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Uses for Line Item Reports
Line item reports can:
• report on:

 annual budget (i.e. fiscal year)
 overall budget (i.e. multiple fiscal years)
 given periods across fiscal years (i.e. convert U of T FY to granting 

agency FY) 
 a single period or multiple periods within a FY
 a given date or ranges of dates
 commitments and funds transfers
 Funds Management:

 FI postings (actuals)
 All postings (actuals & commitments)

 Controlling:
 Actuals
 Commitments
 Plans

• display documents as line items with flexibility for eliminating or 
adding fields (columns), totaling or subtotaling and sorting columns

• allow document changes and reversals through drill down capability
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Sampling of Available Line Item Reports: FM
There are many FM and CO line item reports; the techniques used to 
manipulate the report data is consistent between reports. Following is 
a sampling of line item reports.
The reference guides for the following are available at this URL, 
http://www.finance.utoronto.ca/fast/qrg/rptmd.htm, under the following 
headings:

Funds Management reports:
Line Item Reports:
- FI Postings: Line Items by Document Number (zfir079)
- All Postings: Line Items by Document Number (zfir079a)

Financial Summary Reports:
- Funds Center Report (zftr111) (see “Spreadsheet” view)

Budget Analysis Reports:
- Budget Movement Report for Fund Centers (zftr055)
- Budget Movement Report for Funds (zftr055_funds)
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Sampling of Available Line Item Reports: CO

The Menu Paths for CO commitments and actuals reports have 
been provided, as these reports do not have reference guides:
Controlling reports:

Menu Path: Accounting >> Controlling >> Cost Center Accounting >> 
Information System >> Reports for Cost Center Accounting >> Line 
items

- Cost Centers: Actual Line Items (ksb1)
- Cost Centers: Commitments Line Items (ksb2)

Menu Path: Accounting >> Controlling >> Internal Orders >> 
Information System >> Reports for Internal Orders >> Line items

- Orders: Actual Line Items (kob1)
- Orders: Commitments Line Items (kob2)
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Input vs. Output Parameters

Input parameters:
• Narrows the parameters of the report to display specific data 

• Limits the data output 

• Limits time to run the report

Output parameters:
• Allows the addition or deletion of columns based on the      

original input parameters

• Subtotals or sorts data and manages look of report output
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“All Postings” Report
To examining how line item reports work, this presentation will focus on the 
“All Postings” line item report. For any given FM account and time frame, it is 
used to obtain:

• actuals, which include: 
 invoices
 salaries and benefits that have been paid out

• commitments, which include:
 salaries and benefits that have not been paid out yet
 purchase orders (POs) 
 manual reserves

The standard report display variant in column order:

1. Document Number 6. Funds Center 11. Vendor (number)

2. G/L account 7. Fund 12. Posting Date

3. Pymt Bdgt ($ amount) 8. Commitment Item 13. Document Date

4. Cost Center 9. Line Item Text 14. User Name

5. Internal Order 10. Vendor Name

1           2           3           4      5           6       7          8                9             10 11           12            13            14
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“All Postings” Report Menu Path

Menu Path: Accounting >> Funds Management 
>> Information System >> Funds Management 
Section (UofT Reports) >> Line Items >> All 
Postings: Line Items by Document Number
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The Input Parameter Screen

Enter the fiscal year(s)/  
period(s) of the report.

Enter a fund or 
range of funds, if
applicable. NOTE: 
If field is left blank NO
funds will be included.

Enter a specific commitment item to limit the CIs output or 
leave the field blank and all CIs will display. If a summary
CI is used (e.g. Expense-S), click on “and all subordinate”.

Enter a funds center or range 
of FCs. If reporting on a top 
level FC, “and all subordinate” 
option may be selected.

See next slide

See slide 11
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Input Parameter Screen: Multiple Selection Option

If reporting on more than one single value (e.g. FC 100920 & 
100925) and/or ranges (see “Select Ranges” tab below) or 
excluding single value(s) and/or range(s), use the multiple selection 
pop-up box by selecting the        icon on the input screen. 

