FAST Finance Reporting How-To Sheets

fact@ How do | interpret a

FINANCIAL ADMINISTRATION

COMMUNITY TRAINING & SOLUTIONS lSu mma ry by Accou nt
Detail’ Report?

This how-to sheet outlines the steps required to:

e Explain how to interpret the financial data in the most commonly used Finance Reporting report (i.e. Summary
by Account Detail). This report contains data from the operating statement for a given period.

This how-to sheet does not:

e Outline how to generate a ‘Summary by Account Detail’ report. Generating a ‘Summary by Account Detail’ report
is explained in other how-to sheets.

Definition of index:

¢ Anindex is a short code for the Fund and Organization (called ‘Orgn’ in FAST) portions of the FOAPAL accounting
string.
e Forexample,
o Departmental Index: 100000 498 becomes D498
o Ancillary Index: 120000 621 becomes A621
o Research Index: 315774 166 becomes 315774

TIP:

e Ifyoudo not know which index you have access to, review the Financial Authority and Access Management (FAAM)
Tool resources.

Last updated November 11, 2025.

1.  This how-to sheet beginsin a The steps to generate the ‘Summary by Account Detail’ report are listed in the

‘Summary by Account Detail’ ‘How do | find the operating statement for an index?’ how-to sheet.
report.



https://carleton.ca/facts/fast-tools-support-training/finance-reporting/
https://carleton.ca/facts/fast-tools-support-training/finance-reporting/
https://carleton.ca/facts/glossary/f/foapal/
https://carleton.ca/facts/glossary/f/foapal/
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Typically, the ‘Summary by
Account Detail’ report will appear
this way.

The report may have fewer
columns depending on the
parameters chosen.

Finance Repo

ing » Summary by Acct Detail »

- Filter Options ) Report Results [ Help + More
[current vear [@ Period [1ul-2019 (open) [~
Chart =M | Fund = 100000 Regular Operating Fund | Orgn = 482 Business Operations
Adjusted Base| Adjusted Fiscal 3ul-2019
et e Budget Budget  Month Actual
Labor
611200  Administrative P/T Salaries 73,816 0 0
611201  Adm. P/T-leaves, replaceme 13,000 0 0
Subtotal 26,816 o [
Total Labor 86,810 ° °
Direct Expenditures
710000  Office Supplies 28,920 o o
710008 Lab,Chemical, Water Treatmt. o [} o
710012 Other Supplies o 0 0
711000  Photocopying Charges & Su. 2,000 0 0
711001 Printing Cests & Supplies 2,500 0 0
712002 Postage Expense 12,280 0 0
712003 Courier & Freight Charges 1,000 0 0
713000 Telephone Equipment Rentals 8,000 0 0
713200 Equipment Maintenance 1,000 0 0
716800  Networking/Reception Expe 0 0 5171
716900  Staff Development Costs 1,000 0 0
717300  Building Repair/Maintenance 0 0 0
719100  Travel - General Costs 9,000 0 0
720040 Other Professional Fees 10,000 0 0
723000  Equip/Computer items <$10 0 0 0
723001 Furniture Purchases < $10,0 0 0 0
726101 Unallocated Salary Saving/( 5,810 0 0
729103 General Overhead Recoveries (35,000) 0 0
Subtotal 46,510 o 5,171
Total Direct Expenditures 26,510 ° 5,171
Total All Expenses 123,326 ° 5,171
Total Revenues Less Expenses ] | e

and Transfers

Jul-2019

YTD Actual
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12,920
13,920
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43
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0
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13,125
21,360
24,485
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a3

15,919
15,919

50,404

50,404

YTD Total
Activity

22,773
25,632
48,405
48,403
1,530
43

80

Budget Available

(22,773)
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(48,405)
(48,405)
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0% U
0w u

<

c

0% U
0w u

0% U

0% U

Report tabs:

‘Filter Options’: Use this tab to
change the report options.

‘Report Results’: Displays the
actual report data based on the
chosen options.

v

- Filter Options
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} Report Results

Chart =M | Fund = 100000 Regular Operating Fund
& | il

Adjusted Basel
Acct Title Bud
Direct Expenditures
710000  Office Supplies 3,000
710012 Other Supplies 0
711001 Printing Costs & Supplies 1,000
712002 Postage Expense 2,000
712003 Courier & Freight Charges 500
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Quick filters:

Use quick filters to choose
common reports (e.g.

