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[bookmark: _Toc68013430]Folder: Detail Financial Reports
This folder has financial reports to aid departments and tubs in:
· Understanding current fiscal year actuals
· Understanding budget to actual comparisons
· Preparing forecast and future year budgets

This folder is available for Affiliate and Department roles.  Access is not available to the Department-Lite role.

[bookmark: _Toc68013431]Report:  Budget Summary by Fund Type
[bookmark: _Toc60839851]What does this report show?
· Income, expense, and non-operating account variances between actual, budget, and forecast throughout the fiscal year
[bookmark: _Toc60839852]
Questions answered by the report:
· What variances exist between actuals and budget for each fund group (department subvention, other unrestricted, endowment, and gift)?
· What variances exist between the budget currently being developed and the current year’s budget in total and by fund group?
· Am I underspending in endowment compared to budget and overspending in department subvention?  If so, could I shift more of the department subvention expenses to endowment?
· Fund Utilization (For endowment funds, the fund utilization calculation is the sum of total expenses and non-operating activity divided by total income. For unrestricted and gift funds, the fund utilization calculation is the sum of total expenses and non-operating activity divided by the sum of the beginning balance and total income.):  What percentage of my unrestricted and restricted funds am I utilizing?  If I am using less of the restricted funds available than in previous years, why?  Are my expenses simply decreasing or could I be using more restricted resources and shifting more of my administrative expenses supported by department subvention to restricted resources?
· % of Total Expenses:  For total personnel and non-personnel expenses, how much is funded by each fund group?   Am I budgeting spending less of a portion of my total expenses than actuals or than in the previous budget on restricted resources or more on department subvention?  If so, what is driving this?
· What if I want to drill deeper into the detail of this report to see what is going on?  Run the Detail by COA Segment Report and view the details for historical actuals, actuals year to date, budget, current year forecast, and next fiscal year’s budget.

[bookmark: _Toc60839853]Prompts and parameter filters:
	Selection Criteria
	Description

	Budget Type
	Operating Budget - Next Fiscal Year Operating Budget copied to GL
Corporation Budget - Next Fiscal Year Corporation Budget
HUBS Plan Wkg- Budget - Next Fiscal Year Working Budget in HUBS (NFY Plan Working)

	Forecast Type
	Q1 Forecast - Multi Year Financial Plan Forecast submission
Q2 Forecast - Local - Current Year Q2 Forecast submission in HUBS
Q2 Forecast - Current Year Q2 Forecast copied to General Ledger
Q3 Forecast - Current Year Q3 Forecast submission in HUBS
HUBS Plan Wkg – Forecast - Current Fiscal Year Working Forecast in HUBS (CFY Plan Working)

	Period
	User selected Month for YTD Actuals including June of PFY

	Tub /Division / Department /Org
	Defaults to the user permissions (Mega Org or Org). If user access is more than one Department, defaults to All and user needs to select Department

	Fund Type
	Individual Fund Type or group (e.g. Operating Funds)

	Control by
	Separate activity funded and/or budgeted by a department and activity funded/budgeted centrally or by the Dean.

	Report Format
	PDF or XLSX


[bookmark: _Toc60839854]
Understanding output:
	Column
	Description

	3 Yr Average Actual 
	Average of the prior 3 years activity (for example, FY18-FY20 when running the report for FY21).

	Prior Year Actuals
	Activity related to previous fiscal year (for example, FY20 when running the report for FY21).

	Current Year Actuals YTD Period
	Provides current year-to-date actuals for the period which the report is run (For example, FY21 Actuals YTD Period Mar-21)

	Current Year Forecast
	Forecast for current fiscal year (For example, FY21 when running the report for FY21)

	Current Year Budget
	Budget for current fiscal year (For example, FY21 when running the report for FY21).

	Next Fiscal Year Budget
	Budget for upcoming fiscal year (For example, FY22 when running the report for FY21).

	Current Year Actual YTD vs Current Year Budget
	Provides $ variance for year actual data when comparing to current year budget data on a year-to-date basis (For example, FY21 Actual YTD vs FY21 Budget).

	Current Year Actual YTD vs Budget %
	Compares year-to-date actuals as a percent of budget (For example, FY21 Actual YTD vs FY21 Budget %).

	Next Year Budget to Current Year Budget
	The $ variance between the next year’s budget and the current year budget (for example, FY22 Budget vs FY21 Budget)

	Next Year Budget to Current Year Budget %
	Compares next fiscal year budget as a percent of current year budget (For example, FY22 Budget to FY21 Budget %).

	Prior Year Actual % of Total Expense
	Compares prior year expenses for each fund group as a percent of total expenses for the same period (For example, FY20 Actual % of Total Expense).