The number in the parentheses 
denotes the number of lines in use 
on the tab (i.e. 2 ranges included, 
1 individual value excluded).

Once values are entered and 
“copied”, the icon on the input 
screen turns green       .
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If all funds related to the FC are to be included in the report, the      must be 
deleted. To accomplish that, 1) double click in the "Fund" field.

This window will appear; 
2) click on "Delete Row“.

Input Parameter Screen: “Equal to” option
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Further Selection Criteria
There are 6 categories of further selection criteria, which serve to 
narrow the report output. Click on the “Dynamic selections”        icon 
to display the pop-up box.

Click on the arrow to 
the left of the 
category to see the list 
of options within it.
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Further Selection Criteria cont’d

Click on the 
yellow arrow to 
include or exclude 
multiple single 
values or ranges, 
as explained on 
slide 10. 

To select a particular field, double click on it and the 
parameter options will appear to the right. The field will 
be displayed in green on the list.

If the field is available in any of the other categories, 
it must also be chosen for the selection criteria to 
work.
In this example “Cost Center”  existed in 3 categories:

• Commitment Line Items
• FI Line Items
• CO Line Items
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Saving the Input Variant

The “Variant Attributes” pop-up window 
will appear. Enter a “Variant Name” and a 
meaningful description. (Variants are saved 
in alphabetical order by “Variant Name”.)

Always select “Protect variant”; unless 
this option is chosen any user can access 
or change the variant.

Click on the        icon to save the variant.

To save the input 
criteria, click on the 
“Save as Variant” icon 
or Goto >> Variants 
>> Save as variant.
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The Input Parameter Screen cont’d -
Classification

All funds centers and funds are classified according to type of account, 
purpose of account, and the accountant responsible.  These 
classifications allow the user to report on accounts outside of the 
hierarchy structure according to account type or purpose.

Funds centers are class type 041.

Funds are class type 042.

Individual account classifications can be found in the master data of the 
account. 
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The Report Output

Standard report display screen

Select       to access the “Change Layout” 
pop-up window. It is a powerful tool and just 
one of several options available that enables 
departments to manipulate and display the 
report data to meet their reporting needs.
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Selecting and/or Hiding Fields
Change layout pop-up window

The left side shows 
fields displayed in 
the standard layout.

The right side says 
“Column Set”. These are 
hidden fields available 
for display in the report.

Click on the “Column N...” 
bar to sort the hidden 
fields in alphabetical order.
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Selecting and/or Hiding Fields cont’d
Hiding a field...to eliminate a column from the report, click on its 
name to highlight it*, then click on the right facing arrow to move it to 
the “Column Set” list of hidden columns. Click on      to save the changes.

*NOTE: If more than 
one column needs to be 
hidden, press the 
“Ctrl” key and click on 
the column name at the 
same time. Highlight as 
many names as needed, 
then click on the right 
facing arrow.
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Selecting and/or Hiding Fields cont’d
Displaying a field...to bring a hidden column into the report, click 
on its name to highlight it, then click on the left facing arrow to move it to 
the “Displayed Columns” list*. Click on      to save the changes.

*NOTE: The “new” 
column can be positioned 
to the left of any displayed 
column by highlighting the 
displayed column name 
prior to clinking the left 
arrow. e.g. the Assignment 
column will be to the left of 
the Line Item Text column.
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Subtotal Columns

HINT: To select more than one column, press the “Ctrl” key and click on a different 
column header at the same time.* Additionally, any column may be subtotaled, 
however, if the value is different for every line item, each line will subtotal.

*NOTE: The order in which the columns are selected determines the order in which they are 
subtotaled. 

The screen shot below, shows a display variant that subtotals the report 
by G/L acct. To subtotal with a different criteria, click the column header 
and then click on the subtotal icon      . 
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Subtotal in Different Column Order
Subtotaled by G/L acct. then CC Subtotaled by CC then G/L acct. 

1 12 2

The grand
totals are 
the same, 
but the 
subtotals
are very 
different
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Sort Columns

To sort a column, select it with a single click to the column 
header and then click on either the ascending or 
descending sort icon.

