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Budget Activity Reporting System

BARS has been developed to provide a desktop reporting tool to all budget managers.  Reports will be delivered electronically to each budget manager in the form of an nVision report into their report manager.  The information can be viewed online or exported to Excel by the budget manager for further analysis.

There are four type of BARS overall financial reports:

1 BARS- Monthly Variance Report 
2 BARS- R/E report 

3 BARS- Capital.
4 BARS- Net Department Position
There is also a BARS salary report that can be accessed online or exported to Excel.
To view the financial reports follow the instructions in the Report Manager and BARS Financial section on pg 4 of this manual. 

 To view the BARS salary reports, follow the instructions in the Report Manager and BARS Salary section on pg 7 of this manual.
Report Manager and BARS Financial
To get to the BARS financial reports 1-4 you would like to review go to:

Financial Services>Reporting Tools> Report Manager
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Report Manager and BARS Financial
When you click on the report you wish to look at, this screen will come up.
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Once you click on the report to open it up, the system will ask you if you want to open or save the file.  You should save the file which will allow you to work with the file in excel.  

Report Manager and BARS Financial
When you open up the file, it should look like this.
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From this report, you can expand sections and determine if there is anything that needs to be looked at in greater detail.  If a general ledger or specific expense needs to be reviewed, it can be done through ledger inquiry.
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Report Manager and BARS Salary
To get to the BARS salary report you would go to:   Utilities> Report Manager
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Report Manager and BARS Salary
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Report Manager and BARS Salary
When you open up the file, it should look like this.
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9| Apr PP0Y07 2007-04-26 (52248885 Mitchell, Paul Regular 2604.38 7 51310  SalSuj
10| Apr PP0907 2007-04-26 52221444 Wood, Jesse Regular 754730 7 51310 SalSup
11| Apr PP1007 2007-05-12 51754695 Skinner, Thomas Regular 37205 51310 SalSuy
12| Apr PP1007 2007-05-12 (52998867 Heath, James Regular Part Time Support 83088 | 51320 SalPT:
13| May PP1007 2007-05-12 (52998867 Heath, James Vacation 4% Non Union 11.87 | 51320 SalPT:
14| May PP1007 2007-05-12 (53111424 Amold, Cathy Fitness Subsidy 114.00 | 53716 CSOtr
15| May PP1107 2007-05-26 /52748512 Sampson, Tony Vacation Pay 4% 7826 | 51320  SalPT:
16| May PP1107 2007-05-26 /52748512 Sampson, Tony Over 24 Hours Support Work#1 | 195650 © 51320 | SalPT:
17| May PP1207 2007-06-09 /53112145 Connelly, Ron Appendix D Contract #1 903.00 7 51313 SaDS
18| May PP1207 2007-06-09 (53112145 Connelly, Ron Vacation Pay 8% 4766 | 51313 SaDS
19| Jun PP1207 2007-06-09 (52897546 Vice, Jessica Maternity/Parental Sub Allow 77346 7 51319 MatSu
20| Jun PP1207 2007-06-09 52485412 Newport, Sherry Part Time Teaching Contract 34297 51120 SalPTl
21| Jun PP1307 2007-06-23 (53112485 Fitzpatrick, Zach Regular 93345 7 51110 SalFTh
2| Jun PP1307 2007-06-23 (52221678 Gosselin, Emie 1 Step CoOrdinator Allowance 9125 7 51115 Coord
23| Jun PP1407 2007-07-07 53215462 Jacob, Teresa Maternity/Parental Sub Allow 463083 | 51119 MatAc—
24| Jun PP1407 2007-07-07 (52885431 Millard, Zoe Meetings Pay 12000 7 51120 SalPTI
25 Jul PP1407 2007-07-07 53154837 Strong, Arnold Regular 93345 7 51110 SalFTh
26| Jul PP1407 2007-07-07 52854612 Trussel, David Regular 93345 7 51110 SalFTix
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· Used to view which salaries have been charged to your departments.

· Use to ensure that your staff are being charged to the appropriate areas. Ie.  If you have someone on a special project for a period of time, you could make sure that you are not being charged for their salary.

· Could be used to compare actual salary $ to budget and to determine why you are over/under budget.
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Bars Reports

1 Bars Report- Monthly Variance Report

· Review year to date actual expenses as compared to annual budget.

