Financial Statements DOM Fund Manager’s Manual

CREATING FINANCIAL STATEMENTS

Revised December 21, 2022

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:

Reconcile General Ledgers

Reconcile Payroll Ledgers

Process any necessary expense transfers

Update FPM to include any future projections and/or adjustments

Update UCPath as needed

abrwnN =

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 as of 11/18/19.
https://uclahs.app.box.com/s/kv7qyafs17kx339e24vncOgm016aaiyo

Financial Projection Module (FPM) — used to add/edit future projections to ledger
figures.
=T

David Geffen School of Medicine at UCLA

Financial Projection Module

Login ||
Password I
s |

Version Date: October 6, 2008

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.

School of Medicine QDB/FPM Adhoc - Version Date: October 01, 0 il

i

QDB/FPM
DEANS OFFICE
DAYID GEFFEN SCHOOL OF MEDICINE

AlS SERVER
i1 I
Pwd I
v

Cancel | 0K |
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https://medschool.ucla.edu/sites/g/files/oketem306/files/media/documents/_DOMORA_Resources_FPM-Manual.pdf
https://uclahs.app.box.com/s/kv7qygfs17kx339e24vnc0qm016aaiyo

Financial Statements

BATCHES:
2 Types of Batches:
1) EPM 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 Pl or
Division on one spreadsheet
b) A single type of report, such as Summary-By Sub, for multiple funds for a single
Pl or Division resulting in multiple spreadsheets

ine QDB/FPM Adhoc - Version Date: October 17, 08

QDB/FPM
BTSN ARTTIR = VI Aann

DOM Fund Manager’s Manual

L*l:; General Ledger Custom Reports W a| Payroll Expensze Digtribution
F’!"_'_ Most Recent 200809 |_} o Most Recent 200809
> Surnmary of Funds [Test Mode] Salary by Month
Umrnary - By U Salary & Percentage by Month

Mon-5Salary Expenze Projection by konth [all fund bypes] Reconciliation

Expenze by Month FAL Sum
L Surmary - By Sub Object Employes Sum

Sales & Service Summary Ledger ¥r/Mo

Detail - Cloged Eamed /Mo

Detail - Open Brown LUPAY

Detail - Al Other UPAYs

Salary Cap Flag [Test Mode] PAR

Lirk to Financial Web Report [OFSR]

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.

[} Financial Projection Module Login =10l x|
FPM CHART OF ACCOUNTS BATCH David Geffen Shool of Medicine 2t UCLA
1 . I_og into FPM Financial Projection Module
2. Chart of Accounts p—
3. Search by Dept and/or Internal PI el —
4. Batch o
Version Date: October 6, 2008
FPM Financial Projection Module - Main Menu - Catherine Y. Rujanuruks - [Chart of Accounts 1198] = IE Ié
8Y Income & Expense | Chart of Accounts| C&G Data  Overall Reports Utilites Fiscal Year: 2008-09 =
Chart of Accounts | 11983 Funds |
Search By: Dept Account cC Fund Fund Manager Internal PI
[1574 - M/NANOMEDICIN = | | | | = |
Al " OBalance  Rehg I
™ Expired Search | Clear | To Exoell Batch Il Batch—Subl
Account CC  Fund Fund End Project End  Dept Balance Rchg ID Sub
| M | | | | | _JdEs
Pl Internal Pl Fund Title Internal Fund Title
Fund Grouping Fund Manager Hesiaz= | Comments F/& Rate
| | = [ s
Account | CC | Fund | Balance| Rehg 1D | Internal Pl Name | Fund Mgr | Expired | Internal Fund Title | PI Name | Fund Group | F&A Ra| Dept | C
» 441383 AN 24579.03 MELAMDRE Rowell Ramos No CHANCELLOR CHANCELLOR Gifts 0 1574 10% Nel - Chance
441383 AN 54,955.92 MELAMDRE Rowell Ramos No PARTICLE CENTER FROIMES. JOHN R CA&G - Federal 54.00 1574 Yr.110/05-08/06:
441353 AN 7416374 NELAMDRE Rowell Ramos No ATHERO MEL, ANDRI E C&G - NIH 5400 1574 Budget Years 08/
441353 AN 11117 NELAMDRE Rowell Ramos No DEF TOX MEL, ANDRI E C&G - NIH 5400 1574 T1'stNCTE expirat
441353 AN 36,93142 MNELAMDRE Rowell Ramos No AGING MEL, ANDRI E C&G - NIH 5400 1574 1'stNCTExend di
441353 AN 16.35 MNELAMDRE Rowell Ramos No FROTEOMICS MEL, ANDRI E C&G - NIH 5400 1574 1'stNCTExend di
441353 AN 4412450 MNELAMDRE Rowell Ramos No PARTICLE TOX MEL, ANDRIE C&G - NIH 5400 1574 Subaward to Duke
441353 AN 3483487 NELAMDRE Rowell Ramos No UNEXPENDED BALANCE - UCLA Sales and Ser 0 1574
441353 AN 39.600.22 NELAMDRE Rowell Ramos No MNAMO TRAINING GRANT State Appropri 0 1574 APPROVED 3 Yrs
401053 2D 109.606.79 MNEL, ANDRE Anna Parras No DIVISION ZEE (NAND SKIN TES Compensation 0 1574 6/5/07 06-07 Q3 =
401353 AN 15.849.64 MNELAMDRE Rowell Ramos No ZEE BANK Compensation 0 1574
441353 AN (5.369.59) MNELAMNDRE Rowell Ramos No CNSI ADMIN SUPPORT C&G-State 0 1574  50% Admin suppa
401053 2D 288341 MNEL. ANDRE Rowell Ramos No OPPORTUNITY FUNDS Indirect Cost R 0 1574
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5. Make sure Microsoft Excel is open, then click “Yes"

FPMSource x|
\?f) Iz your Excel running?

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

BT Microsoft Excel - Book1 ==
@_] File Edit View Insert Format Tools Data Window Help Adobe PDF Typeaquestonforhelp - - &
Jﬁﬂ@ddgﬂ%t&-ﬂvi‘dv%zv”l[ﬁlﬁﬂ%-':@B»'-\rial -8 ~|B I O|(EE=E=EE$ % » W% H. b A
dEmmaosa M @ﬂ ¥¢ Reply with Changes... End Review... !

