UNIVERSITY OF Financial Advisory Services & Training

o
| oy 4 Financial Services Department
3 T O RO N T O www.finance.utoronto.ca/fast

Work Instruction

Monthly PI Report

When to Use

This report should be used to review the financial transactions to the account and to determine the current
balance.

This report is one of the Reconcilliation Reports that must be run and reviewed by the Business Officer
each month, as stated in the Accountability Report. For more information about Financial Accountability,
please click here.

Report Functionality

e provides a summary of all financial activity in a Principal Investigator's research grant account along

with supporting details
e The supporting details can be obtained by indicating which sections to include on the selection

screen. If no items are selected, a one-page summary report is produced.

e The output of this report can be based on either budget or expenditure categories. A selection option
allows the user to determine which version they would like, or allow the system to choose.

e data in this report is updated each night, as so is current as at the end of business the previous day.

e Download into excel button available

Report Output - Financial Information Available
kCarryforward Budget PBudget FActual FCommitments PFYTD Figures PFFunds Available

Detailed Procedures

Access the transaction using:

Accounting >> Funds Management >> Information System >>
Funds Management (UofT Reports) >> Month End Reports >=>
Monthly Pl Report - All Sponsors

LR 1ZFTRO91

Selection screen:


http://www.utoronto.ca/
http://finance.utoronto.ca/forms/accountability/
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Monthly Pl Report - All Sponsors

ANS (1) (010) 71| aplZ OVR

Field Name |Required Description of Field Content

(R)/
Optional

(0)

FM Area R UOFT - Defaults

Funds Center R Enter the Funds Center (FC) number. The FC can be
either an operating FC (1XXXXX) or a Pl Funds Center
[(2XXXXX).

Funds @) Leaving the Fund field blank will report on all the funds
[related to the FC. Enter the Fund number to report on
a particular FC/Fund combination.

Sponsors 0] Leaving the Sponsor field blank will report on all
sponsors. Enter the sponsor number to report on a
particular Sponsor combination.

|Data at: 0] Choose this box if you wish to run the report based on
Latest Update the last update, which is shown to the right of the box.
Data at: End @) Choose this box if you wish to run the report for a

of selected previous month end. You can select the exact month
previous and year that you wish to report on using the drop
month down menus.

Budget @) Click on this button if you wish to include the detailed
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budget report in addition to the summary. This option

Details will provide you with the budget details for all sponsor
fiscal years.

Expense Click on this button if you wish to include the detailed

Details expense report in addition to the summary. This option

will provide you with line item detail that includes the
posting date, G/L account, document number, user ID
and text for each payment made from this account.

Outstanding
Commitments

Click on this button if you wish to include the detailed
outstanding commitments report in addition to the
summary. This option will provide you with the line
item detail that includes the posting date, G/L account,
document number,vendor number (for purchase
orders)and text for each fund reservation payroll and
manual reserve and purchase order made from this
account.

Payroll
Distribution

Click on this button if you wish to include the payroll
distribution.

Include G/L
summary
[totals

Click on this button if you wish to include the general
ledger summary totals for the payroll distribution. If
you choose this option, you must also select the payroll
distribution.

Include
Funds Center
Hierarchy

If you leave it blank, the report will be based on the
accounts entered only. Click on this button if you wish
to include the subordinate funds centers in addition to
the parent account.

You may only select one of the two options below. If
neither one of the options is selected, only funds with
activity in the month will be selected.

Include funds
with no
activity

If selected, all funds will be reported.

Include funds

If selected, all funds with non-zero balance in the
month will be reported.

with no

activity &

non-zero

balance

Report by Here you can determine which version of the report

budget you are interested in. By selecting this option, the

categories information will be organized by the following budget
categories; Carry forward Budget, Budget for the
Current Year, Current Month Expenses, Outstanding
Commitments, YTD Expenses, YTD Expenses and
Commitments and Funds Available.

