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General Ledger Departmental Reports – User Submitted Reports  

Administrative Information System (AIS) features a series of departmental financial reports which may be viewed on-line, printed locally, and stored for future reference by departmental fiscal officers and their delegates.  This document outlines requirements and procedures for this capability.

Requirements

To run the General Ledger departmental reports on your computer, the following is required:

· AIS Production System Logon and Password

· AIS Fiscal Officer Inquiry and Reporting Responsibility

· AIS Software: 

· J-Initiator

· Netscape Navigator (Version 4.6 or higher) web browser (or campus-supported equivalent)

· Adobe Acrobat Reader (Version 4.0 or higher); this program must be loaded as a “plug in” to your web browser (this will allow you to use special browser-based features such as file saving)

· AIS Compatible Hardware:

· Desk Top Computer with access to AIS

· Printer (if hard copy prints of output are desired)

To obtain information on required hardware and software – including means of downloading special software – point your Internet browser to the AIS Web Site --- http://ums2.siu.edu:8000/SIU/index.html .  Contact your campus’ help desk or computer/ network support team for assistance in meeting these requirements.

Running Reports in AIS

For an in-depth discussion of how to run reports within AIS, refer to the DU-100: Fiscal Officer/ Delegate Inquiry & Reporting User Guide, “Submit Standard Reports” chapter.

Special Notes

1. To produce these online reports, AIS accounting data are “frozen” after the last calendar day of the reporting month and loaded into special tables for fiscal officer reporting.  The reports are prepared against the tables of “frozen” data.  (For example, the March 2003 reports are prepared on AIS data frozen for reporting as of close of business on March 31, 2003.)  This process allows the data to remain consistent; further, it prevents the data in the reports from changing if the reports are re-run later in the month.  

2. The following online AIS Fiscal Officer reports are typically available on the morning of the fourth business day of the month following the period’s close:  

· SIU FO Only Funds Available Report

· SIU FO Funds Available – Report of Transactions

· SIU GL FO Encumbrance Status Report

· SIU FO/Delegate Funds Available Report

· SIU General Ledger Summary Report

· SIU General Ledger Summary Report of Transactions

 These reports will not be available to you on the 2nd and 3rd business day of each month while the tables are being updated.

3.     You will still have access to the AIS system for account inquiries and to request other reports.

4. Reports may only be run for the previously completed month.  For example, running reports in April 2003 will return reports for March 2003.  Report data are overlaid each month.  As such, if you wish to retain reports into the future, run the reports each month and save the reports’ output on your computer’s hard disk.

5. These reports run in “batch” mode.  That is, the end user submits reports to AIS’s Concurrent (batch job) manager system.  Reports wait in a processing queue until adequate system resources are available to execute them.  Users should not expect immediate execution of their reports but use the report status features of AIS to monitor report processing.

6. When printing, many reports display better on legal sized paper.  Consider changing your Page Set-Up/ Print Set-Up in the Adobe Acrobat Reader software to utilize Legal Size paper in Landscape orientation.

Report-specific procedures follow.

SIU FO/ Delegate Funds Available Report (RT201A)

The Funds Available Report summarizes revenues, expenditures, and funds available by Budget Purpose as of the end of the reporting month.  Budget, monthly and year-to-date revenues and expenditures, unexpended balances, encumbrances, and available balance are displayed at the Object code level and in total.  

This online report runs a Funds Available Report for a single Budget Purpose value.   It may be run by Fiscal Officers or their Fiscal Officer Delegates.

Refer to Funds Available Report (RT201) report documentation for detailed information on and a sample of this report.

Procedure:

1. Logon to AIS using your AIS logon account and password.

2. On the Responsibilities screen, select the appropriate AIS Fiscal Officer Inquiry / Reporting Responsibility (e.g., “SIU 50931 FO IPMI”) including the Budget Purpose to be reported; click OK.

