BARS Reports – Budget Activity Reporting System

Where do I find reports?

[image: ]The first place to find reports is on the Evolve Home Page under My Reports.  This will only list five reports, but reports will be from both Finance and Human Resources.

If you use the Report Manager link at the bottom of the My Reports section it will also show you all reports from all sources.

The link will open on the Explorer tab of the Report Manager.  The Explorer tab contains folders.  Click the + to open the folder and see the folder contents.


[image: ][image: ]



When on the List Tab, reports can be filtered using the View Reports For criteria boxes.  Change the # of days that are visible—click Refresh.  If you know part of the report title you can use % as a wildcard.  %HAL% in the Name box then Refresh will list any report with HAL in the title.  

Alternatively, you can view Finance reports, reports that show your Financial position, at Reporting Tools>Finance(FI) Reporting>Report Manager.  

Salary reports can now be accessed through the Home Page Report Manager as well.  See the separate BARS Salary folder.  Alternatively go to Reporting Tools>Human Resources System(HC)>Report Manager.
What Reports exist and when are Reports available?

1 BARS Variance reports are run following month end.  1 BARS Variance reports show current year actuals and budget along with prior year actuals/budget for comparison purposes.

2 BARS RE reports are run every night.  2 BARS RE reports show current year actuals compared to budget.

3 BARS Capital reports are run weekly, every Monday morning.  3 BARS Capital reports show current year actuals compared to budget for capital accounts.

BARS Salary reports are run the Sunday following a pay.  BARS salary reports list employee salary actuals for the year up to the current pay.


How do I find the details that make up the amount?
ACTUALS:
General Ledger>Details by Acct & or Dept
General Ledger>Details by Acct for Dept Like
(“Like” in the query title means you can use % as a wildcard in the dept field, i.e.  343% would return all depts starting with 343)

General Ledger>Review Financial Information>Ledger> is another source.

[image: ]Drilldown:
From the BARS report in Excel when on a cell go to Add-Ins>nVisionDrill>Drill.  This will open the window shown at left.  Select the view you want.  Account Details with vendor is recommended.  An Unable to connect to the RenServer message may appear.  Click OK.  Go to the Report Manager and look for the prefixed DR.  Open the report to see details of cell.

Note that you do require Excel macro files added to Excel to enable drilldown.  Contact Jill Taylor if you would like this functionality.





COMMITMENTS:
General Ledger>Commitment Details by Acct
General Ledger>Commitment Details by Dept

Purchasing>Purchase Orders>Review PO Information>PO Accounting Entries


FAQs:

When should we use the GL and when should we use the BARS reports?

BARS reports provide a snapshot of the financial position of a department.  It shows the revenue and expense actuals line by line with budget amounts for comparison for a whole department or group of departments.

The GL ledger Inquiry can be used for a quick look up of an account/dept, but use of  the GL & AP details by Acct-Dept query  at Financial Services>General Ledger is recommended to look up details of an expense.


What type of information should we focus on getting from BARS vs the GL?

As above BARS reports show line by line actuals vs budget for a department.  When looking at the BARS reports, look for the overall status of your department, favourable or unfavourable.  Look for accounts that may be overspent, underspent, or not tracking as expected.  If a line is overspent, and you don’t know why, then you need to look at the GL.

The GL as shown by running the query GL & AP details by Acct-Dept query  at Financial Services>General Ledger will show the details of the actual amounts for each line.


How can I search for an invoice?

If you are looking for an invoice that should be charged to your department, run GL & AP details by Acct-Dept query  at Financial Services>General Ledger.  Vendor, voucher and invoice numbers are provided on this report if the invoice was paid through accounts payable.  An actual copy of the invoice is not available to view through the system.

If you are looking for an invoice we have issued as per a request to Invoice form and are wondering if the invoice has been paid, you have to contact Finance.  You will see the revenue in your department at the time the invoice has been issued, but you are unable to see when the invoice is paid.


How do I see if part-time wages have hit the budget?

Review the BARS salary reports for your departments.  Go to the BARS Salary Reports folder in the Report Manager off of the Home page.


How do I know if an expense that was submitted has actually shown up on the budget?

