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FI — Balance Reports

Overview

The prerequisite for this course is the SAP GUI Navigation workshop. This participant will understand
the financial reports available within the SAP GUI, and how to use these reports to display funds center
information, check whether budgets have been updated, and the available balance has been affected.

SAP Coding
Term Example
Funds Center / Cost Center 235010001 - Office of Comptroller
Grant 4000198
Sponsored Class 5500001 - Supplies
GL Account / Commitment Item 550005 — Office - Supplies
Material Group (ME51N) 50005615 — Supplies - Office
Internal Order / Funded Program 71000004101 — Informatics — Arch& Pr

Business Areas

100 = NKU
200 = Research
300 = Foundation

Funds Management Module (FM)

= Stores budgeting and fund accounting information
O Budget - Expenditures - Encumbrances = Available Balance
= Provide the lowest possible level to create a balance sheet in the system
=  Workflow will manage processes that were previously taken care of using the paper budget transfer
form
= Workflow = electronic authorization

FMSE - Display Hierarchy Variant of Funds Centers

= Set-up according to the NKU Organization Chart

=  Controls workflow and helps with security

=  Provides a list of fund cost centers by division/department/area
= Drilldown to Person Responsible
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FI — Balance Reports

1. Enter Hierarchy Variant 000.

2. Enter FM Area NKO1.
3. Click Display.

Display Hierarchy Variant

][ rwaes)

Hierarchy Variant

Fid Area

oad|

ME G

1. Expand the folders to display Superior Fund Centers and Department Fund Centers.
2. Double-click a Fund Center number to drilldown to more information.

FH area NKO1

= WEDT

—Ca
=
—CE
—Ca
—Ca

—a D61
—a o632
& O6a3
8 o6a4
8 o635
—& O6a6
8 o5arT
—a o6a8
&= oEad

—E
—CcHl

Hierarchy variant 000

& KD
FPresident
University Advanceme
Student Affairs
Planning, Policy an
Legal AfT.and Gen.Co
Aoademic Affairs
Praowaost
Assoc Prow-Admin
Econ Init-fssoc Prowv
Stot Succ-Assoc Prowv
Info Tech-Assoc Prov
Steely Lih-Asso Prow
Chase College of Law
College ArtséScience
College of Business
OEE9A1 Dean College of Busi
ogEgaz g Bococountancy
Accountancy
— o Fows-Accountancy
236010401 Subgrt-fcct Move
—— 236010500 Boccountancy Departmt
06503 Economics and Financ
oEaa04 Entrepreneurship Ins
00905 Management/Marketing
afafatefols Master of Business A
ogEgar Small Dewelopment Ce
0EE908 Construction Managem
alszzjelelel METS
ogE91n Hanagement
OEE911 Marketing
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1. The person responsible for the fund center is displayed on the Basic Data tab.

Authorization group

BEO902

Marmes

Mame Accountancy

Description Accountancy |

Basic data

Yalid Frorm 614811900 Walid Until 12/31/8998

Fund Default Value B111808188 | Unrestretd Curr Fund

Comparny Code AN Marthern kKentucky Liniy.

Business Area W MHaorthern kKentucky University
// \\

Ferson responsible

Liser name LAWRENCECS
TNRame Lawrence, Carol
-~ e

2. The Superior funds center is displayed on the Hierarchy tab.

|6€f Fiscal years assignment I
Hierarchy Yariant Superiar funds center
QEE AGE9a2

s [en
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KS13 - Display Cost Centers: Initial Screen

Cost Center numbers are equivalent to Fund Center numbers. KS13 and FMSE will give the end user the
same information; however, in a different format.

= Display Cost Center information
0 Cost Center number
0 Name
0 Person responsible
0 Cost Center Category
= Revenue account
=  Expense account
= Both
1. Controlling Area is always NKO1
2. Click Save.

I@Eetﬂ:nntrnlling Ares

Controlling Area ME@1 Iﬁ']

A\
o ||l=l]) %

N—”

1. Click Match Code.

&

@ Cost center j& "

(O Cost center group
O Selection Variant | |
O Al Cost Centers

Farameters

Valid From |EI‘I."EI'I."'IEIEIEI|
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2. Change the maximum number of hits to 9999.
3. Click Continue.

I Cost Center (1)

=] =]

HEr Rarne

Cast chr ghart bext |

Language Key

Cantraling Area
Company Code

Cost Center Categary |:|

Cost Center |:|

b awirnurn Mo, of Hits

[DICE

v) < | | 1|
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4, Select the Cost Center.

5. Click Continue.

(L~ )| i [ 8]

[=TE]

iort text

1Lallgllaue|COAr |COC(I |CC1C |Cost Ctr

Valid From |to

6. Click Execute.

L R o o P e PV P e Y TR

h

[NIE T

[NIE T

AnAanaancn

AL CASSON MEM ENDOW — EN NKD1 MKO1 B 241030581 01/01/1900 12/31/3999
APOTTS INVESTMENT EN NKD1 MKD1 B 237001521 010141900 12/31/3599
APOTTS SCH ENDOWMNT  EN NKO1 MKO1 B 237001528 010141900 12/31/3859
A&S PROF DEVELOPMENT ~ EN NKO1 MKO1 B 235001566 010111900 12/31/3599
AC MINOR RENOVATIONS  EN NKD1 MKO1 B 205048063 0140111900 12/31/35999
A MINOR RENOVATIONS N NKO1 MKO1 B 286094063 010111800 12/31/3859
ACAD ADVISING RESOUR  EN NKO1 MKO1 E - 231010001 0140171900 12/31/35999
ACAD COMPET GRT EN NKD1 MKO1 B 283080720 01/01/1900 12/31/3999
ACAD OFFICE MVS-BPEL  EN NKD1 MKD1 B 285048035 0140111900 12/31/3599
ACAD OFFICE MYS-BP&L  EN NKO1 MKO1 B 286094035 010111900 12/31/3859
ACAD SUP GABS AD.J EN NKO1 MKO1 B 283045022 010171900 12/31/35999
ACAD SUPF CAP ASSETS  EN NKD1 MKO1 E 286098145 010111900 12/31/33999
ACAD SUPP MTCH 25%FWW  EN NKO1 MKO1 E - 203045005 010111800 12/31/3359
ACADEMIC DEPT RENOY  EN NKO1 MKO1 B 285048057 0140111900 12/31/35999
ACADEMIC DEPT REMOY  EN NKD1 MKO1 B 208094057 01/01/1900 12/31/3999
ACADEMIC JOURNALS EN NKD1 MKD1 B 204010070 010111900 12/31/3899
ACADEMIC ORIENTATION  EN NKO1 MKO1 E - 231040010 0140111900 12/31/3859
ACADEMIC SUP EOMADJ  EN NKO1 MKO1 B 283045020 010171900 12/31/3999
ACCESS GRSTDTLOAN  EN NKD1 MKO1 B 283090080 01/01/1900 12/31/3399
ACCOMPARIST FEE ELl B0l R0l B 290020010 0140101900 123119999

