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Survey
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Survey

How satisfied are you with the support or assistance you receive ?

Contact central administration it 14

Submit a HelpSU Ticket

Refer to FINGATE

M 1 - Very dissatisfied M 2 - Dissatisfied ™ 3 - Neutral M4 -Satisfied B5 - Very satisfied
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Survey

Did you use the interactive calendar?

Answer Options

Response Count

Response Percent

Yes

34%

No

66%

Stanford University

Confidential

August 4, 2015




Absolutely loved the interactive calendar!! Great addition!

one or morex

Filter to sh
K

N\A/ TW

Toggle
week|

u )

M 1-Not at all useful ™ 2-Somewhat useful ™ 3-Veryuseful ™4 -Critical

ki
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Survey

Rating Results:

2013 2014 Feb 2014 Oct
Area Rated Results Results Average
Weekly email updates on year-end close schedule 4.23 4.46 4.52
Year-end close calendar/schedule posted on the
Gateway to Financial Activities website (FINGATE) 4.34 4.19 447
Satlsfactlpn \{Vlth the cIarltY of Year-End Close 381 4.06 4.31
communications and terminology
Contact- ce.ntr?I admlnlstratlon (the Year-.End Close 388 396 4.11
team within Financial Management Services)
Submit a HelpSU Ticket 3.79 3.94 3.93
Refer to Gateway to Financial Activities website 3.72 3.81 4.04

Stanford University Confidential August 4, 2015



Process
Improvements
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Process Improvements

Tools
= Expense Request System (ERS)

= Managing Prepaid Expenses Using
OBl

= Labor Distribution Adjustments
Save Function

= Automated Feeder Approvals
Workflow

Process

Stanford University Financial Management Services Confidential August 4, 2015 10



Process Improvements
Expense Request System (ERS)

Integrated Home Page

Events

Foreign Transaction Tracking

Stanford University Financial Management Services

Visitor Reimbursement

Line-level auditing rules

Streamlined PTAE Allocations

Per Diem and Mileage automation

\/ Simplified TCard Charge Clearing

Confidential

/ Customized Search feature to include both iOU and ERS transactions

August 4, 2015
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Process Improvements
Expense Request System (ERS)

iOU and Expense Requests Average Days to Process

14

12

10

Average Days to Process

Feb-14 Mar-14 Apr-14 May-14 Jun-14 Jul-14

Aug-14 Sep-14 Oct-14 Nov-14 Dec-14 Jan-15

Feb-15 Mar-15 Apr-15 May-15

iOU Transaction Volume BB ERS Transaction Volume = Average Days to Process

Stanford University Financial Management Services

Confidential
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Managing prepaid

expenses using OBI
(Advances, PCards, TCards)



Process Improvements
Prepaid Expenses

= Advances, PCard and TCard transactions should be fully expensed by the
Advance Cleared Date or Expense End Date

= Expense activity should be recorded as soon as possible and posted to the
appropriate charge PTA

= How:
¢ Use the ‘Aging- Advance and SU Credit Cards’ tab in the

‘Expense Request and SU Card Activity’ dashboard in OBI to identify outstanding
charges

¢ Use Expense Requests to clear Advances and TCard transactions
¢ Use PCard application to verify and approve transactions

= URL:
OBI reports: https://bi.stanford.edu

Stanford University Confidential


https://bi.stanford.edu/

Expense Requests

OBl reporting
delivered through
Evolve Financial Reporting Program

Steps available on FinGate



Aging Reports
OBl Reports delivered through EFR Program

Oracle Business Intelligence

@ || Q search * B U ¥ & O =
r.r . i . : . i i - r— .
1 B d .origamio... = Problem leading page | SUMAC | | Web Slice Gallery | ! https://bi2uat.stanford...
https://bi.stanford.edu;
Search | All | =) i‘ Advanced Help»  Signowt ©O

-—— — S———

<« v BB Open ~ | Signed In Az Skinne

Create... @ Recent &= and SU Card Activity - Home)
Analysis and Interactive Reporting Dashboards

Anzhysis | Filer | Mara» 55| Expense Requests 2nd SU C..

it Published Reporting 199} open | More ~
Report Job

[ Maost RecentExpehiss RN
E'j My Diashboand
= Authority

[ Autharity

Actiunablg Intelligence Others =] Ex[EI'I'SE H,E[HJI"I:
Agent | Action EI ER T 5-1-14 to 6-30-15 EI
Browse/Manage Open| Exit [ Mere - . Finance
All Con - _ala] Foreign Activity Transactions... —aiz] f = — £

& My Arss 8 e e EH 4 Expense Requests and SU Card Activity

) My Reports = ! b

e dprrd (BB oot e T 16 Payroll and Labor Management

& A:ﬁ A Most Popular &) Reference Data and Inquiry
Get Started... -

5ol Payroll and Labor Manzgeme... ; E -
ﬁ Introduction to Oracke BI ﬁ! Orpen | More « EI — s.nnd Aﬂalyth
% Oradle BI EE Documentation (G| SeRA Research- Repons @ LLa SWM Anah'tts

Crpen | More -

\ﬁ Download BI Desktop Tooks w

Help Contents

[ S=RA Ressarch
= Workgroup
3 Workgroup

:@ﬂ Oracle Technology Netwark
m

o
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Aging Reports
OBl Reports delivered through EFR Program

é & https://bistanford.edu/analytics/saw.dll?Dashboard @ || Q Search {3 E E
@ Most Visited :: Getting Started A Log Out E Meobile Device Manag... E SU SSL VPN :: Suggested Sites :: https://www.origamio... E Problem loading page :: SUNAC :: Web Slice Gallery :: https://bi2ua
ORACLE STANFORD UNIVERSITY BIPRD 117 Search | Al [~ * Ad

Home | Catslog | Favorites » | Dashboards ~ | J Mew ~ | & Open -
Aging - Advances and SU Credit Cards

> Help | Selection Criteria - Use this section to define the group you would like to analyze
To view results, select either Expense Request Transaction Mumber or (School/\VP Budget Unit, Organization, Project Murmber, Task Mumber, Award Number or PTA and at least one date parameter).

Expense Requests and SU Card Activity

Home Expense Request Transaction Detail EU Credit Card Transactions

? Help
HELPSU Always use today's date in "Last Expenditure Ttem Date" to capture all outstanding credit card transactions.