3. From the Navigator window:

a.
double-click ‘Reports’

b.
double-click ‘Request’

c.
double-click ‘Standard’

4. Select ‘Single Request’; click OK.

5. Place your cursor in the Request Name field; click LOV.

6. In the Reports list, double-click ‘SIU FO/ Delegate Funds Available Report’.

7. In the Parameter window, enter the desired Budget Purpose value; click OK.

8. In the Submit Request window, click ‘Submit Request’.

9. In the Request window, click on ‘Refresh Data’ until the Phase equals ‘Completed’.

10. With your cursor in the request line associated with this report, click ‘View Output’.

11. The report’s output will display in Adobe Acrobat (PDF) format.  You may:

a. view report output

b. print report output:  

· click on Printer icon

· select printer from Print window

· click OK

c. save report output:  

· click on the Diskette icon

· in the Save As window/ Save In field, select folder in which to store the output (e.g., “My Documents”)

· name the file (e.g, “May2001_50931_Report1.pdf”)

· keep the format as .PDF (Adobe Acrobat format)

· click SAVE

12. Click on ‘Close’ from the File menu to exit Adobe Acrobat.  (You will return to the Requests window.)

13. Exit AIS as normal.

End of Procedure 

SIU FO Only Funds Available Report (RT201B)

The Funds Available Report summarizes revenues, expenditures, and funds available by Budget Purpose as of the end of the reporting month.  Budget, monthly and year-to-date revenues and expenditures, unexpended balances, encumbrances, and available balance are displayed at the Object code level and in total.  

This online report runs a set of Funds Available Reports, one for each Budget Purpose value for which the Fiscal Officer is responsible.   This report may be run by Fiscal Officers only.

Refer to Funds Available Report (RT201) report documentation for detailed information on and a sample of this report.

Procedure:

1. Logon to AIS using your AIS logon account and password.

2. On the Responsibilities screen, select the appropriate AIS Fiscal Officer Inquiry / Reporting Responsibility (e.g., “SIU 50931 FO IPMI”) including the Budget Purposes to be reported; click OK.

3. From the Navigator window:

a.
double-click ‘Reports’

b.
double-click ‘Request’

c.
double-click ‘Standard’

4. Select ‘Single Request’; click OK.

5. Place your cursor in the Request Name field; click LOV.

6. In the Reports list, double-click ‘SIU FO Only Funds Available Report’.

7. No parameters are required to run this report; no parameter screen will display.

8. In the Submit Request window, click ‘Submit Request’.

9. In the Request window, click on ‘Refresh Data’ until the Phase equals ‘Completed’.

10. With your cursor in the request line associated with this report, click ‘View Output’.

11. The report’s output will display in Adobe Acrobat (PDF) format.  You may:

a. view report output

b. print report output:  

· click on Printer icon

· select printer from Print window

· click OK

c. save report output:  

· click on the Diskette icon

· in the Save As window/ Save In field, select folder in which to store the output (e.g., “My Documents”)

· name the file (e.g, “May2001_50931_Report2.pdf”)

· keep the format as .PDF (Adobe Acrobat format)

· click SAVE

12.  Click on ‘Close’ from the File menu to exit Adobe Acrobat.  (You will return to the Requests window.)

13.  Exit AIS as normal.

End of Procedure

SIU Funds Available – Report of Transactions (RT202)

The Funds Available – Report of Transactions is a Budget Purpose-specific, object code-based listing of revenues, expenditures, payments, and other transactions posted to the General Ledger for the account in a given month.  Subtotals are shown by object and main categories of objects (i.e., revenues, expenditures, payments, budgets and encumbrances); differences between accumulated revenues and expenditures are displayed; and changes in budgets and encumbrance are shown

This online report runs a Funds Available – Report of Transactions for a single Budget Purpose value.

Refer to Funds Available – Report of Transactions (RT202) report documentation for detailed information on and a sample of this report.

Procedure:

1. Logon to AIS using your AIS logon account and password.

2. On the Responsibilities screen, select the appropriate AIS Fiscal Officer Inquiry / Reporting Responsibility (e.g., “SIU 50931 FO IPMI”) including the Budget Purpose to be reported; click OK.

3. From the Navigator window:

a.  double-click ‘Reports’

b.  double-click ‘Request’

c.  double-click ‘Standard’

4. Select ‘Single Request’; click OK.

5. Place your cursor in the Request Name field; click LOV in the Submit Request window.

6. In the Reports list, double-click ‘SIU Funds Available – Report of Transactions’.

7. In the Parameter window:

· enter the desired Budget Purpose value (required)

· enter Departmental Activity 1 code value (optional)

· enter Departmental Activity 2 code value (optional)

· click OK.