Report by Here you can determine which version of the report

expense you are interested in. By selecting this option, the

categories information will be organized by pre-set categories

based on the general ledger accounts.

System

This is the default option. The system will determine
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determines
report type

either the report by Budget or Expense categories for
ou, based on the sponsor and/or the level of
budgeting. This selection is recommended.

Click on @ to execute the report.

The differences between the reports are a matter of organization of the information. The exact same
figures are reported under both the Expense and the Budget version, with the exception of overhead
budget, which is not included in the budget category budget version.

Output Screen: Report by Budget Categories - Summary

The report that is displayed depends on the selection criteria used, and the option chosen.

200 Q@0 DHE DDoD DD @6 ——
Monthly Pl Report - All Sponsors

Download BEpilat | Download Bud Cat

Taiveraivy of Toronta Honchly PI Peport by Budger Carsgory Fage: 2 =
Date: 16,07, 2007 =
Summary Time: 12:55:00
Hame: ZFTROSE[ANS)
100405 Wursing:Dean's GEfic HHH Jum~2007 as of Manthend
§ 100406  Huzsing
ALO3ED DEAN N ZD00=SUP
Life Sciences Committes Summer [mdergraduate Research Fellowships
JoLlozs University of Toconto
| Zept 1, 2006 Hponsor Wear End Awg 31, 2007 Sponsor year Sep-Aug
May L, 199G Grant End Dace’ “Aug 31, 2007 -
May L, 1905 Fmd End-Dace Aug 31, 2007
Carryforward | Budger for Curcent Honth| Outstanding Yo ¥TO Expenses | Punds kvail.
Budget Furzent Year | Expensea Commitacmts Expenses & Commts,
open Za00,00 | a0 | 240000071 4800000 | @;800,00 | ‘a,800.00° ERS
Toral 2,400.00 720000 Z 400,00 4,500, 00 4,800, 60 600,00 0,00 1
Univecrzity of Tordnto Honthly PI Repoct by Budget Categocy Page: a
Dacer 16.07. 2007
ummary Time: 12:155:00
Name: ZFTROGS(ARS)
Finds Center 100409 Hursing:Desn's GEEic Feripd Jun-2007 &z of Monthend
Pateny Pimds Cemter L0040  Mursing
Fund B i5za8s VICE FRE R CHP-T7289
Title CIHR Healch Professional Soudent Rezearch Awards
Spenisor I03LET CIMR - Grants
Spcnscc ¥ear Start April L, 2097 Sponoos Year Eadtarch 31, 2008 Sponsoc year Apc-Mac L
Drant Gcace Dace | April L, 2002 Geant End Tate March 31, 2008 8

—

l

U Taws ) 10y 21 apbz | OVR &

Item Description

Budget available for use.

Carry forward|The value here is the budget unused in previous years, and still

Budget for
Current Year

Shows any new budget received in the current grant year.

Current
[Month
Expenses

current month.

Shows the total of all expenses charged to this account for the

Outstanding

Shows manual reserves,payroll commitments and purchase
Commitmentsforders processed on this account. The funds that are reserved for
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other purposes are not available for spending.
YTD Shows the total expenses processed on this account for the grant
Expenses year to date.
YTD The sum of all outstanding commitments and the year to date
Expenses & [expenses. This represents all the money spent, or put aside to be
Commts. spent for a specific purpose.
Funds This is the amount of money available to be spent.
Available

Output Screen: Report by Expense Categories - Summary

20k @00 DHE aDaD 0F O
Monthly Pl Report - All Sponsors

Download Expical | Download Bud.Cat

Iniversivy of Toronta Honehly PI Beport by Expendivurs CACSJOrY Fage: 1 -'-;::
Date: 16.07.2007 et
Summacy Timeg: 12:56:16
Hame: ZFTROSS[ANS)
14
Furds Center 100405 Mursing:Dean's GEfic FEEIDR Jun-2007 &= of Monthend
Pazenc Funds Cencer 100406 Huraing
Fund, 400645~ DEAN N DORATTES
ﬂﬂt | Bertha Rosenatadt Professorship of Health Ressarch
Sponsor I0LozE University of Toconto
hm!m#mt Hay L, 2007 m‘lfﬁ: Endiape1l 30, 2008 Sponaot Pear  May-Aor
GEMHE SraFc Dace | May L, 2000 Geanc End Dacel Jen 1, 2018
Fund Stact Dace May L, 1995 Pund End Tace Jan 1, 2019

