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CDD Reports

CDD reports will allow you to obtain information regarding departmental budgets, actuals and
encumbrances. Additionally you can inquire to the status of Purchase Orders/Purchase Requests.
Please see Appendix for complete list of reports.

Accessing the CDD reports:

Open Internet Explorer and navigate to the web address http://ifasweb/ifas7. Enter in your user
name and password and click ‘Login’.

To open the <Reports> module, click on the L*l beside it...
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To open the <User Reports> module, click on the L*l beside it...
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To run the report you would like to use, click on the report name;

a2 —r " P . 1 - |—

I Favorites« Jobsw ﬁ_f

[ Favorites

[ workflow

o4 IFas

- #[] GL- General Ledger

&[] P - Purchasing

- [ Sl- Stares Inventory
= =4 Reports

= 25 User Reports
.. 2 AP Youcher Authorization
- Backorder Status Repart
# 2 Budget Changes FIT
& 2 Budget Report OTPS
B2 q_
.. 2 Contract & Blanket PO Payment L
. 7 Food Service Authorization

After a few seconds a report prompt (search criteria and options) will appear. Depending upon
the report you requested the prompts will vary. This example will illustrate the report prompts
for the “Budget to Actual with Encumbrance” report.

[ ] P - Furchazing
: -] SI- Stores Invertory %
B =3 Reports
-3 User Reports
i B AP Woucher Suthorization
- &2 Backorder Status Report
- &2 Budget Changes FIT
- 22 Budget Repart OTPS
bl uciget to Actual with Encumbrance|
B §93 Mo Criteria; Select Al
= 3 Prompgt for Cost Ctr & Ohject

49 Enter the Report Date: 0671972005 9
% Erter the walue for 'Cost Center! i
L3 Erter the value for 'Object” *

& & Contract & Blanket PO Payment Log

#- & Food Service Authorization
m. B S Rndeet Chaneie Ratel Braat

You will enter the information for the prompts that are provided (these will vary depending on
which CDD report you are running)

The “Budget to Actual Encumbrance” report shown here has 3 prompts:
e Report date;
e Cost Center (Department); and,
e Object Code.
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The report will only return the information you request and what is defined by your security
parameters. For this request we are asking for cost center 11110 with information through
08/19/2005. (Note — if you enter a cost center, make sure you delete the **’ from the Cost Center
field.)

5l - Stores Inventory
ports
User Reports
AP Youcher Authorization

wzil

o

-2

- & Backorder Statuz Repart

- & Budget Changes FIT

- & Budget Report OTPS

- & Budget to Actual with Encumbrance
- 53 Mo Criteris; Select Al

{2 §3Y Prompt for Cost Cir & Object

i@ Enter the Repart Date: DB,-’lQ,:’ZDUS._[\

2 Enter the value for 'Cost Center” 11110

i@ Enter the value for ‘Object’ *

-- B Cortract & Blanket PO Pavmert Log

After you enter your selection information click the submit button with your mouse or
press enter. Wait for the report to run. While the report is running, a Report Status pop up
window will open.

“} Report Status - B o ]

Report Status

3§ NOTE: If you need to cancel the report while it is

report by closing the Report status window using the 12|,

loading/running click on the Cancel button. Do NOT cancel the

The information that was returned for this example is shown below.