· Compares year to date (YTD) actual to YTD actual last year at this time.  Can only compare to last years month end balance so this report will only be run as of month end.
· Calculates the variance of where you are as a % of budget to where you were last year as a % of actuals.

· F (favourable) or U (unfavourable) is assigned to the variance.
F is given if the YTD revenue as a percentage of budget exceeds last years as a percentage of actuals or if the YTD expenses as a percentage of budget is lower than last year as a % of actuals at this time.
U is assigned if the YTD revenue as a percentage of budget is lower than last years as a percentage of actuals or if the YTD expenses as a percentage of budget is higher than last year at this time.
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Bars Reports

2 Bars Report – Revenue and Expense Accounts
· Review month by month revenue/expense activity.

· Review the commitments outstanding. (Detailed instructions pg. 27)
· Indicates how much money there is available to be spent or collected to meet budget.
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Bars Reports

3 Bars Report – Capital Accounts
· Review month by month capital expenditures.

· Review commitments. (Detailed instructions pg. 28)
· Compare expenditures to budget.

· Indicates how much capital remaining.
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Bars Reports

4 Bars Report – R/E Report

· Lists revenue and expense by operating and non-operating departments including capital for current month and year to date.
· Operating means these items are college funded, non- operating departments are those departments that are totally funded by sources other than the college.   Ie. Job Connect or Academic Upgrading. 
· Lists commitments outstanding.

· Compares YTD to full year budget.

· Calculates the amount available to be spent / received for both operating and non-operating.  Non-Operating funds can only be spent on approved expenditures as outlined in the funding agreements. 
· YOU CAN NOT USE NON-OPERATING UNUSED BUDGETS TO COVER SHORTFALLS IN YOUR OPERATING BUDGET. 
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Ledger  Inquiry

The following walks the user through how to create and use the ledger inquiry. 

Navigation: Main Menu > Financial Services > General Ledger > Review Financial Information > Ledger




Click to Add Inquiry



Set Up the Ledger Inquiry

The first time you use Ledger Inquiry, you will need to set up the request. This is done using the following steps:

1. Click on the tab “Add a New Value” or link Add a New Value.
2. Name the Inquiry, remembering the maximum length is 8 characters. Eg ACCTBAL



3. Complete the Ledger Criteria fields as follows: 

Ledger  Inquiry

· Unit = ‘FLEMG’ (use drop-down list)

· Ledger = ‘ACTUAL’ (use drop-down list)

· Fiscal Year = ‘2007’ 

· From Period = ‘1’                Current Year, Full Year 

· To Period = ‘12’ 

· Check box for “Show YTD Balance” (uncheck if not using Period 1)

4. Hit the Save button at bottom of screen. 

5. To run Ledger Inquiry, hit the “Search” button”.




                                              To run the inquiry


                                           To save the inquiry 

Ledger  Inquiry

Change Criteria for Ledger Inquiry

Account & Department (Chartfield) Criteria 
To find actual account details, you need to choose an Account and a Department in the Chartfield Criteria. You can use the drop-down to search for the account and department you are interested in. The example below is for office supplies for the Financial Services department.




The results of the search are shown below.  Note the following:

· Activity is shown by period

· If no currency is entered in the criteria, the default is the business unit currency = CAD. To see US dollar transactions, choose currency = “USD”

· Change Max Ledger Rows if there are more than 100 entries in an account

· To see the transactions for one period, click on the Activity link. The next screen will list the journal entries posted to the account.

· To go back and change criteria for the search, click on the Inquiry Criteria link

· To see all departments for an account, click on the Detail link 
Ledger  Inquiry
Ledger Summary Results

Return to search criteria

                                                                       See activity for period                                           

                                                        


To see the journal entry details, click on the Journal ID Link for the entry you are interested in. This takes you to the Journal Inquiry screen.
Ledger  Inquiry
Journal Inquiry Details

Use the Ledger Summary or Transaction Details links to return to prior ledger inquiry screens.


                                                                              Return to ledger inquiry screens

                                                                                                                        See full entry

To see other lines in the journal entry, use the Query Journal Lines button. The default is “All Lines”. Large entries will only display 100 lines so enter lines around the line # in the From/To Line boxes.