School VP Budget Unit | —Select Vale— R Project Mumber |—Select lalue—  =| First Expenditure Item Date == E&)

Organization |—5Select ake— x| Task Mumber |5 | Last Expenditure Item Date <= E&)

Organization Perspective Task Org hd Award Mumber |--5ele x| First Submitted Date >= EEB

Prepaid Transaction Type |—Select Vake—- x| PTA Number |--Sele | Last Submitted Date <= [y
Expense Request Transaction Mumber |5 e -

Mext | Apply | Reset » |
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Aging Reports
OBl Reports delivered through EFR Program

Home Favorites «

Expense Requests and SU Card Activity Catalog

Home Expense Request Transaction Detail Aging - Advances and SU Credit Cards SU Credit Card Transactions

*| Help *| Selection Criteria - Use this section to define the group you would like to analyze
? Help To view results, select either Expense Request Transaction Mumber or [Schocl/WVP Budgst Unit, Organization, Project Number, Task Number, Award Number or PTA and at least one date parameter),
HELPSU Always use today’s date in "Last Expenditure Item Date” to capture all outstanding credit card
L]
U ——————— Daninstblamber (-Seloct Valve— =|  |a Date ==91/2003 JE_I;.
G";EFIEE“:II'I —OEET Maiie— - I:E - ?15|I5 .?
. L [ |—a&El Vaiue— | = Lab = i ‘—a}
bn Perspective [7]- = = | Date <=7
nsaction Typel [V A4DD-Stanford University LMl pber|[-Select Valve— = o
Fi ] —d o i
DF-.!-.!-.!-.-D ees o F'rair..art F'r-::-'..-:.-:t ber [“Salerr Vale— || & e ;
D.E-.!-.E-W-F‘raar:art = Office Operations

|:|.-!-.-!-.H H-Hoowear Houss Op

|:|.-!-.-!-.H S-Board of Trustees/Univ Gov.
[l a2 Brocidant CFF o Mice Din

1 | 1] [ »

2015 Maore/Search,..
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Aging Reports
OBI Reports delivered through EFR Program

¥ Advance Transaction Detail

Tim run: 7/5/2005 3:36:25 PM

TaskOrg  EXPONSR Request Transaction | 1u.re

Description
A00-Research 4dvance SKINNER, LISA
| ALVAREZ-VALDEZ,
ISABEL
Advance Total
Advance (Foreign) ALVAREZ-VALDEZ,
ISABEL
SKINNER, LISA
| Advance (Foreign) Total

Organization Perspective Task Org

Expense Request Expense )
Transaction Humber Incurred Date
ADV12345 2f6f2015
ADV12346 262015
[aDv12399 [3/372ms
[aDvoa1z [per2015

Stanford University Financial Management Services

v Subtotal by Expense Request Transaction Type Description

Al

'Advance Expected Transaction Age Day - - |
= Applied Employee Advance Advance Balance

2/6/2015 149 $0.00 $0.00 5135840

§9,588.79 5000 s
7/6/2015 0 sm $0.00 $4.365.80
| s $0.00 §5,297.013
| 6/10/2015 25

Confidential August 4, 2015 19



Aging Reports
OBl Reports delivered through EFR Program

¥ Aging SU Credit Card Transaction Report
Time rone 7572015 3:49:35 PM
Organization Perspective Task Oy Subtotal by SU Crede Card Program Descrnn -« [oK]
View by Basc
UG .M%:.a S aia ] L | ol Rl §= = | ST I =T
L‘"."." Expense SU Credit  SU Credit Card Verifier Full Expense Request SU Credit Card Transaction
| , Incurred  Card Posted Transaction Status Transaction Status  Age Day
SKINNER, LISA | SKINNER, |F1Date Date Expense End Date Name Description Description
|LISA ' —— o
| 1/3072015 |2/2/2015 HOYING, MATT |Unknown SUBMITTED 152
‘ ———— T ———tvrT — v - T
|INTERNATIONAL J \
265599 |AMAZON.COM  [§/120015 | /152015 HOYING, MATT _|Unknown PENDING APPROVAL 19/ 160.93
2772455 (GAYLORD BROS INC 6192015 | 6222015 |HOYING, MATT_|Urkeown NEW 2 18748
2773903 HASSETT ACE 22015 1&’23}7015 \ | Unkaown NEW 11} 88
HARDWARE B |HOYING, MATT | ‘ ‘ |
2774036 PAYPAL "BACC 16222015 16232015 HOYING, MATT | Unknown NEW 1 1| 260.00
774037 PAYPAL *BACC G015 6232015 {HOYING, MATT | Unknown NEW 1 1/ 11000
2778875 |WINE 'Essmo 0015 Wzsnoxs ;»’onm, MATT ilﬂwm NEW si #.0
2760437 |SILICON VAULEY 292015  |6302015 |HOYING, MATT | Unkaown NEW 4 524,08
SHELVIN — ‘
2780438 |SILICON VALLEY 62972015 ‘6130'2015 i"OWNG. MATT 1va NEW 4; LNy
SHELVIN ,
2780439 [SILICON VALLEY 6292015 |6202015 [HOYING, MATT | Unknown NEW 4 4,708.08
SHELVIN o !
78805 PACIFICWATER 6300015 7202015 Ti”o“m' MATT \‘Wuvm INEW 2-; 687,51
[SYSTEMS
L |
'SU PCARD Total - | 1471820
SU TRAVEL CARD |SKINNER, us,ﬂsxjm‘m, ;W-% m%:oMEﬂICANm £3072015 ‘7/1/2015 [HOYING, MATT |Unknown 'MOVEDTOIEXP 2 8.4
| | 10012353321 | |
LISA ‘ ; !
| 2783056 AMERICAN §300s 722015 | HOYING, MATT |Unknown MOVEDTOIE® ] 1980
‘ 00L06145830630 , | 1 ‘ |
/SUTRAVEL CARD Total | 1,038.04)
B0 0T Rows 26 4hed)
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Additional Report
Resources
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: -
Reports by Business Process ’?7

4@%%

Business Function ReportMart3 When to Use

Payroll and Labor Management v

Expense Requests and

SU Credit Cards (PCard, TCard) v Pre-Close
Soft Close

Purchasing and Payments v
(138, 148, 201, 206, 207, 257)

Expenditure Management:

Expenditure Statements v
(279,285)

Fund Management:

Fund Statements v Pre-Close
(101, 153, 283) Soft Close
Cash Management Hard Close
(101, 153, 283, 284) v Final Close
Budgeting
(165, 166, 211) v
Journal Entries y

(101, 153, 230, 252)

Stantord University Financial Management Services Confidential August 4, 2015 22




Getting access to OBI Financial Reporting

= Visit OBI Financial Reporting web site at:
http://web.stanford.edu/group/fms/fingate/finsystem/obi/

SU Home

= Find:

*

rinanciaL OBI FINANCIAL REPORTING

(L1 I1 AIEMN Search Fingate

Authority requirements
under ACCESS
Available and required
courses under TRAINING e

SYSTEMS

Staff Financial Home

OBl News

> Access
Training

And much more ...

Stanford University Financial Management Services

Fingate Financial Reporting Tools > OBI Financial Reporting > About OBI Financial Reporting

About OBI Financial Reporting

What Is OBI?

OBI stands for Oracle Business Intelligence - a suite of reporting and analysis tools in

an easy to use interface. Through the implementation of OBI, we are evolving financial
reporting to a whole new level by delivering the right tool to the right people with the

right skill level:

* Robust and dynamic ad hoc analyses for experienced financial analysts
* Simple and interactive reports for administrative and financial staff

Why Use OBI?