	Current Year Budget % of Total Expense
	Compares current year budgeted expenses for each fund group as a percent of total budgeted expenses for the same period (For example, FY21 Budget % of Total Expense.

	Next Year Budget % of Total Expense
	Compares next year budgeted expenses for each fund group to total expenses for the same period (For example, FY22 Budget % of Total Expense).



[bookmark: _Toc60839855]Other key information:  
· Only Revenue, Expense, and Non-Operating object codes (tera objects T400, T600, T901) are displayed on the dashboard.
· COA segment rollups follow the natural hierarchies.
· Budgets and Forecasts are always for the full fiscal year.
· “YTD Actual/Operating” is the year-to-day actuals/operating budget through the selected period.
· Unlike HART, this report offers users the ability to view data from the Plan Working columns in HUBS.  Users can select the forecast or budget version they would like to view.  By selecting HUBS Plan Wkg – Forecast or HUBS Plan Wkg – Budget, users can view the Plan Working versions of their forecast and budget in HUBS.
· Users can view subvention funds separately.
· Users can view department-budgeted activity only as opposed to other activity that is managed or budgeted centrally (ex. faculty and teaching costs – faculty salary, faculty subsidies, non-ladder, and instructional support costs).


[bookmark: _Toc68013432][bookmark: _Toc65755960]Report:  Deficit Summary Report 
What does this report show?
· All funds that are in deficit for the CFY at the Department (Mega Org) level at the end of the previous day
· Beginning balance, Income and Expenses and the Outstanding Current balance for each fund

Questions answered by the report:
· What fund is in deficit in my department?
· What is the Org that has the fund in deficit?
· Is there a surplus balance on the fund with an offsetting deficit in another Org? 

Prompts and parameter filters:
	Selection Criteria
	Description

	Tub/Division/Department/Org
	Defaults to the user permissions (Mega Org or Org). If user access is more than one Department, defaults to All and user needs to select Department

	Report Format
	PDF or XLSX



Understanding output:
	Column
	Description

	Fund
	Provides fund number

	Fund Description
	Provides the fund name/description

	BF Type
	Indicates how fund balances forward at year end

	Org
	Provides the Org to which the fund is assigned

	Org Description
	Provides the name/description of the Org to which the fund is assigned

	Beginning Balance
	Indicates balance of the fund at the beginning of the fiscal year (For example, FY21 Beginning Balance)

	Income
	Sum of income received by the fund during the reporting period

	Expense
	Sum of spending against the fund during the reporting period

	Non-Operating
	Sum of non-operating activity within the fund during the reporting period

	Current Balance
	Net balance of fund for the reporting period



Other key information:  
· Data presented by Mega Org and Fund and Balance Forward code
· If there is a Mega Org where the fund is in deficit, then balances for all orgs for this fund will be presented
· Deficits are presented as positive numbers
· Only funds with deficits greater than $10 are included
· Funds included in the report are Unrestricted and Designated, Restricted Endowments and Gifts.
· Deficit Balances must be cleared by the end of the fiscal year. Correcting entries should be posted before Year End
· Report data is refreshed nightly


[bookmark: _Toc68013433]Report:  Faculty Start-up Report 
What does this report show?
· The report shows CFY Actuals Faculty Start-up Balances, Income and Expenses by each Faculty in a particular department
· The report calculates Current Balance
· When the user has permissions to see an Academic Division or Tub 370 then a Summary by Department will be presented as the first page

Questions answered by the report:
· What is the current balance for a particular faculty?
· Has the new award been posted?
· What faculty account is in deficit?
· Is there spending not attributable to any faculty (root 00000)?

Prompts and parameter filters:
	Selection Criteria
	Description

	Period
	User selected Month for YTD Actuals, including June of PFY

	Deficit
	The default is All Balances; User can pick to show only roots in deficit

	Division / Department /Org
	Usually defaults to the user permissions (Division, Mega Org or Org). If more than one Department, then defaults to All then user needs to select Department

	Report Format
	PDF or XLSX



Understanding output:
	Column
	Column
	Description

	
	Department
	The department name

	
	Beg Balances
	Indicates balance of the fund at the beginning of the current fiscal year (For example, FY21 Beginning Balance)

	Awards
	New
	Total new awards from the Dean of FAS

	
	Other
	Transfers part of special agreement or other school.