D39 - 3
A |[B| C | D | E | F
1 |Account CC Fund Fund Title Pl Name Main PI
2 401053 2D OPPORTUNITY FUNDS NEL, ANDRE
3 441353 SPECIAL STATE PRESIDENT'S WORK STUDY
4 441353 AN CNSI ADMIN SUPPORT NEL ,ANDRE
5 (441353 AN NANQO TRAINING GRANT NEL ANDRE
6 441353 AN FPARTICLE CENTER NEL ,ANDRE FROINES, JOHN R
7 441353 AN ATHERO NEL,ANDRE NEL, ANDRI E
8 441353 AN DEP TOX NEL ,ANDRE NEL, ANDRI E
9 441353 AN AGING NEL ANDRE NEL, ANDRI E
10 '441353 AN NANO TOX MNEL ANDRE NEL, ANDRI E
11 '441353 AN FROTEOMICS NEL ,ANDRE NEL, ANDRI E
12 '441353 AN PARTICLE TOX NEL ,ANDRE NEL, ANDRI E
13 (4442583 -~ ASTHMA Yr. 3 PROJECT 1 NEL ANDRE NEL. ANDRI E

H 4K >| Sheetl f Sheet2 f Sheet3 (Kl | 1]

Ready MNUM

7. Launch QDB in Excel — make sure the Chart of Accts Batch open in the background
a. Tools
b. QDB/GLPPP FPM AdHoc Reporting

E Microsoft Excel - Bookl

@_] File Edit View Insert Format 'I_'o?‘ Data Window Help Adobe POF
IDBHRSISQIE|HY o 7
TR L= o= ﬂ Research... Alt+Click
D39 - F3 ‘j) Error Checking...
A [B| C | ==

1 |Account CC Fund Shasd liakpacs

2 401053 2D Share Workbook...

3 (441353 Track Changes

4 441353 AN

5 (441353 AN Brotection

6 (441353 AN Online Collaboration

7 (441353 AN Goal Seek...

8 441353 AN Scgnarios...

9 (441353 AN Formula Auditing

10 (441353 AN Macro

11 (441353 AN Add-Ins...

1 2 441353 AN ZF AutoCorrect Options. ..

13 (441353 AN Customize....

14 441353 N4 Options...

15 (441353 AN QDB/GLPPP FPM ADHOC REPORTING <
16 [441353 AN QDB/R-Net REPORTING
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e |If you do not see QDB/GLPPP FPM AdHoc Reporting as an option
v" Make sure you have QDB installed on your computer. If not, call IS x54398 to have it

installed.
v" If you know you do have QDB installed, save the Chart of Accts Batch, completely

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

c. Loginto QDB

School of Medicine QDB/FPM Adhoc - Version Date: October 01, 08 ﬂ

QDB/FPM

DEANS OFFICE
DAVID GEFFEN SCHOOL OF MEDICINE

AIS SERVER
o]

Pwed
~

Cancel 0K

FPM Summarv of Funds Batch (after completing steps 1-7 from FPM Chart of Accounts Batch)
1. Summary of Funds
2. Next

School of Medicine QDB /FPM Adhoc - Version Date: October 17, 08 il

QDB/FPM
BTSN ARis - dhamiinnn

I;-r-l% General Ledger Custom Reports Y] Y Payproll Expense Distribution

) Most Recent 200809 ‘ oo Most Recent 200809
J Salary by Morth

Anmary - By o Salary & Percentage by Month

M-S alary Expense Projection by Manth [all fund tupes) Reconciliztion

E=pense by konth FAL Sum

Summary - By Sub Object Employee Sum

Sales & Service Summary Ledger Yr/Mo

Detail - Clozed Eamed Yr/Mo

Dietail - Open Brown LUPAY

Detail - &l Other UPAYs

Salary Cap Flag [Test Maode] PAR

Lirk to Financial ‘#eb Report [OFSRA)
— CLOSING REPORTS
----- CLOSING REPORTS * Mter fund end date
Financial Reports Due (Test Mode)

Closing Checklist [Draft - pending EFM approseal]
Dretail - &l - After fund end date [Test Mode)

Object Codes - Unallowable & Warning [Test Mode)
Surarmary - By Sub [Test Made]

Detail to Appear [Test Mode)

Xk Dretail - Open Encumbrances [Test Mode)
i 9H reconciliation link [T est Mode)
Reportis | .. SUB&WERDS
not ready Subawards/Subcontractz Subgrants [Test Mode)

Subawards-Intercampus [Test Mode)
Checklist for a new ar amended subaward
Subaward Close-out Checklist

‘ ———p FIFMll ¥ Include FPM Funding |

E WiriteLps 'o Macros

Manthly Batch | Goto ADHOC | Cancel | < Back Firiizh
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3. Batch Processing — Load
- Leave all FAU information blank/default

FAU for Summary of Funds (Test Mode) il

Enter the components of an FAL to report on. To enter multiple values, separate

the valugs with commas. To specify all pozsible values, use an "™

Account: [« :!\
CC:| - |
Fund: I Find Accounts J
Project: | =
Sub: [« GE;;UESt
Object[ - T
Dept: [

— Batch Processing

- | Load " Collate Reports

— Summary of Funds (Test Mode) Options

™ PI Version T incicseR T Incl. Project ™ 1ncl 5 [T 1ndl. Current Balance

v FFIF IR Induded
| | Cancel | < Back | MNest > | Finist |

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

Chart Of Accts Batch
Summary of Funds (Test Mode) Report

Account Fund Fund Tite PI Name
401053 OPPORTUNITY FUML MEL, AMDRE
441353 SPECIAL STATE PRE »
441353 AN CMSI ADMIM SUPPOI MEL , AMDRE -
441353 AN MNAMO TRAIMIMG GR MEL,AMDRE \
441353 AN PARTICLE CENTER.  MEL,AMDRE I
441353 AN ATHERO MEL , ANDRE
441353 AN DEP TOX MEL ,AMDRE
441353 AN AGING MEL , ANDRE
441353 AN MAMNO TOX MEL ,AMDRE :Last
441353 AN PROTEOMICS MEL , ANDRE AU
441353 AN PARTICLE TOX MEL ,AMDRE
441353 AN ASTHMA ¥r. 3PROJ MEL AMDRE
441353 M4 ASTHMA ¥r. 3 CORE MEL,AMDRE
441353 AN REDERIVATION MEL ,AMDRE =
441353 AN MERCK FROSST GIF  MEL,AMDRE
441353 AN CHANCELLOR. MEL ,AMDRE
401053 pin] DIVISIOM ZEE (MAMt NEL, AMDRE

— Batch Proced 401353 AN ZEE BAME MEL ,AMDRE :I

Load [ Collate Reports

— Summary of Funds (Test Mode) Options
" PI Version [T inclcseR [ Indl. Project [T inch.sH I iIncl Current Balznce

1 = il Induded

Cancel ¢ Back Fitish
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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”.

Microsoft Excel |

. ‘fou have chosen a Sales & Services or Comp Plan Fund
\t/ and you should be running a Sales & Services repart.

Are you sure you want to proceed?

6. Finish

x
MOST RECENT CLOSED LEDGER MONTH
SEFTEMBER. 2008

& ITD [i.e. Contract & Grants]  © ¥TD

Acaf| September j | 2008 j

FI™ A Induded
[{ERt > Firish

| | Cancel

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

e |f 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.

