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Introduction

USL Financials is the University’s financial database system that creates and stores financial
transactions and records financial transactions from other systems such as Datatel (Student
registration and billing), ADP (HR/Payroll) and Star Rez (Student Housing), etc.

This procedure manual is intended to provide users with instructions so that they are able to view
transactional detail recorded in their department accounts.

USL Financials is modular in design with each module being fully integrated with all other applicable
modules. Access to the modules will depend on permissions granted to various user groups.

The Main Menu of each module is comprised of three components:
a) Functions
b) Topics
c) Actions

The Functions are Maintenance, Transactions, Processing, Reports and Utilities. These functions
are arranged as five horizontal buttons located in the upper part of the screen. Buttons that are in
full color indicate the areas to which access has been granted. Buttons that are “grayed out” cannot
be accessed.

An enquiry or a report is initiated by selecting a Topic from the left side of the screen and then
choosing an Action from the right side of the screen. Actions can be opened by either double

clicking on the item or by clicking on the OK button. Any Topic that has an arrow on the right,

indicates that it has more than one Action to select from.
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Login and Passwords

Access to USL is provided through a Remote Desktop connection that requires a user name and
password. TSC will assign the user name, as well as a generic password, which the user will be
prompted to change at the time of the initial login. Once logged into Remote Desktop, a further and
separate user ID and password will be required to access USL Financials. This user ID and password
is assigned by Financial Services and provides the user with rights to a particular range of
departments and accounts.

1) To begin, double click on the Remote Desktop icon or select it from All Programs under the
Start menu.
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2) Inthe Computer field enter ‘usl.uwinnipeg.ca’ and then click on the Connect button.

Computer; | L= Lsinnipen. ca w |

[ I:Dgnect ” Cancel H Help ][thil:uns ¥

3) Inthis screen enter your user name and password as assigned by TSC. You will be prompted
to change the password to your own unique password. This password must consist of a
minimum of 8 characters that are both alpha and numeric and both upper and lower case.
It can also include special characters.

% usl.uwinnipeg.ca - Remote Desktop

Log On to Windows

- s Windows Server 2003
. Enterprise Edition

Copyright © 1885.2003 Microsoft Corporation

User name: Eidse-L

Password: |

Log on to: IADZ EI

[ o | comel | shucoomn. | options<< |

After the above information has been entered for the first time, that information will become

the user’s default and will not have to be entered each time. Only the password will be required
each time.

Note: It will take several minutes for the system to login for the first time.
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4) When the blue screen appears, click on the Start button in the bottom left corner of the
screen and choose USL Financials from the list that pops up.

m Programs

gé‘ Setkings

5) The USL Financials main menu will come up. Click on the module that you wish to access.
Three different modules are covered in this manual — General Ledger, Purchase Order and
Control System.

E=UsL Financials
File Modules Add-Ins Utilities Help

Accounts Receivable

L]

.
e

Purchase Urder

Financial Reporter

Purchaze Requisitions

5

&

Inwentory Manager
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Job Cost

Check Reconciliation
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Exxit

Project Accounting
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6) USL Financials uses the Organization ID to identify the database that you wish to access.
The ID for the General Operating fund, which is where all of the department’s transactions
are recorded, is simply UW. Enter ‘UW’ then press the Enter key or click on the OK button.
Select Yes on the next screen to confirm the Organization ID.

USL Financials E3 |

Please enter pour bwo characher USL Financials

Organization [0 IU"-.-'-.-1 Iz pour Orgarization name corect?

L The University of Winnipeg

K I Cancel |

After a user has entered the Organization ID for the first time, that information becomes the
system default for that user. That is, for all subsequent logins, simply pressing the Enter key or
clicking on the OK button, will accept the default.

Some users may also have access to the Trust database. In that case users will need to switch
between databases by going out of one and into the other. A user cannot be in two databases at
one time. The Organization ID for Trust is ‘TR’.

7) After a valid Organization ID has been entered, you will be prompted for your USL user ID
and password as assigned by Financial Services. The USL password is a unique password
associated with each individual USL user ID. This password provides each user with access
to various functions within USL Financials. (Note: The system will automatically enter the

Server Name)
USL Financials |
Server Mame: IUSLSQL
IS Uger (D LE
IJSL Uzer 1D ILE
ISL Pazsword: I*"“*"*"ﬂ

ﬂl (] I Cancel

After a valid password has been entered, the selected module will open to the module’s Main
Menu.
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If an invalid password is entered, the application will indicate this and an opportunity will be
given to try again. If the third login attempt fails, the user will be ‘locked out’ of USL and will
have to contact TSC and request them to ‘unlock’ their USL access. Passwords are case
sensitive. A common mistake in password entry is using the incorrect case.

The process of opening a module will take a minute or two, as it involves an initialization process
and attaching of various tables. Subsequent logins to the same module will just take a few
seconds, as the attaching process is kept in memory. This will be the case even when logging
out of USL Financials completely.

To exit USL Financials at any time, you must click on the Exit door button and not on the ‘x’ in
the bar at the top center of the screen.
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General Ledger Module
EUSL Financials
Eile Modules Add-Ins Utilties Help

L (5
General Ledger Accounts Receivable

B4 i

e

Vi

Purchaze Order Financial Repaorter Purchaze Requisitions
=]
=3
Irwentory M anager Job Cost Check Reconciliation
Praject Accounting

Coantral Spsteri Exit
The General Ledger module can be used to provide departments with access to account information
at the transactional level. An example of the type of information available is the monthly General

Ledger Detail Trial Balance report.
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General Ledger Detail Trial Balance Reports

The General Ledger Trial Balance report will likely be one of the more frequently used functions
within USL Financials. It can be used to determine the current status of a department’s
spending or to verify that transactions have been recorded in the proper accounts. As the user
has date range options, it can also be used for comparative analysis.

