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This Job Aid walks through the process of running various financial reports on the Department
Dashboard.
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Step Action
1. Click the Home icon at the top right of the screen to access the Gus Cloud
Springboard.

e

Navigate to My Dashboard by choosing the link in the navigator, or clicking on
the icon from the Springboard.
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Step Action

3. The reports available are located in tabs under the Department Dashboard heading

4 Department Dashboard

Cost Center Balance = CostCenter Detail Balance Department Detail Balance Invoices Deposits  Transaction Detail Cost Center OOE Balance Expense Type Mapping

4, Select the tab for the report you wish to view

4 Depadment Dashboard
Cost Center Balance J) Cost Center Detail Balance Department Detail Balance Invoices Deposits  Transaction Detail Cost Center OOE Balance Expense Type Mapping

5. Select an Accounting Period from the Drop-Down List. Note you can only select one
Accounting Period at a time.

* Accounting Pericd —Select Value— w

L=

[ |Dec-18
[ Mov-16

C0ct183
[ |5ep-18
[ ]Aug-18

M1 1 arm
Search...

~

Enter other parameters to filter your report results, such as Cost Center number
and/or Fund.

7. Click the Apply button

4 Department Dashtoard
Cost Center Balance | CostCenter Detail Balance  Depanment Detad Balance  Imvoices  DeposAs  Transaction Detad  CostCenter OUE Balance  Expanse Type Mapping

This raport can be used 10 view Cost center balances by fund. This repart does not break down balances by account (ohject codel. To sed balances by account, sea the Cost Center Detail Balance dashboard tab.
4

Ta view a cost conter batance:
Sedect a Period from the DropDown List Cost Center Dalance
or a Cost Contier Number
or Additional Segmunts it Meeded
) Click Apply

*Pericd ~SelectVale- v Fund

Ledger Mame P2 COALIS w CostCenter
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Step

Action

The report will process

Processing

Then display on screen

A Departmant Daskboard

Cost Center Balance

Cost Center Detall Balance

Deparment Detall Balance

mvokes  Deposits

To cancel, click here

Transaction Detsll  Cost Canter 00

This

Toview & Gost canlur balascs;
1] Seect a Period from the Drop-Down List
21 Enter & Cost Center Humber

3] Entar Addiional Segmants i Headud

4] Chck Appy

Cost Coner Baances

by fund. This regort does

Primary Ladger - Ralances by Fund by Cost Center

Fun for Accounting Pericd: Sep-16

Cost Conter Balance
*Paried Sap-16

Lndger Hame P20 COAUS

Fues

v Cosl Coster 4210900

£ Balance  Expense Type Nappng

Agply Rt v

Cost Center Balance by Fund

by ACCount, 58e 1he Cost Ceater Datall Balance dassboard tab.

9 B 09

B

Yesar-to-Date Activity
Fund Fund Description Cost Canter Cost Center FY Balanco. Budget Revenie
Description Forward Dadanice Ualarse
1104 ‘Saate General Fund 4210100 Business Cfice noo | e3s000.00 0.00 214,556.00 213,453.98 0.00 215.453.98
1105 General Fees Fund 4210100 Business Cfioe oo | 52475100 a.00 13,834.36 510,866.64 0,00 510,866.64
1106 College Work Study 4210100 Business Office 0.00 526,00 0.00 0.0 5,£26.00 0.00 5.226.00
1128 Temparary Deposit 4210100 Business Cffice .00 0.00 30.00 000 30.00 0.00 3000
12a1 Restricted Fags Fund - 4710100 Businss Cifice 0.00 0.00 35000 12057 | 265.43 000 26343
Desigraned .
Totals too | easer00 420,00 2am,560.95 | 735,896.0% 000 735,8506.05

Tip: A report can sometimes have multiple tabs. These tabs are generally just different layouts
of the same report, so the data can be presented differently.