Page 6 of 20
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7. Summary of Fund for all the FAUSs listed in your Chart of Accts batch will generate

Microsoft Excel - Book2
@_] File Edit Wew Insert Format Tools Data  Window Help Adobe PDF

NEEHRS SR IE -9 8= -Fllse -@fi
@y 9 = 3 o | By s Renly with Changes, .. Frd Savisn
Jam:4a-a 4 — Sort Ascending
B34 - 3
1]2]3] A | B [ e o] E | Hw ] J [ K L ] N P a R s T =
| 1 |UCLA =
| 2 |Department: MEDICINE-NANO MEDICINE
| 3 |PI: NEL, ANDRE September 2008 Summary of Funds
| 4 |Fund Manager: Rowell Ramos
6 |Date: 10/22/2008
Fund Accoun Fund Approp. |Expense (Approp Future | Projecte |Rchg Project
7 |Fund Title Grouping t CC Fund End ITD s ITD . Exp. EML |Exp./Adj. d Id No |Comment |End
- - L
| 8 |[OPPORTUNITY Indirect C05'401053 2D 12/31/25 11.865 6,533 0 993 1,456 0 2883 |DT28
| 8 |[SPECIAL STATICA&G - State 441353 05/31/11 272 313 0 0 0 0 (40)
M 50% Admin
| 10 |CNSI ADMIN SU C&G - State 441353 AN 05/3110 28101 33471 0 0 0] 63.415] (68.784) support fron
r APPROVED [
|11 |NANG TRAINING State Apprc 441353 | AN 06/30/25 18,476 320972 | 56,005 | 1,908 1] 93,769 ] (54169) 3Yrs |06/30/10
¥r. 1 10/05-
| 12 |PARTICLE CEN C&G - Fede 441353 AN 09/30/10( 409,209 310,891 ] 569 | 2793 ]183284 | (88328)|DTR1 |09/06 09/30/10
I Budget
| 13 |/ATHERO C&G - NIH | 441353 AN 07/31/09 290,893 197161 ] 789 18,773 0) 74170 |DT14 |Years 08/04-|07/31/09
i 1'st NCTE
| 14 |DEP TOX C&G - NIH | 441353 AN 11/30/08| 103,464 | 101,871 ] M7 1164 0 111 |DT15  |expiration 11/30/08
i 1'st NCTEx
| 15 [AGING C&G - NIH '441353 AN 04/30/09| 199,413 | 156,400 0 2,797 3.285 0 36,931 [DT16 |end date '04f30f09 ||
| 16 [NANO TOX C&G - NIH '441353 AN 02/28/09| 225,000 33,402 0 1,964 44,006 | 59032 86,506 [DTR2 02/28/M13
1'st NCTEx
|17 [PROTECMICS C&G - NIH | 441353 | AN 07/31/08 55,712 55,696 0 0 0 0 16 end date 07/31/08
r Subaward to |
| 12 |PARTICLE TOX C&G - NIH '441353 AN 06/30/09| 289,707 | 184419 0 1,956 @ 59,208 | 40698 3,427 |DT21  [Duke Univ. '061’301’09
| 18 [ASTHMA YR. 3 C&G - NIH '441353 AN 06/30/09| 337,107 57.365 0] 943 | 96,395 | 155,876 26,528 [DT18 '061’301’11
| 20 [ASTHMA YR 3 C&G - NIH '441353 N4 06/30/09 61,584 17.857 0 4,908 1 27.022 11,796 |DTR3 06/30/11
|21 |REDERIVATIONEndowment 441353 AN 12/31/25 1.800 0 0 0 0 0 1,800
| 22 |MERCK FROSS Gifts 441353 | AN 12/31/25 50,000 0 ] 0 ] 0] 50000 |DT4F
M 10% Nel -
| 23 |CHANCELLOR  Gifts 441353 AN 09/09/25 34,549 9,870 ] 0 0] 25775 (1,196} Chancellor -
4 4 » w[\Sum of Funds- Batch(1) / Chart Of Accts Batch { Sheett f Sheet2 f Sheet3 / | <] SieinT ne o | LUJ
NUM

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

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

e The summary data is only as accurate as the Internal Pl designation in FPM. Ensure all
information is correct in FPM Chart of Accounts.

Page 7 of 20
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FPM BATCH REPORTS - Summary—By Sub Example (after completing steps 1-7 from FPM Chart of Accounts Batch)
1. Summay — By Sub
2. Steps 2-6 are identical to FPM Summary of Funds Batch instructions above

School of Medicine QDB /FPM Adhoc - Version Date: October 23, 08 il

QDB/FPM
HISI M B AN SRR AT &l

L-rl% General Ledger Custom Reports W] 0| b Payroll Expensze Distribution
P" Most Recent 200809 | i 1 Most Recent 200809

£ £ Salary by Manith
Salary & Percentage by Month

- Reconciliation
Expenze by Manth FAL Sum

Summary - By Sub Object Employee Sum
Sales & Service Summary Ledger Yr/Mo
Detail - Clazed Eamed Yr/Mo
Detail - Open Brown UPAY
Detail - &l Other UPAYs
Salary Cap Flag [Test Mode) PAR

Link. to Financial wWeb Report [OFSR]
— CLOSING REPORTS
----- CLOSING REPORTS = After fund end date
Financial Reports Due [Test Mode]

Cloging Checklist (Draft - pending EFM approval]
Detail - Al - After fund end date [Test Mode]

Object Codes - Unallowable & W arming [T ezt Mode)
Summary - By Sub [T ezt kMode)

Detail to Appear [Test Mode)

*k Detail - Open Encumbrances [Test Mode]
. 9H recaonciliation link [Test kMode]
Reportis | ... SUBAWARDS
not ready Subawards/Subcontracts/Subgrants [Test Mode)

Subawards-ntercanmpus [Test Mode]
Checklist for & nes ar amended subaward
Subaward Cloge-out Checklist

» FIPR ¥ Include FPM Funding
E WTibeLps

3. Finished Product — QDB will use the FPM Chart of Accts Batch to create a Summay-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

no Macros | Monthly Batch GntoﬁDHDEl Cancel < Back Finish |

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 Pl wants to come down 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.

Page 8 of 20
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E} Microsoft Excel - Book2

@_] Fle Edit Wew Insert Format Tools Data Window Help Adobe PDF
DEEHRS SR B C@E-|9-& & = -4 |k wo» v.@-a Arial -3 «|B I U|=E $
Dfahasa & B3 g3 | ¥ereply vith B
Ch - i
Al B | c | D | E | F | G | H | [ 0 | k [ vt | M |3
1 SUMMARY REPORT BY SUB (INCEPTION TO DATE): USC PILOT PROJECT (SCEHSC) |
2
3 Account/Fund: 44£1353-H7-12345 project * Budget Year(s): 04/01/08 To 03/31/08 10/24/08 12:25 PM
4 Fund Name: FOP-USC/MNH H38508 FROINES 3/9 54% Project End Date:  3/31/0%
5 P.l: ! Recharge 1D:
6 Fund Mgr: ROWELL RAMOS Overhead Rate: | J 54.00 “a
(7]
8 1 2 3 4 5 6 Projected
9 General Ledger Current Expenditures Balance
10 Sub Approp. Expenses Approp. Expenses Encumbr. & Future 1-2
11 ITD (09/08) ITD (09/08) Memo Lien To 03/31/09 +3-4-5-6
Salaries-
12 |00 | Academic 0.00
Salaries-Staff
13 ™ Career 0.00
adldies-
General
14 02 | Assistance 0.00
Employee
15 |06 Benefits 0.00
Supplies &
16 |03 Expense 8,545.00 2715.85 88251 2,055.74 2,794.80
17 |04 Equipment 14,375.00 15,579.39 (1,204,
18 |05 | Special tems 0.00
19 |07 | Special ltems 0.00 0.00 0.00
20 |08 | Unallocated 0.00 0.00 0.00
21|09 Recharge 0.00
= —
22 | Total Direct 22,924.00 18,295.24 0.00 9562.61 2,055.74 000N, 1,590.414
23 |9H Owverhead 4,615.00 1,466.56 0.00 530.51 1,110.10 1,508.73
24 |Total 27,540.00 19,761.50 0.00 1,513.22 3,165.84 0.00 3,099.14
25 Direct Balance 2,012.43
COMMENT S fu
26 Indirect Balance 1,086.71
27 3,099.14
28 Make sure you have included SH recen adjin FPM, sub 8H =0 it can feed to col 8 in this report
29 SH TOF Adj needed azz02
30 If positive, debit sub SH and credit sub 08 (if allowable)
Kkl If negative, credit sub 9H and debit sub 08 (if allowable)
32 -
4 4 » {I['Sub-'441353-H7-79394(1) 4 Sub-441353NL-79208(1) , Sub-441353-AN-77560(1) [ S5ub-441353-AN-60970(1) [ Sub-401353-AN-62165(1) /£ Sub-401053-20-62165(1) |M | | LUJ