1) To generate a General Ledger Detail Trial Balance report, click on the Report button, then

single click on Trial Balance in the Topics side of the screen. In the Actions side of the screen
double click on Trial Balance.

EUSL Financials 5.2 - uw - [GL: General Ledger]

|E Fle Edit Window Help

J{- #|°|ﬁaFavoritesv|§o-|ﬁ| -
BE General Ledger LE &
B g —_

ﬂl@ﬁjl|

Transactions Processing Reports Utilities

Function: Reports Topic: Trial Balance

Topics: | Achions:

View ‘Tnal Balance
‘Trial Balance Export GL to Worksheet

Code Repors
Financial Statements
Recurring Journal
Budgets
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2) The screen that comes up will show the default settings. These defaults can be changed to
give you the report that you require. To choose a specific account or range of accounts click
on the Comp Range button. To choose a particular time period click on the Date Range
button.

__E‘,USL Financials 5.7 - uw - [GL: Trial Balance]

|EE File Edit Window Help

J" "|°|ﬁaFavorit35v

Go - %!|

Tnal Balance

Account
Type:  Revenue

" Include zero balances

Group By Component #: II] vI

" Show detail
C Expense
" Use Crypsztal report

" Balance Sheet
C Revenue/Expenze

Change description to component #: II] vI Date Range -

Components Starting Ending Subtotal Page Break From: 117172013 To: 1173072013
Fund 0 0 Current Fiscal Year Starting Date: 4/1/2013
Division oo a0
Department 9999 Current Fizcal Year Ending Date: 343172014
Account 81950 Current Period Starting Date: 11/1/2013

Future Use Y16 Current Period Ending Date: 1143072013

3) Inthe Component Range screen enter the account components in the appropriate fields.
The default will be the entire range (first to last). In this example all accounts for
Department 3231 have been chosen.

B3 Component Ranges

Component Last Subtotal PageBreak

1: Fund [o -1 T o -] r
2 Division 00 -] I [90 - r r
3. Department 3231 - £ 323 -[ T r r
4 Account 10010 -] T [0 -] [ r r
5 Future Uze [ r r r

0| coneer
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4) Inthe Date Range screen enter the start and end dates for the period that you wish to view.
To choose the entire fiscal year put check marks in the FY Start and FY End fields.

B Date Range B

Starting Date: I-m@ ™ Period Stat |~ FY Start

Ending Date: |11.r3u.rzu13 | I PeriodEnd [ FY End

5) Detail or Summary format can be selected by checking or unchecking the ‘Show detail’ box.
Grouping and Page breaks can be selected by clicking on the ‘Group By Component’ drop
down arrow. To have the department name displayed on the report, the report should be
grouped by Component 3. The following screen display shows various selected options.

6) To preview your report click on the Preview button.

7) To print your report click on the Printer button.

EUSL Financials 5.2 - uw - [GL: Trial Balance]
J B2l File Edit Window Help

4- -}|° .|ﬁa Favorites «

Go -

gl

Trnial Balance ——ﬁ

All

v ™ Start new page for each value Revenue
Expense

[ Include notes " Use Crypstal report Balance Sheet

Revenue/Expense

" Show vendor/customer

Change description to component #: Il] - I Date Range -

Components Starting Ending Subtotal Page Break From: 11/1/2013 To: 11/30/2013

Fund o o Current Fiscal Year Starting Date: 4/1/2013
Division 11} 90

Department 323 323
Account 10010 81950 Current Period Starting Date: 11/1/2013

Future Use 000 Y186 Current Period Ending Date: 11/30/2013

Current Fizcal Year Ending Date: 3/31/2014

Note:
When doing comparative analysis, it is important to remember that you cannot select periods that
crossover year-ends. Due to year-end closing procedures the results will not be accurate. For
example, to run a report for the 2013 and 2014 fiscal years you would run two separate reports with
the following dates:

2013 fiscal year: April 1, 2012 to March 31, 2013

2014 fiscal year: April 1, 2013 to March 31, 2014

10
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Export Reports to Excel

The General Ledger Trial Balance can be exported to Excel by clicking on the Excel button (see green
Xin #5). The following ‘Save As’ window will open, allowing the user to select save options as to the
file name and locations. Having financial information in a spreadsheet format will allow users
various sort options and the ability to use the information for further analysis outside the
capabilities of USL Financials.

Save As

Save in:

Deszkio p

Y

ty Documents

=

by Computer

= PRT

x| = ® cF E-

% ky Recent Documents

Deszktop
5 My Documents
5' by Computer
@ 3% Floppy [&:]
e Local Disk [C:]
,g,. CO Drive (D]
e DATA[E)
Iy USL 51
= PRT
e Local Digk )
=# Con TESCOD360WS
=# D on TESCO0360WS

’,;'g E on TESEDDEED’WS

- EI oh TESEDDEED’WS
58 by Metwark, Places

ikion, xls

=

Lition, xls
s

Lition, xls
s

Lition, xls

Save as type:

K1l

@345
334

File name: I

I Ewxcel Files, ® xlz

Save

Cancel

740-

34740

34740

58

oz

#o7

%12

3 3a

58

35

6o

e

i

| see |
=N

11
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Purchase Order Module
EUSL Financials [_ O] x]
Eile Modules Add-Ins  Utilities Help
e (7] (e
Accounts Payable General Ledager Accounts Receivable
| %
g
urchase Or Financial Reparter Purchase Requizitions
=
G &
Check Reconcilistion

Job Cost

Project Accounting

Inwentory Manager

=

Control Sypstem

:

The Purchase Order module can be used to obtain information regarding Purchase Orders,

Receivings and Encumbrances.



