
 
 

Last Modi
 
 

 
 

All Posti
 

When to 

Thi
(FC
pur

Report Fu

 

 
 
 
 
 

Report O

The

 

Menu Pat

Use

Acc
of T

Transact

ZFI

Helpful H

fied: 8 Februa

ngs Line Ite

Use 

s report is us
C) or FC/Fund
rchase requis

unctionality 

Produces a 
document n

Run for sing

Customize o

Run for vario

Drilldown fu

Can be dow

Output 

e default disp

Reference d
particular tra
text, Vendor

th 

e the followin

counting  
T Reports) 

ion Code 

IR079A 

Hints 

 This rep
only act
http://fin

 To creat
http://fin

 Reports
specific 
http://fin

 

ry 2016  

ems Report

ed to list all tr
d combination
itions, purcha

list of docume
umber 

gle or multiple

output by add

ous dates ove

nctionality to 

wnloaded to Ex

lay variant wi

document num
ansaction), Co
r name, Vend

g menu path(

Funds Mana
 Line Items 

port includes a
uals use the t
ance.utoronto

te a customiz
ance.utoronto

 layout varian
(individual) n
ance.utoronto

Work 

t 

ransactions (e
ns. These tran
ase orders an

ents, includin

e FC &/or FC/

ing, removing

er multiple fis

document lev

xcel 

ill list the follo

mber, G/L acc
ost Center, O
or, Posting D

(s) to begin th

agement  In
 All Postin

actuals as we
the ZFIR079-
o.ca/wp-conte

zed report layo
o.ca/wp-conte

nts may be cr
needs: 
o.ca/wp-conte

Finan
F

 

 

Instruction

excluding bud
nsactions incl
nd actuals. 

g actuals and

Fund combin

g or re-orderin

cal years 

vel 

owing columns

count number
Order, Funds C
Date, Docume

his transaction

nformation S
ngs: Line Ite

ell as commitm
-FI:Postings li
ent/uploads/2

out see the lin
ent/uploads/2

eated, saved

ent/uploads/2

ncial Adviso
Financial Se

www.finan

 

dget documen
lude: manual 

d commitmen

ations, as we

ng, sorting, su

s summarized

r, Payment bu
Center, Fund
ent Date, Use

n: 

System  Fu
ems by docum

ment (reserve
ine item repo
2015/10/fipost

ne item functi
2015/11/lifunc

, and change

2015/11/Varia

ory Services
ervices Depa

ce.utoronto.ca

Z

nts) posted to
reserves, pay

nts (reserves),

ell as by FC h

ubtotaling and

d at the G/L le

udget (i.e. am
, Commitmen
r name (FI) 

unds Manage
ment numbe

e) transaction
rt: 
tings.pdf . 

ionality refere
ctionality.pdf  

ed for global (g

antasset.pdf  

 & Training
artment 
/fast 

Page 1 /

ZFIR079A 

o Funds Cent
yroll reserves

, sorted by 

ierarchy 

d filtering colu

evel: 

mount of a 
nt Item, Line it

ement Sectio
er 

s. For reporti

ence guide: 

group) or use

g

/ 8

ers 
s, 

umns 

tem 

on (U 

ng on 

er-

http://finance.utoronto.ca/wp-content/uploads/2015/10/fipostings.pdf
http://finance.utoronto.ca/wp-content/uploads/2015/11/lifunctionality.pdf
http://finance.utoronto.ca/wp-content/uploads/2015/11/Variantasset.pdf


 
 

Last Modi
 
 

Detailed 

1. Sta

SAP Eas

 

 

fied: 8 Februa

Procedure 

art the transac

sy Access  

 

ry 2016  

ction using the

University o

e menu path 

of Toronto M

Finan
F

 

 

or transaction

Menu 

ncial Adviso
Financial Se

www.finan

n code. 

ory Services
ervices Depa

ce.utoronto.ca

 & Training
artment 
/fast 

Page 2 /

 

g

/ 8



 
 

Last Modi
 
 

2. Do

All Posti

 

 

fied: 8 Februa

uble-click 

ings: Line It

 Click Dy

Click Mu
ranges. 

 

ry 2016  

tems by Do

ynamic select

ultiple selectio

ocument Nu

tions  for a

on  where

Finan
F

 

 

umber (w/ ad

additional sea

e available to

ncial Adviso
Financial Se

www.finan

ddnal flds)

arch criteria.

o enter and/or

ory Services
ervices Depa

ce.utoronto.ca

. 

r exclude sing

 & Training
artment 
/fast 

Page 3 /

 

gle values and

g

/ 8

d/or 



 
 

Last Modi
 
 

3. Co

FM

Fi

fied: 8 Februa

mplete the fo

Field Nam

M Area 

scal year/per

 

ry 2016  

llowing as req

me 

C

riod 

quired: 

Required/ 
Optional/ 

Conditional

Required 

Required 

Finan
F

 

 

Defaults t

The UofT
the Year/

Year=the
May 1st, 
“2007” fis

Period=th
fiscal yea

Example

i.)

        

ii.)

        

ncial Adviso
Financial Se

www.finan

Des

to UofT. 

T fiscal year is
/Period is cod

e “annual” yea
2006 to April 

scal year) 

he numerical 
ar span (i.e. M

e: 

Single Fis

     FY 2013/P
i.e. May 20

Cross Fis

     FY 2012/P
i.e. Jan. 20

ory Services
ervices Depa

ce.utoronto.ca

scription 

s May 1st to A
ded as follows

ar in effect at 
30th, 2007 is

position of th
May=1, June=

scal Year: 

P 1 to FY 201
012 to April 2

scal Year: 

P 9 to FY 201
012 to Dec. 2

 & Training
artment 
/fast 

Page 4 /

April 30th and
s: 

April 30th. (i.e
s identified as

e month in th
=2, etc.). 