Fands Available for Current Year

Balance of fund at close of previous year ;w,mﬁu

CUZLent year grant S

Courncil suthorized transter (MRC/CIHR and NSERC only) AL E

Total Punds Availshle for Current Year (Available Budget) 199 407, 56

CUEESnC T anding i Yo

Expendi tures Month Conmi tments Exp Exp+loms

m.ﬁnmte Seudenta (Canadisn) 5052000 | 11,064.000 5,932,100 17, 796.00

Dndexgraduate Students |Foreig) 000 0.00 000 000

Fostgradunce Students (Canadian) J0.00 .00 0,00 .00

Pastyraduate Students (Foreign) 000 .00 6.00 .00

Péstdoctoral Eellows (Canadian) o0 0,00 .00 000

Postdocrozal followa (Foreim) et 0.00 B0 0.00 B
Suiaries co Ochers I 000 0.00 0.00 0.00 ]

=)

[ UTANS (Y (010 20 apbz | OVR -

Item Description

Balance of This is the unspent balance in the fund at the close of the
ffund at close |previous grant year, excluding outstanding commitments.
of previous
year

Current year |[The amount of the grant received in the current year.

grant

Council The amount received from MRC/CIHR and NSERC for the current
authorized year.

transfer

(MRC/CIHR
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and NSERC
only)

Total Funds
Available for
Current Year

The sum of all source of funding available for the current year.

Expenditures

All expenses are listed by pre-defined General Ledger account
groups established by the major sponsors on the left hand side.
The amounts are then organized into the following columns;
Current Month, Outstanding Commitments, Year-to-Date
Expenses and Year-to-Date Expenses and Commitments. The
[total expenditure for each column is found at the bottom of the
report, and the Year to date Unspent Balance or Free Balance is
[the last item displayed.

Salaries Salaries are summarized by General Ledger account. The account
used is based on the information in HRIS. Payments that appear
in here were entered into HRIS using the corresponding wage
[types. The payments shown here are usually to students.

Salaries to This category captures all other payroll payments charged to this

Others account.

Salary of The salary the principal investigator received from this account is

Incumbent shows here.

(CRC Only)

Fringe The standard benefit amount charged in HRIS for any T4

Benefits payments.

Professional
and Technical

Any payment for professional or technical services charged to
[this account appears here.

expenditures

Services/

Contracts

Equipment Any equipment purchases charged to this account appears here.
|Materials, Any material, supplies or other purchases charged to this account
Supplies and [appears here.

other

Administrative
cost related
[to CRC

Any administrative costs would be shown here.

Travel

Any travel expenses charged to this account appears here.

Research time
stipends
(SSHRC only)

Any stipends paid for research time would appear here.

Other

Any other charges that do not fall into the above categories are
listed here.

Header

The header of the report shows the details of which accounts the report is for. The header section includes
the funds center name and number, the Parent FC name and number, the fund name and number, the
title, the sponsor name and number, the sponsor year start and end, grant start and end, fund start and
end and any message.
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The report can be downloaded into Excel, based on the report version chosen on the selection screen. If
the report is by budget categories, you can download the report by clicking on "Download Bud. Cat." If the
report is by expense categories, you can download the report by clicking on "Download Exp. Cat." The
report will list all commitment items that have budget set up in them.

