FIS Overview

Course 1 in Standard Curriculum




Learning Objectives

O

Understand the Administrative Management
System (AMS)

Understand the purpose and components of
the Financial Information System (FIS)

Understand the accounts codes and structure
of FIS

Navigate within AMS/FIS
Search and Locate FIS data

Link to Course Material



https://finance.utoronto.ca/fis-overview/

Housekeeping —
All FIS Courses and Workshops

Expectations for FIS Courses:

 Must be able to complete all assigned exercises in the SAP-
QT1[HANA] training application.

« If you are having technical issues, and cannot complete the
exercises in class, you have 1 week to complete them. If
extensions are necessary, please contact me.

e The Instructor will review all exercises.

 Must attend most of the class. If you miss 20 minutes or more of
class you will not be eligible for course credit.

All FIS courses are recorded and will receive a copy of the recording
for their record.




What i1s the FIS Standard Curriculum?

] FAST Training Site:
: http://finance.utoronto.ca/fast/fis-training/

9 courses (7 half day and 2 full day sessions) spanning approximately 6 weeks
100% virtual live training with hands on exercises in the training version of AMS (i.e. SAP-QT1)

Cover the best practices and business processes involved in performing common financial
transactions and reports

Builds on the theory/fundamental presented in the FIS Overview
Each session is recorded, with recordings provided to those who attend the entire course.

The curriculum is offered 5 — 6 times a year.‘


https://finance.utoronto.ca/fast/fis-training/fis-standard-curriculum-certificate-requirements/

Understanding Financial Services at UofT

Financial Services is a department within the Chief Financial
Officer portfolio, along with Procurement Services and Risk
Management and Insurance.

The academic goals and objectives of the University are
supported through excellent financial management, and the
effective and appropriate use of all financial resources
(operating, research, trust and capital funds).

The University’s decentralized management model places

financial management responsibility within every division of the
University as well as within Financial Services.

Learn more by visiting the Einancial Services website.



https://finance.utoronto.ca/

What 1Is AMS?

The Administrative Management
System (AMS) is what UofT calls it’s
version of SAP.

It is comprised of modules, each of which
has a function. Many of the modules
Interact with each other.

The Financial Information System (FIS) is the
module used to process transactions and report

on financial data .

It is a core part of AMS.



Components of FIS

The Financial Information

System (FIS) is made up of 3

components that have unique Controlling
functions.

Financial
Accounting

Each component has unique account codes, such as G/L
accounts, and Funds Centers that departments enter when
processing in FIS.




Financial
Accounting (FI)

Component




Financial Accounting

Broadly speaking, Financial Accounting (Fl) is the core component of FIS, and
enables the University to meet its general financial reporting requirements (e.g.,
Balance Sheets).

For departments, it enables them to record all revenue, expense, accounts
receivable and accounts payable transactions, while answering the question
what was the money spent on?




Financial Accounting — Key Accounts

When processing transactions, there are 2 primary Fl accounts users
need to be familiar with.

1.

General Ledger (G/L) — a 6-digit account code used to record/categorize
all financial transactions.

Business Area (BA) — a 4-digit code that enables the preparation of more
than one set of financial statements and separates Ancillary Operations
from all other university business activity.

Characteristics of the Accounts:

Common G/L Accounts:
e Expenses: 800000 — 899999
e Revenues: 700000 — 799999

Business Area Code:
* Ancillary Operations: 1001 — 1999
* UofT activity excluding Ancillary Operations 1000



Funds Management
(FM)

Component




Funds Management (FM)

Funds Management (FM) is used to track and report on funding and
budgets for university departments, divisions and faculties.

Key guestions that FM answers:
« What is the source of my funding?
« How much money do | have left?




Funds Management (FM) — Key Accounts

There are 3 important FM account codes users will need to know/use
when processing and generating reports in FIS.

1. Funds Centers (FC) — a 6-digit account code starting with a “1” (departmental) or “2”
(principal investigator) used to record the funding and spending transactions for financial
activity reporting on a fiscal year basis (e.g., ancillary and principal investigator (PI)).