« Cross Application Reporting

Report on PeopleSoft and Oracle Financials data from a single user
interface

« Ease of Use

Confidential August 4, 2015

Launch Systems:

Oracle (ofweb) Vv

Browser Reguirements

Resources:

» Quick Start Guide

» Predefined Report List

» RM3 to OBl Crosswalks
OBl Task Mapping

» Data Definitions Search

» OBI Authority Mode!

» Confidentiality Agreemer

Learn about System:
[ I

| Go

23


http://web.stanford.edu/group/fms/fingate/finsystem/obi/

Process Improvements
Labor Distribution Adjustments Save Function

New Save feature!

[-: Oracle Applications - OF2UAT - Cloned from OF1PRD 04/01/15 s —
H H Eile Edt View Folder Tools Window Help
Saved transactions will e
be retrievable for up to
7 d ays fo r | at er Distnbution Adjustments Dashboard
, Creation
Completlon “ . - YA Status v IAL v Employee Nam v | A Date 71AL“
L! DINH,01FEB1515FEB15DEP00449385 Dinh, Anthony J 03-JUL-2015 07.57:59 =
DINH,01MAR1515MAR15DEP00449274 Saved Dinh, Anthony J 30-JUN-2015 10:58:56
DINH, 16FEB1528FEB15DEP00443273 Saved 'Dinh‘ Anthony J 29-JUN-2015 09:40:12
ACCGSSI b I e Via th e PARKIOTMAR1515MAR15DEP00449356 Pending (Parkinson, Blake H 17-JUN-2015 11:18:11
LOTZEOTIMAR1515MAR 15DEP00449355 Pending [Lotze, Philip A 17-JUN-2015 11:17.27
Dashboard J
To view batch details please "double click" adjustment batch name
To view approval status please "double click” status
Edit | Void | Refresh New LDA | Exit

Stanford University Confidential




Process Improvements
Automated Feeder Approvals Workflow

= Use of automated Workflow Notifications for approval
routing

= Approvers (either Business Owners or Feeder Owners
other than the originator) can approve or reject from
the Workflow Notification

= Approved feeder journals will post automatically

= Rejected feeder journals will route back to the
originator for purging and upload of a new feeder

Stanford University Financial Management Services Confidential August 4, 2015 25



FY15 Year-End Close
Calendar



FY15 Year-End Close Overview

= Calendar provides a list of deadlines for each business process

= Two preliminary closes before the final close

= Five distinct timelines for activities included in the schedule:

Pre-Close:
e Activities before August 27

OSA clearing, expense and AP
transaction deadlines, etc.

August-2015 Month-End (Soft) Close:
e August 27 — September 3

AP close, Labor and Public iJournals
deadline, etc.

Year-End Expenditure (Hard) Close:
* September 4 — September 10

Specialist and Central iJournals
deadline, expenditure processing
finalized)

Year-End Fund Transfer (Final) Close:
* September 11 — September 18

GL entries only, Fund Transfer deadline
for distributed users on 9/16

Post-Close Activities:
* September 19 — October 31

Catch-up processing for SEP-2015
activity

Stanford University

Confidential




FY15 YEC Timeline

Distributed Users
> Expenditure Deadline
9/3

Specialist iJournals Deadline
- 9/9 (Input) 9/10 (Approval)
- Central iJournals Deadline
9/10 (Input & Approval)

S FAIR Adjustments Only
9/18

Central Office
> Fund Transfers Only
9/11-9/17

Stanford University Financial Management Services Confidential August 4, 2015 28



AUGUST 2015

Sunday aonday Tuesdny Wennesasy Thursasy Frioey Taturdey
JULY 21 AUGUST 1
To review July MEC desdines on be diick here
i 3 L] 5 & T -4
S300pen: Cending by sumit EXpENdTrE TyRE & CO| a0
Code requests for AUG-2015
9 10 11 1z 13 14 15
S00pm: Form 1 Capital Projects 3300pam: Submission deagire for G5A LDA'S Tor rarsackians
approvals deadline pasted betwasn 51113 £ 7/20/13 pay periods
i : S:00pm: Dendine to approve 055 LD&'s for transachions
LL55pm: luly 2015 Menth-End pasted betwasn §/1/13 to T/24/19 pay perinds
Diose Complete
Salpmm: 54 “swesp” process begins
Su00pen: Dendine to input Labor Schedules inito Oradee Tor
hourly employees for pay period ending £/13/15
15 17 1= 19 0 p= ] 2
E:00am: 054 “sweep transschons | S00pen: Cesdine to input Labor £/13/17 Payroil svmisbi= on PLM and RRT2 Ta00pem: Endownenit pryout posted
musilsiie on sxpenditure reporty | Schedulesinga Srade for Salanied reports and avsilsble for adjustment
employess for pay period ending
S00pem: A8 A7 ERS & TLa0d £/13/11
trancactions deadlie [eec=pt
Sar)
a 4 5 6 ri) = 5
S0dpem: flurthly Income Excaplions | 4P peyments on hold il 571 |&EH, \Wines, AP peyments on hiold el 8, 1 |&CH, Wires, Checks, Dect | Camiral Dffice
= Dadline to request rew Gift Oriechs, Direct Dehit) Tebit] ol lover Labor
fund PTAs 4:00pm: 20ard spproval . i Echedule =nd
deadline Ta0am: No FTA Changes until 5741 Sa0Gam- Fund & BpEndiuns (pors SNIBRE 0NN f e g et
+ Firal deatlie for degartmerts Irefiecing o8 Fr13 expenditure transactions evcept B/3113 | ooy yewr-nd
o skt Capital termplstes AceO0am: Cash Mzmt Fyerssin A7 cendine | PR S2ll AUG-20LY fz=cer)
i ., 3:00pam: Desdine to origmate 058 LD&'S for transachicns
* Dexdline for depertments ta 1Z-00pm: &P Joses pster during the 5/1%/4% pay perig
submit Cost Sharing [jourmals to
osa 500pm:
= 0S54 LOA's spproval d=scline
= Di=adline to submit repayment checks ko Payrall
911 dalary Uploads
S0 BT CGA SWERp ProCess
Financial Management Services August 4, 2015 29




FY15 Year-End Close

AUGUST-2015

DATE
8/7/2015

TIME
5:00pm

ACTIVITY
Deadline to submit Expenditure Type & Object Code requests for AUG-2015

8/10/2015

11:59pm

July 2015 Close and ADJE-2015 is opened

8/14/2015

3:00pm

Submission deadline for (Org Suspense Accounts) LDA (Labor Distribution Adjustments) for
transactions

OSA (Org Suspense Accounts) LDA (Labor Distribution Adjustments) approval deadline

8/17/2015

All AP transactions deadline (except PCard)

8/20/2015

8/15/15 Payroll available on PLM and RM3 reports and available for adjustment

8/24-09/11

9/01 Salary Uploads

8/25/2015

AP Invoice uploads deadline (Central)

8/26/2015

PCard approval deadline

8/27/2015

No PTA Status Changes until 9/11

Cash Management Payments in AP deadline

AP Closes for AUG-2015

8/28/2015

6:00am

Fund and Expenditure reports available online (reflecting all FY15 transactions except 31-AUG-2015
payroll and all AUG-2015 feeders)

5:00pm

OSA LDA approval deadline.