urrent Year

oty + More

[current Year [& Pperiod [1ul-2013 (0pen) ™

Chart =M | Fund = 100000 Regular Operating Fund | Orgn = 482 Business Operations

‘ ’ H
Quarterly Trend’) or view a @ [ ul
Adjusted Base| Adjusted Fiscal Jul-2019 Jul-2019 ofs. VID Total
spec Ifl c perio d et Title Budget Budget  Month Actual VD Actual  Commitments Activity Budget Available Budget Fav/Unfav
p p * Labor
511200  Administrative P/T Salaries 73,816 0 0 9,648 13,125 22,773 (22,773) u
511201  Adm. P/T-leaves, replaceme 13,000 0 0 4,272 21,360 25,632 (25,632) u
Subtotal 6,916 o o 13,020 24,485 48,405 (48,205) 00 u
Total Labor 26,816 ] ] 12,020 34,485 48,405 (48,405) 0% U
Direct Expenditures
710000  Office Supplies 28,920 0 0 1,447 83 1,530 (1,530) u
710008 Lab,Chemical,Water Treatmt.. 0 0 0 43 0 43 (43) u
710012 Other Supplies 0 0 0 0 80 80 (80) u
711000 Phetocopying Charges & Su... 2,000 0 0 0 0 0 0
711001 Printing Costs & Supplies 2,500 0 0 0 0 0 0
712002 Postage Expense 12,280 0 0 0 o 0 o
712003 Courier & Freight Charges 1,000 0 0 28 o 29 (29) u
713000 Telephone Equipment Rentals 8,000 0 0 0 o o o
713200 Equipment Maintenance 1,000 0 0 0 o 0 o
716800 Networking/Reception Expe 0 0 5171 5171 0 5171 (5,171) u
716300  Staff Development Costs 1,000 0 0 0 0 0 0
717300 Bullding Repair/Maintenance 0 0 0 352 100 452 (452) u
718100  Travel - General Costs 5,000 0 0 0 o 0 0
720040 Other Professional Fees 10,000 0 0 1,082 15,612 16,694 (16,694) u
723000  Equip/Computer items <$10 0 0 0 33 o 33 (39) u
723001 Furniture Purchases < $10,0. o o o o 43 43 (43) U
726101 Unallocated Salary Saving/( 5,810 0 0 0 0 0 0
729103 General Overhead Recoveries (35,000) 0 0 0 0 0 0
Subtotal 46,510 o 5171 8,163 15,919 24,081 (24,081) 0% U
Total Diract Expenditures 46,510 ° 5,171 8,162 15,919 24,081 (24,081) 0% u
Total All Expenses 133,326 ] 5171 22,082 50,404 72,487 (72,487) 0% U
] 133,326 ° 5,171 22,082 50,404 72,487 (72,387) 0% U
OptionS used to generate the Finance Reporting » Summary by Acct Detail » Current Year
data -~ Filter Options. [ Report Results B Help + More
. : - L —
Chart=M | Fund = 100000 Regular Operating Fund | Orgn = 482 Business Operations
Adjusted Base| Adjusted Fiscal Jul-2019 Jul-2019 ofs. VID Total
et Title Budget Budget  Month Actual VD Actual  Commitments Activity Budget Available Budget Fav/Unfav
Labor
511200  Administrative P/T Salaries 73,816 0 0 9,648 13,125 22,773 (22,773) u
511201  Adm. P/T-leaves, replaceme 13,000 0 0 4,272 21,360 25,632 (25,632) u
Subtotal 6,916 o o 13,020 24,485 48,405 (48,205) 00 u
Total Labor 26,816 ] ] 12,020 34,485 48,405 (48,405) 0% U
Direct Expenditures
710000  Office Supplies 28,920 0 0 1,447 83 1,530 (1,530) u
710008 Lab,Chemical,Water Treatmt.. 0 0 0 43 0 43 (43) u
710012 Other Supplies 0 0 0 0 80 80 (80) u
711000 Phetocopying Charges & Su... 2,000 0 0 0 0 0 0
711001 Printing Costs & Supplies 2,500 0 0 0 0 0 0
712002 Postage Expense 12,280 0 0 0 o 0 o
712003 Courier & Freight Charges 1,000 0 0 28 o 29 (29) u
713000 Telephone Equipment Rentals 8,000 0 0 0 o o o
713200 Equipment Maintenance 1,000 0 0 0 o 0 o
716800 Networking/Reception Expe 0 0 5171 5171 0 5171 (5,171) u
716300  Staff Development Costs 1,000 0 0 0 0 0 0
717300 Bullding Repair/Maintenance 0 0 0 352 100 452 (452) u
718100  Travel - General Costs 5,000 0 0 0 o 0 0
720040 Other Professional Fees 10,000 0 0 1,082 15,612 16,694 (16,694) u
723000  Equip/Computer items <$10 0 0 0 33 o 33 (39) u
723001 Furniture Purchases < $10,0. o o o o 43 43 (43) U
726101 Unallocated Salary Saving/( 5,810 0 0 0 0 0 0
729103 General Overhead Recoveries (35,000) 0 0 0 0 0 0
Subtotal 46,510 o 5171 8,163 15,919 24,081 (24,081) 0% U
Total Diract Expenditures 46,510 ° 5,171 8,162 15,919 24,081 (24,081) 0% u
Total All Expenses 133,326 ] 5171 22,082 50,404 72,487 (72,487) 0% U
etiieame e e 133,326 ° 5,171 22,082 50,404 72,487 (72,387) 0% U

and Transfers.