To export the report to another format, click on the View Report button in the top
right corner of the report

Gy
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Step Action

10. Select an output format, such as a printable PDF or Excel file

| PowerPoint (* ppbx)

11. Depending on your choice and the internet browser settings, the file will be
downloaded or displayed on screen.

12. To return to viewing the report on screen, choose HTML from the View Report
list

[w] RTF

7 [ Excel (“xisx)

I'&"

| PowerPoint (* ppbx)

13. You have reached the end of the Department Dashboard Job Aid. See the
attached summary for a listing and brief description of all the Department
Dashboard reports available.
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Dashboard Report Summary

1. Cost Center Balance by Fund — This dashboard report provides a quick ‘at-a-glance’ cost
center balance. The balances reflected are fiscal year to date.

Select a Period from the drop down list (only 1 period at a time)
Enter a Cost Center Number

Enter other parameters to filter your report results, such as Fund.
The Ledger Name will automatically fill correctly with PSU COA US.
Click Apply

ashboard

This report Can b used 1o veew CoSL Conter balances by Tund. This report does not braak down balances by account [object codel. To 5@ balances by account, see e Cost Center Delad Balance dashboard tab.

Toview 8 cost center balance:

1) Sebect a Peniod from the Drop Down List
2) Enter a Cost Center Humber

Cost Center Balance

3) Emter Addinonal Segments if Needed "Pericd Sep-18 v Fund
4) Click Apply
Ledger Name PSUCOAUS  w CostCenter 4210100
Apply  Resel v
4
Cost Center Balances “ [y & e

Cost Center Balance by Fund

Primary Ledger — Balances by Fund by Cost Center

Run for Accounting Period: Sep-16

Year-to-Date Activity
Fund Fund Description Cost Center Cost Center FY Balance Budget Revenue Expenditures Cash Balance v
Descripti Forward Balance Balance
1104 State General Fund 4210100 Business Office 0.00 434,010.00 0.00 214,556.02 219,453.98 0.00 219,453.98
1105 General Fees Fund 4210100 Business Office 0.00 524,751.00 0.00 13,884.36 510,866.64 0.00 510,866.64
1106 College Work Study 4210100 Business Office 0.00 5,226.00 0.00 0.00 5,226.00 0.00 5,226.00
1128 Temporary Deposit 4210100 Business Office 0.00 0.00 30.00 0.00 30.00 0.00 30.00
1241 Restricted Fees Fund - 4210100 Business Office 0.00 0.00 350.00 120.57 269.43 0.00 26943
Designated
Totals 0.00 963,987.00 420.00 228,560.95 735,846.05 0.00 735,846.05

2. Cost Center Detail Balance - This dashboard report provides the details for a cost center
balance by Account code. The balances reflected are fiscal year to date.

Select a Period from the drop down list (only 1 period at a time)

Enter a Cost Center Number

Enter other parameters to filter your report results, such as Fund and/or Account.
The Ledger Name will automatically fill correctly with PSU COA US.

Click Apply

Date Created: 1/30/2017 1:26:00 PM Page 5



Job Aid

Department Dashboard

3

N,

GUScloud

-| newstablesecure.gus

Cot Carine Balanen

*Period Sag-18 - Fund

LodgerName FSUCOAUS  w COSTCRANT 4370900

Cost Contor Salance Dut_

.-,mu:z:m,---.‘ Cost Cenber Gulal Balance L-’-_.-n---._--;:-.:u-“..-_.‘ Imices  Depasts  Transechon Detal  Cosl Cenle 008 Dalese  Expieae