ECCOUNTANCY EN NKO1 MKO1 B 236010001 0140141800 12/31/650
ACCOUNTANCY DEPARTRIT EN RO TIROT B ZJB0T0500 G1701/1900 12/31/3899
ACCOUNTS PAYABLE EN NKD1 MKO1 B 213020001 0140141900 12/31/3599
ACE FELLOWY EN NKO1 MKO1 E - 201001030 010141900 12/31/3859

A4 M AAA AT Innnn

Display Cost Centers: Initial Scre

&

@ Costcenter

(O Cost center group
(O Selection Yariant
O Al Cost Centers

P36010001 to
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7. The Change Layout button will give you the option of selecting information to display or hide.

You have displayed the following information:
e  Cost Center: Number to be used on purchase requisition, interdepartmental bills, etc.
e Name: Name of Cost Center
e  Person Responsible: Person responsible for cost center such as department head
e  CCtC: Cost Center Category can have three possible settings
0 R-—Revenue only cost center
0 E-Expense only cost center
0 B -—Cost center can have both revenues and expenses posted

Other fields to display with Change Layout button:

e Hierarchy Area: Represents the University’s organizational structure used for reporting
purposes

e Business Area: Represents the valid business area for the cost center
0 100 - University
O 200 - NKU Research Foundation
0 300 - NKU Foundation

Display Cost Centers: Basic Screen_

Controlling Area MED1
Date 01/011900 To 12/31/9999
Cost Center 236010001

Cost Center |Mame FPerson Responsible Department |CCtC|Crcﬁ,r
236010001 Accountancy Lawrence, Carol B LIsD
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Available balance reports within SAP GUI

= 7FD1 - Dept. Budget / Consumption Report
0 Check whether budgets have been updated and the available balance has been affected

= 7FB1 - Budget Report
0 Check current budget and available budget on the budget report

= ZFBC - Budget Consumption Report
0 Check original / revised budget at the department level
= Available budget

ZFD1 - Dept. Budget / Consumption Report

e 4 pages of available balance information
0 Commitment / Actuals line item detail
= Requisitions
=  Purchase Orders
=  Funds Reservations
e Travel Encumbrances
= Parked actuals
e Not paid by Accounts Payable
0 Revised, Consumed, and Available budget

1. Enter Fiscal Year (will default to current fiscal year).
2. Enter the Superior Fund Center OR Fund Center number.
3. Click Enter.

Rept. Budget/Consumption Report: Selection

Selection values
Fizcal Year

201a
\"

Selection groups
Fund |

Orvalug(s) T |

<ms Center 876581 ™
~~Gqaalla(s) 235010001  [ahin —— |

Commitment ltem CI_Bboo_ooog |
Orvalue(s) |to | ||_E:>|

Functional Area |

Orvalue(s) | to | |

Funded Program |

Qrwalue(s) |to | ||_'=:>|

Page
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The navigation window can be used when the report has been executed at the Superior Fund Center

level.

1.

Select the Characteristic Funds Center.

2. Click the appropriate Funds Center to view the details to the right.
3. Open or close the navigation window by clicking the Navigation On/Off button.

_Dept. Budget Consumption

(EPRED B FO BRI e 00

Reports

Dept. Budget Consumption
Budget Report

Wariation: Characteristics

Fund E

Funds Center

Grant [+]
[]

ariation: Funds Center

v |

N\
= 1 070501 Comptraller
213010001 Office ofthe Compth_
213010070 Fews-Caomptraller Off ]
213010506 Comptraller Office StaﬁEnric\
290050310 Pell Administrative Cost Reir|
280050320 FCWS Administrative Cost R
290050330 SEOG Administrative Cost Ry
2900580340 Perking Administrative CostH
20900580350 Federal Administrative CostH
290050360 State Administrative CostRe
280050400 Prior Period Adjustment
290050410 General Reimbursement
290050520 Childcare Facility Rent
280050530 Bookstare Facility Rent
290050920 Miscellaneous
290060100 Investment |

293010010 Instruction EOM Adj
293010011 Instruction METS EOM Adj
2930100168 NKRF-RCF-Instruction EOM

Mo

(i i) i) () o ) ) (o) () (o) (o) (o) (o) (o) (o) (o) () () () ()

[0 ][

293010070 Fews-Instruction

]

0]

i [

Dept. Budget/Consumption Report Date:

0373072610

Page:

1

fo4

Northern Kentucky University
Fiscal Year 2010

Fund/Group *
Funds Center Comptroller
Functional Area *

1
J

Funded Progran/Group * [ )]
Grant * (* 1
Commitment Item Revised Budget| Commitment hctuals Parked fctual
410018 G4C-Federal 567, 060 . 00- 271,740.88-
*# Grants and Contracts BEY OG0 00- 271,740, 88-
450010 GI1Tts & Beguests 26.77-
450900 Contra Rev-Writeoff 34.10-
** Gifts - Foundation 6087 -
4608510 Pel1l Admin Cost Reinb 14,500, 00- 8280.00-
460528 Perkins Admin Cost Reimb 20,000, 00- 4, 762.50-
460538 FCWS Admin Cost Reinmb 25,0080, 00- 18,091.15-
460548 Seog Admin Cost Reinmb 20,000, 00- 19,423.20-
460568 Admin Cost Reimb-Fed 275,000.08-
460570 Admin Cost Reimb-State 175,000, 00-
4608610 Pr Period Exp Reimb 2,794.8
460620 General Reimbursement 25 798.33- 5, 536.35
*# Reimbursements 529 500.00- GG, 160,37 - 5, 536.35
4608810 Facility Rent-Childcare 34,648 .00- 17,323.08-
460828 Facility Rent-Bookstore 97,319.00- 48 659.52-
**  Rentals 131,967 .00- 65,983.50-
462505 Contra Agency Receipts 880,709, 98
464650 ESL Application Fee 10.600-
*E Other Fees 8980 699.98
462599  Miscellaneous 1,000, 0808- T, 795.63- 1.085-
b Hiscellaneous 1,000, 00- 7,795.63- 1.05-
471510  Investment Income 409 693 84- 35 145.74-
471590 Contra Invest fees 8, 500.008
471720 Unreal Cap Gain/Loss 3,910.50