8. In the Submit Request window, click ‘Submit Request’.

9. In the Requests window, click on ‘Refresh Data’ until the Phase equals ‘Completed’.

10. With your cursor in the request line associated with this report, click ‘View Output’.

11. The report’s output will display in Adobe Acrobat (PDF) format.  You may:

a.  view report output

b.  print report output:  

-  click on Printer icon

-  select printer from Print window

-  click OK

c.  save report output:  

-  click on the Diskette icon

-  in the Save As window/ Save In field, select folder in which to store the output (e.g., “My Documents”)

-  name the file (e.g, “May2003_50931_Report.pdf”)

-  keep the format as .PDF (Adobe Acrobat format)

-  click SAVE

12. Click on ‘Close’ from the File menu to exit Adobe Acrobat.  (You will return to the Requests window.)

13. Exit AIS as normal.

End of Procedure

SIU GL FO - Encumbrance Status Report  (RT204)

The Encumbrance Status Report is a budget purpose-specific, object code-based, departmental activity code-level listing of encumbrances present in the General Ledger as of the last day of a given month.  In this context, encumbrances are commitments of cash to vendors for requisitions entered into AIS that have not been converted to purchase orders; or for orders contracted with vendors where the University has not received goods or services and which actual disbursements have not yet been made.  The Encumbrance Status Report is useful in analyzing details of encumbrances as they exist in the AIS General Ledger.  

This online report runs an Encumbrance Status Report for a single Budget Purpose value. 

Refer to Encumbrance Status Report (RT204) report documentation for detailed information on and a sample of this report.

Procedure:

1. Logon to AIS using your AIS logon account and password.

2. On the Responsibilities screen, select the appropriate AIS Fiscal Officer Inquiry / Reporting Responsibility (e.g., “SIU 50931 FO IPMI”) including the Budget Purpose to be reported; click OK.

3. From the Navigator window:

a.
double-click ‘Reports’

b.
double-click ‘Request’

c.
double-click ‘Standard’

4. Select ‘Single Request’; click OK.

5. Place your cursor in the Request Name field; click LOV.

6. In the Reports list, double-click ‘SIUGL FO Encumbrance Status Report’.

7. In the Parameter window:

· enter the desired Budget Purpose value (required)

· enter Departmental Activity 1 code value (optional)

· enter Departmental Activity 2 code value (optional)

· click OK

8. In the Submit Request window, click ‘Submit Request’.

9. In the Request window, click on ‘Refresh Data’ until the Phase equals ‘Completed’.

10. With your cursor in the request line associated with this report, click ‘View Output’.

11. The report’s output will display in Adobe Acrobat (PDF) format.  You may:

a.
view report output

b.
print report output:  

-
click on Printer icon

-
select printer from Print window

-
click OK

c.
save report output:  

-
click on the Diskette icon

-
in the Save As window/ Save In field, select folder in which to store the output (e.g., “My Documents”)

-
name the file (e.g, “Oct2002_50931_Report4.pdf”)

-
keep the format as .PDF (Adobe Acrobat format)

-
click SAVE

12. Click on ‘Close’ from the File menu to exit Adobe Acrobat.  (You will return to the Requests window.)

13. Exit AIS as normal.

End of Procedure

SIU General Ledger Summary Report – Fiscal Officer  (RT205)

The General Ledger Summary Report is a fund-specific balance sheet that shows fund assets, liabilities, fund balances, and transaction summaries altering balances over time.  It is only run for individual funds and the reporting is by fund and fiscal year.  Beginning balances, current and previous period changes to balances, and end of reporting month balances of assets, liabilities, and funds are shown.  Revenues, expenditures, and year-end accrual amounts are summarized for previous period to date, current reporting period, and year to date within fund and fiscal year.

This online report runs a Summary Report for a single Fund value.  It may be run by Fiscal Officers or their Temporary Fiscal Officer Delegates.

Refer to General Ledger Summary Report (RT205) report documentation for detailed information on and a sample of this report.