ﬁ THE UNIVERSITY OF

W/ WINNIPEG
Sy

Accounting Services Guide

Departmental Access to USL Financials - Procedures

View Purchase Order Details

1) To view Purchase Order details, click on the Report button, then single click on View in the
Topics side of the screen. In the Actions side of the screen double click on View Purchase
Orders.

[~ USL Financials 5.2 - UW - [PO: Purchase Order]

File Edit Window Help

h-}|°|ﬁaFavorites-|§ov|%| .

Purchase Order —Tl
il | = hid

Maintenance Transzactions Processing Reports Utilities

Function: Reports Topic: View

Topics: Actions:
Purchase Orders T —

>
Purchasing > ltems for a Vendor
Receivings > Yendors for an tem
Shipments > Receivings
Yendors > View Purchase Orders by Month

Cash Disbursements Projection Account Balances
Distributions
Code Reports

Y Y

13
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2) Check the PO# box on the left side of the screen. In the screen that pops-up enter the PO#
that you wish to view or select it from the drop down box.

EUSL Financials 5.2 - uw - [PD: Yiew Purchase Orders]
| File Edt Window Help

View Purchase Orders

Which POs: * Posted
C Changed
{" Unposted

Select by: PO # Starting Date: I

* po# " vendor B Posted PO #s ol B
arlies

 Item # {" Description
(L1 = 01105291

201105291

External
“P0 & | 201105290

201105284

14
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3) After you have selected the PO, click on the monitor button to view the details regarding the
PO; if more details are required, click on the black arrow on the left side of the screen.

EUSL Financials 5.2 - UW - [PO: ¥iew Purchase Orders]
|EEl File Edit window Help

File Edit ‘window Help

|
J‘--P|°|ﬁaFavoritesv|§ov|%| -

EE‘ Wi Elrmdiese fners |
Which POs: * Pgsted

Lo Changed
" Unposted

Select by: PO # Starting D ate: I

“ PO H# T Vendor 201105291
¥ Earliest

" Item # " Description

Posted Purchase Orders:

D ate Yend # Yendor HName Amount
M-Drop User Id Special Terms Deliver-to
Blanket FOB Ship-via Ordered by
p | 201105291 117742013 (016952 EAST SIDE VENTILATION 695.00
N LG ol
M 3231 /PHYSPLT

4) The following level of detail will be shown. Clicking on the black arrow again will provide the
General Ledger account number used.

E—:—;USL Financials 5.2 - UW - [PD: ¥iew Purchase Order Line Items]
| File Edit Window Help

| File Edit window Help
J(— #|°|ﬁaFavorites-|§0v|%| -_|
E‘ Yiew Purchase Urder Line Items ET? ﬁ

Item H# Item Deszcription Sell Unit Qty Ordered
Vendor Product i Ship Unit Unit Price
SERVICE DUCT WORK MODIFICATIONS F ALL 1.000
SERVICE OR WESLEY HALL PLAMMING D ALL 695.00

15
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Reprint Purchase Orders

1) To reprint a Purchase Order, click on the Report button, then single click on Purchasing in
the Topics side of the screen. In the Actions side of the screen double click on Reprint POs.

EUSL Financials 5.2 - TR - [PO: Purchase Order]

|EE EBle Edit Window Help

J" "‘0 ‘ﬁa Fawarites -

Go -

&l .

Purchase Order —Tl

| | = (B T

Maintenance Transactions Procezsing Reports Utilities

Function: Reports Topic: Purchasing

Topics: I Actions: I

View Purchasing Addresses
Purchasing Purchase Orders
Receivings Change Order History
Shipments {Reprint POs

Yendors

Cash Disbursements Projection
Distributions

Code Reports

16
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2) Enter the PO number as the Starting PO# and the Ending PO# or make a selection from the

drop-down box.
3) Click on the Preview button to retrieve an image of the actual PO that was issued.
4) Click on the Print button to re-print the PO.

¥=; UsL Financials 5.2 - uw - [PO: Reprint POs]
| File Edit Window Help

J" "|° |ﬁa Fawarites -

| .
Reprint POs =

Go -

Organization Information: ¥ Include line item notes

Name: [THE UNIVERSITY OF WINNIPEG W Include distribution summary
I Include organization logo on document

Address: ™ Use Crystal report

Line 1: (515 PORTAGE AVENUE
Line 2: [WINNIPEG. MANITOBA, CANADA
Line 3: [A3B 2E9

Phone: I ””””””

Starting PO #: [201105291 =] T Fist
Ending PO #: |2l]11l]5291 LI r Last ™ Print to dot matrix printer

Copies: |1 - I

THE UNIVERSITY OF

,ﬂ“
*/g WINNIPEG

17
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5) The following shows a preview of the actual PO. You also have the option to re-print the
PO, by clicking on the printer button on this screen or on the previous screen.