Currently, if the expense was submitted as an expense form the line description contained in any of the GL queries mentioned above will contain Last name, First name and ExpStmt as well as the date.  The journal id for expense statements is numeric with no prefix.
If the expense was submitted as a visa expense, VISA will be displayed in the ref field of any of the GL queries.  The line description should contain some form of the cardholder’s name.  The journal id for Visa transactions is also numeric with no prefix.


When should I be looking at my BARS reports and how often?

It would be prudent to review the 1 BARS reports that are run at every month-end.  However, as a department manager you know best your peak spend periods.  You have a fixed budget amount.  If you know your spend is close to budget you need to be closely monitoring expenses.  Similarly, revenue that is not coming in as planned needs to be closely monitored as expenses may need to be reduced accordingly.  Over expenditures in one line can be covered off by savings in another line.  It is a judgment call on the part of the manager to know how diligently to monitor his or her department finances.



How do I set up Favourites in Evolve?

You can set up favourites in Evolve for frequently used menu items.  Simply navigate to the menu item and go to the [image: ] drop down at the top right and select Add to My Links.  You will be prompted to name the link and select the folder to put it in.


I am going on vacation.  How do I set up an alternate approver while I am away?

Go to Financial Services>eProcurement>My Profile.  Towards the bottom of the page in the Alternate User section, enter the emplid of the alternate approver and enter the start and end date of your absence.  Note that an alternate approver has to be set up as a current approver.

[image: ]


I received an email that I have a requisition to approve, but the link to the requisition does not work.

You have to be logged into Evolve in order for the link to work.  Log into Evolve and click on the link in the email or go to the Quick Launch section of the home Page.  You should see a link there for Worklist, otherwise go to Worklist – Finance off of the main Menu.  Each requisition to approve is listed here.  Click on any of the hyperlinks to open the requisition details.

Please ensure that you click on each line and verify that the correct account and department are being charged and that you have available budget in that department.


Expense Reports and Travel Authorizations

How do I approve Expense Reports or Travel Authorizations.

You will receive an email notification for each Expense Report or Travel Authorization that requires your approval.  Use the link in the email to access the document in Evolve.  Please drill down to the line details to ensure the correct account and department are being charged.

Alternatively, if you can’t find the email notification, the Worklist link under the Quick Launch section of the home page in Evolve lists all items from finance that require your approval.  Click on any of the blue hyperlinks on the worklist to open the item and approve.
 
[image: ]

See Approving an Expense Report document on the Finance website for a more detailed description of what to review when approving an expense report. 













Do I need to set up an alternate approver for Expense Reports/Travel Authorizations if I am going on vacation.

Yes, an alternate approver for Expense Reports is set up separately from the requisition alternate approver set up.  

[bookmark: _GoBack]In Evolve, go to Manager Self Service>Finance Delegations.  Click on the Create Delegation Request Tile and follow the four steps to enter your delegate.   The delegate you select must be a manager.  The selected delegate will get an email notification of the delegation and has to accept the assignment.

See the Approving an Expense Report document on the Finance website for a detailed explanation.
image7.png
U Help  Manager Dashboard

o

Quick Launch o

Absence Balances - View your absence balances dstail
Absence Request - Request an absence

Absence Request History - View history detalls of your absence requests.

‘Absence Totals - View current and past absence fotals.

Careers - Careers Fluid for intemal employee

Course Outines

Faculty Centre - View your class and exam schedules

Iy Student Center - Use the student center to manage school related activies.

My Training Not Taken - Employee Page in Evoive to indicate outstanding training

myCampus Portal - Return to the myCampus portal

Quick Enroll a Student - Add or update enroliment request transactions for a student.

Request Training Enroliment - Submit a request for enroliment in training,

‘Student Program Inquiry - Student Program Inquiry

‘Student Services Centre - View an at-a-glance overview of a students information. Find quick links to more detailed information and to common administrative tasks.
View Customer Accounts - View actvity on a student account by account type.

VLO Mapping

View Paycheck - Review current and prior paychecks.

‘Workiist - Review a worklist




image1.png
O (e . ocrmmncire o o5 - 86 | S By

T Tl Yor Fon o o
4 B 517060 8 81y 815 BT D gt Tt D iy 8 5 B

Fleming College Searcn .