2. Fund — a 6-digit code, starting with “3”, “4” or “5” used to record the funding and spending
transactions for financial activity which typically spans more than 1 fiscal year (e.g.,
conference and research).

3. Commitment Item — An alphabetic budget code used to;
o (1) group similar G/L accounts for summary reporting purposes (e.g., Supplies) AND/

o (2) segregate budget amounts for specific spending purposes. Defaults based on G/L
account used, may be overwritten.




Comparing FM Accounts

- N

Reporting Period Fiscal year (May 1 to April 30) Can have any start or end date.

Funds can have own reporting deadlines
based on the sponsor.

Hierarchy Reflects the University’s No hierarchy of its own BUT linked to the
organizational structure University’s organizational structure through
transaction postings in_conjunction with a
Funds Center

Budgeting Fiscal year Overall basis (start of Fund to now)




Funds Center Hierarchy

Funds Centers are organized into a hierarchy, that
reflects the University’s organizational structure.

Departmental Funds Centers are structured in a
Parent/Subordinate relationship.

For example:
101123 >> 109232 >> 202337/202338/202339

Watch this Simulation to Learn how to
Locate your FC Hierarchy
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https://finance.utoronto.ca/knowledgecentre/locate-parent-funds-center-funds-center-hierarchy/

What is Funds Availability?

Funds Availability (FA) checking is an FIS function that prevents
transactions from being posted to a Funds Center or Funds Center/Fund
combination IF there is insufficient budget to cover the transaction.

Characteristics of Funds Availability checking:
 ONLY checks expenditure transactions against funds availability
e Occurs at the Commitment Item level where the budget is loaded

Funds Availability Calculation

Funds Availability = Budgets — (Actual Expenditures + Commitments)




Understanding Commitment Iltems

Commitment Items are a budget category code that enables users to:
* Provide flexibility to set the level of budgetary control
 Determine where FM will start looking for budget
 Hold the budget for Funds Availability Checking/control
« To report summary revenue and expense postings to G/L Accounts

Characteristics of Commitment ltems:
* Alphabetic code (e.g., TRAVEL, EQUIPMENT)
e Assigned to all revenue and expense G/L accounts
e Arranged in a hierarchy (e.g. SUPPLIES >> SUPPL-S)

Since every G/L account is linked a Commitment Item, when you enter a
G/L account in an FIS transaction screen the Commitment Item will
default (e.g. 825000 — Supplies General >> SUPPLIES).




Commitment Items Hierarchy

L EXPENSE-S & Total Expense
Commltment ItemS are For example 1_Ser|es Funds Center EBEEENg-q ; gﬁ;g%ggzggpiﬂégn
structured in a hierarchy. SUPPLIES § General supplies
* FIS willlook et the cefaut — g o swmnies e
ommitiment ltem (e.g. - Eel Ay TEn-etag
When FIS attempts to locate LS (e.g., 7 G St S
available budget, it will look + The system will move up the o 7 o s o
at the Commitment ltem. hierarchy to eventually reach - & e supp]ies-Subscr
Dependlng On the type Of FM EXPENSE-S — 08 SERVICES o General services
— B - FEES egal fees
account (Funds Center or . —Teerione F Totopnone
NOTE The bUdget for 1-Ser|es :E?E?SEOKS g E?E;c“ggs acquisitions
FC/Fund) the may or may not departmental Funds Center ALWAY'S I o
go up the hierarchy. reside in EXPENSE-S. 2 UTILITIES & Genoral Utilities
—03 OVERHEAD-S = Total overhead
—08 EQUIP-S & Total equipment
—08 FURNIT-S & Total furniture
—03 STDAWARD-S o Total student award
——FIN-CHARGE 6 CAP FINANCE CHARGES
TRANSFERS-EXP o Transfers-Expense

NOTE: For most Research Fund accounts, FA checking occurs at the ClI
where budget is loaded (e.g., Travel-S). If budget is not found at that
level, it will not allow the transaction to post.




Restricted Funds

For Research Funds, the Cl where budget exists determines the restriction of

spending.

The lower the level in the CI hierarchy, the more restrictive the spending.