Tyee Magging

Accoust

Cost Center Detail Balance

Run for ACcounting Period: Sep-16

[ ear to Date Activity |
Fund Cast Center I Account [ Budget Hevenue |
13 Bakance
1104 4210100 | 510110 Temp LS Salaries 0.00 720,00 oo 1.449.00 729.00 000 TI.00
114 4210100 11100 UNC & USS Salaries Q. A18,181.00 [ 14597295 272,2008.0% [ 272,208.05
fieg
1104 4210100 511180 UNC & USS Salaries .00 .00 oo 441978 441078 00 -4,419.78
Haliday Time Off
1104 4210100 511160 UNC & USS Salaries 0.00 000 oo 4r3.20 -473.20 000 ATE20
Longeutty
1104 4210100 513000 Stud Hourly Salaries .00 15,124.00 n.oa 10,249.72 587408 o000 587428
1104 4710000 51201G Stud Hourly Salaries Q.00 385,00 oo 000 ‘985.00 00 SE5.00
1104 4710000 517600 Leave Assesement Q.00 0.00 0.0 1.304.24 =1.204.24 000 =1,704.34

3. Department Detail Balance - This dashboard report provides the details for a cost center
balance by Account code, and by Department Cost Center and Department Account. The

balances reflected are fiscal year to date.

e  Select a Period from the drop down list (only 1 period at a time)

e  Enter a Cost Center Number

e  Enter other parameters to filter your report results, such as Fund, Account, Department Cost Center, or

Department Account.

e  The Ledger Name will automatically fill correctly with PSU COA US.

e  Click Apply

4 Deparimest Deshboard
Cost Center Detal

Cost Genter Balance

Cost Conter Balance
“Paricd Sep18 v Funa

Ledger Hame PEUCOAUS  w Costenter 210700

Accows

Deparment Detall Balan . Depariment Accoants

gala Ocparment Dotall Balance Jhsices  Deposts  TransactonDetall  CostCenter OO Salance  Expense Trpe Mapging

Department Cost Camar

Department Accout

Department Detail Balance

i for Aceournting Berod: Sep-16

| Year 1o Date Activity
Fund Cont Accoust | | rF | Tusdget Revernin
Center Cost Center Account Balance

1004 | 5210100 | SI0L10 | Temp Ut Sataries ) 0m 72000 0.00 133300 72300 000 T80

1104 | 4210100 | 511100 | UNCE USSSalaries | O o [ 41618000 000 143,8725% I72,208.05 .00 272,208.0%
Py 4 : i .

104 | 4210100 | 511140 | UNCEUSSSearies | O o oo 200 am 481978 441978 0.00 44107
Wolday Tirme off | | | |

104 | 4210100 | 511160 | UNCE USSSalacies. | O o ] 200 [ T30 a0 00 amac
Langesity

108 | 4210100 | 517000 | Stud HourlySalaies | 0 o 0 | 1617800 00 | 1024577 557438 | 0.00 SATATE

1104 | 4210100 | S13016 | Stud Hourly Salacies | O o oo 85,00 am a0 285,00 0.00 8500
cws
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4. Invoices - This dashboard report provides a quick glance at Invoices meeting your search
criteria. Once the results of your search are displayed, you can see the invoice details,
approval status, and payment status. This report is helpful when trying to determine the
status of a payment to a Supplier.

e Enter search parameters to filter your report results, such as Cost Center, Requester, Invoice Number,
Supplier, Payment Status or Accounting Period.
e Click OK

4 Department Dashboard

Cost Center Balance  Cost Center Detail Balance  Department Detail Ealanapasns Transaction Detail Cost Center OOE Balance  Expense Type Mapping

r

Cost Center Invoice Number Payment Status Name —SelectValue—
Requester —SelectValue— w  Supplier or Party Name —SelectValue— v Accounting Period —SelectValue— v
OK Resetw

Note that this dashboard report can also be printed and/or exported. The report will display only 25 rows by default.
To view more rows, click the double blue arrow. If you have more than 500 rows, you will need to export the analysis
to Excel or PDF to view the entire list.

5. Deposits — This dashboard report provides a listing of all deposits processed by the Cashiers
and Student Accounts Office in the CashNet cashiering system.