Page
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A multi page report provides the following columns regarding budget data with drilldown capabilities on
actuals and commitments. You can scroll through the pages by clicking the page up / page down keys on
your keyboard or by clicking the page up / page down keys on the standard toolbar.

Page 1 — Revised Budget / Commitments / Actuals / Parked Actuals

e Revised Budget: A calculation of all the budget dollars that resulted from original budget plus or
minus any returns, supplements, budget transfers and re-appropriations

e Commitments: Open encumbrances including personnel, open Purchase Orders and travel
authorizations consuming budget

e Actuals: YTD Exp/Rev actual expenses/revenues resulting from Purchase Orders, Payroll, Parked
Documents, travel, copy center charges, departmental deposits, et

e Parked Actuals: Open parked documents not yet paid. (Check requests that have not yet been
posted will appear in this column)

=
| Report Edit Goto View Extras  Sefings  Systern  Help

| & 100 @@ CHE DDoD B @B
Dept. Budget Consumption

[T [ [ 9] o | [ [ (B coumn JI][ <[]0}

|
Dept. Budget!/Consumption Report Date: 03/30/2010 Page: 14 4
Narthern Kentucky Uniwersity
Fiscal Year 2010
Fund/Group * > 1
Funds Center Office of the Comptroller i
Functional Area * i
Funded Program/Group * i )
Grant * = 1
——
Cammitment Item Rewised Budget| Commitment Actuals Parked Actual :)
~—~——— —=
474602  MWote Proceeds 10.00
li=] Ha Non Operating Revenue 10.00
= |*** Revenues 1000
U108 Administrative Staff Pool GO1, 893 86
01105  Admin-Contract 233,788.75
501110 Admin-5alary 223,166.28
501115 Admin-Hourly G,886. 36
= | hdministrative Staff Pool f01,833 86 463,841 .39
02000 Pr-Adm Spec 5tf Pool 14,451 96
BOZEME  Admin-Spec Comp 2, 360. 31
BO2015  Admin-Overtime G84.43
izl |B Fayroll-Administrative Spec Staff P 14,451 96 9,044 .74
BOE0ME  Student-Hrly-Iws 14, 773.00 5,648.93
= | Payroll-5tudent Pool 14, 773.00 5,648 93
522127 Ins-Health Spending Bccount 875.00
B20RE0  Fringe Benefits Pool 2,809 49
22110 Ins-Life 1,406 00 gO7. 74
522115  Ins-Dental 2 BGE. 00 1,561.74
822120 Ins-Disability 1,724.00 G74.93
F22125 Ins-Health 65, 000,00 51, 487 66
522130 Retirement-Hy 67,382.00 47 2313
822140 Social Security 34,903.00 Z6,570.82
522141 Soc Sec-Medicare 8,190.00 §,235.71
= | Fringe Benefits Pool 184 282 49 135,286.78
™= [**  Personnel 815,481 .31 513,821.84
Page
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Page 2 — Commitments Detail

Purchase Requi:

Purchase Order:

budget

Funds Reservat:

Open purchase requisitions encumbered and consuming budget

Open purchase orders not yet invoiced or received encumbered and consuming

Funds reservations are used to encumber travel authorizations

Commitments: Open encumbrances including personnel, open Purchase Orders and travel
authorizations consuming budget (Total amount)

Dept. Budget Consumption

2= R Y (B coumn [1][ ][> ][]

00 G

0600

Dept.

Budget/Consumption Report

Date: 03/30/2010

Page:

24 4

Morthern Kentucky University
Fiscal Year

2010

Fund{Group *
Funds Center O0ffice of the Comptroller
Functional Area *
Funded Program/Group *
Grant *

i

%

]
*

]
(213010001 )

)
i

—

Commi

tment Item

-
Purchase Requi

Furchase Order

S—
Funds Reserwvat Eumm;:;;;;-::)

%

%

EEE

EEER Y

5011685  Admin-Contract
581110 Admin-Salary
581115  Admin-Hourly
Administrative Staff Pool
505010 Student-Hely-Iws
Payrall-Student Pool
Personnel

530085 Occas Lahor & Svcs
Contracted Serwices Fool
550005  Supplies-Office
550930 Ed{/Train/Rea/Fees
551230 Maint-Equip-5Svc Cont
Operating Pool

Operating Expenses
Expenditures

Commitment Item

/

f4,726.00

G4, 726.00
G4, 726.00
G4, 726.00
G4, 72600

Page

13

7H,980. 00

76,980.00
76,980, 00
76,980, 00
76,980, 00

141, 706. 08

141, 706. 00
141,706 08
141, 706. 08
141, 706. 08
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Page 3 — Actuals Detail

e Invoices: Paid Purchase Orders and parked documents; any document paid through Accounts
Payable

e Payments: Feeds from other SAP modules, any entries that affect cash not being paid through
Accounts Payable including revenue feeds

e Inter Departme: Recode of revenue/expenses from specified unit to another

e Actuals: A calculation of all actual expenses/revenues sum of invoices, payments and
interdepartmental recodes. (Procurement card dollars will appear in this column)

o Parked Actuals: Open parked documents not yet paid

Dept. Budget Consumption

(s i ] 9] o) | [ [ [ coumn |[i<][<J[> [v1]