Page 9 of 20
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QDB MONTHLY FINANCIAL STATEMENT BATCH

DOM Fund Manager’s Manual

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

School of Hedicine QDB/FPH Adhoc - Version Dte: October 23,08 El

DEANS DFICE
DAVID GEFFEN SCHOOL OF MEDICINE

QDB/FPM

AIS SERVER

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

School of Medicine QDB/FPM Adhoc - Version Date: October 23, 08 ll

QDB/FFM

QDB Status

¥

Operational

Most Recent Closed
Ledger Month

September. 2008 T

Current Fiscal Year
End Process

Most Recent Closed
PPP

September, 2008 [ et

Caneel < Back

Firiishy |

3. Monthly Batch

School of Medicine QDB/FPM Adhoc - Version Date: October 23, 08

QDB/FPM
HISTOIN R BND YRR A T M SNl

|'_-r|:; General Ledger Custom Reports
h!_ Most Recent 200809

Ny} " Payroll Expensze Distribution
|_P L Most Recent 200809

Summary of Funds [Test Mode]
Summary - By Sub

Mon-Salary Expense Projection by Month [all fund types)
Expense by Month

Summary - By Sub Object

Sales & Service Summary

Dretail - Clozed

Detail - Open

Detail - All

Salary Cap Flag [Test Mode)

Link to Financial \w'eb Report [OFSR]

----- CLOSING REPORTS

Financial Reports Due [Test Mode)

Cloging Checklizt [Draft - pending EFM approval]
Detail - All - After fund end date [Test Mode]

Object Codes - Unallowable & Warning [Test Mode]
Summary - By Sub [Test Mode)

Detail to Appear [Test Mode]

3k Detail - Open Encuribrances (Test Made]
X 9H reconciliation link, [Test Mode]
Reportis | .. SUBAWARDS
not ready Subawards/Subcontracts/Subgrants [Test Mode)

Subawards-Intercampus [Test Mode]
Checklist for & new or amended subaward
Subaward Close-out Checklist

&Writeups 'o Macrg | tonthly Batch

Gio to ADHOC | Cancel

Salary by Morith

Salary & Percentage by Month
Reconciliation

FAL Sum

Employee Sum

Ledger Yr/Mao

Eamed Yr/Ma

Brown UPAY

Other UPAYs

PAR

—=CLOSING REPORTS

* After fund end date

< Back | Mext » | Eiriizh |
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4. Create Batch

LYM date to report on I

DOM Fund Manager’s Manual

x|

General Ledger Reports Batch Options

B

Create Batch

Load Monthl
Batch

El

Set
Sort/Subtotal
option

¥

Payroll date to report on I |

Payroll Expense Distribution Reports

Batch sheet:

FiF IRl indude

% Create sheets left to right:
| Run Reports

Custom Reports | Cancel

" Create sheets right to left

E Microsoft Excel - Book2

‘H] Fle Edit View Insert Format Tools Data Window Help Adobe POF
M

DEHRSISQ B BR-9-0-8 -5 |[sx -@

Types of Transactions

Page 11 of 20

Match
Includ Fund  Match Current Current Encum  Include
Ru |e Accoun Projec Obje Sourc Dep Includ End Fiscal Grant Fiscal Memo  Re-
3 |[n |FPM |Report Name t CC Fund |t Sub et e t e9H |ITD  ¥YTD Date  Year  Year Year |Appro Erp Lien appro
Summary - By Sub
5 ]
Non-Salary Ezpense
Projection by Month
] 8 |fall fund tapes]
= Exzpense by Month
Summary - By Sub
F] Object . . . N
Sales & Service
] Summary
Detail - Closed
10 ] ] E
Detail - Open
11 ] ] ]
Detail - All
12 ] ] ] ]
13
ibution Reports
h Mate Period
Includ Fund h Curren  Current Ending Hous
e Accoun Projec Obje  Title End Fiscal t Grant Fiscal (LYM [earned Sub Facult e Staf
21 |Run|FPM_|Report Name t CC Fund 't Sub et Code DOS Date  Year  Year Year [paid] ] Dept Div Div Org L] staff_ F All
Salary by Month
22 o ] ]
Salary & Percentage
23 by Month N N
Reconciliation
24 [ ] ]
FAU Sum
25 ] ]
Employee Sum
2 plos 0 0
Ledger YriMo
27 a ] ]
Earned YriMo
28 ] ]
Brown UPAY
29 ] ]
Other UPAYs
30 ] ]
Customized 1
# ] ] —
132
33 -
W 4 » M\ MonthlyBatch { Sheet1 £ Sheet2 £ Sheet3 4] I Wl

NUM
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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

Run — Enter “y” so that the selected reports will be included as part of your statement.

Include FPM — Enter “y” to include future projections from EDB and/or FPM.

Account, CC, Fund — Enter the FAU information* to tell QDB which fund this batch is for.

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.

ap oo

|Genera| Ledger Reports FAU | LYM Types of Transactions
Match
Fund Match Current | Current Encum
Include Include End Fiscal Grant Fiscal Memo Include
Run |FPIM Report Name Account CC Fund |Project Sub | Object Source Dept 9H ITD YTD Date Year Year Year Appro Exp Lien Re-apprc
Summary - By Sub
¥ y 441353 AN (30071 | *
Non-Salary Expense
Projection by Month
¥ {all fund types) 441353 AN 30071 |
Expense by Month
¥ y 441353 AN 30071 | * * * X
Summary - By Sub
Object 441353 |AN 30071 : x
Sales & Service
Summary 30071 |*
Detail - Closed
¥ 441353 AN 30071 * * * * x x *
Detail - Open
b 441353 AN 30071 | * * * * X X x
Detail - All
441353 AN 30071 0% * * * * X X x *
Exp. DistribufionReports | | FAU | Lym Organizationa
Match Pay
Fund |Match Current Current Period
Include Title End Fizcal Grant Fizcal LYM Ending
Run [FPM Report Hame Account CC  |Fund |Project Sub | Object Code DOS Date  Year Year Year (paid) (earned) | Dept Sub Div  Div Org
3 3 Salal Month
Y Y i 441353 AN 30071 | * * * * X X 1574
v v Salary & Percentage
by Month 441353 AN 30071 | * * * * X X 1574 * * *
¥ Reconciliation
y 441353 AN (30071 | * * * * x 1574 * * *
FAU Sum
441353 AN 30071 | * * * * * 1574
Employee Sum
441353 AN 30071 * * * * x 1574
Ledger YriMo
441353 AN 30071 | * * * * X 1574
Earned YriMo
441353 AN 30071 | * * * * X 1574 * * *
Brown UPAY
441353 AN 30071 | * * * * * 1574
Nther | IDAYs

e 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
Page 12 of 20
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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”