Budget to Actual with Encumbrances
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3 Budget to Actual with Encumbrance - Microsoft Internet Explorer =& 5[
J File Edt Miew Favorites Tools Help i
J d=fack ~ = - () at | Bisearch  [FFavorites  FMedia (% | By S 0- 5 8 2 “Links >
J"‘id”ESS I@ http:,l’,l’iFasweb,l’ifas?fCDDfScreEnsp’viEert‘asp?Sturage:-{EEFFCCCE-ESE1-4600-9F4A-11B?SSDIDESE}&REpDrt:{SESEA‘MB-CIFSj @GD J eSnagIt EJ
| Google - | =/ [Clsearch = | @M §2 |2 popups okay | 4 check - “X Autolink = | |Auorl [ options 4
Fashion Institute of Technology
Budget to Actual with Encumbrances Fiscal Period: 02
As of 02/19/2005 Fiscal Year: 2006
11110 Display & Exhibit Budget Actual  Encumbrance Balance
Personnel Costs
Teaching Faculiy
51003 Faculty-FT 190,536.08 (15,880.72) 0.00 30641680
51006 Adjunct Day 170,000.00 12547 0.00 160,374 53
51012 Adfutict Evening 75,000.00 000 0.00 75,000.00
51018 Adfunct Summer 4,800.00 376380 0.00 1,036.20
Total Teaching Faculty 440,336.08 (11,991 .45 0.00 453327 53
Administration/Staff
52112 BtaffPT 17,372.40 66840 0.00 16,71000 .
52203 Btipends 4,400.00 366 66 0.00 403334
Total Administeation/Staff 21,772.40 1,035.06 0.00 2074334
Administration/Staff
Total Personnel Cosis 462,114.43 (10,056.3% 0.00 47307087
Other Than Personnel Services
Supplies
70 Bupplies Budget 18,236.00 000 0.00 1833600
F0003 Instructional Bupplies 0.00 19950 103.35 (30275
Total Supplies 12836.00 199.50 103325 1853325
Communication
71 Communication Budget 302.00 0o 0.00 30z2.00
Total Communication 30200 000 0.00 302.00
Printing
Travel, Conf, Train, Recruit =l
|@ Done ’_’_’_ E Local intrangt

NOTE: If you are unable to view the report and you are using a popup blocker on your internet
browser, the popup blocker must be set to allow popups. If the popup blocker is blocking pop
ups, the report will run, however the report will not be displayed on the screen. The example
below is from the Google Toolbar, a commonly used pop blocker. For more information on how
to use Popup blockers call the FIT Helpdesk at x 7-8911.

‘ Bddress I@ http: }fifasweb/ifas? iscreensnucleus/home., asp

j| Search - | @N‘“’! @ @ 164 blacked

Report Bud_Act_En Submitted

Will not see the report
with the popup blocker
set to block

Favoritesw« Jobsw ﬁ_v

J Address I@ http: }fifasweb/ifas7 fscreensnucleus/home . asp
\l Google - j| G| search ~ | @Ne"""! 50 |5 Popups okay | M5

Favoritesw Jobsw ﬁ_v #" Report Bud_Act En Subnitted

User will see the
report with the
popup blocker set
to “Popups okay”
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“Drilling Down” on the CDD reports:

From within this report you have the ability to “Drill Down” to the detail of the actual amount
from budget to actual with encumbrance. To do this move your mouse over the value you want
to “Drill Down” on (your mouse will change from an arrow to a “Drill”) and double click with
your mouse.

Other Than Personnel Services
Supplies
70 Supplies Budget 12,2836.00 n.oo n.oo 18,836.00
70003 Instructional Supplies 0.oo 199.50 10325 (30275
Total Supplies 18,236.00 199, 50"\7? ‘ 10325 18,533.25
Communication
71 Communication Budget 302.00 n.oo n.oo 302.00
Total Communication 302.00 n.oo 0.0 302.00

An additional report will appear with the detail behind the information you “Drilled Down” on.

/3 GL Trans. (¥Yerbose) for Drill Down use - Microsoft Internet Explorer 1ol x|
J File Edit Wiew Favorites Tools Help |

| ek - = - @ [8 @| Dsearch GAFavortes fMeda (3| By S 0] - H & & |JLinks =
Jngdress | €] http: Faswebjifas? jcddscreensjviewrpt asp?Storage={E3FFCCCE-B381-4500-0F44-1 1B75501 DESE} 8Report={F&7887 ¥ | @G0 J (> 20 R

| Google - | | [Clsearch ~ | 9" 59 [ popups okay | 4 Check ~ X Lookformap ~ | utoril

Close Active Window
(CDD Report)

1for Drill Down use

€L Lodger Code: CL Fashion Institute Prod
edger Lode: - - - =
Fiscal Year: 2006 GL Transactions by Object Code within Org. Key
Cost Center: 11110 Display & Exhibit
Ohject: 70003 Insiructional Supplies
Post Date Reference PEID CEID# 55 Misc
2nd Daie Sec Ref/P O# PE Name Baich ID Joh #
Orig FY Work Order # Description Prep TimTp Dehit Credit Net
2/16/2005 23706 VO1555 AP 00105609 CH 19950 n.oo 199.50
7/20/2005 PO30435 DEZIGH PARTHNER: 20021505 302694
2006 LDEZIGH PARTHERS 50 sheets of 3 OREEL BT
Ohject 70003 Total: 199.50 0.oa 199,50
Org.Key 11110 Total: 199.50 0.oa 199.50
Grand Total: 19350 0.0d 199.50
=
|® Cane ’_’_ l_ E Local intranet 4
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Printing the CDD report.