JCInse‘@I:IIO|_W 26 ¢

PURCHASE ORDER

Fage 1071
[201105391
. i Ny DATE  [VENCORE
L WINNIPLEC

116952
516 PORTAGE AVENUE
PIHNIFES. MONTODES, CANAD
R#3 ZES

BHIP TO:

EASTEITE WERTILATION THAVIERSITY OF WRATPL G
11 ITEANDEOAD CFERATEAL BXCETVIA
WINAIET = ME 52T 3TL 411 SEFTACCSTEIET
FH: 66750 WIANIFE; MIE FIE 15
FiL EETTEE, CARAT
[ FOE | BHIF-W1A, | ORDERED EY [ OEFT SO0E | TERME |
J23LFEYE PLT TE2L0 HET 30
RERUBTIONE | PURCHAHING SGENT | AGENT PHONE [ BPFRCWAL BT EXTERNAL POR ]
DTORZ L GARLARD I04-TEEH1TS DTOFZ EXRWICE
HE T ITEM & | L RULHTITY UNIT PRACE ENTENDED PRACE
© [ (= (322 g1 | I
mi SERVICE ALL 1.000 5000 o5
DUCTWORENMODIFICATIONS FOR JIE i k]
WESLEY HATL FLANNIN G-OFFICE

Hodbc:
A% OUTLIHED I QUOTATION MUMEER 12014

Tatal: ~ 6250
Of drib ufon Bummary:
0-10-351-7¢90- 000 CONTRA CTORS FRO GRESS BITY.. 605 00
Tohl: 605 00

Bignature:

Furohasng Berioe s

18
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View Receivings on a Purchase Order

1) To review what has been received against a Purchase Order, click on the Report button,
then single click on View in the Topics side of the screen. In the Actions side of the screen
double click on Receivings .

F=-USL Financials 5.2 - UW - [PD: Purchase Order]

File Edit Window Help

L -}|° |ﬁ* a Fawotites =

Go -

5l .

Purchase Order —Tl
1] v = hdl Y

Maintenance Transactions  Processing Reports Utilities

Function: Reports Topic: View

Topics: Aclions: |
Yiew Purchase Orders

Purchasing ltems for a Yendor

Receivings Yendors for an ltem

Shipments Receivings

Vendors View Purchase Orders by Month
Cash Disbursements Projection Account Balances

Distributions
Code Reports

2) Enter a PO# or make a selection from the drop-down box.

EUSL Financials 5.2 - uw - [PD: Yiew Receivings]

|E@ File Edit Window Help

J(--P|°|ﬁaFavorit35v|§ov|%| 2=
=
Selecthy: * pp g

e . 201105299 011817
Receiver # 201105295 014327

© Vendor # 201105294 017134
201105293 018398

View Receivings

201105292 018398
r Group cancellation receiver with on| 201105289 010174

201105283 P3193

201105279 010453

19



( % | "I\‘)I%;: UNIVERSITY OF
w INNIPEG
Accounting Services Guide

Departmental Access to USL Financials - Procedures

3) After a selection has been made, the Computer Monitor button will become active. When
you click on this button the following screen display will appear. The screen display
indicates that PO # 201105299 has a receiving transaction on file. It shows the Receiver #
and various other information regarding the item received. To obtain further details
regarding the line items, click on the arrow on the left side of the screen.

¥=-USL Financials 5.2 - uw - [PO: Yiew Receivings]

@ File Edit Window Help
J‘--P|°|ﬁaFavnritesv|§nv|%| LA
@i View Receivings

Selectby: & po#t PO #: [201105299 ] |
" Receiver &t

" Vendor #t

Vendor #: 011817

Mame: CUNMINGHAM BUS INTERIORS
Recv #f| Line PO # Item # Sell Unit | Oty Received
Status |Invc'd Date | Type Item Description Ship Unit Unit Price

'Yendor Product # Deliver-to Total Value
025723 | 001 |201105299 SWHNA-CH EA 30.00

Closed N (1141 4!2013|P STRIYE STACKING CHAIR, 5L EA 65.50
SWwWNA-CH ED BASE, BLACK, NO GLIDES [11] 1.965.00

r Group cancellation receiver with original receiver

4) The following information regarding coding of the line item will be presented.

B3 Distributions for a Line

PO #: 201105299 Line #: 001 EI
Job ## | Category ;
Distribution Account # Sub#t | Chg Ord Amount
0-10-4104-78110-000 1.965.00
FURN. & EQUIP UMDER $1000

20
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Encumbrances

¥, WINNIPEG

An Encumbrance or charge against a department’s budget is created as soon as a PO is issued and
remains there until an invoice is received. At that point the encumbrance is removed and the
charge against the budget line becomes a permanent charge. Encumbrances will be encountered in
FRx reports, which are covered in a separate user’s guide. FRx reports provide a comparison of the
actual financial results of a department to the budget for that department. (See sample of FRx

report below)

FRx DrillDown Viewer - [T5C]

3Ei\e View  Window Hel

TTAIT: For Tilorthe Endirg October 21, 201
/%ﬁﬂf [ FISCAL YEAR
= Actust Buidgef Variznce Budget Balaace

REVENUE v
Government Grants
Special Funding $12,730.00 $13,750.00 ($13,750.000
Total Government Grants 13,750.00 13,750.00 (13,750.00)