Pl
J}g General Ledger Reports LYM date to report o I 200809 Batch Options
Report Name Account  CC Project j
Summary - By Sub
¥ ¥ Expense by Month 441353 AN 30071 = = = - =
| Detail - Closed 441353 AN 30071 * * * * -
¢ Detail - Open AN *
Create Batch
& C Load Monthly
i IEAR L Batch
J ' k ¥ Payroll Expense Distribution Reports Payroll date to |‘em"‘tﬂﬂl 200809 =
2 : Report Mame Account  CC Project Sub A
¥ y Salary by Month 441353 AN ;o071 = * = * * z”
¥ ¥ Salary & Percentage by M 441353 AN 30071 = = = = =
Y y Recondiliation 441353 AN 30071 * * * * = Set
SortfSubtotal
option
4 »
Batch sheet: MonthlyBatch
¥ Create sheets left to right i I nclude P
) Custom R is | C | | Run R is | ~
™ Create sheets right to left CEIu R anee i

9. Highlight “Trans Ref GL” and click “Up” to move “Trans Ref GL” to the top of the list - Finish
x|

Order of Columns & SubTotals for Detail - Open

Arrange the fields in the bows, from top to bottom, in the order you want your report zorted. Select
a field in the box, and click the Up or Down button to move the field accordingly in the box.

Sub

Ledger Year Manth
Project

Object

Account

CC

Fund
Sub-Object Title
Source Code

TE

Trans ID GL
Trans Doc Date
Trans. Eff. Date
Description

How many levels of subtatal: do wou need? 1

G b A HOE

Move
Selected Field

Up

Diown

e
-
FI™ I Induded

Canhicel < Back | Hest » Finizh

Page 13 of 20
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der of Columns & SubTotals for Detail - Open x|

Arrange the figlds in the box, from top to bottom, in the order vou want your repart sorted. Select
a field in the box, and click the Up or Daown button to move the figld accordingly in the bos.

A

Sub

Ledger Year Month
Project

Object

Account

CC

Fund

Sub-Object Title
Source Code Diowh
TE

Trans ID GL
Trans Doc Date
Trans, Eff. Date
Description

Maorve
Selected Field

How marw lewels of subtotals do you need?

= epmeeelacuded
| (H b SOHDC | Cancel | < Back | fErt | Firizh |

e 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.

e Click on the minus sign

“

-“ to hide the detail for 9H since it is not necessary to show the PI.