8/31/2015

5:00pm

Deadline to submit ilournal Responsibility requests

Stanford University Financial Management Services

Confidential August 4, 2015
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SEPTEMBER 2015

Sundiy | Fonday Tumday | Wad nisslay Thurday | Fridiry | Satu reliy
Ly~ D0prm Caerin journa ki el g ian g, daadine for diabribubad wiars Sor s nght préseisisg
30 31 SEFTEMBER 1 E] SOIT CLOAE E] H
AP piy=anki on hald unbl %71 (ACK, Wirss, Dhacki, Dt | &P gas VE1/LE pargrall procissed in &:0bam: Fublic Lipgomak availabli ke
Dt Oricle Frianiak ®  BFA1M19 Payrol availabbeos PLM ind RM3 reserts snd svailible | Septamber and futurs pacieds
lor eduilmant aaly
B:0fam; 5
i Sy updities fer 971015
" -Daily 3:00pm journal deadline (for distributed users) so Central can .
complete for same night processing e
- -Daily 7:00 PM deadline for iJournals for same night processing:
[ Approved iJournals, including End-Route approval — except on 9/10: .
- the final posting is at 5:00pm S
' Exzmndituras)
i
A Encupitioni | .
1] STl 1]
dudyel Olhcern Meebng Todgel Olfcen MA=ebng Budyil BlFcurn Msubing T00pm: FAIR Rurtures [ i missit TEF-1015
10:D3arm: Fuir-E5d "Hard” Clowe dats svailabla on D88 *  S00pm: Bt lppmals | *  Fnal Cora Joumal ingut & asprovel dieadine (Dentrellirs Ofice J“-.-.-I. . e
riegErl Fund Tranufurs, Bulk Fund anly] FFP1E Burdan Schisfulis Bnal [Tary
Transhers and & D Fusd dwaddlim kg b iy
Transfer fna submbsion V:00pm: Final FAIR Journals el £ b
duidlisa Nor dingd rimenta inpul & approval deddFns
* 7:00em: & i I 11:08sm: Yaar-End “Final” Cose
Fured Tranafiari, Bulk Fusd emplube
Transhers and Al Fund
Tranafard final dpproval
L 51 II FE] — 14 15 I
G115 paryrdd| procisied in Oricle Fisanduls SRR Pagrel | avalable 12:00am: Drack Fpsancn raady won F¥ 2015 acualh o Yaar-End
008 m: Foar-E5d “Final" e data availabia an DSE e LM and AU reparts i lanie reperling |due 10513015)
;:urélil;duwmnt Baliiia - (TED)
7 18 FL] ETT
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FY15 Year-End Close

September-2015

DATE TIME ACTIVITY
9/1/2015 |7:00am  |Expenditure Type & GL Object Code Blackout Begins
8/24-09/11 |- 9/01 Salary Uploads
6:00am  |8/31/15 Payroll Student Financial data available in PLM and RM3, available for adjustment
3:00pm  |Same-Night Processing Deadline for LDA end-routing to O5R/Fund Accounting
9/3/2015 LF)A responsibility disabled ulntil 9/19 _
Soft Close 5:00pm  |Final Input & Approval Deadline for Public ilournals and Feeders
ilournals Specialist and iBudget entries Input & Approval Deadline for Soft Close
7:00pm  |LDA Approval Deadline, Central iJournal Input & Approval Deadline for Soft Close
11:59pm  |August 2015 Month-End “Soft” Close (MEC) Complete
9/4/2015  |6:00am  |PLM and RM3 reports available with AUG-2015 “Soft” Close; 9/1/15 Org Hierarchy updates complete
092015 | *Fund Transfers in iBudgets and ilournals available through 9/16/15
5:00pm  |Deadline for Specialist ilournals, including AP & AR Accrual Entries
9/10/2015 |5:00pm F?nal Speciali?'t ilournal Approval Deadline .
Hard Close Final Central ilournal Input & Approval Deadline for Hard Close
11:59pm  |Year-End Hard Close (YEC) for Expenditures Complete
9/11/2015 6:00am  [RM3 rep:.lorts available w/ YEC .Expenditures data
7:00am  |PTA Maintenance Blackout Period ends
9/16/2015 5:00pm  |Final Submission Deadline for iBudgets, ilournals, Bulk, and ADI Fund Transfers for departments
7:00pm  |Final Approval Deadline for iBudgets, ilournals, Bulk, and ADI Fund Transfers for departments
7:00pm  |Final Fund Accounting Core Journal Input & Approval deadline
9/18/2015 |7:00pm  |Final FAIR Adjustment Journals Input & Approval Deadline
Final Close |11:59pm  |Year-End “Final” Close complete
9/19/2015  |-----emmm- SEP-2015 Activity Begins

Stanford University Financial Management Services

Confidential August 4, 2015
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Interactive Calendar Tool

Year-End Close Interactive Calendar

Feturn to Overview: Year-End Close

Click boxes under "Business Function” and "Close Pericd” to view related information. ¥You can click as many boxes as you want.
Mote: Do you like this new resource? Have any ideas for improvement? Flease take this short survey to let us know.

Business Function Close Period

7| Accounts Receivable ["| pre-close

ml Budgeting DAugust Month-End Close

Ol cash Management [ ¥ear-End Expenditure Close
[l 10urnal Entries [“lvear-End Fund Transfer Close

DPa}rru:-II and Labor Management [l Post-Close Activities

DPurchasing and Payments
DE}rstem Setups

https://web.stanford.edu/dept/controller/cgi-bin/calendar/distributed/

Stanford University Financial Management Services Confidential August 4, 2015 33
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Interactive Calendar

September 2015

< > today

Sun

AP payments on hold
until 3/1 [ACH, Wires,
Checks, Direct Debit)

Mo PTA Changes

until
911

Mon

AP payments on hold
until 3/1 [ACH, Wires,
Checks Direct Debit}

12:00pm - Cas h MNet
deposit deadline for

5:00pm - Deadline for
OSR to submit Cost

Sharing journals
5:00pm - Deadline to
submit iJournals
Responsibility requests

S:00pm - Re
unapplied Graduat»—
Financial Support aid
and enter fully appre
aid in the GFS

Tue
1

AP payments [ACH,
Wires, Checks) resume

Mo PTA Changes until

Mo

payroll

in Oracle

PTA Changes

until

PTA Changes until

PLM and RM
and awvailabl
adjustment
:00am - Student
Financials data
|E|:I|»—III'I RM3

S5:00pm - Deadline to
input and approve
Specialist iJournals,
Feeders, iBudget for
Soft Close

5:00pm - Final
Deadline to input and
approve Public

|:|||||:', |:||=a|:||-—|:|

7:00pm - Central
iJournals input &
approval deadline
7:00pm - Deadline to
post EIFP and EFP
|:|E|1_.r|:|utj|:|urnE||5

S:00pm - Core
Journals input &
approval deadline

Public iJournals
available for September
and future periods only

manth | week day

Sat

PTA Changes until

1

Payroll and Labor Management
Journal Entries
Budgeting

Cash Management

System Setups

DSS Reports




Black Out Periods



Black Out Periods for FY15

PTA Status Changes

= 8/27/15 at 7:00am — PTA Blackout begins. PTA’s may not be altered in any
way that would prevent transactions from posting. This includes changes
to Status (i.e. from Active to Closed, On Hold, etc% End Dates, Close Dates.