[

Mypage | | Hep |
Personlae Content | Lyt 7 ko
7 Service Notice S or  Wecomemmowe S o
1o e cxperening prblems sccssig ay optons vt Sl sncs e pgrae plesse s your browrercocheDidyou know?
andy s
The bl page comtains usfunormation
Iesvuctionan sang et browse cache ca o ound o he s on prining fom v, stting up your
ot savgateg, and o coract
et TecheloySece 151
Main Monu 0 (0 || Lookingfor something i Evvsz
Vou canuse the Search i i thehesdes
aenefits Campus Community Course Outines 10 manu tems by rovelng epuorss
2 Employoereperdent nformarion  People, Organiztions, 3C data  Viwing and Maintenance o mihe e selordesrpton
5 Reviw Employee Benefit = Studert Servces Contre B Traiing,
 Envol In Beneits Personsl nformaton (tudent) 3 Lis Semester Course Outine
& Communications My Reports S ov
Shore.
Currculum Management Enterprise Companents. Financial Ad ey Genes!
Course Catalog, Schedule of S ntegrtion Defnions & Bursaries e
Classe, Grading. B Repons F5D0CTOL  Geneat

% Block Timetable Sarch
£ Course oy,
& sehoduo o Classes

Financial Services

Fleming Extracts




image2.png
€19

le Edit View Fovorites Tools Help

(© Downlosd [ ConvertFles (2] PopularStes 7 Entertsinment [ Listen tothe Radio o

% 9 [npogany Search
% E)ADEV E)FLTP )AMPU &) FISPL &) FITST [ Fleming College TcketSy... &) FPLTP 5] FPMPU &) FoSpL &) FPTST &) FPUPG &) MyPage ~ 1) ~

Fleming College Search 5

fmmmo | DmilEn o
NewWindow | Help | Personaiie Page |

Lt || Explorer

Firs | Previous | Next | Last | Left | Righe

General

Workload Reporting

Month-End Reports
5 BARS Salary Reports

[BARS SALARY W HRS & AD) 240080 - 2016-02-22-20,53.59.470368]
[BARS SALARY W HRS & AD) 341003 - 2016-02-23.02.12.01.220343]
[BARS SALARY W HRS & AD) 411101 - 2016-02-23.05.20.07.957814]
[BARS SALARY W HRS & AD) 411102 - 2016-02-23.05.20.52957840]
[BARS SALARY W HRS & AD] 444100 - 2016-02-23.05.21.37.957875]
[BARS SALARY W HRS & AD) 480000 - 2016-02-23-04.54.22.243734]
[BARS SALARY W HRS & AD] 481001 - 2016-02-23-04.55.07.243747]
[BARS SALARY W HRS & AD) 481414 - 2016-02-23.05.06.23.243122]
[BARS SALARY W HRS & AD) 481415 - 2016-02-23.05.07.08.243134]
[BARS SALARY W HRS & AD) 481416 - 2016-02-23.05.07.53.243159]
[BARS SALARY W HRS & AD) 482400 - 2016-02-23.05.00.53.243228]
[BARS SALARY W HRS & AD) 483400 - 2016-02-23.05.10.37.957467]
[BARS SALARY W HRS & AD) 483410 - 2016-02-23.05.11.22957491]
[BARS SALARY W HRS & AD) 900000 - 2016-02-23-05.35.07.840555]
[BARS SALARY W HRS & ADJ ACTIVE - 2016-02-22-18.55.54.726011]
[BARS SALARY W HRS & ADJ ALLDEP - 2016-02-22-18.54.54.725969]
[BARS SALARY W HRS & ADJ INACTI - 2016-02.23-05.27.52.958108]

B
B
B
B
B
B
B
B
B
B
B
B
B
B
B
B
B

List | Explorer




image3.png
g@ (@ hitps//intranet flemingc.on.ca/psp/FPPRD_L/EMPLOYEE/EMPL/c/REPORT_MANAGE O ~ @ & X.