Commitment

Total Commitments!

Revenue wvariance/

item Budget Commitments fctuals fctuals Funds availahle
Rewvenues
EXPENDABLE a.aa a.oe 71,174 26- 71,174 26- F1,174 26
MISC-CONTR [ Q. 8e 10,444 74 10, 444 74 10,444 F4-
Total Revenue [.o [ oo Gl 729 .52- GE, F20.52- gE, 729 52
Expenditures
COMPEMS-5 12,704 .77 1,000,090 11,704 .77 12,704.77 Q.o
SUPPL-5 1,938 30 a.oe 1,838 30 1,838 30 a.aa
TRAVEL-5 44 B47 .90 Q. 8e 43 147 .90 43,147 .90 I 1,500, 00
SPECIALY 1,438.565 Q.o 1,438.55 1,438,585 [.o
Total Expenditure : GE, 728,52 1,008,090 58 229 .52 §0,229 52 1,500 06

Example:

Total Funds Available: $1,500.00
 CI“SUPPL-S” has no funds available
e “TRAVEL-S” has $1,500.00

NOTE: Any expenses posted to a G/L in
the SUPPL-S CI will be blocked



Comparing Budgets in Different Funding Sources

Budgets in Funds Centers and Funds can have different constraints reflected in
what Commitment Items they are restricted at. Take a look at these examples.

Funding Sources

. Commitment
Organi zed by: Fund Center | FCName Fund Sponsor . Budget Amount
em
100186 Med: General EXPENSE-S 1,000,000.00
e Funds Center or
100186 Med: General 409328 Ontario Art Council | EXPENSE-S 30,000.00
EXPENSE-S 40,000.00
 FC/Fund 200048 Dr. Baker EXP-UTFA 5.500.00
combinations 200048 Dr. Baker 481482 Health Canada EXPENSE-S 35,000.00
Canadian Health COMPENS-S 12,000.00
anadian Hea
OPERATING = [ 1] _ SUPPL-S 2,000.00
200048 Dr. Baker 481484 Services Research
. dati TRAVEL-S 44,000.00
oundation
RESTRICTED =" 1] SPECIAL1 1,900.00

The following ClI's require manual entry:
« EXP-UTFA
« EXP-CERF
« SPECIAL1 — SPECIAL31
« SUB-GRANT




Controlling (CO)

Component




Controlling

The Controlling component enables departments to report on planned spending
and compare with actual expense and revenue postings at varying levels of
detall (i.e. department, program, project or granular G/L level).

In addition, it enables departments to determine which department or project
Incurred the activity?




Controlling — Key Accounts

There are 3 primary Controlling (CO) account codes departments should
become familiar with.

1. Cost Center (CC) — a5 or 6 character code that represents an
organizational unit or program and tracks activity on a fiscal year basis.

2. Internal Order (IO) — a code that represents an organizational unit or
program and tracks activity on a non-fiscal year basis (i.e. short term or
ongoing basis).

3. Cost Element — a term used in Controlling to represent the General
Ledger (G/L) number. General Ledger = Cost Element in every transaction
posting regardless of whether the activity is revenue or expense.

Read this Knowledge Centre article comparing
Cost Centers and Internal Orders to learn more.



https://finance.utoronto.ca/knowledgecentre/cost-centers-and-internal-orders-whats-the-difference/

Controlling — Account Groupings

Display Standard Hierarchy (Cost Center Group): Structure
The Cost Centers are organized In ™ & Cost Centor | -

a hlerarChy Of NOdeS and Groups Example NBEEBE UNIVERSITY OF TORONTO

ags 5 . = NODO§Ss OFFICE OF GOVERNING COUNCIL
to faCIlItate plannlng and reportlng' COSt Center —E Goo334 OFF GOV COUNCIL:GENERAL

HIeI’aI’Chy = 6335 OFF GOV COUNCIL SINGLE UNITS
D d I h I . &5 NOOOEE PRESIDENT
epartments etermine their (Academ|C)
deSired hierarChy baSEd on theil’ :E gggggg EéEEHEEFICE OF THE PRESIDENT

—&E GOO337 OTHER INSTITUTIONAL COSTS

. . 3 NOEOT3 PROVOSTIAL PORTFOLIO
reportl ng and plannlng Cost Center G NOEega OFFICE OF THE PROVOST

req u | rements. Nod [ NEEEss A&S:FACULTY COLLEGES & SCHOOLS
ode (1 a2 SCHOOL OF CONTINUING STUDIES
A&S FACULTY OF ARTS & SCIENCE

NEBE172 A&S:COLLEGE PROGRAMS
NOE171 A&S:GRAD CENTRES / INST.