= 9/11/15 at 7:00am — PTA status changes resume.

Note: If PTA’s are closed or end-dated during the PTA blackout period,
transactions will reject resulting in additional work and processing time.

Expendlture Types and GL Object Code Setups

08/07/15 at 5:00pm — deadline to submit new Expenditure Type and GL
Object code requests.

= 09/01/15 at 7:00am — Blackout begins: Object/Expenditure code
setups/changes not allowed.

] 10é31/15 at 7:00am - Expenditure Types and GL Object Code Blackout
ends
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Recording Labor Expenses

Managing Organization Suspense Account balances

= Why?
¢ Ensure salary transactions are posted to the correct account in a timely manner
(before YEC) and to avoid OSA ‘sweep’ fees!

" How:

¢ Use the Payroll and Labor Management (PLM) Dashboard in OBI to identify OSA
balances

¢ Create a Labor Distribution Adjustment to clear Organization Suspense Accounts
(OSA) balances

= Prevent future postings:

¢ Use the Payroll and Labor Management (PLM) Dashboard in OBI to prevent OSA
balances by identifying incomplete or invalid Labor Schedules

¢+ Modify the employee’s Labor Schedule
+ Modify GFS, PeopleSoft record, or Axess Timecard
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Organization Suspense Accounts for Labor

Deadlines

= Departments are to submit OSA Labor Distribution Adjustments by :
* 3:00pm on 8/14/2015 for 01-JUN-2015 thru 31-JUL-2015 pay periods
* 3:00pm on 8/28/2015 for 01-AUG-2015 thru 15-AUG-2015 pay periods
* 3:00pm on 9/03/2015 for 16-AUG-2015 thru 31-AUG-2015 pay periods

Note: 3:00pm deadline for LDAs to be end-routed to OSR/Fund Accounting for
same night processing

= |mportant for End Routes to approve Labor Distribution Adjustments by:
e 5:00pm on 8/14/2015 for 01-JUN-2015 thru 31-JUL-2015 pay periods
e 5:00pm on 8/28/2015 for 01-AUG-2015 thru 15-AUG-2015 pay periods

e 7:00pm on 9/03/2015 for 16-AUG-2015 thru 31-AUG-2015 pay periods (this is
the final deadline to approve Labor Adjustments to be included in FY15).

= All OSA adjustments that are not approved by the deadlines above will be
rejected and swept to the department’s transfer PTA’s.
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Approvals

Approvers going on vacation may use feature in Oracle Workflow that
allows Vacation Delegation and Worklist Sharing
http://fingate.stanford.edu/staff/finauthority/delegate approval wklist.html

Approvers can also log on remotely and approve transactions!

S

Stanford University Financial Management Services Confidential August 4, 2015

40


http://fingate.stanford.edu/staff/finauthority/delegate_approval_wklist.html

Organization Suspense Account Reports
OBl Reporting through Evolve Financial Reporting Program
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[ My Dashboard
Create... Q Alerts Author'lty
Analysis and Interactive Reporting = Labor Sched Authority 8/2015 2:14 PM  View |
Analysis | Fitter | More = Labor Sched [= Cross-functional Analysis 5/2015 2:14 PM  View |
&% published Reporting Headcount by Funding Source
Report Job % Recent | = Finance
g+ Actionable Intelligence
_Q_ Agent | Action Ea] Author

Browse/Manage...

| Al Content | Finance
@ My Anahyses & 4

@ My Reports

& My Scorecards Expense Requests and SU Card Activity

@ My Agent Subscriptions

@ My Agents gkt Payroll and Labor Management

Get Started...

R Reference Data and Inguiry
@ Oracle BI EE Documentar I:I .:'1 EI][' H I I-

ﬁ Download BI Desktop Tools
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@, i a -
Oracle Technology Metwork Leznfloeis LS| Db 220
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Organization Suspense Account Reports
OBI Reporting through Evolve Financial Reporting Program

Organization Suspense Account Reports

(" @ nttps;//bistanford.edu/ana ytics/saw.dll?Dashboard

2} Most Visited [5] Unanet 3 Confluence.SRO 3 Confluence ASFSS | | OFWeb | | OFIUAT | | OF1FIX [F] StanfordWho % FMSnet ¢ JIR:

ORACLE" STANFORD UNIVERSITY BIPRD 117

Home summary Actual Pay Labor Schedule Scheduled v Actual Timecard Leave

wd |

Organization Perspective Work Assignment Org  »|  Award Number |--Select Value-—
PTA Number |--Select Value--

Payroll and Labor Management

~| Help ~| Selection Criteria - Use this section to define the group you would fike to analyze.
? L . . .
¢ Help Criteria marked with an asterisk * are mandatory. If mandatory fields are
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~| Labor Distribution Adjustments
Get Labor Distribution Adjustment Batches - All Statuses (link)
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Organization Suspense Account Reports
OBI Reporting through Evolve Financial Reporting Program

Home Favorites » | Dashboards ~ | J§ New ~ | B® Open » | Sig

Payroll and Labor Management Catalog
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Organization Suspense Account Reports
OBI Reporting through Evolve Financial Reporting Program

School/VP Budget Unit —Select Va ~] Project Number
Organization --S . = Task Number
Organization Perspective Work AssignmentOrg |  Award Number

| * First Pay Period End Date 06/30/2015 &b
x| *Last Pay Period End Date [06/30/2015 (@

=l

PTA Number | 1234567-100-AB v|

~! Employee Details
Get Actual Pay Details By Emploves

~! Actual Pay

Actual Pay for Pay Period between 06/30/2015 and 06/30/2015

Time run: 7/6/2015 2:49:24 PM

Organization Perspective Work Assignment Org = Subtotal by Earnings Type

-

Time Period Type Pay Period End Date ~

Show Data As Employee - Table view

Assgnment  |Job Annual |J0P Work

Number Rate :;Jefh’ Assignment Org

_ M | 1924000 37.00 ABCD-Stanford
I B 1024000 37.00 ABCD-Stanford

-- 6,630.00  15.00 AZZz-Stanford
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Employee Name

Project

Task

Number Number
|1234567 (100
11234567 |100
11234567 100
Confidential

Award

Number

'ABCDE

'ABCDE

| ABCDE

Earnings Type

'101-Day
'Hours

103-Day
Hours
Qvertime

'101-Day
| Hours

Pay Period
End Date

|6/30/2015

6/30/2015

6/30/2015

August 4, 2015

| Actual

Earnings
Amount

-

$1,480.00

$444.00

$281.25
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Managing Org Suspense Account Balances
Resources

= Qverview of Organization Suspense Accounts

http://web.stanford.edu/group/fms/fingate/staff/moyrendclose/org_susp_
acct.html

= How To: Clear Organization Suspense Accounts for Labor

http://web.stanford.edu/group/fms/fingate/staff/moyrendclose/quick_ste
ps/clear_org_susp_acct.html