Dept. Budget/Consumption Report Date: @3/3@/2010 Fage: il 4
Morthern Kentucky Uniwversity
Fiscal Year 2010
Fund/Group * (* ]
Funds Center Office of the Comptroller (21310001 ]
Functional Lrea * (* )l
Funded Program!Group * [t ]
Grant * T 1
Commitment Item Invoices Payments Inter Departme Actuals m
474602 MNote Proceeds 10.680
= = Mon Operating Revenue 10.00
= |*** Rewenues 1000
5811685 Admin-Contract 233,788.75 233,788.75
581110  Admin-Salary 223,166, 28 223,166, 28
501115  Admin-Hourly 6,886 36 6,886, 36
li=l | Administrative Staff Pool 463 841.39 463 841.39
502010 Admin-Spec Comp 8,360.31 8, 360.31
502815 Admin-Overtime Ga4.43 Ga4 .43
= * Payroll-Administrative Spec Staff P 9,044 74 9,044 74
505810  Student-Hrly-Iws 5, 648.93 5, 648.93
li=l |3 Payroll-5tudent Pool 5, 648.93 5, 648.93
522127 Ins-Health Spending Account ar5.00 ar5. 00
5221108 Ins-Life GO7 .74 GAT .74
522115 Ins-Dental 1,661.79 1,5661.79
522120 Ins-Disability G74.93 Grd. 93
522125 Ins-Health 51,487 .66 51,487 .66
522130 Retirement-Ky 47 ,273.13 47 27313
522140 Social Security 26,570.82 26 ,570.82
522141 Soc Sec-Medicare 6,235.71 6,235.71
li=] * Fringe Benefits Pool 135,286.78 135,286 .78
= |**  Personnel G13,821.84 G13,821.84
530065 Occas Labor & Sves 2,127 .50 2,127.50
izl | Contracted Services Pool 2,127 .50 2,127.50
550835 Visitor Parking Pass 4.00 4.00

Page
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Page 4 — Revised Budget / Consumed / Available

Revised Budget: A recalculation of all the budget dollars that resulted from original budget plus or
minus any returns, supplements, budget transfers and re-appropriations

Consumed Budget: All actuals and commitments

Available Budget: Amount still available for spending by the specified unit; calculation of revised
budget minus YTD Exp/Rev commitments and parked actuals; Revised Budget minus consumed
budget

Dept. Budget Consumption

2| = s B .Y v B8 cotumn [ <][ < J[ » [ ]

|ﬂ |ﬂ Iﬂ ,fl lﬂ 'f] 'i:l

i

i

A

Dept. Budget/Consumption Report

Date

D Q3fE/2e10

Page: 4/ 4

Marthern Kentucky University
Fiscal Year

2010

Fund/Group *
Funds Center 0Office of the Comptroller

3

)
(213010801 )

15

Functional &rea * i 1
Funded Program!/Group * [ ]
Grant * fLE ]
—
Commitment Item Rewised Budget |Consumed Budge|Available Budg
~— ———
474602 MNote Proceeds =i 10.00-
=E Maon Operating Revenue 10,80 10.00-
*** Revenues 10.00 10.00-
501100 Administrative Staff Pool GE1, 893 86 463,841 .39 138,052 47
* bdministrative Staff Fool GE1, 893 86 463,841 .38 138,052 47
502000 Pr-Adm Spec S5tf Pool 14 451 96 9,044 74 5,407 22
* Payroll-Administrative Spec Staff P 14,451 86 9,044 74 R, 407 22
505000 Payroll-Student Pool 14 ,773.00 5, 648.893 9,124 .07
* Payraoll-5tudent Pool 14 ,773.00 5,648.893 9,124 .07
52000 Fringe Benefits Pool 184 282.49 135,2B86.78 48, 995.71
* Fringe Benefits Pool 184 282.49 135,286.78 48 995,71
i Personnel 215 481 .31 613,821.84 201 ,579.47
23pRRY  Contracted Services Pool 2,127 .50 2,127 .50
* Contracted Serwices Pool 2,127 .50 2,127 .50
BEEAQE  Operating FPoaol 1,822 737.35 145,253.72 877, 483.63
* Operating Poal 1,822 737.35 145,253.72 877, 483.63
552610 Telephone-Line Chrg 1,064 00 h28. 96 536.04
552615 Telephone-Maint [1a1= il 250. 80 308 .20
* Operating - Wan Pooled 1,623 00 T7A.T6E 843 24
*E Operating Expenses 1,026,487 85 148,160 .98 are, 326 .87
#*%  Expenditures 1,841 889 .16 7E1,9B82.82 | 1,079, 806.34
##x* Commitment Item 1,841 889 .16 761,982 .82 | 1,079, 89634
Page
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ZFB1 - Budget Report

e 1 page of available balance information
O Original / Revised Budget
O Returns
0 Supplements
O Budget Transfers detail

= Sender
=  Receiver
= Preposted
0 Carry Forwards
= Sender
=  Receiver

4. Enter Fiscal Year (will default to current fiscal year).
5. Enter the Superior Fund Center OR Fund Center number.
6. Click Enter.

_Budget Report: Selection

Selection values
Fiscal Year 20108

Selection groups
Fund | |

Or value(s) 1 | |

Funds Center ( |B70501 A
Orwalue(s) N 235810001 [=it0_“| |
Commitment ltem TpRee— |
Orvalue(s) [0 | [=]
Functionhal Area |

orvalug(s) | o | RE

Funded Prograr |
Orwalue(s) |t0 | ||_E:>|

Page
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The navigation window can be used when the report has been executed at the Superior Fund Center

level.

4. Select the Characteristic Funds Center.
5. Click the appropriate Funds Center to view the details to the right.
6. Open or close the navigation window by clicking the Navigation On/Off button.

_BUdget Report

(F)e=E0 = RIE Bl 8 oW D) @

Wariation: Characteristics

Fund
Funds Certer
Grant

m

[0

ariation: Funds Center \

= 54 070501 Comptraller N\

213010001 Office of the Comptraller
213010070 Fows-Camptraller Off
280050310 Pell Administrative Cost Rei
290050320 FCWSE Administrative Cost
290050330 SEOQG Administrative Cost i
280050340 Perkins Administrative CoftH
290050350 Federal Administrative Zost |

J[«][>

Budget Report

Date: 03/30/2010 Time: B9:40:11

Northern Kentucky University

Fiscal Year

2010

Fund/{Group

*

Funds Center/Group Comptraoller
Funded Program/Group *

Grant {Group

*

Functional Area/Group *

<
(B70501
i

i+

Commitment Item

Original Budgt

Revised Orig.