The following is a list of journal sources:

	Source
	Description

	ADJ
	Accounting Adjustments

	ALO
	Allocation

	AP
	Accounts Payable

	CLO
	Closing Journal Entry

	CNV
	Conversion Journal

	ONL
	On-Line Journal Entry

	PAY
	Payroll Processing

	PO
	Purchasing

	SA
	Student Admin

	
	


Ledger  Inquiry
Department Ledger Inquiries

In order to look at all accounts in your department, choose only department in the chartfield criteria. To pull only the accounts for revenue and expense or capital accounts, use the following chartfield value sets instead of a specific account:

REVENUEEXPENSE – Revenue and expense accounts

CAPITAL – Capital expenditures



Ledger  Inquiry
Budget Ledger
The budget is kept in a separate ledger called “BUDGET” and all budgets have been uploaded into Period 1. To change the inquiry to pull budget numbers, change the Ledger to BUDGET.  This will bring up a new set of chartfield criteria and take out any of your previous settings.




There are currently three scenarios for BUDGET: APPROVED, PRELIM and UPDATE. For most inquiries you want to use the APPROVED scenario. Putting no scenario will result in doubled or tripled figures.

Include only the Department and the budget for each account will be displayed. If you want to see only your revenue and expense or capital budget, you can use the chartfield value sets.
Commitments

To view outstanding purchase order commitments navigate to:
Financial Services>Purchasing>Purchase Orders>Review PO Information>PO Accounting Entries
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Commitments

When a purchase order is set up, a commitment for that value of the PO is set up line by line.  When an item on the PO has been received and paid, it reverses the commitment which results in the lines 1 and 2 below.  If there are several debits and credits but they don’t net to zero, any outstanding debits are commitments.  
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If you find there are too many debits and credits to manage the best way to handle this is to import this into excel and do a Pivot Table on the data.  
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Save into excel so that you can work with the file.

Pivot Tables
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Pivot Tables
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Pivot Tables
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Pivot Tables
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Pivot Tables
The pivot table lists all PO’s with outstanding commitments.  If you need further detail for the PO, you can click on the total cell to find out vendor number or you can edit the pivot table to bring in more information.  To edit the pivot, right click on one of the cells and go into pivot table wizard.
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Purchase Order Inquiry
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Navigate to: Financial Services>Purchasing>Purchase Order>Review PO Information>Purchase Orders

Purchase Order Inquiry
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Purchase Order Inquiry
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Document Status will give you links to all documents created on this Purchase Order.  Eg. Requisition, Receiving, Voucher and Cheque information as below.
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Purchase Order Inquiry
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Purchase Order Inquiry
To find account and department information (chartfield allocation):
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Purchase Order Inquiry
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Purchase Order Inquiry

Account and Department (Chartfield Allocation):
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Accounts Payable Inquiry

Navigation:  Financial Services>Purchasing>Purchase Orders>Review PO Information>Activity Summary
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Accounts Payable Inquiry
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Accounts Payable Inquiry
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Accounts Payable Inquiry
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Accounts Payable Inquiry
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Drilldown
Drilldown functionality is available using the 2 BARS – RE report.   Drilldown functionality enables you to get directly at the details of an amount through the 2 BARS Report.   Otherwise this information is available in Evolve at: 

Financial Services > General Ledger > Review Financial Information > Ledger.

Within the 2 BARS RE report, details are available for any ‘Actuals’ cell.  Budget and commitment details are not available through drilldown.  With a 2 BARS report open, either directly from the Report Manager or as an Excel-file, click on the cell containing the amount that you want the details for.  Then select nVisionDrill from the top menu.  In Excel 2007 go to Add-Ins from the top menu and NVisionDrill pops up to the left.  Note that drilldown provides limited detail for revenue accounts or salary and benefits accounts.  No student or staff specific information is available.
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Drilldown
The Drilldown menu option takes you back to Evolve and the screen below opens.  If necessary, maximize the window to see all of the drilldown options available.
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Each drill down provides different details.  All drill downs can be used on any actual cell, however, the drill down you select will depend on the information you require.

Click the [image: image51.png]Run Drilldown



 button for the specific drill down you want to run. 