Total Revenues 13,750.00 13,750.00 (13,750.00)
EXPENSE
Salaries & Related Costs
Hem-fcademic Admirdstrators 179,242 .00 179242 .00 316,228.00 13]‘64600
Suppart St Saliriss 1,065,500.04 1,056 936.00 {8,564.04) 1,253,751.00 788,250.96
CanualiSess. Tem 30,729.79 41,6500 10,335.21 T1516.00 40,886.21
Total Salaries 127547183 1,377 243.00 177117 2,242,255.00 966,783.17
St Bautis 167 565,51 153,357.00 (14,308.51) 26900100 101,135.49
Payrall Tax 245407 27 j130.00 (415.27) 47360.00 19.974.73
Total Saiaries & Related Costs 1.470,791.67 1,457,820.00 (12,952.67)  2,558,625.00 1,087,833.39
Total Capital Assels 35,266.84 11,375.00 (23,891.84) 16,500.00 (18,766.89)
Non Salary Expenditures
Office Supplise & Admin, Expanses 427640 743500 3,158.60 12,500.00 $,523.60
Telephons & Fax 545028 5,510.00 1,051.72 11,160.00 5.701.72
Printing & Copying. 4,465 57 3,507.00 (958.57) 6.00.00 1,534.43
Travel 994 .66 (994.66) {994.66)
Dumslopmen 163067 2919.00 1,280.33 500.00 3,367.33
(Mher Services 706101 6.900.00 (167.00) 9.500.00 2,535.99
Rapairs & Bartnce 4,568.00 52993620 52296400 (11,540.20) 941,500.00 406,995.50
Conmuted Services 27,000.00 43,200 61 2,544.00 12,263.39 141,500.00 71,210.30
Trternal Charges Recoweries (2,000.00) (20,000.00) (18,000.00) (20,000 00} (78,000.00)

1) To view encumbrance information, click on the Reports button, then single click on
Distributions in the Topics side of the screen. In the Actions side of the screen double click
on Encumbrances.

EUSL Financials 5.2 - uw - [PD: Purchase Order]
| Ble Edt Window Help

J‘- -’|° |ﬁa Favorites ~

g~

all

J_IJI_J

Repoits Utilities

Function: Reports

Topics: I

'Encumbrances
PO Distributions
Line ltem Distributions

View

Purchasing

Receivings

Shipments

Yendors

Cash Disbursements Projection
Distributions

Code Reports
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2) The following screen will be presented that will require the user to make certain selections.
Show zero balance POs should be selected. To choose a specific account or range of
accounts click on the Comp Range button. To choose a particular time period click on the
Date Range button.

EUSL Financials 5.2 - UW - [PO: Encumbrances]
|E Fle Edit window Help

| File Edit Window Help
[« = | OB & Q raortes - | @~ | |

Encumbrances

Sort

Fund: O Date Range - From: 4/1/2013

:Show zero balance accounts
: Fizcal Year: 2014 To: 3I/3172014

Show zero balance PO's

3) Inthe Component Range screen enter the account components in the appropriate fields.

The default will be the entire range (first to last).

B Component Ranges

Component Firsl
1: Fund 0 = I I T -1
2. Division 10 - ™ [o -
3: Department 3219 -] T [3219 - T
4 Account 75000 -] I [75000 -
5 Future Use v i
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4)

Fizcal Year:
Starting D ate:

Ending D ate:

|2ﬂ14 vI

|4;1 2013 ™ Earliest

\‘7 | THE UNIVERSITY OF

3 WINNIPEG

|3!31 F2014

v Latest : |

5) The following report will be generated. It shows an encumbrance of $4568, which
represents items not yet invoiced on PO#201105221.

JCIose‘éu,o| ﬂ@|‘?|
Fund: 0 Starting Date: 4/1.2013
Fiscal Year: 2014 Ending Date: 3/31/2014
Report # PODOID THE UNIVEERSITY OF WINNIPEG 18-Now-13  3:26 FM
Encumbrances

Budget Account

Pre bered Ei bered AP Dbligations General Ledger Budget Tolal Budget Remaining
0-10-3219-75000-000 REPAIRS & MAINTEMANCE

Ll 00 .0 00 941.500.00 941.500.00

Purchase Order #  Line Date Encumbrance Pasting Account #

201104584 am SMRIZM3 3,406.00 0-10-3219-75040000 MAINTEMANCE CONTRACTS - HARDWWA
ox o SHSAM3 142,000 :10-3219-75040-000 MAMTENAMCE CONTRACTS - HARDWA
am GBAS2013 (142.00) 0-10-3219-75040-000 MANTENANCE CONTRACTS - HARDWWA
am TII2013 (142,000 0-10-3219-75040000 MANTENANCE CONTRACTS - HARDW A,
om 13213 (142.00) 0-10-3219-75040000 MAINTEMANCE CONTRACTS - HARDWW A,
am T3 (2,640,000 0-10-3219-73040-000 MAIMTENAMCE COMTRACTS - HARDVVA,

PO Total: m

201104680 om BEZM3 5,665.24 0-10-3219-75045000 MAINTEMANCE CONTRACTS - SOFTWWA

am S22013 (5,663.24) 0-10-3219-73045-000 MAIMTENANCE COMTRACTS - SOFTWA
PO Total: .