Output : Detailed Reports

From the selection screen, there are six options to include in your selection. Budget Details, Expense
Details, Outstanding Commitments are all detailed reports. These reports present the information
differently depending on which version of the report you select. This report will be discussed in detail
below. The payroll distribution is exactly the same under both versions. For more information about the
payroll distribution, please click here.

Output Screen: Report by Budget Categories - Budget Details

@ Bl 0@ CDHE 8DO0 BF @
Monthly Pl Report - All Sponsors

Download ExpiCat | Download Bud.Cat

Tniversivy of Toconta Honthly PI Beport by Budget Cacegory Fage: 1
Dete: 16.07.2007 el
Summacy Timeg: 12:57:28
Hame: ZFTROGE[ARS)
Furds Center 100405 Mursing:Dean's GEfic FEEIDR Jun-2007 &= of Monthend
Farent Funds Center 100408  Bursing L
Fund 400645  DEAM N DBOATT3S
ﬂﬂt_ Bertha Rosenatadt Professorship of Health Ressarch
Sponsor 301038 University of Toconto : —
Spensor Wear ‘Start| Hay L, 2007 Sponsor Wear End Apeil 30, 2008 Sponacr yesr May-Apt
Grent Scafe Date’ " Hay L, 2000 Geant End Datel Jen 1, 2013
Fund Stact Date Hey L, 1995 Fund End - Dace Jam 1, 2049
e
Catryforward | Budger for Curcent Honth| Outstanding YT ¥TO Expeénseés | Punds kvail,
Budget furzent Year | Expenzea Comnituenta Expenses & Commta.
Open 190, 407. 56 0.00 5,932500° || 11,B64.00 5,932.00 L7,796.00° | LBL,611.56
Total 199,407, 56 000 5,932.00 11,664, 00 5. 932.00 17,796, 00 181,611.56
Budget decalls for all sponsor fiscal years:
Toral project expenditure budgets (excluding owerhead)
Hay 2000 My 2001 May 2002 Nay 2003 May 2004 May 2005 Hay 2006
Open 7,700,080 32,400.00 47, 250.00 21, 500.00 33, 500,00 35,000, 00 35,167.00
Total Expense 87 ,700.00 32 400,00 47, £50.00 Z L, 500. 00 33,900, 00 A5,000.00 35,167.00
et 2006 Total =
Open 61,988, 22 354,905, 22 el

UTANS (Y (010 20 apbz | OVR o

This does not produce a different report, but adds information to the Summary report. A section called
"Budget details for all sponsor fiscal years" are added. In this section, information is provided about the
total project expenditure budget, excluding overheads.

Item |Description

Open |The open amount in the budget for all sponsor fiscal years is displayed
by grant year. The last column provides a total.
Total The total expense budget in all budget categories for all sponsor fiscal

Expensejyears are displayed by grant year. The last column provides a total.



http://finance.utoronto.ca/wp-content/uploads/2015/11/Payrol_Distribution.pdf
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Output Screen: Expense Details

D00 o0 DHE DDoD OF OB

Monthly Pl Report - All Sponsors

Download Expical | Download Bud.Cat

Iniversivy of Toronta Honehly PI Beport by Budgst Carsgory Fage: 2
Date: 16.07.2007
Expense Details Time: 13:01:03
Hame: ZFTROSS([ANS)