	
	Total
	The sum of new awards and other awards

	Spending
	Personnel
	Total spending related to personnel

	
	Non-Personnel
	Total non-personnel spending

	
	Total
	The sum of personnel and non-personnel spending

	
	End Balances
	The ending balance is the sum of the beginning balance and total awards, less the total spending



Other key information:  
· The report presents start-up funds up Balances, Income and Expense by faculty name and root code
· Deficit balances are presented as negative numbers
· Faculty Start-up funds include only fund 016110
· If there are Expenses in the Root 00000, Unspecified, department needs to clear and journal them to a proper root before Year End


[bookmark: _Toc68013434]Report:  Expenses By Activity Report 
What does this report show?
· The dashboard allows Budget managers and planners to compare CFY Actual expenses by Activity to CFY Budget or quarterly Forecasts and to the NFY HUBS Working budget.
· The report is a self-service report that allows users to manipulate results on the screen – sort, filter, search

Questions answered by the report:
· What is the total expense budget by each activity in the department?
· How does the current YTD actuals expenditures compare to current year budget or forecast?
· What are the expenses (personnel or non-personnel) by activity that are budgeted for NFY for all funds, a particular fund, or by fund type?

Prompts and parameter filters:
	Selection Criteria
	Description

	Period
	User selected Month for YTD Actuals including June of PFY

	Tub /Division / Department /Org
	Defaults to the user permissions (Mega Org or Org). If user access is more than one Department, defaults to All and user needs to select Department

	Plan Type
	User can select CFY Budget or Forecast

	Control by
	Separate activity funded and/or budgeted by a department and activity funded/budgeted centrally or by the Dean.

	Additional Filters:
	

	Fund Type
	Individual Fund Type or group (e.g. Operating Funds)

	Fund Group
	Fund Groups such as Subvention, Faculty & Teaching Support, Dean’s Unrestricted and Reserves, Other Unrestricted, Endowment, Gifts, Sponsored, Non-Operating Funds.  This parameter allows department users to view Subvention separately from other unrestricted categories.

	       Fund
	Fund Number



Understanding output:
	Column
	Description

	Activity
	Indicates activity number

	Activity Name
	Provides activity name

	Sum of Actuals Personnel Expenses
	Sum of personnel expenses for current year actuals (For example, Sum of FY21 Actuals Personnel Expenses).

	Sum of Actuals Non-Personnel Expenses
	Sum of non-personnel expenses for current year actuals (For example, Sum of FY21 Actuals Non-Personnel Expenses).

	Sum of Actuals Total
	Sum of total expenses for current year actuals (For example, Sum of FY21 Actuals Totals).

	Sum of Personnel Expenses
	Sum of personnel expenses for Plan Type selected (For example, Sum of FY21 Operating Budget or FY21 HUBS Plan Working Forecast Personnel Expenses).

	Sum of Non-Personnel Expense
	Sum of non-personnel expenses for Plan Type selected (For example, Sum of FY21 Operating Budget or FY21 HUBS Plan Working Forecast Personnel Expenses).

	Sum of Total
	Sum of total expenses for Plan Type selected (For example, Sum of FY21 Operating Budget or FY21 HUBS Plan Working Forecast Personnel Expenses).

	Sum of Bud Working Personnel Expenses
	Sum of personnel expenses for NFY Budget (ex. FY22 Plan Working Budget in HUBs if run in FY21).

	Sum of Bud Working Non-Personnel Expense
	Sum of non-personnel expenses for NFY Budget (ex. FY22 Plan Working Budget in HUBs if run in FY21).

	Sum of Bud Working Total
	Sum of total expenses for NFY Budget (ex. FY22 Plan Working Budget in HUBs if run in FY21).



Other key information:  
· The report is generated on the same page as the parameters, allowing the user to further filter the results
· The columns on the report include CFY Actuals, CFY Budget or Forecast and NFY HUBS Budget
· The Expenses are presented in the FAS Object Group hierarchy – Personnel and Non-Personnel
· The report includes T600 Expenses for all Operating funds, including Sponsored Activities 
· Report can be downloaded to Excel
· The report is a self-service report that allows users to narrow down activities by Fund, Fund group (ex. Subvention), Fund Type and “Control by” categories.

[bookmark: _Toc65755996][bookmark: _Toc68013435]Report:  Monthly Summary
What does this report show?
· Report presents CFY Actuals Income statement by month using the natural University hierarchy for Object
· Includes monthly YTD Actuals (Jul – Jun) up to and including the period selected. 
· User can select either CFY Budget or CFY Forecast to compare actuals to.
· The report also compares CFY YTD to the same period in Prior Fiscal year
· The report can be run for each Fund type or for all Operating Funds

Questions answered by the report:
· What are the expenses in a particular Mega Object each month?
· How does CFY YTD Totals compare to the same period last year?
· What is the % of Budget the CFY YTD amounts are?
· What is the dollar variance between the CFY Actuals and CFY Budget?
[bookmark: _Toc65755999]
Prompts and parameter filters:
	Selection Criteria
	Description

	Plan Type
	User selects Budget or Forecast

	Period Name
	User selects month-YTD actuals including prior fiscal year actuals 

	Tub /Division / Department /Org
	Defaults to the user permissions (Mega Org or Org). If user access is more than one Department, defaults to All and user needs to select Department