201104831 am Gr26r2013 31,242.00 0-10-3219-75043-000 MAIRTEMARNCE COMTRACTS - SOFTWA
am T3 (31,242.00) 0-10-3219-75045000 MAINTEMANCE CONTRACTS - SOFTWA,
o002 SR2E3 1,266.00 0-10-3219-75045000 MAMNTEMAMCE COMTRACTS - SOFTWA
ooz o anwas3 (1,266.00) 0-10-3219-73045-000 MAMTENAMCE COMTRACTS - SOFTWA

PO Total: .m

201105057 L]0y = Fi e n e} 210,00 0-10-3219-75015000 EQUIP . REPAIRS & MAIMNTEMANCE

ool 1002013 (210.00) 0-10-3219-75015000 EQUIP . REPAIRS & MAINTER ANCE
PO Total: m

201103093 om 2002013 §,500.00 0-10-3219-75045000 MAINTEMANCE CONTRACTS - SOFTWA

001 100222013 (8,500.00) 0-10-3219-75045-000 MAINTENANCE CONTRACTS - SOFTWA,
PO Total: m

201103143 om 10/ 2013 1,932,897 0-10-3219-75040000 MAIMTEMANCE CONTRACTS - HARDWWA,
001 10/E32013 (1,952.97) 0-10-3219-75040-000 MAINMTENAMCE CONMTRACTS - HARDVY A,
002 10532013 133624 010-3219.75040000 MANTENANCE CONTRACTS - HARDW A,
00z 1oiE2013 (1,336.24) 0-10-3219-73040-000 MAIMTENAMCE COMTRACTS - HARDVVA,

PO Total: .m
20105221 oM 10/222013 3,118.00 0-10-3219-750404000 MAIMNTEMAMCE COMTRACTS - HARDVWA
00z 100222013 1,448.00 0-10-3219-75040000 MAINTEMANCE CONTRACTS - HARDWWA
PO Total:
201105305 ox 112013 492.00 0-10-3219-75015000 EQUIP . REPAIRS & MAIMNTEMANCE
PO Total: 492,00
-- End of Repont --

d

| GL: General Ledger

| GL: Trial Balance

| PO: Purchase Order

| PO: Encumbrances

-
” B PO: Encum

In the Date Range screen enter the start and end dates for the period that you wish to view.

B Date Range
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I ES

Control System Module
EUSL Financials
File Modules Add-Ins  Ukilities  Help

e £ ()
Accounts Papable General Ledger Aocounts Receivable
B e
e
Vi
Financial R eparter Purchase Requisitions

Check Reconciliation

Job Cost

Praject Accounting

]

Purchase Qrder

Ty
=
——

The Control System allows departments to create reports regarding their Budgets, Chart of Accounts

and Components.
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View Budgets

1) To view the budget for your department click on the Reports button, then single click on
Budgets in the Topics side of the screen. In the Actions side of the screen double click on
Budgets

EUSL Financials 5.2 - uw - [CS: Control System]

| Ele Edit Window Help

JQ--)|°|ﬁQFavoritesv|§0v|%| -

Control System —Tl
{t| 2| & hd

Maintenance Tranzactions Processing Reports Utilities

Function: Reports Topic: Budgets

Topics:

Budgets
Accounts >
Components

Fiscal Years

Multiple Organizations
Account Attributes

System Audit Trails

2) To view a detailed budget report for a department put check marks in all the boxes on the
left side of the screen. Then choose a specific account or a range of accounts by clicking on
the Comp Range button. Click on Budget Range to choose the budget year.

#5;USL Financials 5.2 - UW - [CS: Budget Report]
|EE Ble Edit Window Help

J" *|°|ﬁaFavnritesv|§gv|%|

I EEER—— Budge’[ RBpOI’T

Comp Org Budget Date Sort
Range Range Range any Options

9 Sl pei arEns Fizcal Year Range - Budget Yersion Bange -

. From: 1996 From: approved
EShuw Group budgets To: 2014

To: wversion 5

¥ Show Posting budgets
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3) Inthe Comp Range screen enter the account components in the appropriate fields. The
default will be the entire range (first to last).

B Component Ranges

Component Starting # Ending #

1: Fund 0 - T [o -
2-  Division 10 - T [0 - C
3. Department 3231 - T [323: - C
4: Account 10010 - ¥ [81950 - &
5 Future Use 000 ¥ Iyi6 £

4) In the Budget Range screen, choose the current budget year by entering the current year-
end, for both the starting year and ending year. Always choose 1 for the starting and ending
budget version, as this is the approved budget.

B Budget Range

Starting First Ending

Fiscal Year: |2u14 -] r |2u14 -]

Budget ¥ersion: |1 - I r m

5) After selections are complete, click on the Preview button to show the information on
screen.
6) To print your report click on the Printer button
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Components Listing

A Components Listing can be printed, which will list all departments (Component 3) to which access
has been granted. It will also show a listing of sub-accounts (Component 4).

1) To view a components listing click on the Reports button, then single click on Components in
the Topics side of the screen. In the Action side of the screen double click on Components

EUSL Financials 5.2 - UW - [CS: Control System]

|E Ble Edit window Help

J‘- "|°|ﬁaFavorit35v

-

Control System —? =

{i] ] = (B 7| W« NE|

Maintenance Transzachions Processing Reports Utilities

Function: Heports Topic: Components
Topics: I Actions:

Budgets Components
Accounts >

Components

Fiscal Years

Multiple Organizations

Account Attributes >
System Audit Trails

2) To view the Components Listing for all account components click on the Comp Range button

EUSL Financials 5.2 - UW - [C5: Component Listing]

|E Fle Edt window Help

J" "|° |ﬁa Favorites =

| Components L|S‘t|ng

Comp Org Budget Account Sort
Range Hange Hange Hange Options

™ Include attributes Starting Component: 1 T arting Value: 0

Ending Component: 5 Ending ¥alue: Y16
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3) Inthe Comp Range screen choose the full range by putting check marks in the First and Last
boxes
B Component Range