Select a Period from the drop down list (only 1 period at a time)
Enter a Cost Center Number

The Ledger Name will automatically fill correctly with PSU COA US.
Click OK

4 Department Dashboard
Deposit Report

Oct-16

Accounting Date Cost Center Code General Ledger Journal Deposit Description Debit Credit

10/24116 6500010 C2101980%1 339079.01 0061633 PSU Cashiers 16/WF CashMet INFO6 CR EXPENSE REIMBURSEMENT gen rev corp 90.00

Note that this dashboard report can also be printed and/or exported. The report will display only 25 rows by default.
To view more rows, click the double blue arrow. If you have more than 500 rows, you will need to export the analysis
to Excel or PDF to view the entire list.
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6. Transaction Detail — This dashboard report provides a listing of all transactions in a chosen
accounting period for a specific cost center.

Enter a Cost Center Number

Click Apply

A Department Dashboard

Cost Cenber Balance  Cost Cenb

4

Select a Period from the drop down list (only 1 period at a time)

Enter other parameters to filter your report results, such as Fund
The Ledger Name will automatically fill correctly with PSU COA US.

Transaction Details

* Cost Center

Ledges Name  PSU COA LS

“Period -SEict Valse -

Transaction Detall  General Ledger 1o Suble_.

-

Apply  Reset v

117, 500 Shiets/Rearn

S B w0

Invoice Descripnon @ OFFICE SUPPLIES-TAX EXEMPT
+ Supplier : STAPLES CONTRACT & COMMERCIAL INC
0000002571 , Supplier Site : CHK14_001, Invoice
Type : Standard

Inwaice Descripfon @ OFFICE SLPPLIES-TAX EXEMPT

. Supplier  STAPLES CONTRALCT & COMMERCIAL INC
DODDD02S71 , Supglier Site : CHKLA_DOL , Invoice
Type : Standard

Invaice Deseription ; DFFICE SUPPLIES-TAX EXEMPT

. Supplics - STAPLES CONTRACT & COMMERCIAL INC
DODDD02S71 , Supglier Site : CHKLA_DOL , Invoice
Type : Standard

3317330881

EESFEETTES]

3317330881

6" x 97, Gregg, Ruling, 80
Sheets/Book, 12/Pk Staples Steno
Natebooks, Green Tint, 6" x 97,
Gregg Ruling, 60 Sheets/Book, 12/Pk
Staples snckies Notas, Blank,
Assorted Bold Colors, 3" % 3", 12/Pk
staples stickies Notes, Blank,
Asgorted Bold Colors, 3" % 3", 12/Pk
Post-it Super Stcky Notes, 4% x 4",
Rio de Janeiro Collection, Lined, 6

4" x 47, Rio de lanwiro Collection,
uned, & Pads/Pack

Staples Steno Notebooks, Green Tint,

Pads/Pack Post-it Super Sticky Notes,

1105-4210000-537100-C

1105-4710000-53 7100

1105-4210100-53 71004

Irvenice Description : OFFICE SUPPLIES-TAX EXEMPT

» Supglier : STAPLES CONTRACT & COMMERCIAL INC
0000002571 , Supplier Site : CHK14_001 , Inwvoice
Type : Standard

Ivenice Description : PAYMENT FOR STATE
CONTRACTED SERVICING OF THE NURSING AND
PERKING LUAN ACCOUNT FOR SERTEMBER 2016, ,
Supplier : EDUCATIONAL COMPUTER SYSTEMS INC
Q000017082 , Supplier Site : EFT2_003 , Invoice Type
= Standard

3317330881

16098SL

Sharpie Pen, Fine Point Pens, Black,
Dezen Sharpie Pen, Fine Peint Pens,
Black, Dazen

PAYBMENT FOR STATE CONTRACTED
SERVICING OF THE NURSING AND
PERKING LOAN ACCOUNT FOR
SEPTEMBER 2016. PAYMENT FOR
STATE CONTRACTED SERVICING OF
THE NURSING AND PERKING LOAN
ACCOUNT FOR SEPTEMBER 2016,