	Fund Type
	Individual Fund Type or group (e.g. Operating Funds)

	Report Format
	PDF or XLSX


[bookmark: _Toc65756000]
Understanding output:
	Column
	Description

	JUL
	The month of July

	AUG
	The month of August

	SEP
	The month of September

	OCT
	The month of October

	NOV
	The month of November

	DEC
	The month of December

	JAN
	The month of January

	FEB
	The month of February

	MAR
	The month of March

	APR
	The month of April

	MAY
	The month of May

	JUN
	The month of June

	Current Year Actuals YTD
	The year-to-date, current year actuals (for example, FY21 March YTD)

	Current Year Budget
	Budget for current fiscal year (For example, FY21 when running the report for FY21).

	Current Year Actual YTD vs Current Year Budget
	Provides $ variance for year actual data when comparing to current year budget data on a year-to-date basis (For example, FY21 Actual YTD vs FY21 Budget).

	% of Budget
	Percentage of actual to budget

	Prior Year Actuals YTD
	Activity related to previous fiscal year (for example, FY20 when running the report for FY21).

	% Variance to Prior Year
	The % variance between the current year year-to-date actuals and the prior year year-to-date actuals (for example, % Variance to 2020)



Other key information:  
· Income statement at the Mega and Giga Object level and monthly columns of the CFY Actuals
· Additional columns: Dollar variance between the CFY Actuals YTD and CFY Budget, CFY Actuals as % of CFY Budget, totals for the Prior Fiscal Year YTD period and % variance
· Dollars are rounded to thousands. 
· Revenue is presented as positive numbers

[bookmark: _Toc68013436]Report:  Detail by COA Segment Report 
What does this report show?
· This dashboard provides three years of historical actuals, current year actuals, budget, and forecast, and next fiscal year’s HUBS working by each of the seven segments (tub, org, object, fund, activity, subactivity and root) of a department’s chart of accounts.

Questions answered by the report:
· What are my CFY budget & actual dollars for a particular costing string?
· What has been budgeted for NFY by costing string?
· What is driving the variances that I’ve identified in higher level reports (example, Budget Summary by Fund Type)?  I want to drill into the detail.
· What are my actuals, forecast, and budget by fund and object, or object and activity, or object, fund, and activity?
· This report allows users the flexibility to customize columns and download their data from the General Ledger (actuals, operating budget) and HUBS (forecast and NFY Budget) so that they can analyze data in the way that is most meaningful to them.
· Users can view department-budgeted activity only as opposed to other activity that is managed or budgeted centrally (ex. faculty and teaching costs – faculty salary, faculty subsidies, non-ladder, and instructional support costs).
[bookmark: _Toc65755957]
Prompts and parameter filters:
	Selection Criteria
	Description

	Period
	User selects month-YTD actuals including prior fiscal year actuals 

	Tub /Division / Department /Org
	Defaults to the user permissions (Mega Org or Org). If user access is more than one Department, defaults to All and user needs to select Department

	Control By
	Separate activity funded and/or budgeted by a department and activity funded/budgeted centrally or by the Dean.

	Fund Type
	Individual Fund Type or group (e.g. Operating Funds)



Understanding output:
	Column
	Description

	Tub
	Provides the tub digits

	Tub Name
	Provides the tub name

	Org
	Provides the org digits

	Org Name
	Provides the org name

	Object
	Provides the object digits

	Object Name
	Provides the object name

	Fund
	Provides the fund digits

	Fund Name
	Provides the fund name

	Activity
	Provides the activity digits

	Activity Name
	Provides the activity name

	Subactivity
	Provides the subactivity digits

	Subactivity Name
	Provides the subactivity name

	Root
	Provides the root digits

	Root Name
	Provides the root name

	Giga Org
	Provides the giga org

	Giga Org Name
	Provides the giga org name

	Mega Org
	Provides the mega org

	Mega Org Name
	Provides the mega org name

	Super Org
	Provides the super org

	Super Org Name
	Provides the super org name

	Tera Object
	Provides the tera object

	Tera Object Name
	Provides the tera object name

	Giga Object
	Provides the giga object

	Giga Object Name
	Provides the giga object name

	Mega Object
	Provides the mega object

	Mega Object Name
	Provides the mega object name

	Super Object
	Provides the super object

	Super Object Name
	Provides the super object name

	Fund Type
	Individual Fund Type or group (e.g. Operating Funds)

	Fund Type Code
	Fund Type Code from Harvard Data Warehouse (ex. UU, UN, RE, RG, FG, NE, NG).

	Fund Category Code
	Fund Category Code from Harvard Data Warehouse (ex. UU, UD, EN, GF, SS).