Component Component
MNumber Value

Starting
Component:

" |1 j.
Ending m N
Component:

4) To preview your report click on the Preview button or click on the Printer button to print it

EUSL Financials 5.2 - uw - [RptCTComplList : Report]
J B File Edt Window Help

J‘--’|°|ﬁeFavoritesv|§ov %‘ * .
JCIose|§up|P‘x@
Start Component #: 1 End Component #: 5
Start Component Value: 0 End Component Value: Y16
Report # C3C010 THE UNIVERSITY OF WINNIPEG 18-Now13  2.57 FM

Components List

Component # Component Value Des cription Type Active/Inactive
1 1] Fised Vear Avcrual Active
1 Subtotal Humber of Components: 1
2 on Or ganiz ation Wide Active

10 General Operating Active
15 Strategic Provisions Active
50 Designated Funds Aotive
a0 Internal Research Aotive
2 Subtotal Humber of Components: 5
3 oo INBTITUTION WIDE Active
330 ATHLETICS - ADMINIZTRATION Active
3302 ATHLETICE - REC.BERVICER Active
3303 ATHLETICE - VOLLEYBALL - F. Active
3304 ATHLETICE - VOLLEYBALL - M. Active
3305 ATHLETICS - BASKETBALL - F. Active
3306 ATHLETICSE - BASKETEBALL - M. Active
3307 ATHLETICE - BPECIAL EVENTRE Aotive
3308 ATHLETICE - WESMEN CLABRIC Aotive
3309 ATHLETICE - ATHLETIC THERAPY Aotive
3310 ATHLETICE - MARKETING Active
331 ATHLETICE-MENE S0OCCER Active
3312 ATHLETICE-WOMENS 230CCER Active
3313 ATHLETICE-WRESTLING Active
3314 ATHLETICE-COMMUNITY Active
3315 Eill Wedlake Fitness Centre Active
3316 ATHLETICE-.CONSESZIONE Active
3317 ATHLETICE--3ALES SHOP Active
3318 ATHLETICE-3PONSORIHIP Active
3319 ATHLET-BASEBAL-closed see 3380 Active
3320 M3OC Camp Active

page: 1| [T 1 e Qm]| 4
|

%‘Startl % USL Financials | <5 Contral System ” C5: Component Listing T RptCTComplist : Report
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Chart of Accounts

The Chart of Accounts report is a listing of all the accounts currently available to a department. It
also displays various attributes about the account, such as budget accounts and GST rebate status.
Departments can use this report to review the accuracy of their accounts.

1) To view the chart of accounts for your department click on the Reports button, then single
click on Accounts in the Topics side of the screen. In the Actions side of the screen double
click on Chart of Accounts

¥XusL Financials 5.2 - UW - [CS: Control System]

| Eile Edt window Help

J" "|° |ﬁaFavoritesv

§0'|ﬁ| °

Control System —T [

4 o] = & 7 IL

Maintenance Tranzachons Processing Reports Utilibies

Function: HReports Topic: Accounts

Topics: I Actions: I

Budgets Cash Accounts
> :Chart of Accounts

Components

Fiscal Years

Multiple Organizations
Account Attributes
System Audit Trails
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2) To choose a specific account or a range of accounts click on the Comp Range button.

E;USL Financials 5.2 - UW - [CS: Chart of Accounts]

|E2 Fie Edit Window Help
Jl- = |° |ﬁ &Q Faverites -

_Chart Of Accounts

Comp Org Budget Account Sort
Range Range Range Range Options

Sort Order Starting Ending Page Break
Fund 1] 1]
Division oo 90
Department 9999
Account 81950
Future Use Y16

Revenue

Expenze

Balance Sheet
Revenue/Expense

[~ Use Crystal report

™ Include projects and/funding sources

Format: ¥ " Show Balances

Posting Code:
¥ Posting account ¥ Inactive Posting account I Include notes
r Group by budget account

v Group budget account ¥ Locked account I Include account attributes

3) Inthe Comp Range screen enter the department number and account or range of accounts
for the department that you wish to view.

B3 Component Ranges E

Component Starting # First Ending # Lazt PageBreak
1: Fund 0 - T Jo - T
2. Division 00 - T [90 - T
3 Department 3231 - T [EE= - E
4: Account 10010 -] [ [s1950 - T
5 Future Use 000 -] T |vi6 -
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4) To preview your report click on the Preview button or click on the Printer button to print it

Chart of Accounts Li

ing]
dow  Help

‘ il a Favorites ~ | Go -

| -

Fin $miType: B=Balance $heet; E=E ap ence; R=Revenue Par Cil: it; D=Diéh it
SAT Type: sserl; C= Cash; F=Fund Flow; L=Liahiliiy; N=Non- Carh; Z=None Compress: D=Date; N=None
CashFlow: F=Financial; I=Investment; N=None; O=Operation Post Code: G= Croup; I=Inactive; P=Posting; L=Locked
Report#: C3L020E THE UNIVERSITY OF WINNIPEG 15Nov-13  I:d% P
Chart of Accounts Listing