Supplements

410010
Grants
460510
460520
460530
460540
460560

G&C-Federal

and Contracts

Pell Admin Cost Reimb
Perkins fdmin Cost Reimb
FCWS Admin Cost Reimb
Seog Admin Cost Reimb
Admin Cost Reimb-Fed

14,500.60-
20,600.60-
25,000.60-
20,600.60-
275,000.00-

567, B60.00-
567, B60.00-

You have a report that provides the following columns regarding budget data with drilldown capabilities
on budget information. You can scroll through the pages by clicking the page up / page down keys on
your keyboard or by clicking the page up / page down keys on the standard toolbar.

Note: You may need to click the right arrow button (will be a bold black color) to view additional

detail.

Original budget: This is the original budget assigned to the specified unit during the annual budget

process

Revised Original: A calculation of all the budget dollars that resulted from original budget plus or minus

any returns, supplements, budget transfers and re-appropriations

Returns: Reduction to budget by the budget office with Presidential approval. This document type will
be used in the event of a budget reduction process that has vice president participation

Supplements: Addition to budget by the budget office with Presidential approval. This document type
will be used to fund one-time supplemental funding request from the vice presidents when funding is
not available within their area. Supplements are also the way transfers from a department’s revenue
lines to their expenditure lines will be reported

Trfs — Sender: Reduction of budget due to a budget transfer in which the unit gave another unit budget

dollars

Trfs — Receiver: Addition of budget due to a budget transfer in which the unit gave another unit budget

dollars

Page
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Carry For - Rec: Receipt of carry forward funds and can be a credit or debit balance.

Budget Report
=
) = e Y B cournC ][ «<][»][M]D" ]
|
Budget Report Date: 03/30/2010 Time: 094011 Fage: 14 1
Northern Kentucky University
Fiscal Year 2010
Fund/Group * *
Funds Center/Group 0ffice of the Comptroller (2130100081
Funded Program/Group * )l
Grant {Group * T
Functional Area/Group * / 2 3
Commitment Item Original Budght Revised Orig. Trfs - Sender Trfs-Receiver Carry For- Rec
RO1100  Administrative Statf Pool O3 572 o o2 197 Ef ey
= | Administrative Staff Pool 593 872.00 2,127 .50- 10,149, 36
ROZOEE  Pr-Adm Spec St Pool 14,451 96
E * Payroll1-Administrative Spec Staff P 14 451 96
505018 Student-Hrly-Iws 14,773,600
E * FPayroll-5tudent Pool 14 773 .00
R20000  Fringe Benefits Pool 2,808 489
522118 Ins-Life 1,406.80
522115 Ins-Dental 2 868 .60
522128 Ins-Disahility 1,724,008
522125 Ins-Health 65,000 . 60
522130 Retirement-Ky 67,382.00
ROMAR  Sarial Seruritw a4 9A7 [Af
Page
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Preposted: Budget Transfer dollars initiated and in “preposted” status awaiting approval

Revised Budget: A calculation of all the budget dollars that resulted from original budget plus or minus

any returns, supplements, budget transfers and re-appropriation

Budget Report
=
] (=R Y ] [ cotumn [ 1] [ « ][ J[o] [ ][
|
Budget Report Date: B3/30/2010 Time: 09:40:11 Page: 14 1
Morthern Kentucky University
Fiscal ‘Year 2010
Fund/Group * * i
Funds Center/Group Office of the Comptroller (213010081 i
Funded Program/Group * o )]
Grant /Group * o 1
Functional Area/Group * — 0 i}
—
Commitment Item < Freposted Revised Budget
e —
5811008  Administratiwve Staff Pool 170,600 GO1,893 .86
= Administrative Staff Pool 170.00 601,893.86
502000 Pr-fdm Spec Stf Pool 14,451 .96
liz] * Payroll-Administrative Spec Staff P 14,451 .96
BESE10  Student-Hrly-Iws 14 773,080
liz] * Fayroll-5Student Pool 14 773,080
200080 Fringe Benefits Poaol 2,809 .49
5221108 Ins-Life 1,406.088
522115 Ins-Dental 2,868.00
522120 Ins-Disabhility 1,724 .00
522125 Ins-Health E5, 000 .60
522130 Retirement-Ky E7,382.00
522140 Social Security 34,903 .00
522141 Soc Sec-Hedicare 8,190, 00
liz] * Fringe Benefits Pool 184,282 .49
liz] =* Fersonnel 170. 80 815,401 .31
530000 Contracted Serwices Fool 2,127 .50
= * Contracted Services Pool 2,127 .50
550000 Operating Pool 405 . 00- 1,007,524 .35
550005 Supplies-0ffice 6,801.00
550205 Printing 2,750,008
550305 Postage 45000
BEOSES  Telephone-Long Dist 92 oo
BBES35  Subscrptns/Dept Bks 1,020, 00
550905 Trawvel In State 1,000, 80
Page
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ZFBC - Budget Consumption Report

e 1 page of available budget information
O Original / Revised Budget

YTD Expenses/Revenues

Commitments

Parked Actual

Available Budget

O o0 O0Oo

1. Enter Fiscal Year / Period (will default to current fiscal year).

2. Enter the Superior Fund Center OR Fund Center number.
3. Click Enter.

‘Budget Consumption Report: Selection

@&W

Selaction values
Fiscal Year
To Period

Selection groups

Fund | |

Orvalueds) ]

Funds Center / |a7A501 |\

Orvalue(s) N [235010001] )to RE

Comrmitment tem Cl_ooo ooog

Orvalue(s) | [ o | ||_::>|

Functional Area |

Orvalue(sh | 1o | |

Funded Program | |

Orvalue(s) | |t0 | ||_E:>|
Page
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The navigation window can be used when the report has been executed at the Superior Fund Center

level.

1.

Select the Characteristic Funds Center.