After running the report you can view it on your screen. You also have the option to print the
report to your default windows printer. First you need to print the report to a PDF file and then
to the windows printer.

To print the report, click on the Options button on the header of the report.

4} GL Trans. (Yerbose) for Drill Down use - Microsoft Internet Explorer =1l x|
J File Edit View Favorites Tools  Help ﬁ
J qmEack ~ = - &) ﬁ-| {Qisearch [ElFavorites GfiMeda ¢4 | By & 9] - 3 & |JLinks &
J Address Iﬁj http: fiif asweb/ifas? fcddfscreens viewrpt . asp?Stor age={E3FFCCCE-B351-4600-9F44-1 1B?SSDIUESB}-&Report={F6?BB?j @ran |J QSnagIt L'
J GOUgltvl j| Search ~ | Pr 5 |El Popups okay | A% Check = LockforMap = | AutoRil [ options %

1for Orill Down use Page 1 of 1

Fashion Institute Prod

GL Ledger Code: GL
F:fm Year: 2006 GL Transactions by Object Code within Org, Key

Cost Center: 11110 Display & Exhibit
Ohject: 70003 Instructional Supplies

Post Date Reference PEID CEID# §5 Misc
2nd Date Sec Ref/PO# PE Name Baich ID Job #
Orig FY Work Order # Description Prep TrmTp Dehit Credit Net
/16,2005 23706 V01555 AF 00105609 OH 199,50 0o 19950
F/20/2005 PO30435 DEZIGH PARTNEES 230021505 302694
2006 DE3IGH PARTNERS 50 sheets of 3 GREELK 3T
Ohject 70003 Total: 199.50 000 199.50
Org. Key 11110 Total: 199.50 000 192.50
Grand Total: 199,50 0o 199.50
[
|@ Done ’_’_ l_ E Local intranet v

Select the “Print to PDF” option from the options menu.

FDF
to File

CL Ledger Code: L Fashion Ins
eqrer Lode:
Fiscal Year: 2006 L Transactions by Obje

Cost Center: 11110 Display & Exhihit
Ohject: 70003 Instructional Supplies

Post Date Reference PEID CEID#

2nd Date sec RefP O PE Mame Baich ID
Orig FY Work Order # Description

HAASNNS FETNA W55 5 AP ON1NSANT
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An additional window will open in Adobe Acrobat, which is the report you will be printing.

. BEE % -
Use the zoom in and zoom out buttons ® ® to make the report larger or smaller

on the screen. The report will print the same size regardless of the percentage zoomed in or out.

-

=

To Print the PDF to your windows printer, click the “Printer” icon; and then print the report
as you would normally print a file.

[T select et ~ {@ P @ - [3 © e667% - @ F i M =

ESa\reaCopy CE\G %I ﬁ

I Fashion Institute Prod
Ficoal Year, 2005 GL Transactions by Object Code within Org. Kev

Cost Center: 11110 Display & Exkibit
Object- TODOI TInstructional Supplies

Layers ‘H Signatures I Bookmarks

FostDate  Reference FEID CEID# 55 Misc
ndDate  Sec RefFO# PE Name Batch ID Jab &
Orig FY Work Order # Description Prep TmTp Diebit Credit
162005 23704 V01333 AP (0105600 0H 199.30 0.00
202005 PO343S DESIGN PARTNERS 5G081505 02604
2006 DESIGN PARTNERS 50 sheats 0f 3~ GREEN'ST
Object T0003 Total: 198.30 0.00
Org. Key 11110 Total: 190.30 0.00
Grand Total: 199.50 000

Additionally, you can save a copy of the report to your desktop. To save the PDF to your

desktop, click the “Save a Copy” icon M

normally save a file.