= Policy Notes

http://web.stanford.edu/group/fms/fingate/staff/moyrendclose/policy not
es/org suspense acct.html

Questions: Email financial info systems@lists.stanford.edu
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Policy for Accruing Expenses

Purpose: To record expenses that should have been recognized in FY15 but
were not recorded in Oracle during August 2015

Expenses:

= Prepare a list of the expenses that have not yet been recorded in Oracle AP
= Prepare a debit to these accounts
= Create a credit (offset) using object code 21300

= Applies to Non-Capital Projects
= Minimum threshold is $50,000
= Under extenuating circumstances accruals lower than $50,000 will be approved

= Utilize iJournals AP Accruals responsibility to create an Accounts Payable (AP) accrual
journal for AUG-2015 by September 9, 2015

Questions:
= Email Nini Cruz, tcruz@Stanford.edu or Michelle Zhang, mizhang@stanford.edu
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Policy for Accruing Revenue

Purpose: To record external revenue on non-sponsored projects that should have
been recognized in FY15 but was not recorded in Oracle during August 2015.
Please note this applies to earned revenue only; unearned revenue (i.e.
prepayments) will need to be handled differently.

Revenue:
= Prepare a list of all charges with customer PTAE’s and amounts to be credited (revenue)

= Using the same PTA, use one of these object codes as the debit:
= 11221 Other Receivables General
= 11222 Other Receivables Auxiliary and Service Centers

= Minimum threshold is $50,000

= Utilize iJournals AR Accruals to create an Accounts Receivable (AR) accrual journal for
AUG-2015 by September 9, 2015

Questions:
= For Service Centers, email Christine Siu, csiu@Stanford.edu
= For all other revenue accruals, email Emily Cantey, ecantey@Stanford.edu
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Resources

= Year-End Resources on FINGATE website:
= http://www.stanford.edu/group/fms/fingate/staff/moyrendclose/res jobaid.html

¢ FY15 Year-End Close Detailed Schedule

¢ FY15 Year-End Close Calendar

¢ Year-End Close Public PowerPoint Presentation
¢ iJournals Responsibility Request
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Managing Year-End Close Activities
Resources

= Year-End Close Interactive Calendar
https://web.stanford.edu/dept/controller/cgi-bin/calendar/distributed/

= FY15 Year-End Close Calendar (18-day Close)

http://web.stanford.edu/group/fms/fingate/docs/year end close calenda
r.pdf

= FY15 Year-End Close Detailed Schedule

http://web.stanford.edu/group/fms/fingate/staff/moyrendclose/res jobaid
/year end close schedule.html

m *FY15 Year-End Close Presentation to Budget Officers (PowerPoint)

*coming soon! Meeting with Budget Officers scheduled on July 22, 2015

= Questions: Email financial info systems@lists.stanford.edu
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Resources

Year-End Close Support for:

= Processing Issues and Deadlines
+ Systems and Reporting Operations
¢ Email: financial info systems@lists.stanford.edu

= System Issues
¢ http://helpsu.stanford.edu
e Request Category: Administrative Applications
* Request Type: Oracle Financials

= OBI Reporting and Expense Requests
¢ Financial Support Center: (650) 723-2772
¢ Email: finhelp@stanford.edu
¢ http://helpsu.stanford.edu
* Request Category: Financial Support
* Request Type: Financial Support Center

= Accruals
¢ Expense: Nini Cruz, tcruz@Stanford.edu or Michelle Zhang, mizhang@stanford.edu
¢+ Non-Sponsored Revenue: Emily Cantey, ecantey@Stanford.edu
+ Service Centers Revenue: Christine Siu, csiu@Stanford.edu
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FY15 Year-End Variance Reporting

: Sim}lar to last year, UBO and FAIR will make a joint ask for FY15 year-end
analysis

¢ Through Hyperion reports and forms

= FY15 Year-end data expected to be available in Hyperion around Thursday,
September 24t

= Both FY15 Budget vs Actuals and FY15 Actuals vs FY14 Actuals analysis will
be due Thursday, October 15t
¢ Remember to focus on the “story” in your narrative

¢ Actuals over Actuals analysis will include categories within the Special Program Fees
& Other Income (SPF&OI) and Other Operating Expense. For example:
* SPF&OI: Other Instruction Fees vs Patents, royalties & other rights vs Facility rental
* Other Operating Expenses: Travel & Food vs Materials & Supplies vs Professional Services

¢ The reports in Hyperion will provide you with the data to analyze in these groupings

* Joint communication will come from UBO and FAIR around September 18t
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iJournal Public

iJournal Specialist

iJournal Central

Generic

Generic

Feeder Owner

Funds Transfer

Generic

iJournal Available during
Cloze

Soft Close

Soft Close and Hard Close

Soft Close and Hard Close

Soft Close and Hard Close

Soft Cloze and Hard Close

Expenditure Codes Available

Interdept, LPCH, SHC, student
EXpenzes, salaries, non-
capital operating expenzes

Public access + Fabrications,
colection expenses

Specialist access + Capital project,
fringe benefits, tuttion, student &
debt expenzes

Objects Available

Interdept revenue, revenue
from DAPER, conferences,
LPCH, SHS

Public access + Cash assets,
tax liabilties, revenue fund

student fees, LPCH, SHS

transfers, revenue from patents,

specialist access + Real Estate,
investments, endowment, student
loans

Full validation based on PTA;

Full validation based on PTA;

Full validation based on PTA;

Full validation bazed on FTA: type

Validation idati
type of inl selected type of nl selected Fullvalidation based on PTA type of nl selected of ilnl selected
Approvers Determined by PTA used Determined by PTA used H””?E'j for approvalto Feeder Determined by FTA uzed Over 10K require additional FMS
Business Owner approver
End-Routing Determined by FTA used Determined by FTA used Mo End-Route approval Determined by FTA used -
Transaction Volume Up to 1,500 linesdnl Upto 1,500 linesdnl Unlimited Upto 1,500 linesdnl Up to 1,500 linesdnl
Humber of Journals Unlimited Unlimited Unlimited Unlimited Unlimited
sU emploves sl employes sl emploves
Prerequisites 5U employee SU employes Cost Policy Cost Policy Cost Policy
SRO Feeder set-up
Access iz automatically
Responsibility Granted by granted to staff with a valid SRO staff RO staff Fund Accounting staff FMS staff

Employee ID and SUNet ID.