1)iz| 3] A [B]l c [ b JE] F o[ H ] | [V Ik L T m [ N ] [d] | P [ Q [
| 1 |GL: 441353-AN-30071 SINCE SEFTEMBER 2008 Date: 10/24/2008
Ledger
“ear Source Trans ID |Trans Trans. Eff.
Trans Ref GL Sub | Month Project |Object | Account CC Fund Sub-Object Title Code |TE GL Doc Date Date Description Appropriation Expense
o o 200810 "3810 | 441353 AN'30071  OVERHEAD-FEDERAL G 70 04041 1072008 10/2/2008 OVERHEAD CHARGES 19.56
o " 200810 "3310 7 441353 AN30071  OVERHEAD-FEDERAL G 70 04041 1008 10/6/2008 OVERHEAD CHARGES 0.39)
o " 200810 "3810 7 441353 AN'30071  OVERHEADFEDERAL G 70 04041 10/7N08 1072008 OVERHEAD CHARGES 30113
o " 200810 "3s10 7 441353 AN30071  OVERHEAD-FEDERAL G "70 04D41  10/3008 10/3/2008 OVERHEAD CHARGES 544
o " 200810 "3s10 7 441353 an30071  OVERHEAD-FEDERAL Gf '70 04041 10008 10A0/2008 OVERHEAD CHARGES 248
o " 200810 "3310 7 441353 AN30071  OVERHEAD-FEDERAL G 70 04041 10M3N08 10M3/2008 OVERHEAD CHARGES 038
o " 200810 "3810 7 441353 AN'30071  OVERHEADFEDERAL G 70 04041 104108 10M4/2008 OVERHEAD CHARGES 98.03
o " 200810 "3s10 7 441353 AN30071  OVERHEAD-FEDERAL G "70 04D41 10420008 10/20/2008 OVERHEAD CHARGES 2874
o " 200810 "3s10 7 441353 an30071  OVERHEAD-FEDERAL Gf 70 04041 121708 102172008 OVERHEAD CHARGES B01.14
o " 200810 "3310 7 441353 AN30071  OVERHEAD-FEDERAL G 70 04041 10422008 104222008 OVERHEAD CHARGES 820
- o " 200810 "3810 7 441353 AN'30071  OVERHEAD-FEDERAL G 70 04041 10/23008 10/23/2008 OVERHEAD CHARGES [0.57)
— = L8Trans Ref GL 0.00 1,068.12
- 1ST4AKBT9Z | 03 | 200810 T4530 | 441353 |ANJ0071 | LAB/SHOP INSTRUMENTY EN|AKB192| 10/22/08 10/22/2008 FISHER SCENTFIC
[ - 15744KB192 | 03 | 200810 "o104 [ 441353 an/30071  THEFT SENS EQUIP 5200 EN|AKB19Z| 10422008 10/22/2008 FISHER SCENTFIC
= Trans Ref GL 1674AKB192 0.00 0.00
[ 15T4FKB131 | 03 | 200810 M4355 [ 441353 | an/30071  CHEMICALS AND COMPQ f42fomanee | orsnna 10212008 FISHERSCIC1 168935080 [0.13)
= Trans Ref GL 1574FKB131 0.00 (0.13)
[- 1ST4FKB136 | 03 | 200809 430 | 441353 | AN'30071  LAB/SHOP INSTRUMENTS EN|FKB136 | 9/30/08 9/30/2008 FISHER SCEENTFIC
1ST4FKB136 | 03 | 200810 4630 | 441353 |AN'30071  LAB/SHOP INSTRUMENT! "41/089906 | 10/1/08 10/2/2008 FISHERSCICIZTR4588081
1ST4FKB136 | 03 | 200810 4530 [ 441353 | AN30071  LAB/SHOP INSTRUMENTS "41/099996 | 1011108 10/2/2008 FISHERSCIC1 279439081
1ST4FKBI3E | 03 | 200810 a3 [ 441353 | anf30071  LAB/SHOP INSTRUMENTY "41[oes9es | 10mi0e 10/9/2008 FISHERSCIC1 480659081
1ST4FKB136 | 03 | 200810 430 | 441353 | AN'30071  LAB/SHOP INSTRUMENTS "4z [om9986 | 1041108 10/6/2008 FISHERSCICIZTR458081
1ST4FKB136 | 03 | 200810 4630 | 441353 |AN'30071  LAB/SHOP INSTRUMENT! "4z [o89906 | 10/1/08 10/6/2008 FISHERSCICIZTB459081
1ST4FKB136 | 03 | 200810 4530 [ 441353 | AN30071  LAB/SHOP INSTRUMENTS f42fogmm96 | 10/3108 10132008 FISHERSCIC1480659081
1ST4FKB13E | 03 | 200810 a3 [ 441353 | anf30071  LAB/SHOP INSTRUMENTY EN|FKB135 | 9/30/08 10/2/2008 FISHER SCENTFIC
- 1ST4FKB136 | 03 | 200810 430 [ 441353 | AN/30071  LAB/SHOP INSTRUMENTS EN|FKB138 | 9/30/08 10/3/2008 FISHER SCENTFIC
= Trans Ref GL 1674FKB136 0.00 384
[- 1574FKB143 | 03 | 200810 "ag3n [ 441353 AN/30071  LAB/SHOP INSTRUMENTS "41[omsm98 | 10108 10772008 | FISHERSCIC1393917081 431
1574FKB142 | 03 | 200810 a3 [ 441353 | anf30071  LAB/SHOP INSTRUMENTY faz[omsses | 10mre 10M0/2008 FISHERSCIC1393917081 (0.09)
1ST4FKB143 | 03 | 200810 430 | 441353 | AN'30071  LAB/SHOP INSTRUMENTS EN|FKB143 | 10/2/08 10/2/2008 FISHER SCENTFIC
. 1ST4FKB143 | 03 | 200810 4630 [ 441353 |AN[30071  LAB/SHOP INSTRUMENTS EN|FKB143 | 10/2/08 10/7/2008 FISHER SCEENTFIC
= Trans Ref GL 1574FKB143 000 422
[- 1574FKB1S0 | 03 | 200810 a3 [ 441353 | anf30071  LAB/SHOP INSTRUMENTY "41[oesses | 1008 10102008 FISHERSCIC1S21181081 468
1ST4FKBIS0 | 03 | 200810 430 | 441353 | AN'30071  LAB/SHOP INSTRUMENTS "4z fomoses | 10808 101132008 FISHERSCICIS31181081 0.09)
1ST4FKBIS0 | 03 | 200810 4630 | 441353 |AN'30071  LAB/SHOP INSTRUMENTS EN|FKB150 | 10/7/08 10/7/2008 FISHER SCENTFIC
. 1574FKB1S0 | 03 | 200810 Magan [ 441353 an/30071  LAR/SHOP INSTRUMENTS EN|FKB150 | 10/7/08 10/10/2008 FISHER SCENTFIC
- Trans Ref GL 1574FKE150 0.00 459
[- 1ST4FKBIST | 03 | 200810 "arrt [ 441353 aN'30071  PROJECT SPECIIC OFFIC "41/om9931 | 108008 10/2/2008 OFFICEMAXCE188980100 1278
1ST4FKBIST | 03 | 200810 a7t [ 441353 AN'30071  PROJECT SPECIIC OFFIC EN|FKB151 | 10/7/08 10/7/2008 OFFICEMAX CONTRACT |
. 1574FKBIST | 03 | 200810 Parrr [ 441353 an30071  PROJECT SPECFIC DFFIC EN|FKB151 | 10/7/08 10/3/2008 OFFICEMAX CONTRACT |
- Trans Ref GL 1574FKB151 0.00 1279
- [ 44 |1574rKB15T : 03 :zuusw :4630 : 441353 AN:mﬂ LAB/SHOP INSTRUMENTS "41[am9931 | 1010108 101132008 OFFICEMAXCEG1ETEN0N 0.81
4 4 b M[\_ Sub-441353-AN-30071(1) /£ EXP BY MONTH-441353-AN-30071(2) £ CLOSED-441353-AN-30071(1) ) OPEN-441353-AN-30071(1) /  Payrol,Dept=1574-30071(2)(1) £ Payrol,Dept=1574-300;
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10.Run Reports — make sure the Monthly Batch you would like to run is open in the background

e Leave default “Create sheets left to right” to have reports generated in the order they

appear.

FPM

General Ledger Reports

Report Name Account
Summary - By Sub

Expense by Month

Detsil - Closed

¢ Detail - Open 30071

LYM date to report on | 200809

Batch Options

x|

Project  Sub Object  Source

S

Create Batch
4 E Load Monthly
{18 i Batch
J ' Payroll Expense Distribution Reports Payroll date to report Dnl 200809 s
Run FPM Report Name Account  CC Fund Project  Sub Object  Title Codt DOS A
v v Salary by Month 441353 AN 30071 = = = = = Z“
Wy y Salary &Percentage by M 441353 AN 30071 = = = = =
¥ ¥ Recondiliation 441353 AN 30071 = = = = = Set
SortfSubtotal
option
4 3
Batch sheet: MonthlyBatch
% Create sheets left to right
" Custom R ts | G | | Run R ts |
" Create sheets right to left e nes i

3 Microsoft Excel - Book2 1= x|
@_] File Edit Wew Insert Format Tools Data Window Help Adobe PDF Typeaqueston forhelp - o & X
Al B | C | D \ E | F | G | H \ | [ J [ kK [ L 3
1 SUMMARY REPORT BY SUB (INCEPTION TO DATE): NANO TOX
2
3 AccountFund:  441353-AN-30071 project: * Budget Year(s): 05/15/08 To 02/28/09 10/24/08 2:45 PM
4 Fund Name: FDP-MIH ES016746 MEL 2/9 54% Project End Date:  2/28(13
& P.L: MEL ANDRE Recharge ID: DTR2
6 Fund Mar: ROWELL RAMOS Overhead Rate: J 54.00 %
-
8 1 2 3 4 5 i Projected
9 General Ledger Current Expenditures Balance
10 Sub Approp. Expenses Approp. Expenses Encumbr. & Future 1-2
11 ITD (09/08) ITD (09/08) Memo Lien To 02/28/09 +3-4-5-6
Salaries-
12 |00 Academic 84,634.00 25736.38 4637255 12,528.07
Salaries-Staff
13 |01 Career 0.00
SdIdITes-
General
14 |02 Assistance 16,443.00 0.00 16,443.00
Employee
15 |06 Benefits 21,231.00 §,.254.47 12,659.00 2,317.53
Supplies &
16 |03 Expense 57,208.00 1.102.57 395.73 7026874 48,680.96
17 04 Equipment 0.00
18 |05 | Special ltems 4,500.00 308.00 1,582.23 0.00 2,608.77
19 |07 | Special ltems 40,984.00 0.00 40,984.00 0.00
20 |08 | Unallocated 0.00
21 oo Recharge 0.00
—
22 |Total Direct 225,000.00 33,402.42 0.00 1,977.96 48,012.74 59‘031.55(,_ 82,575.334
23 |9H | Overhead 121,500.00 15,037.23 0.00 1,068.12 17,295.52 31,877.04 53,222.09
24 |Total 346,500.00 51,439.65 0.00 3,046.08 65,308.26 90,908.59 135,797.42
25 Direct Balance 8218014
COMMENTS —
26 Indirect Balance 47,617.28
27 135,797.42
28 Make sure you have included 9H recon adjin FPM, sub 9H so it can feed to col & in this report
29 9H TOF Adj needed 5,604.81
30 If positive, debit sub 9H and credit sub 08 (if allowable)
=l : If negative, credit sub 9H and debit sub 08 (if allowable)
32 -
29
W 4 r M4 Sub-'441353-AN-30071(1) EXP BY MONTH-441353-AN-30071(2) 4 CLOSED-441353-AN-30071(1) £ OPEN-441353-AN-30071(1) / Payrol,Dept=1574-30071(2)(1) £ Payroll, Dept=1574-3007 1(1 | IJ

e EDB and FPM projections will be highlighted in yellow.
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1 |Payroll: Salary by Month 0071 Paid From March 2008 to February 2009 date: 10/27/2008

