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CREATING FINANCIAL STATEMENTS 
Revised June 20, 2024 

 
BEFORE YOU BEGIN: 
All of the below financial statement reports should be done AFTER the Financial Projection Module 
(FPM), UCPath, etc. have been updated and expense transfers (i.e. transfer of funds (TOFs), non-
payroll expense adjustment requests (NPEARs), direct retros (DRs)) have been processed.  Prior to 
creating statements: 

1. Reconcile General Ledgers 
2. Reconcile Payroll Ledgers 
3. Process any necessary expense transfers 
4. Update FPM to include any comments, gift balances (see pages 18-21), future projections 

and/or adjustments 
5. Update UCPath, as needed 

 
The data in the financial systems need to be as accurate as possible PRIOR to running the reports.  
See SOM Dean’s Office FPM Manual for additional information.  

 
TOOLS:   
Instructions on how to access FPM in the DGSOM Jump Server.  
https://uclahs.app.box.com/s/kv7qygfs17kx339e24vnc0qm016aaiyo 
 
 Financial Projection Module (FPM) – used to add/edit future projections to ledger 

figures.   

 
 Microsoft Excel with SOM Dean’s Office QDB/GLPPP FPM Ad Hoc Reporting 

(QDB) – used to pull up ledger figures with future projections that have been manually 
added to FPM. 

 

https://medschool.ucla.edu/sites/g/files/oketem456/files/media/documents/_DOMORA_Resources_FPM-Manual.pdf
https://uclahs.app.box.com/s/kv7qygfs17kx339e24vnc0qm016aaiyo
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BATCHES: 
2 Types of Batches: 

1)  FPM Chart of Accounts Batch – when paired with QDB, is useful to generate either of the  
     two types of FPM batch reports below: 

a)  Summary of Funds – provides overall figures of multiple funds for a single PI or  
     Division on one spreadsheet 
b)  A single type of report, such as Summary-By Sub, for multiple funds for a single  
     PI or Division resulting in multiple spreadsheets 
 

 
 

2) QDB Monthly Financial Statement Batch – tool used to generate all the separate 
reports/worksheets, such as Summary-By Sub, Expense by Month, Detail – Closed, Detail 
– Open, Salary by Month, etc., for a single fund into one workbook all at one time. 

 
 
FPM CHART OF ACCOUNTS BATCH 

1. Log into FPM 
2. Chart of Accounts 
3. Search by Dept and/or Internal PI 
4. Batch  
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5. Make sure Microsoft Excel is open, then click “Yes" 
 

 
 

6. Spreadsheet with Chart of Accounts Batch will be generated in Excel 
 

 
 

 
7. Launch QDB in Excel – make sure the Chart of Accts Batch open in the background 

a. Add-ins 
b. Dean’s Office Programs 
c. QDB/GLPPP FPM AdHoc Reporting 
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• If you do not see QDB/GLPPP FPM AdHoc Reporting as an option 
 Make sure you have QDB installed on your computer.  If not, call IT support 310-825-

4398 to have it installed. 
i. If using the Jump Server: Make sure you launched Excel using the “Excel QDB 

GLPP” file from the Desktop.  
 If you know you do have QDB installed, save the Chart of Accts Batch, completely 

close out of Excel and reopen.   
 If it still does not pull up, reboot your computer. 

 
d. Log into QDB 
 

 
 
 

FPM Summary of Funds Batch (after completing steps 1-7 from FPM Chart of Accounts Batch) 
1. Summary of Funds 
2. Next 
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3. Batch Processing – Load 
-  Leave all FAU information blank/default 

 
 

4.  All the FAUs in the “Chart of Accts Batch” will automatically populate - Next 

 
 
 
 
 
 
 



Financial Statements  DOM Research Administrator’s Manual 

Page 6 of 21 
 

4. You may get the following warning if your batch includes Sales & Service or Compensation 
Plan funds (i.e. funds 6XXXX).  If so, click “Yes”. 

 
 
6. Finish 

 
 

• The default summary will pull up with the most recent closed ledger month (which will 
be listed – in above example: September, 2008). 

• If you wish to pull up data from a previous time period, you must uncheck “Include FPM 
Funding” prior to step 2 above.  Press “Back” in order to do so. 
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7. Summary of Fund for all the FAUs listed in your Chart of Accts batch will generate  

 

 
 

• “Future Exp./Adj.” Column P are figures that are pulled down from FPM.  If FPM is 
unchecked, FPM figures will not be included. 

• If this batch is pulled by “Internal PI” in FPM, it can be a good tool to give that individual 
PI to present an overall picture of all his/her funding.   

• The summary data is only as accurate as the Internal PI designation in FPM.  Ensure all 
information is correct in FPM Chart of Accounts. 
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FPM BATCH REPORTS – Summary-By Sub Example (after completing steps 1-7 from FPM Chart of Accounts Batch) 
1. Summary – By Sub 
2. Steps 2-6 are identical to FPM Summary of Funds Batch instructions above 
 

 
 

3.  Finished Product – QDB will use the FPM Chart of Accts Batch to create a Summary – By Sub 
for every FAU listed in the batch.  Therefore you can quickly generate any of the below reports 
for a group of FAUs at one time without having to run each FAU individually: 

  1)  Summary – By Sub 
  2)  Non-Salary Expense Projection by Month (all fund types) 
  3)  Expense by Month 
  4)  Summary – By Sub Object 
  5)  Sales & Service Summary 
  6)  Detail – Closed 
  7)  Detail – Open 
  8)  Detail – All  
 
NOTE: 
This type of batch should NOT be used to run your monthly financial statements.  It CAN be useful 
to generate a single type of report, most beneficial would be the Summary – By Sub, for all the 
FAUs on the FPM Chart of Accounts batch.  For example, if a PI wants to meet within the next 5 
minutes to discuss all his accounts and you would like to give him/her a quick overview, you may 
want to run a Summary – By Sub FPM Chart of Accounts batch. 
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QDB MONTHLY FINANCIAL STATEMENT BATCH  
If you’ve already created QDB batch templates & would like instructions on just how to run them, do steps 1-3 then skip to 10. 