	Fund Primary Org
	Fund Primary Managing Org

	Fund Purpose Description
	Fund Purpose Description from Harvard Data Warehouse (ex. Fellowships, Unrestricted to Mega Org, Prize, Lectures and Public Programs)

	Giga Fund Group
	Fund Groups such as Subvention, Faculty & Teaching Support, Dean’s Unrestricted and Reserves, Other Unrestricted, Endowment, Gifts, Sponsored, Non-Operating Funds.  This parameter allows department users to view Subvention separately from other unrestricted categories.

	Mega Fund Group
	Provides a more detailed breakdown of fund group.  For example, subvention:  subvention baseline, subvention special budget allocations, service center subvention, or faculty & teaching costs:  faculty start up, instruction, non-ladder, etc).

	Giga Object Summary
	Fund Balances (Tera Object T370), Income (Tera Object T400), Personnel Expense (Giga Objects G601 and G624), Non-Personnel (T600 Less Giga Objects G601 and G624), Non-Operating Activity (Tera Object T901).

	Object Summary
	Provides a more detailed breakdown of object summary (Subvention Transfer, Exempt Salary and Fringe, Non-Exempt Salary and Fringe, Internal Billing, Recoveries, etc.)

	Mega Control By
	Separate activity funded and/or budgeted by a department and activity funded/budgeted centrally or by the Dean.

	[Three Years Prior] Actuals
	Activity related to previous fiscal year (for example, FY18 when running the report for FY21).

	[Two Years Prior] Actuals
	Activity related to previous fiscal year (for example, FY19 when running the report for FY21).

	[Prior Year] Actuals
	Activity related to previous fiscal year (for example, FY20 when running the report for FY21).

	[Current Year] Oper Budget
	The current year operating budget (for example, FY21 Oper Budget)

	[Current Year] HUBS Bud Working
	The current year HUBS working budget (for example, FY21 HUBS budget working)

	[Next Year] HUBS Bud Working
	Next year’s HUBS working budget (for example, FY22 HUBS Bud Working)

	[Period] Prior Year YTD Actuals
	Provides prior year-to-date actuals for period report is run (For example, FY20 Actual Mar-20 YTD).

	[Period] Current Year YTD Actuals
	Provides current year-to-date actuals for the period which the report is run (For example, FY21 Actuals YTD Period Mar-21)



Other key information:  
· The report will show all columns available with actual, budget, and forecast columns at the far right.
· The user can customize column order and headers can be used to filter and sort.
· The user can quickly export the data into Excel.
· The report includes natural University object hierarchy.
· The report includes custom FAS fund group hierarchies – subvention, other unrestricted, restricted endowment, gifts, and sponsored.
· The report includes custom FAS object hierarchies where the expenses are grouped by Personnel and Non-Personnel.

[bookmark: _Toc68013437]Report:  Fund Balances Report 
What does this report show?
· This dashboard allows users to view the projected balances by fund based on the operating budget or forecast type.  

Questions answered by the report:
· What is the projected ending balance of each fund based on CFY operating budget or CFY forecast?
· What is the projected income, personnel expense, non-personnel expense, and non-operating activity by fund?
· Are any funds projected to be in deficit based on the budget or forecast?

Prompts and parameter filters:
	Selection Criteria
	Description

	Period
	User selects month-YTD actuals including prior fiscal year actuals 

	Tub /Division / Department /Org
	Defaults to the user permissions (Mega Org or Org). If user access is more than one Department, defaults to All and user needs to select Department

	Control By
	Separate activity funded and/or budgeted by a department and activity funded/budgeted centrally or by the Dean.

	Plan Type
	User can select CFY Budget or Forecast

	Fund Group
	Fund Groups such as Subvention, Faculty & Teaching Support, Dean’s Unrestricted and Reserves, Other Unrestricted, Endowment, Gifts, Sponsored, Non-Operating Funds.  This parameter allows department users to view Subvention separately from other unrestricted categories.



Understanding output:
	Column
	Description

	Fund
	Indicates fund number

	Fund Name
	Provides fund name

	CFY Beginning Balance
	Beginning balance for current fiscal year selected (Tera Object T370)

	Income
	Income for Plan Type selected (Tera Object T400) 

	Personnel Expenses
	Personnel Expenses for Plan Type selected (Giga Objects G601 and G624) 

	Non-Personnel Expenses
	Non-Personnel Expenses for Plan Type selected (Tera Object T600 excluding Giga Objects G601 and G624) 

	Non-Operating Activity
	Non-Operating Activity for Plan Type selected (Tera Object T901) 

	Projected Ending Balance
	Projected fund balances based on CFY beginning balance plus income less personnel expenses, non-personnel expenses, and non-operating activity for Plan Type selected. 