Fin  $AF Par Cazh Com- Post fect QST
Looourt B Description Budoet Accourt Stmt Type 0l Flow press (nde Type
0-10-3331-F0211-000 HOH-ACADEMIC ADMINISTRATORS 0-10-3231-70211-000 E Z [ N o P 0 &7
0-10-3231-70211-001 HOH-ACADEMIC ADMINISTRATORS 0-10-3231-70211-001 E z [ N ol P 0 &7
0-10-3231-70211-401 NOH-ACADEMIC ADMINISTRATORS 0-10-3231-70211-A01 E z [ N ol P 0 &7
0-10-3231-70211-E01 NON-ACADEMIC ADMINISTRATORS 0-10-3231-70211-B01 E z [ N ol P 0 &7
0-10-3231-70211-601 HOW-ACADEMIC ADMINISTRATORS  0-10-3231-702 11-C01 E Z C N H P 50 &
0-10-2321-70211-CEL HOH-ACADEMIC ADMIMISTRATORE 0-10-3221-70111-CEL E z C N N P 50 &7
0-10-3231-70211-101 HOW-ACADEMIC ADMINISTRATORS  0-10-3231-70211-D01 E Z C N H P 50 &
0-10-2321-70211-E01 HOH-ACADEMIC ADMIMISTRATORE 0-10-3231-702 11-E01 E Z C H H P 50 &7
0-10-3331-70211-G01 HOH-ACADEMIC ADMINISTRATORS 0-10-3231.70211-G01 E Z [ N o P 0 &7
0-10-3331-70211-L01 HOH-ACADEMIC ADMINISTRATORS 0-10-3231-70211-L01 E Z [ N o P 0 &7
0-10-3331-T0211-LEW HON-ACADEMIC ADMINISTRATORS 0-10-3231.70211-LEW E Z [ N o P 0 &7
0-10-3331-T0211-M401 HOH-ACADEMIC ADMINISTRATORS 0-10-3231-70211-B01 E Z [ N o P 0 &7
0-10-3231-70211-MC1 HOH-ACADEMIC ADMINISTRATORS 0-10-3231-702 11-BE01 E z [ N ol P 0 &7
0-10-3231-70211-BAC2 HOH-ACADEMIC ADMNISTRATORS 0-10-3231-702 11-M402 E z [ H N P 50 &7
0-10-3231-70211-M0C3 HOH-ACADEMIC ADMINISTRATORS 0-10-3231-702 11-M0C3 E z [ N ol P 0 &7
0-10-3231-70211-DAK HOF-ACADEMIC ADMINISTRATORS  0-10-3231-702 11-0AK E Z C N H P 50 &
0-10-2321-70211-P01 HOH-ACADEMIC ADMIMISTRATORE 0-10-3231-70211-P01 E Z C H H P 50 &7
0-10-3231-70211-P11 HOR-ACADEMIC ADMINISTRATORS 0-10-3231-70211-P11 E z C N N P 50 a7
0-10-2331-70211-P26 HOH-ACADEMIC ADMIMISTRATORE 0-10-3231-70211-P26 E Z C H H P 50 &7
0-10-2321-70211-R01 HOH-ACADEMIC ADMIMISTRATORE 0-10-3221-70111-R01 E Z C H H P 50 &7
0-10-3331-70211-201 HOH-ACADEMIC ADMINISTRATORS 0-10-3231-70211-201 E Z [ N o P 0 &7
0-10-3331-70211-T01 HOH-ACADEMIC ADMINISTRATORS 0-10-3231-70211-T01 E Z [ N o P 0 &7
0-10-3331-T0211-W011 HON-ACADEMIC ADMINISTRATORS 0-10-3231.702 11-'W01 E Z [ N o P 0 &7
0-10-3231-70211-¥10 NOH-ACADEMIC ADMINISTRATORS 0-10-3231-70211-¥10 E z [ N ol P 0 &7
0-10-3231-70211-¥11 HOW-ACADEMIC ADMINISTRATORS  0-10-3231-70211-¥11 E Z C N H P 50 &
0-10-3231-70211-%12 NOH-ACADEMIC ADMINISTRATORS 0-10-3231-70211-¥12 E z [ N ol P 0 &7
0-10-3231-70211-Y13 HOW-ACADEMIC ADMINISTRATORS  0-10-3231-70211-¥13 E Z C N H P 50 &
0-10-2331-70211-¥14 HOH-ACADEMIC ADMIMISTRATORE 0-10-3221-70211-%14 E Z C H H P 50 &7
0-10-2331-70211-¥15 HOH-ACADEMIC ADMIMISTRATORE 0-10-3221-70211-%15 E Z C H H P 50 &7
0-10-2331-70211-¥16 HOH-ACADEMIC ADMIMISTRATORE 0-10-3221-7011-¥16 E Z C H H P 50 &7
0-10-2331-70210-000 ESUPPORT SALARIE S REGULAR 0-10-3221-703 10-000 E Z C H H 3 50 &7
0-10-3331-F0210-001 SUPPORT SALARIE S FEGULAR. 0-10-3231-703 10-001 E Z [ N o 3 0 &7

EEE———
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Logging out of USL

It is very important that users log out of USL at the end of the day.

1) To exit USL Financials at any time, click on the Exit door button on each screen.

= USL Financials 5.2 - uw - [GL: General Ledger]
|E Ele Edt window Help

[« > 0B[@@rws o F

IEA General Ledger —Tﬁ

i @] =] & 7|

Reports Utilities

Function: Reports Topic: Trial Balance

Tapics: |

View ]

Trial Balance Export GL lu kasheel
Code Reports

Financial Statements

Recurring Journal

Budgets

2) After exiting through the door of the Main Menu the blue screen will appear. Click on the
Start button in the bottom left corner of the screen and choose Log Off

3) Choose Log Off from the screen that pops up

Log OFf Windows Ed |

] Are ywou sure you wank bo log aff?
Cancel |
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