Responsibility Required by
User Because...

lzer needs to originate
transactions

Need access to specialist
codes; more time to book month-
and

olume; business needs




iJournals Deadlines

Note: iJournals submitted for En
same night processing.

d-Route approval by 3:00pm, guarantees

iJournals Public iJournals Specialist iJournals Central

Input Approval
Deadline Deadline
9/3/15 9/3/15
Soft Close 5:00pm 5:00pm
Hard Close

Final Close

Stanford University

Input

Approval Input Approval
Deadline Deadline Deadline Deadline
9/3/15 9/3/15 9/3/15 9/3/15
5:00pm 5:00pm 7:00pm 7:00pm
9/9/15 9/10/15 9/10/15 9/10/15

5:00pm 5:00pm 5:00pm 5:00pm

Confidential



Feeder iJournals Deadlines

iJournals Specialist iJournals Central

Input Deadline  Approval Deadline Input Deadline Approval Deadline

9/3/15 9/3/15 9/3/15 9/3/15

Soft Close 5:00pm 5:00pm 5:00pm 5:00pm
9/11/15* 9/11/15*

Hard Close 5:00pm 5:00pm

Final Close

*Hospital feeder deadline

To request extension after Soft Close, contact Systems and Reporting Operations.
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Fund Transfers/Bulk Fund Transfers

Note: Fund transfers submitted for End-Route approval by 3:00pm,
guarantees same night processing.

iJournal Specialist iJournal Central

Input Deadline Approval Deadline  Input Deadline  Approval Deadline

9/3/15 9/3/15 9/3/15 9/3/15

Soft Close 5:00pm 5:00pm 7:00pm 7:00pm

9/15/15 9/16/15 9/10/15 9/10/15

Hard Close 5:00pm 5:00pm 5:00pm 5:00pm

. 9/16/15 9/16/15 9/16/15 9/16/15

Final Close 5:00pm 7:00pm 5:00pm 5:00pm
Resources:

How to Request a Fund Transfer
How to Upload a Bulk Fund Transfer
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ADI Fund Transfers/Core Journals

ADI and Core journals are created by FMS Controller’s Office for fund transfers

Note: Requests submitted to FMS by 3:00pm, guarantees same night processing.

Input Deadline  Approval Deadline Input Deadline Approval Deadline
9/3/15 9/3/15 9/3/15 9/3/15
Soft Close 9:00pm 9:00pm 9:00pm 9:00pm
9/10/15 9/10/15 9/10/15 9/10/15
Hard Close 9:00pm 9:00pm 9:00pm 9:00pm
: 9/16/15 9/16/15 9/17/15 9/17/15
Final Close 5:00pm 7:00pm 7:00pm 7:00pm

Who to Contact for Help:
School and Department Contacts for Non-Sponsored Funding
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YEC Reports by Close Stage

Business

Descripti
Function Report (RM3) escription

Displays budget information and is Pre-Close
FIN_BGT 165 Current iBudget — P oY>PUds Soft Close
generally run for non-sponsored

Sum : Hard Close
— and non-capital PTAs. :

Final Close

Displays detailed budget Pre-Close

FIN_BGT_166_iBudget information and is generally run for Soft Close

Download non-sponsored and non-capital Hard Close

PTAs. Final Close

(eT0]
=
o

()

o0
O

-
(a 0]

Lists budget details and budget

amounts by each budget period for  Pre-Close
FIN BGT 211 PTA_ Budget_ sponsored projects only. It identifies Soft Close
Report budget lines for different GL periods Hard Close

as well as total project-to-date Final Close

budget lines.




YEC Reports by Close Stage

Business . ..

The Fund Statement shows the beginning fund balance,  Pre-Close
FIN_ FUND_153 Fund_ transactional activity, and ending fund balance for the Soft Close

Statement ledger, reporting period, and fund(s) selected by the Hard Close
report user. Final Close
"E Pre-Close
Q FIN_REV_283 Mo _By_ Provides a month-by-month summary of actual revenue Soft Close
E Mo_Revenue by Award / Award-Project at the revenue object level. Hard Close
Q Final Close
o]0 Used for all award types but is set to report by fiscal year.
2 It contains detailed revenues and expenditures (salary Pre-Close
o FIN_OP_101_Operatingand non-salary) transactions for the last month selected Soft Close
E _Detail FTD in the reporting period, as well as annual revenue / Hard Close
expense controls (budget), fiscal year to date actuals and Final Close
N - variances.
7))
(C
O Provides Operating Statement summary information by Pre-Close
FIN._ OP_284 Mo_By_ Award / Award-Project in a monthly or yearly columnar Soft Close
Mo format. It also provides monthly and yearly asset and Hard Close

liability information not found on other reports. Final Close




YEC Reports by Close Stage

Business

Report (RM3)

Description

Function

n
)
-
afd
c
Ll
S
c
p .
-
O
q

PLANIIVIM VINVEIJIvY 1 11Ul

FIN_JNL 252 Core_Journals

FIN_JNL_230_Journal_

Inquiry

FIN_FUND_153_Fund_

Statement

FIN_OP_101 Operating

Detail

1

IVIUIIUYCIIICIIL LT VILE D

Provides detailed descriptions and other
information for Core Oracle journals (which are
originated by central office staff).

Displays the entries that were made in iJournals. It
retrieves entire journal entry for individual
iJournals, but is limited for Feeder journals due to
the volume of data in each feeder journal entry.

Shows the General Ledger beginning fund balance,
transactional activity, ending fund balance and
available balance..

Can be used for all award types but reports by
fiscal year. It contains detailed revenues, transfers
and expenditures (salary and non-salary)
transactions for the last month selected, as well as
annual revenue / expense controls (budget), fiscal
year to date actuals and variances.

“ulnivciual AUgUOL T, cVaLy

Pre-Close
Soft Close
Hard Close
Final Close

Pre-Close
Soft Close
Hard Close
Final Close

Pre-Close
Soft Close
Hard Close
Final Close

Pre-Close
Soft Close
Hard Close
Final Close

o



YEC Reports by Close Stage

Business
B D ipti
Function Report (OBI) escription m

Actual Pay>Get Labor Displays Labor Distribution Adjustment Batches

. : : Pre-Close
P Distribution Adjustment ~ summary, details, and approval
. . . Soft Close
c Batches history information
)
Provi ross Pay for ALL empl Pre-Cl
E Summary> Actual Pay © d.esg 055 ?y © SMPAREE by. e-Close
Q : Organization as filtered by Prompt Selection. Soft Close
oY) Overview
© : : .
c ST @ s Displays in Summary what ar.nou.nts remaln in Org Pre-Close
© .. Suspense accounts by Organization as filtered by
Remaining on Org . Soft Close
E Prompt Selection.
Suspense Accounts
O Displays in Summary which employees have
0 Summary> Employee . N
: . incomplete labor schedule by Organization as Pre-Close
(1* B A\ ssignments with . : :
- filtered by Prompt Selection. This report excludes Soft Close
Incomplete Labor .
O retirees and students.
c Schedules
(go] Displays in Summary of the planned employee
.. . Pre-Close
—_— Summary> Scheduled V. schedules on target by Organization as filtered by
o . : Soft Close
et Actual Labor Expenditure Prompt Selection.
%. Displays Gross Pay for all employees by Owning Pre-Close
m . . .
el [P Avel Py Organization, PTA, earning type, award type, and Soft Close

expenditure type, as filtered by Prompt Selection.
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YEC Reports by Close Stage

Business . .