1105-4210100-537100-C

1105-4210100-527990-C

Qet-16 10/26/2016 Purchase Invoices 05-10-2016Furchase Involces
Oct16 10/26/2016 Purchase Inucices @5 10-7016Rurchace Inuoices
Oct-16 10/26/2016 Purchase Invoices U5-10-2016Furchase Invoices
Oct-16 10426/2016 Purchase Invoices 05-10-2016Purchase Invoices
Oct-16 11/2/2016 Purchase Invoices 01-10-2016Purchase Invoices
0et-16 11/2/2015 Purchase Invoices 01-10-2016Purchase Invoices

Invoice Description @ PAYMENT FOR STATE
CONTRACTED SERVICING OF THE NURSING AND

160755L

PAYMENT FOR STATE CONTRACTED
SERVICING OF THE NURSING AND

1105-4210100-527990-C

7. Cost Center OOE Balance — This dashboard report provides the cost center balance by
budget category. This report would break down your budget and expenditures so you can
track costs for OOE or payroll category.

e  Select a Period from the drop down list (only 1 period at a time)

e  Enter a Cost Center Number
e Click Apply

Date Created: 1/30/2017 1:26:00 PM
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4 Department Dashboard

CostCenter Balance  Cost Center Detail Balance  Department Detall Balance  Invoices  Deposits  Transaction DetaifQCost Center OOE Balance xpense Type Mapping

4

Cost Center OOE Report

Cost Center Details

*Cost Center 4210100

General Use Funds by Division by Budget Category by Cost Center

Run for Accounting Period: Oct-16
Cost Center: 4210100

Cost Center Description: Business Office

* Accounting Period | Oct-16 A

Apply  Reset v

Parent Account Description || Balance Forward Budget Revenue Expenditures Cash Balance Encumbrances | Unencumbered

Balance

Fringes - All Employees 0.00 0.00 0.00 68,055.34 -68,055.94 0.00 -68,055.94

Other Operating Expense 0.00 192,500.00 0.00 20,932.61 171,567.39 34.83 171,532.56

UNC & USS Salaries 0.00 734,782.00 0.00 194,288.75 540,493.25 0.00 540,493.25
STUCWS 0.00 6,965.00 0.00 0.00 6,965.00 0.00 6,965.00

STUHRY 0.00 28,468.00 0.00 13,159.37 15,308.63 0.00 15,308.63
Temp Salaries and Wages 0.00 1,272.00 0.00 2,217.60 -945.60 0.00 -945.60

8. Expense Type Mapping — This dashboard provides users who prepare Expense Reports in
the Expense module with a mapping of the account code that is assigned to an Expense

Type.

| Depanment Dashboard

Zo3t Center Balance  Cost Center Detall Balance
4

Expanse Type Accounts

Department Detall Balance  Imvolces  Deposits  Transacton Detall  Cost Center OOE Dalanc Expense Type Mapping

Expense Type Accounts

Lxpense Type Account Lode
Accuuntants s Audilors 527800 La}
Acarued Interest Purchased 570300
Advarwe For Imprest 572500
Advarxe For Petty Cash 572400
Achver tiuirg (Classfed Ads, Radio Television Time) 522400
Adbvertsing And Marketing 527500
Agency Maving 521200
Agrininral Equipment And Machinery hem Cap 540190
Agrininral Materials, Parts, and Supples 539100
Areraft Fuel 536500 v

Accounting Footnote:

Center Balances dashboard reports.

balances by fiscal year.

a2

With conversion to the new GUS Cloud financial system, prior year
encumbrance balance carryovers are reflected in the FY Balance Forward column in your Cost
The encumbrances and/or the expenditures from those
encumbrances are also reflected in the balances. There is no longer a breakdown of the cost center
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