The following drill down options are available at this time:

· Account Details with Vendor


· AP Vouchers

· Account by Department 

· Account by Period

· Department by Account

· Department by Period

· Journal Layout 

Drilldown
After the ‘Run Drilldown’ is clicked, the window clears and displays a series of stages showing the progress of the report generation phases: 

Processing, Please wait ( Queued (shown below) ( Initiated ( Processing ( Success. 
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If you get a pop up message that says “Unable to connect to the RenServer”, the report still runs, but does not pop up directly as a new window.  To find the report in this case  go to the Report Manager to look for the report.   Select the latest report with “DR_” prefix.
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Drilldown
After successful completion of the drill down, the process returns to Excel and opens the resulting drill down detail worksheet. At this point of time you might be presented by the following ‘Security Alert’ and/or ‘Security Warning’ pop up:

[image: image54.png]% Information you exchange with tis site cannol be viewed o1

changed by others. However,there is » roblem with the sie's
secuiy caticate.

Ay The secuty certcate was issued by a company you have.
ot chosen ta st View the cerlficale to detemine whether
youwant to st the cartiying autharty.

@ The secuity certcate date s valid

T
° of the page you are tiing to view.

Doyou want o proceed?





Enter “Yes”

“Security Warning” alert now appears:
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Click on “Enable Macros” to continue, and you are done. 

Drilldown
DrillDown Examples
Account Details With Vendor
This is the newest drilldown option available.  This report provides journal entry details and if processed through Accounts Payable, AP details such as the name of the vendor, purchase order number and invoice number for a given cell.  It eliminates the need to do more than one drilldown to get additional details.
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On the above report, Maintenance Equipment for April 11, cell E187 is selected by clicking on the cell.  Go to Add-Ins on the Excel menu and the nVisionDrill option will open as shown below.
Drilldown
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Selecting the Drill box under nVisionDrill will take you back into Evolve and open up the screen below:
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The Ren Server was not available to pop up the report, so the report is retrieved from the Report Manager, as shown on the next page.

Drilldown
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Drilldown
AP Voucher drill down

The AP voucher drill down provides Accounts Payable transaction details on a given cell.   Below cell M189 for period 2008-9, December 2007 and account 53521 Maintenance Equipment is selected by clicking on the cell.  Select nVisionDrill > Drill from the drop down menu at the top of the screen. 

[image: image61.png]B3 Microsoft Excel - 2 BARS - RE 300000 Academic 2008-03-13.xls =101 x|
) ple Edt Vew Insert Fomat Ioos Data fow  Help Type aquestionforhel v o B X
DEERGRIVEI D@ Egzv*liliﬁ%m% Bim-o- B
®® 2| ) @ Favortes~ | Go~ | 7] | UFLEMINGOISTAFFYOLIHOMEIRMARTTAFinance Documentationi2 ~ |

M189 - e 2527 57
\[alslas] B 7] N 3
2
3 SIR SAl
4 BARS - R
5 BARS asatmq
B
7 |Department: 300000
8 |Academic
9
10 Description 2008-9 2008-10 2008-11
"
12
13| Income Statement
= [ize]  Travel 30,305.98 23.831.90 18,02451
# 188  Insur Legal Audit Telecom 5) 287117 1,796.66
- [eg Maintenance Equipment C_25215711> 1066399 599916
. 190 Maintenance IT = - -
= |91 Maintenance 252757 10.663.99 5.999.16
- e Maintenance Building 946752 39.36 B
193 Maintenance Building Equi 574836 - -
194 Contract Services Cleanin - - -
195 Grounds Maintenance - - -
=l |18 Plantand Security 15.215.88 39.36
+ lwa|  Utilities 127881 511083
i 4> Whheet1 Tl

Ready

UM




[image: image62.png]Run Drilldown

Report Instance:

64188_570207

Row: 3 Column: 5

“Type: Window

[avaitable Drilidown Layouts

4P Vouehers
Account by Department
Account b Period
Depariment by Account
Depariment by Period

Joumal Layout




Drilldown
The AP Voucher drilldown provides a voucher number, a description, amount, invoice number and the vendor name for each accounts payable transaction.  
The total for the selected cell is $2,527.57 but only  $1,397.69 has been processed from Accounts Payable as shown on the report below.   The remaining $1,129.88 not detailed in this drilldown has been processed by journal entries, visa charges or student administration.  Run the Journal Layout drilldown to see these details. 
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Drilldown
Account by Department Drill down

This drill down gets details by account and department for a selected cell.   Note that this drill down is useful to get department detail from a rolled up or a  2 BARS ALL report.

In the example below, in the 2 BARS report, click on selected cell (M189) containing the value $2,527.57 for Maintenance Equipment (Account 53521) and December 2007 (period 2008-9).