NOG174 A&S:GRAD STUDENT ASSISTANCE
NEBE160 A&S - ADMINISTRATION

NOOO36 A&S -HUMANITIES

NOea3T A&S:SOCIAL SCIENCES

NEOBB3S A&S:SCIENCES

TR R T T

Watch this Simulation to
Learn how to Locate your
Cost Center Group Hierarchy

B NOBz241 A&S:COMPUTER SCIENCE
— @ NOooz242 A&S: ASTRONOMY

Cost Center = NOaz14 A&S - MATHEMATICS
—E GOU398 A&S :HumanBioPrgm
Group

—E GO0128 A&S:Earth Sciences
—ia GOO436 A&S:ISOTRACE LABORATORY
—Ca NOB253 A&S:STATISTICS

1) A&S:DIVISION OF ENVIRONMENT
NOBE35

A&S :CHEMISTRY
— 8 GOogss CRC:KEM, ERG:A&S:CHEMISTRY

InlelduaI — & Goa130 A&S:CHEMISTRY :SINGLE UNITS

Cost Centers 11875 A&S:Gould Computer Facilities (B081-125)*
11376 A&S:Chemistry:Research

12018 A&S:CHEM:PI Expenses

12025 A&S:Chem:CSU UG Student Club



https://finance.utoronto.ca/knowledgecentre/locate-cost-center-group/

Comparing Cost Centers and Funds Center
Hierarchies
Cost Centers and Funds Centers reflect the University’s organizational structure through their hierarchies.

An organizational units’ budget can be located in one FC, while actual expenses/revenues can be tracked
using multiple CCs.

Example: Division of University Advancement (DUA), UofT Magazine FC & CCs.

Difference:
* budgetis located in one FC
» actual/planned revenue & expenses are tracked using six CCs

Funds Center Hierarchy Cost Center Hierarchy
FM area UOFT Hierarchy variant 0000 NOO348 Division of University Advancement
&= 100000 & UofT &= NOeO33 DUA:Operating
—[E 100644 & OFFICE OF THE CFO 2 NO0333 DUA:DRC
—03 100697 & Provost —C8 NOO267 DUA-AS: Advancement Services
—08 100630 & VP Research 08 Noe275 DUA:UD:University Development
—E 100882 & Div Univ Advancement —C2 NO0226 DUA:-ALUMNI AND DEVELOPMENT
8 GO1541 DUA:AR:Alumni Relations
100883 & DUA:VP:VPAdvancement —CE G358 DUA:VP:0ffice of VP Advancement
—0E 104867 & DUA:AR:Alumni Rel 2 NoO106 DUA:STRATEGIC COMMUNICATIONS
—C8 104070 & DUA:UD:UnivDevelop't —08 No022§ DUA-HISTORICAL GROUPINGS
—0Ea 101030 & DUA:Dev-Campaign Pro —3 Noe321 DUA:ACM:Adv Communications & Marketing
—E 104073 & DUA:AS:Adv Services
—m 100887 & DUA Strategic Comn | |8 600510 DUA:ACH-U Of T Magazine |
0 102054 & DUA:Alumni & Develop
—CEB 100999 & DUA:Campaign Infra 10192 DUA:ACM:U of T Magazine:Summer Issue
0@ 105226 & DUA:DRC:Div Rel/Camp 10196 DUA:ACM:U of T Magazine:Fall Issue
—E 105233 & DUA:ACM:AdvComm/Mktg 10200 DUA:ACM:U of T Magazine:Winter Issue
10204 DUA-ACM:U of T Magazine:Spring Issue
11489 UT:Magazine Voluntary Subscriptions
_ 11579 DUA:ACM:U of T Magazine:General
—0@ 105288 & DUA:Campaign & Mktg —B G01352 DUA:ACM:Adv Communications & Marketing




Imputing FI, FM and CO Accounts in FIS
Transactions?