2 |Salary - Reported on Lednth (paid) - Current Grant Year

3

L L L L L L r

4 |Sub |Employee Name  |200806 200807 200808 200809 |200810 200811 200812 200901 200902 [Actual Total |Future Total |Total Salary

7 |00 |BRUIN, JOE 901 1,652 1,652 1,652 1,652 1,652 a1 8,258 9,159

8 SMITH, JOHN 2,857 3458 3458 3.458 3.458 3458 3.458 3.458 9.773 17,290 27.063

9 JOHNSON, JENMIFES 1693 1593 1594 1,594 1,594 1594 1,594 1,594 4,779 797 12,750

10 DOE, JANE 2671 2511 25N 2,57 2,57 25T 2,57 2,571 10,283 12,854 23138

11 |00 Total 7,020 7621 8524 92715 9275 9275 9215 9,215 25,736 46,373 72,109

12 |Total Salary 7,020 7621 8524 9,275 9275 9,275 9,275 9,275 25,736 46,373 72,109

13

14 |Benefit - Reported on Legnth (paid) - Current Grant Year

L L L L L L r

15 Employee HMame  |200806 200807 200808 200809 |200810 200811 200812 200901 200902 |Actual Total |Future Total |Total Benefit

18 BRUIN, JOE 15 396 396 396 396 396 15 1,982 1,997

19 SMITH, JOHN 323 330 330 830 830 830 830 830 983 4150 5133

20 JOHNSON, JENMIFES 287 209 106 303 303 303 303 303 602 1,514 2117

21 DOE, JANE 1.199 1,066 | 1,199 1.003 1.003 1,003 1,003 1.003 4,654 5013 9,667

22 Total Benefit 1,809 1,606 1,650 2,532 2,532 2,632 2,632 2,632 6,254 12,659 18,913

23

24

25 b
26 =
4 4 b W]\ Payroll,Dept=1574-30071(2)(1) JK1} |'|_‘

In order to make TEMPORARY* changes on the Payroll by Month worksheet, you must
1) Go to Tools — QDB/GLPPP FPM AdHoc Reporting — Do Macros

School of Medicine QDB/FPM Adhoc - Version Date: October 23, 08

QDB/FPM
HIST DI BRHRO SR A T M 81|

¥

Report is
not ready

ES

Most Recent 200809

General Ledger Custom Repoits

e

Payroll Expense Distribution
Most Recent 200810

Summary of Funds [T est Mode)
Surnmary - By Sub

Mon-5alary Expense Projection by Month [all fund twpes)
Expense by Manth

Summary - By Sub Dbject

Sales & Service Summary

Detail - Clozed

Detail - Open

Dretail - All

Salary Cap Flag [Test Modg)

Link ta Financial “eb Flepart [OFSH)

----- CLOSING REPORTS

Financial Reports Due (Test Made)

Closing Checklist [Draft - pending EFM approval]

Dretail - All - After fund end date [Test Mode]

Object Codes - Unallowable & wWarning [T est Mode]

Surnmary - By Sub [Test Mode)

Dietail to Appear [Test Mode]

Dretail - Open Encumbrances [Test Mode]

SH reconciliation link [Test Mode]

--------- SUBAWARDS
Subawards/Subcontracts/Subgrants [T est Made)
Subawardsdntercampus [T est Made)

Checklist for a new or amended subaward
Subaward Close-out Checklist

Reconciliation
Sum
Employee Sum
Ledger Yr/Ma
Eamed Yr/Ma
Brown UPAY
Other UPAYs

PAR

tage by Month

— CLOSING REPORTS
* After fund end date

Report ppp for- Q) Diganizational @ Employee
FIPM ¥ Include FPM Funding

&W’rileup | no Macros

MDnthI_l,lBatchl GDtoADHDCl Cancel | < Back

Firish |

x|
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2) Run Macros
|

Activesheet Payrol,Dept=1574-30071(1)

Select a Macro

) Temporary Changes to Mon-Salary Expense Projection by Month
) Temporary Changes to Expense by Month

3) An identical Payroll worksheet ending with a “(2)” will be generated. Delete the original
ending with “(1)”.

I8l
B Fle Edit View Insert Format Tools Data  Window Help Adobe POF Type a ques - -8 X
NFHRSERTBINRB-F9-0-83 - 2iUus= -0f

A B D[ EJTFI G H]T 1T ] JITKIJ[L] N | o | P [ a | RrR 4
1 |Payrbll: Salary by Month 0071 Paid From March 2008 to February 2009 date: 10/27/2008

| 2 |Salary - Reported on Led|nth (paid) - Current Grant Year
3
4 |Sub |Employee Name  |200806 200807 200808 200809 |200810 200811 200812 200901 200902 [Actual Total |Future Total |Total Salary
| 7 |00 |BRUIN, JOE 901 1652 1652 1652 1652  1.652 901 8.258 9.159
| 8 | SMITH. JOHN 2,857 3458 3458| 3458 3458 3458 3458 3458 9.773 17,290 27,063
| 9 | JOHNSON. JENNIFET 1593 | 1,593 1594 1594 1594 1594 1594 1594 4.779 7.9M 12,750
10 DOE, JANE 2571 2571 2571 2571 2571 2571 2571 2571 2511 10,283 12,854 23,138
11 |00 Total 2,571 7,020 7,621 8524 9275 9,275 9,275 9275 9,275 25,736 46,373 72,109
12 |Total Salary 2,571 7,020 7,621 8524 9275 9275 9275 9275 9,275 25,736 46,373 72,109

| 13|
14 |Benefit - Reported on Legnth (paid) - Current Grant Year
15 Employee Name  |200806 200807 200808 200809 |200810 200811 200812 200901 200902 |Actual Total |Future Total |Total Benefit

| 18 | BRUIN, JOE 15 396 396 396 396 396 15 1,982 1,997

| 19| SMITH. JOHN 323 330 330 830 830 830 830 830 983 4,150 5133

| 20 | JOHNSON, JENNIFET 287 209 106 303 303 303 303 303 602 1,514 217

21 DOE. JANE 1191 1199 1,066 1,199 1,003 1,003 1,003 1.003 1,003 4.654 5,013 9,667

| 22 | Total Benefit 1,191 1,809 1,606 1,650 2,532 2,532 2532 2532 2,532 6,254 12,659 18,913

| 23|

| 24 |

| 25 | —
26

I 1 hd
oA \PaImILDeth=1574-30071(21;2'( Payroll,Dept=1574-30071(2)(1) /I 14l |>|_‘
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4) Tools — Protection — Unprotect Sheet — You are now able to make changes to the payroll
worksheet