OR...
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Once the desired column names are in the “Sort criteria/Subtotals” column, 
position them in the correct column order by highlighting it and then 
clicking either         . Then sort them appropriately clicking the desired 
radio button under the          . HINT: This process can be used to subtotal, too.

To sort more than one column, click on one of the sort buttons in the 
toolbar first.

Sort Columns (cont’d)

Highlight the other column(s) that need 
to be sorted from the “Column Set” 
column of the pop-up window (HINT:
put column names in alpha order first) and 
then click the      . 
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Filter Columns
To filter a column, 
select it with a single 
click to the column 
header and click on 
the filter icon     . 

In the pop-up window, 
choose which items in 
the column will remain in 
the report. Everything 
else will be filtered OUT.

To filter OUT items, click on the 
yellow arrow icon         and 
choose the “Exclude Single 
Values” tab or “Exclude Ranges” 
tab and enter the appropriate 
values. Example shows which 
G/L acct. will be filtered out of 
the pop-up window range. 
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To filter more than one column, click on the filter icon in the toolbar first, then 
select the column(s) to filter from the right column of the pop-up window. 

Filter Columns
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When all of the column names are in the “filer criteria”, click on the 
filter icon at the bottom of the window...

...enter the single item or range in the appropriate fields.  

Filter Columns cont’d
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Decide whether the new variant will 
be global (for everyone on campus to use)
or user specific (only for you).

IMPORTANT: 
• Always enter a new name in the 
"Save layout" field to avoid 
overwriting the existing variant!!! 

• Only the "/UOFT" variant can be 
the global "Default setting".

Click on       to "Save" the variant.

To save the "changed" layout, click on the "Save layout"                  icon. 

Report Features: FI Postings Line Item Report (Helpful hint)

Variant 
type

SAVE LAYOUT field 
naming convention

User-specific 
option

Default setting option

GLOBAL must start with " / " not applicable NEVER save as a default setting; doing 
so will change the setting for all users

USER-
SPECIFIC

must start with a letter 
(A – Z)

must have check 
mark 

may be saved as a default setting

This window will appear
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Input Report  Icons



29

Output Report Icons
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Output Report  Icons



WEB Documentation
Financial Forms

– Financial Services website – select Forms >> Forms 
for Processing in FIS

– http://www.finance.utoronto.ca/forms.htm

Policy & Documentation
– Financial Services website – select Policies >> Guide 

to Financial Management  
– http://www.finance.utoronto.ca/gtfm.htm
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Further Selection Criteria

There are 6 categories of further selection criteria, which 
serve to narrow the report output. Click on the “Dynamic 
selections”        icon to display the pop-up box.

Click on the arrow to the 
left of the category to see 
the list of options within it.



Need Help?
http://www.utoronto.ca/ams/help.htm

Help is a facility for all AMS subsystems:

• Use the WEB form found at the above address
• Select appropriate AMS module (e.g., FIS)
• Complete information required on the form 
• Click on “Send it!” button 

FIS mail box is monitored Monday to Friday 
9:00 a.m. - 5:00 p.m.
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FIS Standard Curriculum Evaluation:
http://www.finance.utoronto.ca/fast/training/fissceval.htm

FAST website: 
http://www.finance.utoronto.ca/fast.htm

Manager Lorena Gaudio 978-2802
lorena.gaudio@utoronto.ca

Assistant Manager Chris Dimitriadis 946-3153
chris.dimitriadis@utoronto.ca

Business Analyst Cheryl Rhind 946-3373 
cheryl.rhind@utoronto.ca

Business Analyst Maryanne McCormick TBA
m.mccormick@utoronto.ca

Business Analyst Elizabeth Zammit 946-3291
elizabeth.zammit@utoronto.ca

Business Analyst Neil Gonputh 978-4042
neil.gonputh@utoronto.ca

Business Analyst Rames Paramsothy 978-4675 
(Training Coordinator)  rames.paramsothy@utoronto.ca

FAST Team Contacts