2. Click the appropriate Funds Center to view the details to the right.

3. Open or close the navigation window by clicking the Navigation On/Off button.

)lgpt.Budget Consumpt
(i) D EENEY B8 cowrmn (4[]0 1101
eports ‘ =l
B DeptBudget Consurnpt Dept.Budget Consumpt Date: 03/30/2010 Page: 1/ 1 )
gezothlRudge;CDnsumptlon Northern Kentucky University
udget Repol Fiscal Year 208
..... Fund/Group * * )]
Varlalun. Characteristics ‘ Funds Center Comptroller (B70501 )]
Fund Functional Area * i
Funds Center Funded Program/Group * (* ] —]
Grant [4] Grant * (*
) e Froaran [~
Commitment Item Original Budge|Rewised Budpet| YTD Exp/Rew Commitments |Parked Actual |Available Bud
ariation: Funds Center \ ‘
= i 070501 Comptraller \ - 410010 G&C-Federal 667, 060 . G- 667, 0GB . O - 271,740.88- 205,319 .12
5513010001 Office af the Compirolier ‘si ™= |+ Brants and Gortracts 567,060.00-| 557 050.00-| 271,740.88- 295,319.12
5 21010r0 s compre o et =z o
B 213010506 Comptro\.le.r Office Staff Enric £5  Gifts - Foundatioh 50.67- 60,67
el1l Admin Cost Reimb 14,500.00- 14,500.00- 880.00- 13,620.00
@ 280050320 FCWIS Administrative Cost R 460520 Perkins Admin Cost Reimb 20,000, 00- 20,000.00- 4,762.50- 15,237.50
£} D ol T 450540 o0g Adein Cost Reinb Zoloo 00| 20008 00| 19423 20, " 57o 60
e0g Admin Gost Reim . = D - ,423.20- .
[E) S0 FOe AL ISR @rsi] 460580 Admin Gost Reinb-Fed 275,080.80-|  275,008.00- 275,000.00
[©) 290050350 Federal Administrative Cost | 468570 Adnin Cost Reimb-State 175,860 08-| 175,008, 08- 175,000,600
[2) 290050360 State Administrative CUSTRE/ 460610 Pr Period Exp Reimb 2,794 81 2,794 81
[ 230050400 Prior Period Adjustment 460620 General Reimbursement 25,798 .33- 5,536.35 20,261.98
B 290050410 General Reimbursem ™ |**  Reinbursenents ) 520,500, 00-| 520 500 06- 66,160, 37- 5 53635 458,875,498
B 460810 Facility Rent-Childcare 34, 648.00- 34, 648.00- 17,323.98- 17,324 .02
460820 Facility Rent-Bookstore 97,319.088- 97,319.08- 48,659.52- 48,659 48
. T [**  Rentals 131,967 .00- 131,967 .00- 65,983.50- 65,983.50
[ 290050920 Miscellaneous 462505 Contra Agency Receipts 980,700.98 980,700.98
B 290060100 Investment Income E&G - Int| 464650 EGL Application Fee 10.80- 168.00
B 203010005 Intueton e 25%vs |1 ST 1,880 60 CEmE s o
iscellaneous ) = ) - . m '
() 283010010 Instruction E0M Ad) _ B |** Miscellansous 1,880 08- 1 0@e oa- 7.795.63- §.795.68
[E 283010011 Instruction METS EOM Ad) L 471510 Investment Income 568 546.00-| 408 633 84- 35,145 74- 373,545.10
[2) 293010016 NKRF-RCF-Instruction EOM [+] 471590 Contra Invest fees 8,500.00 8,500.00
[2) 293010070 Fews-Instruction [~] 471720 Unreal Cap Gainiloss 3,810.50 3,910.50
[ \ I = e

Page
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Original budget: This is the original budget assigned to the specified unit during the annual budget
process

Revised Budget: A calculation of all the budget dollars that resulted from original budget plus or minus
any returns, supplements, budget transfers and re-appropriations

YTD Exp/Rev: Actual expenses/revenues resulting from Purchase Orders, payroll, parked documents,
travel, copy center charges, departmental deposits, etc.

Commitments: Open encumbrances including personnel, open Purchase Orders, and travel
authorizations consuming budget

Parked Actual: Open parked documents not yet paid

Available Budget: Amount still available for spending by the specified unit; calculation of revised
budget minus YTD Exp/Rev, commitments and parked actuals; Revised Budget minus consumed budget

Dept.Budget Consumpt

(T[98 [E[10] | [ | (][ (08 coturmn J[IJ[ I ]v1]

|
Dept . Budget Consumpt Date: O3/30/2010 Page: 1/ 1
Morthern Kentucky University
Fiscal Year 201a
Fund/{Group * [ 1
Funds Center O0ffice of the Comptroller (213010001 )
Functional Area * i
Funded Program/Group * [ 1
Granmt * &
— |
Commitment Item Original Budge [Revised Budget| ¥TD Exp/Rew Commitments Parked Actual |Available Budg
474602 Note Proceeds i 10.00-
= i Mon Operating Revenue 1008 10.00-
P |*** Revenues 10.00 10.00-
501100 Administrative 5taff Pool 593, 872.00 GA1,8593.86 138,062 .47
501105 Admin-Contract 233,78BB.75
501110  Admin-Salary 223, 166.28
501115 Admin-Hourly 5,886.36
=l Administrative Staff Pool 593 B72.00 601,893,586 463,841 .39 138,062 .47
502008 Pr-Adm Spec $tf Pool 14,451.96 5,407 .22
5E2010  Admin-Spec Comp 8,360 H
502015  Admin-Overtime 654 .43
= * Fayroll-Administrative Spec Staff P 14,451 96 9,044 T4 5,407 22
RO5EEE  Payroll-Student Pool 9,124 .07
506010  Student-Hrly-Iws 14,773.00 14,773.00 5,648.93
= Payroll-5tudent Fool 14,773.00 14,773.00 5,648.93 9,124 .87
522127 Ins-Health Spending Account 875. 00
520000 Fringe Benefits Pool 2,808.49 48,995 .71
522110 Ins-Life 1,406.00 1,406.00 607 .74
522118 Ins-Dental 2,868.00 2,868.00 1,561.79
522120 Ins-Disability 1,724 .00 1,724 .00 G74.93
522125 Ins-Health 65,000.00 G5,000.00 51,487 .66
522130 Retirement-Ky 67,382.00 G7,382.00 47, 273.13
522140 Social Security 34,903.00 34,903.00 26,570.82

Page
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The Budget Consumption report can be executed for a different fiscal year/period.