Microsoft Excel - Bookl

@_j File Edit WView Insert Format | Tools | Data Window Help Adobe FDF
[DEHRIISAIVEY dAL g e -ef
A B [ﬂ Research. .. Alt+Click I | J | K | L
of
1 |Payrbll: Salary by Month 071 y ] date: 10/27/2008
Speech 3
2 |Salary - Reported on Led|nth |
Shared Workspace. ..
3 Share Workbook. ..
4 |Sub |[Employee Name  |2008 Track Changes » | 200811 200812 200901 20090:
'
7 |00 |BRUIN, JOE ! Protect '|2}u Unprotect Sheet. . I
a SMITH. JOHN Online Collaboration 3 3’-33 le
Goal Seek. .. 831 Protect Workbook... 1
9 JOHNSON, JENNIFE SCENarios... @] Protect and Share Workbook. .. —E
10 DOE, JANE 2, Formula Ayditing *| 2571 2571 2571 25
Macro 3
11 |00 Total 2 9,275 9,275 9,275 9,2
Add-Ins...
12 |Total Salary 2| 7 AutoCorrect Options... 9,275 9,275 9,275 9,2
Customize...
13 Options. ..
14 Benefit - RBPDI‘IBd on Lednth QDEB/GLPPP FPM ADHOC REFORTING
QDE/R-et REPORTING
15 Employee Name 200806 |200807 200808 200809 |2l‘]ﬂB'!ﬂ 200811 200812 200901 20090:
|

* Temporary changes means one-time changes to that single Excel worksheet ONLY .

v" The changes will NOT link to any other worksheet in the workbook unless you manually link it
in Excel.

v If you generate the exact same batch again, these changes will NOT be incorporated in the
new batch.

v If you would like to make non-temporary changes, make the changes in EDB for payroll
(salary/benefits) and in FPM under “Income & Expense” — “Income & Non-Salary Expense” for
everything else.

FPM Financial Projection Module - Main Menu - Catherine Y. Rujanuruks
Income &Expense Chartof Accounts  C&G Data  Owverall Reports Utilites  Fiscal Year: 2008-09

Plan Faculty
Staff & Other Academic

————— [1iCOME & Non-Salary Expense
Closing - To Appear
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i
Search By:
Account CC Fund Project Sub Dept Code
[eaasa— [an Jaoortr | | [ | Search | Clear | Toxcel|
Edit:
Account CC Fund Fund End Project End Project
| M | | |
Category Description
| =
R Sulln V| Assess FEA
| | eg. 200506
Dept |ADDDunt |CC | Fund | Project |Sub |Categnry | Description | Amnun1 Lump St

v' Reasons why you may want to make temporary changes (vs. non-temporary)
= A Pl wants to see a number of different scenarios and how they would affect before
deciding what the final plan should be.
= There are adjustments you made recently that you know will hit the ledgers prior to your
next set of statements that you want reflected on this most current statement.
= A Pl would like to review his statements with directed changes and you not have
sufficient time to make the changes in EDB or FPM to correctly reflect projections.

11.Save As
a. Save Monthly Financial statement in your personal folder
b. Save a copy on the Dept of Medicine’s shared O drive under your Division

Address I@ 0:\Funds j Go |
Folders X | | Name =~ | Size | Type
2 Docs on 'Domfs01\adm' (1:) ;I (2 Admin File Folder
® crujanuruks on 'Domfs03Wail' (M:) Dcard File Folder
S# Nno on 'DELL PE2900 CHS 52-253 k54396 3L83KF1 (domfs0 1)’ (N:) [ cardio File Folder
=l 2% Odata on 'DELL PE2500 CHS 52-259 x54398 3L83KF1 (Domfs01) (0:) Docare File Falder
[ Biling Dca File Folder
[ ) Develop [ Clinut File Folder
El=] i [elus File Folder
[C2) Admin [=)Derm File Folder
) Card [Ende File Folder
) Cardio [C)Epidem File Folder
[ care Dceri File Folder
D aa em File Folder
3 clintut [Z)HemOnc File Folder
3 oo Do File Folder
() Derm [iNano File Folder
[ Endo [hMeph File Falder
() Epidem [=2)Pulm File Folder
L) Geri [ChRheum File Folder
) M
[C5) HemOnc
D
[C3) Nano
253 Meph
) Pulm
Rheum

c. Print a copy of the financial statement for the fund binder
* You do not need to print the “MonthlyBatch” worksheet
d. 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. Inorder to run the batch next month,
1. Open saved batch
2. Run steps 1-3
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3. Skip to step 10

o If you saved multiple “MonthlyBatch” worksheets within the same Excel file, after step 3, click
“Load Monthly Batch”.

PN Exp. Distribution Reports | FAU | LYM Organizational
Match Pay
Fund Match Current Current Period
Include Title End Fiscal Grant Fiscal LYM Ending

21 |Run |FPM Report Name Account CC  Fund Project Sub Object Code DOS Date Year |Year Year (paid) (earned) |Dept Sub Div  Div Org
Salai Month

22 v Y v by 441353 AN 30071 * * = = = x x 1574 = = *

v v Salary & Percentage
23 by Month 441353 |AN  |30071 |* : * * * x x 1574 * * :
¥ Reconciliation

24 y 441353 (AN (30071 |* * * * * x 1574 * * t
FAU Sum

25 441353 AN 30071 * * * * * x 1574 * * *
Employee Sum

26 441353 AN 30071 * * * * * x 1574 * * *
Ledger ¥riMo

27 441353 AN 30071 * * * * * x 1574 * * *
Earned YrilMo

28 441353 AN 30071 * * * * * x 1574 * * * b
Brown UPAY

29 441353 AN 30071 * * * * * x 1574 * * *

I T = i
M4 »l W, 22860 2 29492 %( 29608 /29349 }\30071 Kil| | L”J

userform. x|
i :‘ General Ledger Reports LYM date to report on I 200809 Batch Options
Report Name Account Project  Sub
¥ ¥ Summary - By Sub 441353 AN 30071 * - - - -
v v Expense by Month 441353 AN 30071 = = = - =
Y Detail - Closed 441353 AN 30071 * * * * *
Y Detail - Open 441353 AN 30071 * * * * *
Create Batch
d E Load Monthly
Batch
Report Name Account Project  Sub 5 A
¥ ¥ Salary by Month 441353 AN 30071 * * * * * Zn
v v Salary & Percentage by M 441353 AN 30071 = = = = =
¥ ¥ Recondliation 441353 AN 30071 * * * * * Set
SortfSubtotal
option
4 3
Batch sheet: 30071
¥ Create sheets left to right A Induge
Custom R ts | Lot | | Run R ts
" Create sheets right to left st anee LR

¢ Highlight the fund you wish to run the batch and click “OK”
shects £

Select a sheet

Exit OK

¢ Run Reports
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