	Deficit
	“Y” if fund is projected to be in deficit based on Plan Type selected.

	Mega Fund Type
	Unrestricted, Restricted Endowments, Restricted Gifts, or Sponsored.



Other key information:  
· The user can customize column order and headers can be used to filter and sort.
· The report includes custom FAS object hierarchies where the expenses are grouped by Personnel and Non-Personnel.


[bookmark: _Toc68013438]Folder: Security Reports 
This folder has system access roles and permissions reports to aid departments and tubs in:
· Managing staff roles during the year or annual sign-off review process

· Available to all roles – Affiliate Tubs, Department All, Department Lite, and College Role


[bookmark: _Toc65755984][bookmark: _Toc68013439]Report:  GMAS Detail
What does this report show?
· This report displays user access to GMAS, Harvard's web-based grants management tool. 
Questions Answered By The Report
· What GMAS access do people in my department have?
· What fund can a particular user see?
	[bookmark: _Toc65755987]Department - Mega Org + Mega Org Name
	Usually defaults to the user permissions (Mega Org). If more than one Department, then defaults to All; the user needs to select Department


Prompts and Parameter Filters


[bookmark: _Toc65755988]Understanding output
· Report lists user roles and permissions to orgs, labs, or individual funds
	User Name
	Indicates department employee user

	Role
	Various GMAS Roles

	Access Based on
	Org or Fund

	GMAS Standing Team
	Specific Org(s) user has permissions to 

	Fund
	Fund(s) user has permissions to

	Fund Description
	Fund Description



[bookmark: _Toc65755989]Other Key Information/Tips to Understand For this Report  
· The report is an interactive report that allows to use column headers as sort and filter
· Will only generate a report if a department has users assigned to GMAS system 
· There are two types of access in GMAS:
· Org or Fund based security that gives a person access to projects
  
[bookmark: _Toc65755990][bookmark: _Toc68013440]Report:  TL Group Approvers
[bookmark: _Toc65755991]What Does The Report Show
· This report shows who the Primary and Secondary Approvers are for each Time and Labor Group in your department. 
Questions Answered By The Report
· Who are the Primary or Secondary approvers for each Time and Labor group in my department?
· Who will receive notifications when time is needing approval?
· Is the T&L group missing a Primary or Secondary Approver because of turnover?
[bookmark: _Toc65755993]Prompts and Parameter Filters
	Department - Mega Org + Mega Org Name
	Usually defaults to the user permissions (Mega Org or Org). If more than one Department, then defaults to All then user needs to select Department



[bookmark: _Toc65755994]Understanding output
	TL Group ID
	All TL group numbers in the department

	TL PS Name
	Name of the TL group number

	Primary Approver
	Name of the Primary approver

	Secondary Approver
	Name of the Secondary approver



[bookmark: _Toc65755995]Other Key Information/Tips to Understand For this Report  
· Report is sorted in ascending order by the Time & Labor group number. 
· The Primary and Secondary Approvers need to be updated when staff leaves the department. 
· Only Approvers (Approvers, Adjusters, or Admins) who have access to the group may be selected as a Primary or Secondary approvers.
[bookmark: _Toc68013441]Report:  PS Roles and Responsibilities

What Does The Report(s) Show
· Report shows PS roles the user has and departments the user can interact in PS.
· Report also shows T&L and Absence Management roles and groups
Questions Answered By The Report
· What PS roles a user has?
· What T&L groups a user has access to?
· What Absence Management Groups (AM) a user has access to?
Prompts and Parameter Filters
	Department - Mega Org + Mega Org Name
	Usually defaults to the user permissions (Mega Org or Org). If more than one Department, then defaults to All then user needs to select Department



Understanding output
	User Name
	Indicates department employee user

	Role Type Description
	PS roles grouped into types

	User Role
	Individual PS role

	Dept ID
	PS child department user has permissions to

	Dept Description
	Name of the PS Department user has permissions to

	Group Name
	TL or AM Group number user has permissions to

	Group Description
	TL or AM Group description user has permissions to








[bookmark: _Toc68013442]Report:  Central and FAS Systems Roles and Responsibilities

What Does The Report(s) Show
· The report shows user systems access to various Central Financial (ORACLE GL, Accounts Receivable, Buy2Pay, CONCUR, HART,ECRT, PI Dashboard, HUBS) and FAS Applications (Aurora, ASIP, SPECTRA, FINREPORT)
Questions Answered By The Report
· What systems users have access to?
· What roles a user has?
· What departments or chart combinations a user has access to? 
Prompts and Parameter Filters
	Department - Mega Org + Mega Org Name
	Usually defaults to the user permissions (Mega Org or Org). If more than one Department, then defaults to All then user needs to select Department