1. Log into QDB in Excel 

 
 

2. Ledger & PPP Dates of the most recent closed month will pull up as an FYI - Next 

 
 

3. Monthly Batch 
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4. Create Batch 

 

 



Financial Statements  DOM Research Administrator’s Manual 

Page 12 of 21 
 

5. A default MonthlyBatch worksheet will be generated in Excel (see above).  Complete the 
matrix with the specific parameters for your financial statement.  Sections highlighted below in 
green should be filled out.  *only enter data on the top line, the info will autofill the cells below 

a. Run – Enter “y” so that the selected reports will be included as part of your statement. 
i. Under “Exp. Distribution Reports” (aka payroll section) Only include the UCPath 

payroll reports.  All other payroll reports are outdated. 
b. Include FPM – Enter “y” to include future projections from EDB and/or FPM. 
c. Account, CC, Fund – Enter the FAU information* to tell QDB which fund this batch is for. 

i. For “Detail – Closed/Open” reports, make sure to choose the “Sub” drop down to 
include non-salary subs only.  Leaving this field with “*” would cause all subs to 
run, which is unnecessary. 

d. LYM – Enter “x” to pull data for a specified time period.  Do NOT enter “y”. 
i. Current Grant Year – for contracts & grants 
ii. Current Fiscal Year – for unrestricted funds 

e. Dept – Enter the 4 digit department FS code* for the payroll personnel. 
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• Recommended reports to include in a typical monthly statement: 
1)  Summary – By Sub** 
2)  Expense by Month** 
3)  Detail – Closed 
4)  Detail – Open 
5)  Salary by Month** OR Salary & Percentage by Month** 
6)  Reconciliation 
                                                                                                                               ** Include FPM 
 

6. After completing the matrix, leave the worksheet in the background and go back to “Monthly 
Batch” in QDB  

7. As a reminder, the LYM ledger date of the report that will be generated will be displayed on the 
upper right-hand corner.  Check to see if FPM is included in the lower right-hand corner. 

8. Highlight “Detail – Open” and click “Set Sort/Subtotal option” 
 

 
 

9. Highlight “Trans Ref GL” and click “Up” to move “Trans Ref GL” to the top of the list > Finish 
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• Moving the “Trans Ref GL” to the top of the Detail – Open will sort the Open Commitment 
ledgers and group them by reference/PO # to be able to more easily track/follow up on open 
items. 

• If you did not complete step 5.c.i, then click on the minus sign “-“ to hide the detail for 9H since 
it is not necessary to show the PI.  If you did complete step 5.c.i. skip this. 
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10. Run Reports – make sure the Monthly Batch you would like to run is open in the background 

• Leave default “Create sheets left to right” to have reports generated in the order they  
     appear. 
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• FPM projections will be highlighted in yellow. 
11. Save As:  Save a copy on the Dept of Medicine’s shared O drive under your Division 
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a. Save Batch   
i. If you haven’t already saved the “MonthlyBatch” matrix for that particular fund #, 

delete all other worksheets & save only the “MonthlyBatch” spreadsheet as your 
batch template to be used each month.   

ii. In order to run the batch next month,  
1. Open saved batch 
2. Run steps 1-3 
3. Skip to step 10 

 
• If you saved multiple “MonthlyBatch” worksheets within the same Excel file, after step 3, click 

“Load Monthly Batch”. 

 

 
• Highlight the fund you wish to run the batch and click “OK” 
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• Run Reports 
 
ADDITIONAL INSTRUCTIONS FOR GIFT FUNDS: 
 
It is important for PIs to be aware of the current defined fund purpose and gift balances held 
outside the Campus FAU. Fund Managers should provide these details to PIs on their financial 
statements quarterly via comment on their Financial Statement.  

 
Fund Managers have the option of saving comments to FPM to facilitate auto-population on 
Summary of Funds & Summary By Sub reports when FPM data is marked for inclusion.  

 
 

Note: If balances are saved to FPM, it is expected Fund Managers update these 
quarterly, and include in the comment the last date updated. 

e.g. Foundation Balance $70.12 last updated 06/20/24 
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Fund Balances:  
1. Run The Consolidated Gift Fund Management Application in OFSR 

 
2. Search by Fund Number 

 
3. What to include by type of gift fund:  

a. Endowment 
i. Inform PIs of Additional Income and Remaining Principal 

 



Financial Statements  DOM Research Administrator’s Manual 

Page 20 of 21 
 

b. Regental (Current Expenditure) 
i. N/A – balances are exclusively held in Campus FAU 

c. Foundation 
i. Inform PIs of Balances in Foundation Fund 

 
 

Fund Purpose:  
Gift funds should be used regularly according to Donor wishes. The Fund Purpose can be reviewed 
by selecting the yellow arrow at the top of the Consolidated Gift Fund Management Report. This Fund 
Purpose should be reviewed periodically by the PI, and updated as needed.  
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If gift funds are not used regularly, Fund Managers should include the rationale behind reserving the 
funds in Financial Statement Comments. It is recommended to save these in FPM so they 
automatically appear on Financial Statements when they are ran.  
 
DOM ORA will audit 1x per year gift funds with balances <$1,000 to close out $0 funds and document 
reserve rationale for those intentionally being reserved effective FY24 close (likely in October when 
ledgers are released). 