. Ty
Example: Vendor Invoice Enter Vendor Invoice: Company Code UOFT
Transaction o Tree On B Company Code #,Hold ¥ Simulate = Park
Transactn Invoice v Bal. 0.00 oom
 GJ/L acct (FI) : _
Payment | Defails | Tax | Notes Vendor
- 2 Address
 Business Area (FI) .
Vendor 100333 Dell Canada Inc.
I — R S
osting Date .01. erio OX
Ord er (CO) Document Type KN:A/P Vendor invoic ~ Toronto ON M5W 3P1
Cross-CC Number I 416.758-2242 "5
* Funds Center (FM) Amount |2.000.00]  |cAD +/| Calculate Tax
iiiil Ols
[ ]
FU n d (FM) Text 75250, Dell Canada, Computer Software and Supplies
. Paymt terms 35 Days net
« Commitment (FM)
< 2 < >
3 Items ( Screen Varant : Line ltem Entry - FB60 + FBES )
B Status | G/Lacct $hort Text DiC Amount in . |Business a._{Cost center | Order IFunds ::enterIFund “Zommitment itml
@ 821110 Equip:ComputPur.Debit ~ 1,000.001000 208128 208128 EXP-UTFA
@ 825200 Computer SoftwareDebit - 500.001000 920130 100654 400466 SUP-OFFICE
@ 825820 Computer SuppliesDebit ~ 500.001000 13424 100645 SUP-OFFICE

T T T T T 1
= Fl cCO CO FRM EM M




Navigating with
FIS




Understanding the AMS Menu

1| 2| |7 3| |4 5
ENTER / ACCEPT l——l_' / I:Ié é
FAVORITES []
FIND FIRST
6
FIND NEXT I e

START NEW SESSION
EXPANDABLE NODES
ADD FAVORITES

1
2
3
4
)
6
7




DEMO: Locating Accounts — Simulations/Resources

Take a look at the following reference material/simulations to learn how you
can locate key accounts for your department.

NOTE: You can also use these simulations to answer the exercise
guestions.

e How to Locate your Parent Funds Center and Funds Center

Hierarchy
e How to Locate your Cost Center Group Hierarchy
e Locating G/L Accounts using the G/L Account List Report with

Additional Text y



https://finance.utoronto.ca/knowledgecentre/locate-cost-center-group/
https://finance.utoronto.ca/knowledgecentre/locate-parent-funds-center-funds-center-hierarchy/
https://utoronto.ancileuperform.com/#/content/1.11.2579

Exercise

Instructions (approx. 15 minutes)

Login into the SAP-QT1 [HANA] application and
answer the questions on the exercise sheet.




Learning Objectives

O

Understand the Administrative Management
System (AMS)

Understand the purpose and components of
the Financial Information System (FIS)

Understand the accounts codes and structure
of FIS

Navigate within AMS/FIS
Search and Locate FIS data

Link to Course Material



https://finance.utoronto.ca/fis-overview/

Contact Information & Additional Resources

o FAST General Mailbox — fast.help@utoronto.ca

o Faculty FAST Team Representatives List

o GTEM Policy — Financial Information System (FIS)
o Knowledge Centre
o Documentation & Support

We are always looking for ways to improve.

Click here and take a moment to complete our course
evaluation.



mailto:fast.help@utoronto.ca
https://finance.utoronto.ca/fast/fast-team-contacts-and-faculty-representatives/
https://finance.utoronto.ca/policies/gtfm/financial-information-system-fis/
https://finance.utoronto.ca/knowledgecentre/
https://finance.utoronto.ca/fast/support-documentation/
https://finance.utoronto.ca/fast/fis-training/course-evaluation-fis-training/