Understanding output
	User Name
	Indicates department employee user

	Systems
	Indicates Central or FAS System 

	Application
	Name of the application user has access to

	Roles
	Role in the application

	Access Based On
	Indicates what chart segment permissions are based on

	Low Value
	Chart value permissions are based on

	High Value
	Chart value permissions are based on

	Excluded
	Only for Aurora; indicates whether the Employee Category is included or excluded

	Department
	AURORA - Aurora Group user has permissions to

	Employee Category
	For Aurora - indicates Employee categories; for SPECTRA Proxy - Faculty Name

	61UP Access
	AURORA only - flag for grades 61 and up salaries 

	Notes
	For HART - Security Rule ID

	Last Updated
	Date when the data was updated for the report. Note: not all systems are updated daily



Other Key Information/Tips to Understand For this Report  
· Report is sorted in ascending order by the Dept and User 
· The report is an interactive report that allows to use column headers as sort and filter
· Report lists applications, roles, and permissions
· Only Dept Admins or their designated equivalents can request changes to access for users in their dept. 
· Permissions can be granted by Department or a particular chart value (Fund, Root, Employee Category)
· Review required as part of the University Annual Access Review in Q2.







[bookmark: _Toc68013443]Folder: Audit Reports
· Folder contains reports Expired Confidentiality Agreements and Phone Costing and Lines reports
· Available to all roles – Affiliate Tubs, Department All, Department Lite, and College Roles

[bookmark: _Toc68013444]Report:  Expired Confidentiality Agreements
What Does The Report(s) Show
· This report includes all staff whose Confidentiality Agreement has been expired for at least 30 days.  It also indicates if they have access to Financial Applications, as well as HR, GMAS and Aurora.  
· Dept Admin should run the report monthly and follow up with staff to renew agreements and ask any staff on the report to complete their Confidentiality Agreement by going to PeopleSoft and choosing My Preferences and Agreements and then Confidentiality Agreement and click Accept at the bottom of the page.
Questions Answered By The Report
· Who in my department has expired agreements?
· Does the employee have financial access?
Prompts and Parameter Filters
	Department -Mega Org + Mega Org Name
	Usually defaults to the user permissions (Mega Org or Org). If more than one Department, then defaults to All then user needs to select Department



Understanding output
· Provides dates, days expired and type of systems users have access to 
	User Name
	Indicates department employee user

	Email Address
	Provides employee email address

	Business Title
	Indicates employee’s position at Harvard

	Agreement Expired On
	Date the employee’s confidentiality agreement expires

	# of Days Expired
	Indicates how long the employee’s confidentiality agreement has been expired

	GMAS Access
	Indicates if employee has access to GMAS

	Aurora Access
	Indicates if employee has access to Aurora

	HR Access
	Indicates if employee has Approval roles in Peoplesoft

	FIN Access
	Indicates if employee has access to University Financial Systems (HART, GMAS, GL, PI Dashboard), Aurora



Other Key Information/Tips to Understand For this Report  
· Access to Financial Applications will be removed for anyone with a Confidentiality Agreement expired for more than 90 days.
· The report is an interactive report that allows to use column headers as sort and filter


[bookmark: _Toc68013445]Report:  Phone Lines and Costing Report
What Does The Report(s) Show
· The report shows department’s phone line (offices, faxes, voicemails) and the monthly costing for each line
· The GL costing will be used for the monthly billing process
Questions Answered By The Report
· What are the current phone lines in my department?
· What is the costing of a particular line?
· What is the cost of the lines?
Prompts and Parameter Filters
	There are no prompts/parameters.  Report presents data based on the user access permissions.
Understanding output
· The report can be reviewed on the screen or downloaded to Excel
	Fiscal Year
	Fiscal Year

	Tub
	The three-digit chart of account segment for tub

	Division
	Division

	Department
	Department

	Mega Org Code
	The mega code for organization

	User Name
	User name linked to the primary line.  Can either be a person’s name or a building/room location.

	User ID
	User ID linked to the primary line.  Can either be a person’s email address or a building/room location.

	Primary Line
	The number of the phone, fax, or voicemail

	Account Code
	Chart of account code where primary line is charged

	Monthly Rate
	Monthly rate for the primary line, based on equipment category

	System Used
	VOIP or Centrex

	Equipment Category
	Equipment of the primary line; can be either a physical phone model or a software type, such as “SoftPhone” or “Jabber.”

	Device Name
	The name of the device on the primary line

	Building
	The building where the equipment resides

	Floor
	The floor of the building where the equipment resides

	Room
	The room where the equipment resides

	Billable
	States if a primary line is billable or not

	Created Date
	The date that the primary line record was created

	Last Loaded Date
	The date that the records were last loaded to IVY

	Org
	The five-digit chart of account segment for organization

	Org Name
	Organization name



Other Key Information/Tips to Understand For this Report  
· Data for the report comes from SNOW system and is refreshed overnight
· To change billing codes, Department Administrator should login to SNOW
· To request new lines contact Department Administrator.
· The report is an interactive report that allows to use column headers as sort and filter.