3/P 12.  
2013 

3/P 8.  
2012 

g

/ 8

d 

e. 
s 

he 



 
 

Last Modi
 
 

Fu

Fu

fied: 8 Februa

Field Nam

und 

unds center 

 

ry 2016  

me 

C

Required/ 
Optional/ 

Conditional

Optional 

Required 

Finan
F

 

 

A six digit
record the
financial a
1 fiscal ye

 D
F

a) E
fu

b) T
th

T
th

A six digit
record the
financial a
(i.e. opera
(PI), etc.)

 T

ncial Adviso
Financial Se

www.finan

Des

t code, startin
e funding and
activity which
ear. (i.e. conf

Default  va
Fund = none).

Enter fund num
und (s) 

To change the
he following o

To include all 
hen choose d

t code, startin
e funding and
activity report
ating, ancillar
). 

To include the

ory Services
ervices Depa

ce.utoronto.ca

scription 

ng with “3” or 
d spending tra
h typically spa
ference, resea

alue will exclu
.  

mber(s) to res

e default right
options: 

funds, right c
delete row. 

ng with “1” or 
d spending tra
ted on a fisca
ry, principal in

e FC hierarchy

 

 & Training
artment 
/fast 

Page 5 /

“4” used to 
ansactions fo
ans more than
arch, etc.) 

ude Funds (i.e

strict output to

t click  for 

 

click the  

“2” used to 
ansactions fo
al year basis. 
nvestigator 

y select 

g

/ 8

r 
n 

e. 

o 

r 



 
 

Last Modi
 
 

Co

La

 

4. Clic

fied: 8 Februa

Field Nam

ommitment ite

ayout 

ck  to exe

 

ry 2016  

me 

C

em 

ecute the repo

Required/ 
Optional/ 

Conditional

Optional 

Optional 

ort. 

Finan
F

 

 

Defaults b
overwritte
similar G/
purposes
budget do
EXP-UTF
or Fund).

 T

Previousl
used to p

 T

u

ncial Adviso
Financial Se

www.finan

Des

based on G/L
en. An alphab
/L Accounts f

s (e.g. Supplie
ollars for spec
FA and SPEC
 

To include the

ly saved repo
present financ

To retrieve a p

use the match

ory Services
ervices Depa

ce.utoronto.ca

scription 

L Account use
betic code use
for summary r
es) and (2) se
cial purpose s

CIALS within a

e CI hierarchy

 

ort output layo
cial data in a s

previously sav

hcode  sea

 & Training
artment 
/fast 

Page 6 /

ed, can be 
ed to (1) grou
reporting 
egregate 
spending (e.g
a Funds Cent

y select 

out that can b
specific order

ved a layout 

arch 

g

/ 8

up 

g. 
ter 

e 
r. 



 
 

Last Modi
 
 

All Posti

 

 

     

5. Do

 

fied: 8 Februa

ings: Line It

 Place th

 If the sta
name. 

 

uble-click any

   Double-c
(require

 

ry 2016  

tems by Do

he cursor over

andard /UOFT

y line item to d

clicking on HR
s payroll distr

ocument Nu

r the column 

T layout is cu

drilldown to th

RIS payroll do
ribution autho

Finan
F

 

 

umber (w/ ad

name to see 

stomized to m

he document 

ocuments (61
orization). 

ncial Adviso
Financial Se

www.finan

ddnal flds)

the full descr

meet reporting

level. Click 

1xxxxxxxx) wi

ory Services
ervices Depa

ce.utoronto.ca

ription. 

g needs, save

 to return t

ill display HR

 & Training
artment 
/fast 

Page 7 /

 

e with a uniqu

to the report.

IS and FIS de

g

/ 8

ue 

etails 



 
 

Last Modi
 
 

 

End of pr

fied: 8 Februa

rocedure. 

 

ry 2016  

Finan
F

 

 

ncial Adviso
Financial Se

www.finan

ory Services
ervices Depa

ce.utoronto.ca

 & Training
artment 
/fast 

Page 8 /

g

/ 8

 

 



 
 

Last Modi
 
 

Resource

Referenc

Lin

http

FI P

http

 

fied: 8 Februa

e Information

 Contact 
http://fin

ce Guides: 

e Item Functi

p://finance.uto

Postings Line

p://finance.uto

 

ry 2016  

n: 

your FAST te
ance.utoronto

onality: 

oronto.ca/wp-

e Item Report:

oronto.ca/wp-

eam represen
o.ca/fast/fast-

-content/uploa

: 

-content/uploa

Finan
F

 

 

ntative for add
-team-contact

ads/2015/11/l

ads/2015/10/f

ncial Adviso
Financial Se

www.finan

ditional assist
ts-and-faculty

lifunctionality

fipostings.pdf

ory Services
ervices Depa

ce.utoronto.ca

tance using th
y-representat

.pdf  

f  

 & Training
artment 
/fast 

Page 9 /

his report: 
ives/  

g

/ 8

http://finance.utoronto.ca/fast/fast-team-contacts-and-faculty-representatives/
http://finance.utoronto.ca/wp-content/uploads/2015/11/lifunctionality.pdf
http://finance.utoronto.ca/wp-content/uploads/2015/10/fipostings.pdf