Actual Pay> Employee Details - Displays the check numbers which are associated Pre-Close

paycheck Details with an employee’s earnings amounts. Soft Close
At o o - ODEVETIONE el o e e precone
Employee/Position Details POy Y > '
.. Displays Gross Pay for an employee (by detail Pre-Close
A | Pay> Empl D Is -
ctual Pay> Employee Details payroll transactions). Soft Close

Payroll Transaction Details

Actual Pay> Employee Details - Displays detail information regarding Distribution Pre-Close
Labor Distribution Adjustments entries. Soft Close
Adjustments Batch Details

Actual Pay> Labor Distribution  Displays Labor Distribution Adjustment Batches Pre-Close
Adjustment Batches — All summary, details, and approval history Soft Close
Statuses information

Payroll and Labor Management



YEC Reports by Close Stage

Business . .

Shows employee details, such as assignments
Labor Schedule> Labor Schedule Details and positions information, for specific Pre-Close
by Employee — Employee Details employee(s) as filtered by Prompt Selection.

Displays labor schedule details for specific

Labor Schedule> Labor Schedule Details e els) ee e 5y Promst Sdeaion Pre-Close
by Employee - Labor Schedule Details Pioy Y P '

Provides labor schedule summary for all
Labor Schedule> Labor Schedule employees by Organization as filtered by Pre-Close

Summary Prompt Selection.

Displays labor schedule details for all
employees by Organization as filtered by Pre-Close

Labor Schedule> Labor Schedule Details )
Prompt Selection.

Displays employee details, such as assignments
Scheduled v Actual> Scheduled v Actual and positions information, for specific
Details by Employee - Employee Details employee(s) as filtered by Prompt Selection.

Pre-Close
Soft Close

Scheduled v Actual> Scheduled v Actual Provides labor schedule summary for specific Pre-Close
Details by Employee - Labor Schedule  employee(s) as filtered by Prompt Selection.  Soft Close
Percentages

Payroll and Labor Management




YEC Reports by Close Stage

Business
B D ipti
Function Report (OBI) escription m

Displays scheduled labor schedule amounts and
Scheduled v Actual> Scheduledactuals for all employees by Organization as filtered
Labor Expenditures and Actual by Prompt Selection.

Pre-Close
Soft Close

Scheduled v Actual> Charges Displays Org Suspense accounts for all employees by Pre-Close
Currently Remaining on Org  Organization as filtered by Prompt Selection. Soft Close
Suspense Account

Displays employee timecard hours for all employees
by Organization as filtered by Prompt Selection.. This

Timecard> Timecard Hour ) Pre-Close
. report applies to non-exempt, hourly, and those
Details - :
exempt employees who are eligible for paid leave.
Display time punch details for all employees by
Timecards Timecard Punch Qrganlzatlon as f||tergd by Prompt SeIec’Flon. The Pre-Close
: Timecard Punch Details report only applies to non-
Details
exempt and hourly employees.
i L i i hich date th
ey liegs Bl By Provides Leave History details as to which date the Pre-Close

. employee has taken leave or has accrued leave.
Employee - Leave History Py
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c
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©
c
S
p
O
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©
—
©
c
©
(@
p
>
©
(a1

Display employee leave information for all except
Leave> Summary of Leave casual employees by Organization as filtered by Pre-Close
Balance Prompt Selection.




YEC Reports by Close Stage

Business
FunctionS

Report (RM3)

Description

Purchasing and Payments

FIN_ PO_207_ AP_Requisition_Detail

FIN PO _206_AP_Purch_Order_Detail

FIN_EXP_148 Purch _Order_Recon

FIN_PO 201 AP_Invoice_Detail

FIN_EXP_138 Invoice_Detail_Recon

FIN_PCARD_257 Custodians

Financial Management Services

Information pertinent to your requisitions,
including Purchase Order, Invoice, and
Payment information.

To find and display information specific to
Purchase Orders..

Used to aid in the detailed review of
Purchase Orders.

Provides detailed information associated
with invoices based on the search criteria
provided. Includes Supplier, Invoice, and

Payment information.

Used to aid in the detailed review of
invoices. It can also be used to provide
additional details to facilitate Pl Quarterly
Certification for Sponsored Projects.

Provides Distributed Users with a list of

active purchasing cards and Tcards.
August 4, 2015

Pre-Close
Soft Close

Pre-Close
Soft Close

Pre-Close
Soft Close

Pre-Close
Soft Close

Pre-Close
Soft Close

Pre-Close

Soft Close
70



YEC Reports by Close Stage

Business

B Descripti
Function Report (OBI) escription

Expense Request Transaction

: Displays all expense request transactions that have Pre-Close
Detail >Expense Request Play P g

) . . been submitted for approval workflow. Soft Close
afd Transaction Detail
c
<) Expense Request Transaction  Depicts a snapshot view of total transaction counts Pre-Close
E Detail > Expense Request and amounts of all Expense Request transactions as
. o : Soft Close
(‘>B. Transaction Summary detailed in the first report.
(a el — A ) S @ Dlsplays all adv_ance transac.tlor?s that have been
O Cards > Advance Transaction prepaid, but still need clearing in an Expense Pre-Close
c . Report, and expensing in a valid PTA and Soft Close
Detail :
(T Expenditure Type.
bo Exhibits details of the Advance Number and
= : .. Expense Transaction Number and amounts that
o A - Ad d SU Credit . . -
7, cglrr(ﬁ S Adz::ggsT?:nsactior: I have been applied against a specific Advance Pre-Close
(q°) Clearin Request. The data included in this report Soft Close
N o 8 correspond with the “Aging Advance Transaction
8 Detail” report.
- Displays all outstanding SU Credit Cards (Purchasing
Aging - Ad d SU Credit .
Q. &iNg vances an redi card and Travel card) transactions that have been  Pre-Close

Cards > Aging SU Credit Card

. repaid but still require expense request processing Soft Close
Transaction prep g P G P &

and approval.



YEC Reports by Close Stage

Business

Functions Report (OBI) Description

Displays both the active and inactive (as
indicated by the column Credit Card Inactive

Date) Purchasing Cards and Travel Cards for your Pre-Close
PTA or Organization, and details of their Soft Close
respective Credit Card Holders and Verifiers,

daily and monthly charged limits.

SU Credit Card Transactions > SU
Credit Card Information

Displays all Travel Card and Purchasing Card

transactions with merchant, charging and Pre-Close
approval details and aging status on transactions Soft Close
that have not been verified and expensed.

SU Credit Card Transactions > SU
Credit Card Transaction

Provides a list of Petty Cash Fund information.
Petty Cash Replenishment This report will only display the Petty Cash Pre-Close
Transaction Detail > Petty Cash account which has been processed with Soft Close
Information replenishment transactions.

Provides a list of Petty Cash replenishment
Petty Cash Replenishment requests and payments from the Expense
Transaction Detail >Petty Cash  Requests System, with the Expense Request
Replenishment Transaction Transaction Type Description under “Petty
Detail Cash.”

Stanford University Financial Management Services Confidential August 4, 2015 72

Pre-Close
Soft Close

Purchasing and Payments



Financial Management Services
Stanford Streamlined solutiong Stellarsupport.



