-Organizational Detail Activity

]
Kl

4D

[Foevem| [Foeeeem|
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If you have set up multiple groups in a repository, you can make a group the default when you log in to
ePrint by checking the Default login group check box and clicking Save.

Banner My ePrint for Repository etest etest Repository
kparker
P,
e Prl nt About Banner ePrint | FAQ | My ePrint Change Repository | Help | Logout

etest : My ePrint

Configure Report Groups | JEEE E-ERT G B T i R =T
Modify Groups | Reorder Groups | Create Group

Select a group: | Budget Status ault login group

Available reports: Selected reports:

FGRODTA-Organizational Detail Activity
FGRBDSC-Budget Status Report E]

Group name:

Budget Status
Save ” Cancel ” Delete l

If you have successfully set your default login group, you will see the following message.

~
Banner My ePrint for Repository etest etest Repository
kparker
e Prl nt About Banner ePrint | FAQ | My ePrint Change Repository | Help | Logout
= Successfully saved changes.
etest : My ePrint
Configure Report Groups | G EL T e = T -t RS I T
Modify Groups ‘ Reorder Groups | Create Group
Select a gup: Budget Status }J [“] Default login group
Available reports: elected reports: _\
FGRODTA-Organizational Detail Activity FGRBDSC-Budget Status Report ) g
FOUp name:
Budget Status
[ Save ” Cancel ” Delete l
v
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User Change Repository Function

When you log into the repository, you will see your group tabs with the default login group
highlighted. You can change your repository by selecting Change Repository.

Banner Select Report from Repository etest etest Repository
kparker
P
ePrI nt About Banner ePrint | FAQ | My ePrint Change Repositery | Help | Logout

Repository Message is Available
Message updated: 12/7/11 9:19 AM

etest : Budgght Status

(Budget iGN Detail Activity >

Report Description Latest Date
P-DF TEXT DATA —I FGRBDSC Budget Status Report Mon Sep 12, 2011 02:36am

If you attempt to move to a repository where there are no reports for you to view, you will
receive the message “There are no reports for you to view in this repository.”

User Change Repository Function

Banner Change Repository
—

ePrint

Highlight the Repository that you want to move to
and click GO.

= - BEanner
-'!1 —— ‘www_sungardhe.com |
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ePrint
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NAVIGATION BAR

The navigation bar appears near the top of each ePrint page and displays your current location within
the system. Its sections are separated by colons. Click within a section to return to that system page.

Using the navigation bar is more specific than using the back browser arrow since you can select a
particular page instead of having to link backwards one by one through all the pages you have accessed.

ePrint’s Navigation Bar

= Provides a shortcut to previous pages. Click a
section to return to that page.

Repository List
Report List

Search Report (Pick Pages)

Page Key Values

Finance : FGRBDSC : Pick Pages : Org

Banner a5
_.-'_h-.:_,_-
ePrint

'!1 SUNGARD HIGHER EDUWCATION

@ e = |@] htps odu.edu I RENEES £
File Edit View Favorites Tools Help
i Faverites | 52 [ ~ & Free Hotmaill & -
€ Banner eFrint Reports Select Key - 8 Y p=n v Page - Safety - Tools - @~
Banner Search FGRBDSC (Wed Feb 01, 2012)
—_—
ePrint

Ainout Bannar aprin | FAQ | My sPrin Crangs Rapasmary | Heip | Logaur

FINANCE =print AIR : FGREDSC : Pick Pages

Page Key: Fund e

Pick valuss Manuslly | Search:

Go Go
Range: to Go
Saved Searches: Go | Delete I
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Remember to Use ePrint Help!

> Every page (even login page) has link to
context-sensitive Help.

» Every Help page has link to:

Contents Page
Alphabetized Index
Related Topics

Banner Select Report from Repository Banner Finance anner F
— nangion
eP“ nt About Banner ePrint | FAG | My ePrint Change Repositary | Help | Lagout

Banner

P L _ e
. cPrint ]
Help is never more than a click or two away in Banner ePrint, so use the Help pages when
you have questions! There is a link just below the title bar on each ePrint page. This link will
open a context-sensitive topic with information on that particular part of the system.

In addition, each ePrint Help page provides links to other pages. Near the top of each page,
you’ll find a link to the Help’s table of contents and index. Near the bottom of applicable
pages, you’ll find links to related topics. There are additional references to related material
within most of the Help pages; follow the links.

If your questions are not answered, please send an e-mail to bannerhotline@odu.edu.
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FREQUENTLY ASKED QUESTIONS

Do you have questions about something about ePrint? Select FAQ
(Frequently Asked Questions).

Banner
—_—
ePrint

Banner
e

ePrint
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M Banner ePrint User FAQ Page

ePrint

Help Contents | Help Index | Using Help

Table of Contents

Browser Help

CSV Help

Error Message Help
Login Help

Print Help

Report format Help
Repository Help
View Help

Banner
e

ePrint

Select Topic and click link

When you click the FAQ link, you will be directed to the User FAQ page. The Table of
Contents has the major topics of information. Click the topic link to see more information.
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LOGGING OUT IS IMPORTANT

For security reasons, you should log out of Banner ePrint if your browser will remain open and you will

be leaving your computer unattended.

!]..

Logging Out of ePrint

Banner Banner Finance: Choose Administrative Task
——

ePrint

ehout Banner aPrink | Fad Changa Passwrd | Chanpa Raprekors | Hadp | Logout

!

» Click the Logout link in the top, right-hand
corner of any page.

» Log out if your browser will remain open.

» Automatic logout when you close browser.

Banner
SUNGARD HIGHER EDUCATION P

ePrint

H

Note that the Logout link does not appear in your browser when you are viewing a PDF document (if

Adobe®Reader is configured to run within the browser).

In order to log out after viewing a PDF document, you must first click the back arrow in your browser to

return to an ePrint report selection page. Then you can click the Logout link.

CONTACT INFORMATION

Please direct questions about using ePrint to bannerhotline@odu.edu.
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