Furds Center 100405 Mursing:Dean's GEfic FEEIDR Jun-2007 &= of Monthend

Parert Fands Center 100408  Huzsing

Fund, RN 200645 DEAN N DORATTES

ﬂ,'t].t | Bertha Rosenacadt Professorship of Health Research

Spenzor I0LozE University of Toconto _

mﬁuﬁmm Hay L, 2007 Spongor Weac Endlapril 30, 2008 Sponsor PEAr Mav-Apr

BIAAE SCaftc DAate | Hay L, 2000 Grant End Dagel Jan 1, 2013

Fund Stact Date May L, 1995 Fund End-Dace Jan 1, 2019

e
Posting G/L G/L Account Document  Uaer Document Text Amount
Daca ACCOUNE Nam= Rumber In
Budget Category Open
20.08.07 BOISL0°  Pay:CON-UG £100348203 PROCNTL  010467LS Carsen K. M. Lin STEATS
26.06.07 B0USL0  Pay:CON-UG ELODZ45203 FROCNTL 01072509 Maclies Maria h wanTol 400,00
2#.06.07 BOL3I0 4y: COR-UG BLOD34EZE3 PROCNTL 01072511 Susan K. Dubbin 183,00
28.06.07 BOISL0T  Pay:CIN-UG 100345283 PROCNTL 01072513 Allyson Bayo 18300
ZHI06007 BOLEI0T | PayeCDN-UG BLODIAEIES G10T3518 Farzine Shivii La%00
26,06.07 8013100 Pay:CDN-UG EIOO34B283 PROCNTL BLO72517 Maren V. Hayward 1,600,000
26.06.07 GO0510°  Pay:CDH-UG | BLDD34GZET FROCNTL 01072519 Mark Raqueno 1, 600,00
ZH,06.07 B0L3L0°  Pay:CDN-UG EIDD34E283 PROCNTL OLOTE5E0 Adele LM, Swinnard 1,600.00
Total 5,932.00
Mhiversicy of ToOLonco Honchly PI Reporc by Budget Carsgory Page: 3

=)

l

Item Description

Posting Date

The date the document was posted in shown here.

G/L Account

The general ledger account the transaction was posted to is
shown here.

G/L Account
Name

The full name of the general ledger account is shown here.

Document The document number for the transaction is shown here.
Number

The user id of the person who posted the transaction is shown
User ID

here.
Document The line item text entered when the document was processed
Text is shown here.
Amount The total amount of the transaction is shown here.

Output Screen:

Outstanding Commitments

U faMs () 10 1 Tap02 | OVR o
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TaN @ DHE DDLD BE @6

Monthly Pl Report - All Sponsors

Download ExpiCal | Download Bud Cat

niveraity of Toronto Honchly PI Beport by Budget Cacegory

fatstanding Commitments

Fage:
Date:
Time:
LT

3
16.07.2007
13:02:29
LFTROGE [ARS)

Title

Heaange

Spemacr Tear Start| May L, 2007
Granr Srare Darss | Hay L, 2000

100405  Hursing:Dean's OE€ic FEEIGE Jun-2007  as of Monthend

Farent Funds Center 100406  Jursing

400645 DEAN N DRRATIIS
| Bertha Rosenatadt Professorship of Health Research
| A0L0EE Umiversity of Toronto
Sponmor ¥ear End April 30, 2006 Sponaor year Fay-hpc
Cesfe End Dagal “7en 1, 2018
May L, 1955 Fund End Date  Jan 1, 2019

Budget Category: Open

Fund Reservatidng:

Gde 06, 2007 GOLILT Pay: CON-UG LOOS3P41E6 001

Total Funds Ressrsations: 11,864.00
Total Funds Reservations and Fucchase Orders: Opén 11,864.00
Taral Funds Bessrevarisns and Purchass Orders for Pand: 400845 11,864.00
Maiveraitvy of Toronto Honchly PI Feporc by Budger Category

mAALY

11,864.00 PFayeoll CoRmiTRenTS

Page:
Dare;
Tine:
Rame:

4
1&.07. 2007
13:02:34
LFTROSE (ARNS)

=

Item Description

I;c;stgng The date the document was posted in shown here.
G/L The general ledger account the transaction was posted to is
Account shown here.
G/L
Account The full name of the general ledger account is shown here.
Name
Document The document number for the transaction is shown here.
Number
Vendor If the reserve is due to a Purchase Order or a manual reserve,
Name the vendor name is displayed here
Reserve The total amount of the reserve is shown here.
Amount

The line item text entered when the document was processed is
Amount

shown here.

End of Procedure

L [ AMS (1) (010) 1) ap02 | OVR <
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