Fiscal year at NKU is July 1 —June 30.
To Period:

01 —July

02 — August

03 — September

04 — October

05 — November

06 — December

07 —January

08 — February

09 — March

10 — April

11 - May

12 —June

13 —July 1 — September 30

14 —July 1 — December 31

15 —July 1 — March 31

16 - July 1 —June 30 or Real time current day

1. Enter the Fiscal Year / Period.
2. Enter the Superior Fund Center or Funds Center in the appropriate field.
3. Click Execute.

Budget Consumption Report: Selection

Selection values
Fizcal Year 2018
To Period \ 2|

Selection groups

Fund | |
Orvalueis) [ ] o |
Funds Center h |
Or values) C 235010001 Dt | |
Commitment ltemn B e |
Cr values) o [ ||_|:{>|

Functional Area

|
|
Or valuels) | | to | |
|
|

Funded Program
o =]

Orwalue(s)

Page
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The navigation window can be used when the report has been executed for a fiscal year / period other

than the current FY/Period.

1.

Select the Period Budget Consumption report (the header will denote the FY/period).

2. Open or close the navigation window by clicking the Navigation On/Off button.

Curr. Month Exp: Actual expenses resulting from Purchase Orders, payroll, parked documents, travel,

copy center charges, etc. for the period executed

YTP Exp/Rev: Actual expenses/revenues resulting from Purchase Orders, payroll, parked documents,
travel, copy center charges, departmental deposits, etc. for the FY/Period executed

Ja(iod Budget Consumption

(&R E ) R B 8 cowm [0 ]

Repors |

m Period Budget Consumption Date: 03730/2010 Fage 17 2
N M s Lot
By Fiscal Year 2018 Period: B to 2 )
TR e — Fund/Group Funded Program/Group
SEHEIIE GETEEIETRS | Funds Center ¥Wisual Art (235018001 )]
[ Functional Area E Functional Area * -
B Fund Grant * (*
[ Funds Center [a] L
B Grant [+] Commitment Item Original Budge|Revised Buddet|Curr . Month Exp|¥TP Expenditur ommitment |Parked Actual
variafian: Fund | 501108 Adninistrative Staff Pool 109,788.00 109,78%.00 —
< 4 * Fund 5a1110  Admin-Salary 3,363 06 6,727 82
[3) 0111000100 Unrestretd Curr Fund 501115 Admin-Hourly 5,013.00 F.e18.20
501130 Admin-LIT Temp 650,00 800 ng
li= |8 Administrative Staff Pool 109,786.00 108,788.00 9,026 96 14 546 12
503006  Faculty-Salary 1,870,264 00 1,200,390 22 118,665 77 127 ,671.71
503010 Faculty-Part-Time 12,830.00 12,830 .00
503105 Faculty-Sabbatical
iz | Faculty Pool 1,070,264.00 | 1,200,300.22 131,385.77 140,401.71
503505 Faculty-Summer 13,697.00 3,639 00- 13,696.50
li= |8 Faculty-Nonpooled 13,697.00 3,630 08- 13 696560
504005  Faculty-0Overload
504815 Faculty-Spec Comp 48080 48080
li=] Faculty Special Payroll Fool 440 80 490 30
505010 Student-Hriy-Iws 10,876.00 10,876.00 580,00 847.73
i |8 Payroll-5Student Pool 10,876.00 10,876.00 580,00 847.73
522127  Ins-Health Spending Account 125.00 250. 60
522110 Ins-Life 2,849 00 2,849 00 185 50 344 04
522116 Ins-Dental 4,781.00 4,781.00 417 98 750 .13
522120 Ins-Disability 4,370.00 4,370.00 304 69 562.22
522125 Ins-Health 100,000.00 100,000.00 11,251 .65 19,447 12
522130 Retirement-Ky 12,282.00 12,282.00 972 .56 1,595,493
522136 Retirement-Tiaa 107,026.00 107,026, 00 18,161 .76 18,063 42
522140 Social Security 72,835.00 72,835.00 7,167 38 13,797 46
522141 Soc Sec-Medicare 17,034 .00 17,034.00 1,673 88 3,226 .83
i | Fringe Benefits Poaol 321,177.00 321,177.00 32,250 40 58,837 .15
[0 L k]

Page
24

14101

Enf



FI — Balance Reports

Drilldown

You can drilldown (double-click) on any dollar amount within the reports. A Document Journal will list
all transactions for the funds center/ commitment item for the FY/period.

Document Journal

FM Area MNKD1
Year Commitment ltem
Commitment ltem 550000
Funds Center 235010001
Fund
Layout
User INSTRUCTORO1
Date/Time 03/30/2010 09:50:59
RefDooNo [ tem|valtype text [Pra[FMpstad. [Fund Funds Center|= Pymt Bdgt| /L Acc [vendor Teut Commitment item text [Descr]
1800024488 27 Invoices 7 01072010 0111000100 235010001 23.78 550435102863 SubscrpthsiDept Bks E
29 |Invoices 7 01072010 0111000100 235010001 18.77 5504356102863 SubscrptnsiDept Bks E
1900024488 7, . 84.39
1800024706 17 | Inwoices T 012172010 0111000100 235010001 8.46 550005102863 Supplies-Office [
20 |Invoices 7 012152010 0111000100 | 235010001 12,71 550016 |102863 Supplies-Education 7
28 Invoices 7 01202010 0111000100 | 235010001 20.51 550015 102863 Supplies-Education
27 |Invoices 7 012192010 0111000100 | 235010001 25.00 550015 102863 Supplies-Education
B |Invoices T 01252010 0111000100 235010001 25.00 550435102863 SubscrpthsiDept Bks
7 |Invoices T 0u220M0  |0111000100 235010001 11.64 550535 102863 SubscrpinsiDept Bks
1800024706 [ = 10332
1900024988 3 |Invoices 8 02/042010 0111000100 235010001 100.00 550910 8000002072 Travel-Out 8t Genl
1900024988 7Y = 100.00
2600079642 1 |Invoices 1 07132008 |0111000100 | 235010001 g2.08 550005 "CARDINAL OFFICE PROD -BAXTER - AQ TAPE W Supplies-Office
26000796432 [ " 82.08
2600079643 1 |Invoices 1 07113r2008 0111000100 235010001 66.27 550005 CARDIMAL OFFICE PROD I-BAXTER - AOQ THREE IM Supplies-Office
2600079643 7 . 56.27
2600078644 1 |Invoices 1 0711352008 0111000100 235010001 16.50 550015 LIGHT IMPRESSIONS -NCD-AMDERSEN - PH CLEAR Supplies-Education
26000793644 1Y " 16.50
2600079645 1 Invoices 1 07132009 0111000100 235010001 48.689 550005 "Nkl BOOKSTORE #797-WIDEMAN - AA TRVL.DRY,P Supplies-Office

I zrec B2 nhiaap2014 [ 1S |

Export Document Journal to Excel

The Document Journal can be exported to Excel.