and then save the report as you would

ESa\reaCopy CE\G %I ﬁ I:'ﬂSelectText - E': e Q - \j |E| = BBEFH - & %

I Fashion Institute Prod
mwﬂ Year: 005 GL Transactions by Object Code within Org. Kev

Cost Center: 11110 Display & Exhibit
Object: TODOI Instructional Supplies

Layers I Signatures ] Bookmarks

FostDate  Reference FEID CEID# 55 Misc
IndDate  Sec RefPO# PE Name Batch I Job #
Orig FY Work Order # Description Prep TmTp Diebit
8162005 23704 V01335 AP (0105600 OH 199.50
202005 PO3N4ES DESIGN PARTNERS 5G081505 02604
2006 DESIGN PARTNERS 50 sheets 0f 3~ GREEN'ST
Object T0003 Total: 198.30
Orgz. Key 11110 Total: 199.50
Grand Total: 190.50

To close the report click on the lower “X” (Close active window) in the upper right hand corner.
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APPENDIX

9 11/21/05



Fashion Institute of Technology CDD Reporting Guide

asrwN

10.
11.
12.
13.
14.
15.

16.

17.

18.

19.

20.

21.
22,

Standard CDD User Reports as of 8/2005

AP Voucher Authorization — This report is an approval form that shows the voucher
detail. It must be printed so that the voucher can be signed and sent to Accounts Payable.
Backorder Status Report

Budget Changes FIT (Budget)

Budget Reports OTPS (Budget)

Budget to Actual with Encumbrances - This report shows Budget, Actual, and
encumbrance transactions for a Cost Center with a calculation for available budget. Drill
down capabilities exist on Actual and Encumbrances amounts to the detail that comprises
the amount. The *Actual’ drill down will show the payments that have been made against
purchase orders (PO’s) and posted to your account.

Contract & Blanket PO Payment Log — This report is used to track Contract and Blanket
POs and payments made to a purchase order. Additionally, this report should be printed,
completed and submitted to Accounts Payable when an invoice needs to be paid against
the Contract or Blanket PO.

Food Service Authorization — This report is an approval form that shows the requisition
detail associated a with food services requisition.

GL: Budget Change Batch Proof

GLBA: Restricted/ Grant Account Summary Inception to Date

GLBA: Restricted/ Grant Account Summary by Fiscal Year

List of Endowed Accounts

List of FITSA Accounts (AP/GL)

List of Restricted Accounts (AP/GL)

Payment Inquiry

Purchase Requisition Authorization - This report is an approval form that shows the
requisition detail. 1t must be printed so that requisitions can be signed and sent to the
Purchasing Department. It can also be used to reprint a copy of an updated requisition.
Rental Services Authorization — This report is an approval form that shows the
requisition detail with associated rental services.

Requisitions Report (Purchasing)

Requisition/PO Status Report — Inquire on either a PR or a PO depending on the status —
Allows “Drill Down’ capability to virtually all Requisitions/Purchase Order information
including payments made against a PO that has been issued and the status of receiving.
Stores Inventory Approval Form (Purchasing) - This report is an approval form that
shows the order detail associated a with Stores Inventory order.

Stores Inventory Product Listing (Purchasing) — This report shows the products within
the Stores Inventory internal warehouse. The report includes product ID, description and
price.

Transactions by Contract Number (Purchasing)

Transactions by Object Code - FIT
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] Favorites
- (] warkflow
&- [ FAS
= =3 Reports
- =5 User Reports
; AP Youcher Authorization

Backorder Status Report

Budget Changes FIT

Budget Repart OTP=

Budget to Actual with Encumbrance

Contract & Blanket PO Payment Log

Food Setvice Authorization

GL: Budget Change Batch Proof

GLBA. RestrictediGrant Account Summary Inception to Date
GLEA: Restricted!Zrant Account Summary by Fiscal Year
List of Endovwed Accounts

List of FITSA Accounts

Lizt of Restricted Account=

Payment Incuiry

Purchaze Requisition Authorization

Requisition Report

RequisitionPO Status Report

Stores Inventory Approval Form

Stores Inventory Product Listing

Tranzactions by Contract Bumber

Tranzactions by Ohject Code - FIT
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