 Report Manager

File Edit View Favorites

Tools Help

Fleming College

Favorites v Main Menu v

List | Explorer

View Reports For
Folder

Reports
Report

2 BARS - RE
900000 Friends
2 BARS - RE
849001 MOE
Development.
Project
2 BARS - RE

3/849000 CEST
Projects - All
2 BARS - RE

= Instance

Created On

% E)FPUPG ) FIDEV E)FLTP &)FIMPU &) FISPL &) FITST [ Fleming College Ticket

to

[ | Last

Personalize | Find | ViewAll | &0 | B

Report Description

2 BARS - RE 900000 FRIENDS

2 BARS - RE 849001 MOE
DEVELOPMENT PROJECT

2 BARS - RE 849000 CEST
PROJECTS - ALL

INACTIVE_DEPTS 2 BARS - RE INACTIVE_DEPTS

Inactive
Departments
2 BARS - RE
846903 EODP -
Haliburton Res
Feasibil

2 BARS - RE
481415 HAL
Sustainable
Building Renov

INACTIVE DEPARTMENTS

2 BARS - RE 846903 EODP -
HALIBURTON RES FEASIBIL

2 BARS - RE 481415 HAL
SUSTAINABLE BUILDING
RENOV/

Folder Name

General

General

General

General

General

General

Completion
Date/Time
06/07/15
1:42AM

06/07/15
1:42AM

06/07/15
1:41AM

06/07/15
1:41AM

06/07/15
1:40AM

06/07/15
1:31AM

First

4 1-50 of 67

Report
)

2845907

2845906

2845905

2845904

2845903

2845881

E)rPLTP ) FeMPU ) FRSPL 5] FPTST

1

Search

Days

' Last

Process
Instance

301525/

301525/

301525/

301525/

301525/

301525/

New Window | Help | Personalize Page | [ 5





image4.png
a
K\\—A)@ (@ hitps//intranet flemingc.on.ca/psp/FPPRD_L/EMPLOYEE/ERP/c/REPORT_BOOKSIC F O ~ @ & X,

© Report Index  Run Drldown x

Fle Edt View Favorites Tools Help

Fleming College

Favorites v Main Menu v

Run Drilldown

Report Instance:  301525_2845207

Row: 55

*Type: | Window

Available Drilldown Layouts Personalize | Find

Description
Account Details with Vendor
AP Vouchers

Account by Department
Account by Period
Department by Account
Department by Period

Journal Layout

> Financial Services v >

*server Name

% E)FPUPG ) FIDEV E)FLTP &)FIMPU &) FISPL &) FITST [ Fleming College Ticket

@B Rt @ 1707

E)rPLTP ) FeMPU ) FRSPL 5] FPTST

Search >

Reporting Tools v > PS/nVision > Drilldown

Column:

Run Drilldown

PSNT

[ Run Drilldown |

PSNT

| Run Drilldown |

PSNT

| Run Drilldown |

PSNT

[ Run Drilldown |

PSNT

| Run Drilldown |

PSNT

Run Drilldown

PSNT

| Run Drilldown |

New Window | Help | Personalize Page |

b Last





image5.png




image6.png
@ hitps://psubldevvg flemingc.on.ca8241/psp/FITST/EMPLOYEE/ERP/c/PV_MAIN ME| © ~ @ © X

Edit View Favorites Tools Help

% J | FC_GL_AP_DET_ACCT_DEPT

% E)ADEV S)ALTP ) AMPU £) ASPL &) ATST

(© Downlosd [ ConvertFles (2] PopularStes 7 Entertsinment [ Listen tothe Radio
Fleming College Tcket ... &) FPLTP 5] FPMPU &) FPSPL &) FPTST &) FPUPG &) MyPage ~ 1) ~

Fleming College

Favorites v MainMenu v > eProcurement~ > My Profile

New Window | Help | Personaiize Page | [

My Profile

Manage Personal Templates Request Procurement Card
Manage Favorites Groups

Password

Change password
Change or set up forgotten password help.

Preferences

Edic Email Addresses jlsaylor@femingeoliege.ca

Vou sre currently logged n using: English

Langusge for reports and emai English -
Currency: (CAD Q. Canacian Dollar

Alternate User

1Fyou will be temporarl unavaliatie, you can select an ltemate user o receve your OUEINES.
Alternate User ID: Q
Effective Date From: I8 (example:31/12/2000)

Effective Date To: B (example:31/12/2000)