1. Click List.
2. Export
3. Click Local File.

@ Edit Goto  Views Seftings  Systern Help
Print Preview Ctri+Shit+F10 | @3 & | 5 @ 5 20 A0 20 E

Print Ctrl+P

Crystal Reports Batch Printing

— 1 il o[y

e —
Export F Word Processing... Ctrl+Shift+F 3 _’i_|
Send To v| Spreadsheet.. S
Ezxit Shift+F 3 Local File... Cirl+Shift+F4
FI Area MKD1 Crystal Reparts File
B Copy URL to Clipboard Shift+F 1
Commitment [tem 550000 ... -
Funds Center 236010001
Fund

Page
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4. Select Spreadsheet.
5. Click Continue (Green Checkmark).

IE Save listin file...

In which format shou
he saved 7

@ Spreadsheet
() Rich text format
(O HTML Farmat

(O In the clipboard

ME

Id the list

6. Click match code button for Directory to change the directory and file name.

II:E’DncumentJnurnal

Directony

|k::1D|:|c:ument5 and Settings\dawsonmNSapWorkDin

@)

File Mame | %LS

[=

—

Generate || Replace || Extend |

Encoding

7. Click Save.

——

Save As
Save in; | @‘ Desklop

a| >
-
I uments
A vj My Computer
My Metwork Places
y Recent Do =) Stuff
Desktop
7,
Wty Documents)
My Computer
— e ——

26
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Save

wm_zmsxw a|
[y Metwark P |

Save as type:

| EXCEL Files [*XL5) =l

| Cancel
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8. Click Generate.

b= Document Journal
Directory |b:1Dncuments and Settings'dawsonm1\Deskiom [ﬁ’:l
File Mame  |ZFD1_2009.XL8 [=)

Encoding |EIEIE|E||

L~
4\ Generate |)Replace || Extend |

9. You will receive a transmission message.

|@ 107,900 lytes transmitted, code page 410

Office Integration

The report details can be integrated with Excel. The report will continue to generate in the Excel format
until the Office Integration is set to inactive.

1. Click Office Integration.
2. Select Microsoft Excel (select Inactive to return to the SAP style).
3. Click Continue.

Dept.Budget Consumpt
II@IJ[
III?OptiDns —
- BOB/BGE/ 2000
General Settings —
[Bwertmode
[v] Dizplay navigation bar
List Cutput
[] Print page farmatting
[+] Freeze Page Header
[¥] Freeze lzad calumn Original B
[¥] Display icons
33,218
M| Exit Report 3,218,
+| Send confirmation prompt
prome 1 157,431,
M| Cfice-integration 1,157,431,
T O Inactive
@ Microsoft Excel
N
i
[w]warksheet protection
2 442
2 964
4,403,
%] f2,179.
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4. Click Enable Macros.

Microsoft Office Excel Security Notice T

@ Microsoft Office has identified a potential security concern.

Mote: The digital signature is valid, but the signature is from a
publisher whom you have not yet chosen to trust.

File Path: Boaokl

Macros have been disabled, Macros might contain viruses or other security
hazards. Do not enable this content unless you trust the source of this file.

Mare information

Shiow Signature Details

5. The report appears in Excel format.

Trust all from publisher

! Disable Macros |

Enable Macros

!,/E% =y s
- Haome Insert Page Layout Formulas Data Review View Acrobat ':@
iy, L —*a [nsert ~ ~ A
= j; Arial -l - x| |IF ==l S S ;='—--[tI>:|el:ev é. '5}:| [ﬁ
0 <0 . T o e Sort & Find &
| B[ A | || S| [l | e - o Tabie - syies - || B Format - | 2 Fitter - seect~
Clipboard ™= Faont Alignment MNumber Styles Cells Editing
Al - fe |
1)2|3|4([5 A B E D E F G H
1 []
2 |Commitment ltem Priginal Budgellevised Budgd YTD Exp/Rev|Commitments | Parked Actualjvailable Budget
[ [T 3 501100 Administrative Staff Pool 33.218.78 33.219.19
|- - 4 501115 Admin-Hourly 33.219.19
| 5 | |* Administrative Staff Pool 33,218.78 33.219.19 33.219.19
- | 6 503000 Faculty Pool 64,922.94
L7 503005 Faculty-Salary 1,157,431.25 1,1567.431.25 1.187.840.18
- | 8 503010 Faculty-Part-Time 2.265.00 36.779.01
| 9 | |* Faculty Pool 1,157,431.25 1.224,619.19 1,224,619.19
[+ 10 503505 Faculty-Summer 51,775.00 51,774.91
= 11| |* Faculty-MNonpooled 51,775.00 51,7749
- [ 12 504000 Faculty-Spec Pr Pool 13,000.00
|- - [13 504015 Faculty-Spec Comp 13,000.00
= 14 | |* Faculty Special Payroll Pool 13,000.00 13,000.00
- |15 522127 Ins-Health Spending Account 1.862.50
16 520000 Fringe Benefits Pool 35437.20
17 522110 Ins-Life 2.442.00 2.442.00 1.934.64
18 522115 Ins-Dental 2.964.00 2.964.00 2.849.37
19 522120 Ins-Disability 4.403.00 4.403.00 3.432.52
20 522125 Ins-Health 62.179.00 62.179.00 88.611.86
s l21 522130 Retirement-Ky 3.325.00 3.325.00 3.329.24
M 4 » M| Department Budget Consumption R 2 ||-_ il
Ready
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