Select “Drill’ from option “nVisionDrill” drop down on top of the screen.
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Select “Run Drilldown” for “Account by Department” option from Evolve “Run Drilldown” menu to start the process.
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The next page is the resulting excel spreadsheet showing how the $2,527.57 is broken down between departments. 
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Drilldown
Account By Period drill down

The following example shows Account by Period drill down for the YTD column and the Maintenance Account Total line.
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‘Run Drilldown’ for “Account by Period” is selected.  The following page shows the resulting excel spreadsheet with the YTD amount split out by period.  This is currently displayed in the 2 BARS report without having to run the drilldown.  In future, the month by month detail may be suppressed in the 2 BARS report to facilitate printing.  At that time, this drilldown will provide the month by month amounts if required.
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Drilldown
Department by Account drill down

The following example shows Department by Account drill down for cell Q191, total YTD Maintenance.  The results show the $90,373.83 breakdown by Department and by Account. This drill down is useful to get account and department detail from a rolled up or a  2 BARS ALL report.
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The resulting printout below:
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Drilldown
Department by Period drill down

The following example shows drill down for total YTD Maintenance for “Department by Account” drill down. This shows the breakdown of the $90,373.83 by Department and by Period.

Note that this drill down is most useful to get at department detail from a rolled up or a 2  BARS  ALL report.
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The results are shown on the following page. 
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Drilldown
Journal Layout drill down

This drill down provides all the journal entry details that make up a cell amount.  Below the cell M189 value of $2,527.57 for December 2007 (period 2008-9), Maintenance Equipment (account 53521) is broken down by journal entry line. 
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In the results on the following page, the Journal column contains a journal entry number for each line.  The prefix on the journal entry number defines the source of the entry and can help identify the transaction.  The prefixes used are as follows: 

· ADJ entries are for Accounting Adjustments
· ALO for Allocation (used for VISA charges)

· AP for Accounts Payable

· CLO for Closing Journal Entry

· CNV for Conversion Journal,

· PAY for Payroll Processing

· SA for Student Admin

· On-Line Journal Entry has no prefix.

For more detail on those transactions with the AP prefix, use the AP voucher drilldown.

Drilldown
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Click the middle box 


�


to maximize window





Select the drill down you want to run





Follow Distributions Icons








Follow Schedule Icon








Click to follow links even further





Press Search or enter





If you enter “contains” and a number, it will list all PO’s with that number in it or you can enter the exact PO.





Matching status on PO by line #











Invoicing information on PO











Receiving information against the PO











Drill into here to see all summarized activity by line #





Details of Purchase Order





Review receiving, invoicing and matching activities for selected purchase orders
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Click on the”+” to expand the section        





Click on the report to open it up





Change to whatever # of days you want to go back and hit refresh


                               





Click on the report you want to review


                             





Click in the cell that you want the details for and select nVisionDrill from the top menu. Click on ‘Drill’ drop down. �





   #2


                                 





 Click on this box to download into excel                     





You can click on 1,2,3,4 to expand the report according to how much detail you are looking for. 





You can click on 1,2,3,4,5 to expand or reduce the report according to how much detail you are looking for.





You can click on 1,2 to reduce the number of columns to show only year to date if you are not interested in the month by month detail.





You can click on 1,2,3 to expand or reduce the report according to how much detail you are looking for.





You can click on 1,2 to reduce the number of columns to show only year to date if you are not interested in the month by month detail.





You can click on 1,2,3,4 to expand or reduce the report according to how much detail you are looking for.





          #1


                          





From the saved excel file, drop down the menu and click on Data, Pivot Table and Pivot Chart Report.





Click on next








Ensure all the data is in the above range, click on next








Click on layout








This is where you customize the data you would like to see on the report.





Drag and drop the boxes that you want summarized.  In this case we are listing $ outstanding by PO 





Click finish





The Pivot Table will then summarize the commitments that are outstanding by purchase order number.





Fill in acct and dept if applicable





Change to whatever # of days you want to go back and hit refresh


                               





Click on the salary report                             





Click on the report to open                             





Click to either open or save the report.  If you need to work with this in excel you will need to save it.                  





You can also search using Short Vendor Name by typing the first 3-5 letters of the vendor name and click on the magnifying glass.





Click on Run Drilldown button to select





Click on Run Drilldown button to select.





Click on the  link to open the report
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