Procedure:

1. Logon to AIS using your AIS logon account and password.

2. On the Responsibilities screen, select the appropriate AIS Fiscal Officer Inquiry / Reporting Responsibility (e.g., “SIU 50931 FO IPMI”) related to the Fund to be reported; click OK.

3. From the Navigator window:

a.
double-click ‘Reports’

b.
double-click ‘Request’

c.
double-click ‘Standard’

4. Select ‘Single Request’; click OK.

5. Place your cursor in the Request Name field; click LOV in the Submit Request window.

6. In the Reports list, double-click ‘SIU General Ledger Summary Report – Fiscal Officer’.

7. In the Parameter window, enter the desired Fund value; click OK.

8. In the Submit Request window, click ‘Submit Request’.

9. In the Request window, click on ‘Refresh Data’ until the Phase equals ‘Completed’.

10. With your cursor in the request line associated with this report, click ‘View Output’.

11. The report’s output will display in Adobe Acrobat (PDF) format.  You may:

a. view report output

b. print report output:  

· click on Printer icon

· select printer from Print window

· click OK

c. save report output:  

· click on the Diskette icon

· in the Save As window/ Save In field, select folder in which to store the output (e.g., “My Documents”)

· name the file (e.g, “April2003_50931_Reports.pdf”)

· keep the format as .PDF (Adobe Acrobat format)

· click SAVE

12. Click on ‘Close’ from the File menu to exit Adobe Acrobat.  (You will return to the Requests window.)

13. Exit AIS as normal.

End of Procedure

SIU General Ledger Summary Report of Transactions (RT206)

The General Ledger Summary Report of Transactions is a report of transactions for fund-specific assets and liabilities.   Transaction summaries of revenues/expenditures and the resulting change in fund balances are included. 

This online report runs a Summary Report for a single Fund value. 

Transactions are those posted in the previous period.  The General Ledger Summary Report of Transactions can be run for Non-State funds only.  You will not be able to run this report for the fund value associated with your State budget purpose (i.e., Fund 0010000, 0010001, 1010000, 2010000, 5010000, 5040000, and 7010000).

The security for the General Ledger Summary Report of Transactions report will be as follows:

1. The report may be executed by the fiscal officer or delegate assigned to the budget purpose if your fund has only one budget purpose.

2. Generally speaking, a fund value representing a non-state account will have a one-to-one relationship to a budget purpose value.  However, if your fund is associated with more than one budget purpose, then the report may only be executed by the fiscal officer assigned to manage a fund.

Refer to General Ledger Summary Report of Transactions (RT206) report documentation for detailed information on and a sample of this report.

Procedure:

1. Logon to AIS using your AIS logon account and password.

2. On the Responsibilities screen, select the appropriate AIS Fiscal Officer Inquiry / Reporting Responsibility (e.g., “SIU 50931 FO IPMI”) related to the Fund to be reported; click OK.

3. From the Navigator window:

a. double-click ‘Reports’

b. double-click ‘Request’

c. double-click ‘Standard’

4. Select ‘Single Request’; click OK.

5. Place your cursor in the Request Name field; click LOV in the Submit Request window.

6. In the Reports list, double-click ‘SIU General Ledger Summary Report of Transactions’.

7. In the Parameter window, enter the desired Fund value; click OK.

8. In the Submit Request window, click ‘Submit Request’.

9. In the Request window, click on ‘Refresh Data’ until the Phase equals ‘Completed’.

10. With your cursor in the request line associated with this report, click ‘View Output’.

11. The report’s output will display in Adobe Acrobat (PDF) format.  You may:

a. view report output

b. print report output:  

· click on Printer icon

· select printer from Print window

· click OK

c. save report output:  

· click on the Diskette icon

· in the Save As window/ Save In field, select folder in which to store the output (e.g., “My Documents”)

· name the file (e.g, “April2003_50931_Reports.pdf”)

· keep the format as .PDF (Adobe Acrobat format)

· click SAVE

12. Click on ‘Close’ from the File menu to exit Adobe Acrobat.  (You will return to the Requests window.)

13. Exit AIS as normal.

End of Procedure
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