[bookmark: _Toc67923031][bookmark: _Toc68013446]Folder: Fund Reports 
This folder contains fund terms and gift advice reports to aid departments and tubs in:
· Managing endowment and gift accounts

This folder is available for all roles.  


[bookmark: _Toc67923032][bookmark: _Toc68013447]Report:  Fund Terms
What does this report show?
· Terms for the funds associated with the department.

Questions answered by the report:
· What are the terms for the fund?
· Is the fund spendable?

Prompts and parameter filters:
	Selection Criteria
	Description

	Mega Org + Mega Org Name
	Usually defaults to the user permissions (Mega Org or Org). If more than one Department, then defaults to All then user needs to select Department

	Free-form Search
	Can search by keywords to search for funds or terms



Understanding output:
	Column
	Description

	Fund
	Provides fund number

	Fund Name
	Provides fund name

	Fund Type Description
	A classification of the type of Fund (e.g. Restricted Endowment)

	Owning Tub
	Tub number that owns the Fund

	Spendable
	An indication is the Fund is spendable. Spendable “Yes” means that the fund has reached an agreed upon value and can be spent, while “No” means the fund has not reached the agreed upon value and cannot be spent.

	Terms
	The terms of the Fund indicate what he Fund can be spent on.



Other key information:  
· Access to this report is limited to one or two users per department.
· Particular attention to the Terms is necessary when spending against any fund.

[bookmark: _Toc67923033][bookmark: _Toc68013448]Report:  Gift Advices
What does this report show?
· Additional gift information to assist departments in the planning and spending of donations given to their unit.

Questions answered by the report:
· Who gave the gift?
· What is the donor’s address should the department want to acknowledge the gift?
· Does the gift reconcile to the data shown in the GL reports?
· What is the amount, type, and purpose of the gift?
· Are there any tax implications based on the timing of the donation?
· Does the gift qualify for any matching donations?
· Is there any additional information that the Department should know about the donor or the gift?

Prompts and parameter filters:
	Selection Criteria
	Description

	Department
	Department

	Donor
	Donor name

	Fund Search
	List of Funds

	Exclude Pledges?
	Click on to exclude pledges from the results.

	Start Date
	Start date of range to search.  Default is beginning of the current fiscal year.

	End Date
	End date of range to search.  Default is the current date.



Understanding output:
	Column
	Description

	Account #
	Fund Number (33-digit string)

	Company Name
	Provides Company Name if donor is a business.

	Credit Amount
	Usually the same as legal gift amount –it is the actual credit value the donor gets for giving his/her gift.  This amount may not always be the same as legal amount of the gift depending on University priorities and campaign.

	Date of Record
	Date gift was processed by ADS.

	Donor ID
	Donors are assigned identification numbers in Advance. This field provides the donor ID# in Advance and the donor’s name.

	Donor Name 
	Provides donor preferred name(s).

	Donor Type
	Indicates if donor is the primary or a joint donor (joint indicates more than one donor).  There’s also an on-behalf category that indicates the gift went through a 2nd party.  These are called Donor Advised groups.

	Fund
	Account #

	Fund Name
	Provides fund name.

	Fund Type
	Type of fund such as restricted endowment or unrestricted gift.

	Gift Amt Legal
	Donation/gift amount.  

	Gift Comment
	ADS/Development Comments

	Gift Purpose
	Indicates gift purpose or gift usage per donor terms.

	Gift Special Handling
	Comment section for funds with special processing or handling instructions.

	Gift Type
	Provides type of gift such as outright, securities, pledge payment or matching gift.

	Harvard Advice #	
	This is the gift record number assigned to an individual gift. This reference number is also posted in the GL description field in the Transaction Detail Listing Report in HART.

	Receipt Number
	Number assigned to each gift. 

	Record Type
	Indicates whether the donor is an active or non-active member of the Harvard community. Donor’s University status such as AL (Alumni), Professor, etc.

	Street, City, Foreign, City, Zip, State Code and Zip code
	Donor Preferred Mail Address

	Tender
	Form of payment such as wire/check or securities.

	Tub
	School (Numerical)



Other key information:  
· Access to this report is limited to one or two users per department.
· Because gift and donor contact information is confidential, the Development Office (currently Jesse Hergert at jesse_hergert@harvard.edu) should be contacted prior to using donor contact information for any purpose other than sending departmental acknowledgements.
· Users are notified by email when their department has received a new gift.