6a.

Select columns explained:

‘Adjusted Base Budget’:
The ‘Adjusted Base Budget’
is the original base budget

plus any base budget
adjustments made in the

current fiscal year.

‘Adjusted Fiscal Budget’:
The original fiscal budget
adjusted for any current year
budget adjustments. So,
‘Adjusted Fiscal Budget’ is
the original base budget, plus
any budget adjustments that
are applicable only for the
given year, and therefore will
not be reflected in the
budget in the following year.

nance Reporting » Summary by Acct Detail » Current Year

-~ Filter Options. [ Report Results B Help + More

[current Year [& Pperiod [1ul-2013 (0pen) ™

Chart =M | Fund = 100000 Regular Operating Fund | Orgn = 482 Business Operations

@ [l

act e rima] sl W
Labor
611200 Administrative P/T Salaries 73,816 u [
611201 Adm. P/T-leaves, replaceme 13,000 0 0
Subtatal 6,916 o o
Total Labor 36,816 ] ]
Direct Expenditures
710000  Office Supplies 28,520 0 0
710008 Lab,Chemical,Water Treatmt.. 0 0 0
710012 Other Supplies 0 0 0
711000 Photocopying Charges & Su... 2,000 0 0
711001 Printing Costs & Supplies 2,500 0 0
712002 Postage Expense 12,280 0 0
712003 Courier & Freight Charges 1,000 0 0
713000 Telephone Equipment Rentals 8,000 0 0
713200 Equipment Maintenance 1,000 0 0
716800 Networking/Reception Expe 0 0 5171
716300  Staff Development Costs 1,000 0 0
717300 Bullding Repair/Maintenance 0 0 0
718100  Travel - General Costs 5,000 0 0
720040 Other Professional Fees 10,000 0 0
723000 Equip/Computer items <$10 0 0 0
723001 Furniture Purchases < $10,0. o o o
726101 Unallocated Salary Saving/( 5,810 a a
729103 General Overhead Recoveries (35,000) 0 0
Subtotal 46,510 o 5,171
Total Direct Expenditures 45,510 o 5,171
Total All Expenses 133,326 ] 5171
] 133,326 ° 5,171

Jul-2016
YTD Actual

9,648

4,272
12,020
12,920

1,447
43

0

0

0

celbe

5,171
o
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39
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22,083

o/s|
Commitments,

13,125
21,360
24,85
324,485

83
0
80
0

15,612
0

43

0

0
15,019
15,019

50,404

50,404

YTD Total

12! Budget Available Budget Fav/Unfav

Activity

22,773
25,632
48,405
48,405

1,530
43

80

0

0

0

28

0

0
5171
0
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0
16,694
39

43

0

0
24,081
24,081

72,487

72,487

(22,773)
(25,632)
(48,405)
(48,403)

(1,530)
(43)
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0
0
0
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0

0
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0
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0
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6b.

Select columns explained:

‘Jul-2019 YTD Actual’: The
year to date actual revenue/
expenses incurred from the
fiscal year start date (May 1%)
to date for the selected
period.

nance Reporting » Summary by Acct Detail » Current Year

- Filter Options ) Report Results B Help + More

[current Year [ Period [1u-2013 (Open) |~

Chart=M | Fund = 100000 Regular Operating Fund | Orgn = 482 Business Operations
% |l

— — Ad]'us(eaduizii Adjusted Fiscal Jul-20

Budget  Month Act
Labor
611200  Administrative P/T Salaries 73,816 0 a
611201  Adm. P/T-leaves, replaceme 13,000 0 0
Subtotal 86,816 o o
Total Labor 36,816 ] ]
Direct Expenditures
710000  Office Supplies 28,520 ] ]
710008  Lab,Chemical, Water Treatmt. o o o
710012 Other Supplies o o o
711000  Photocopying Charges & Su 2,000 o o
711001 Printing Costs & Supplies 2,500 o o
712002 Postage Expense 12,280 o o
712003 Courier & Freight Charges 1,000 o o
713000  Telephone Equipment Rentals 3,000 o o
713200  Equipment Maintenance 1,000 o o
716800 Networking/Reception Expe. 0 o 5171
716900  Staff Development Costs 1,000 o o
717300  Building Repair/Maintenance [ ] ]
719100  Travel - General Costs 9,000 ] ]
720040 Other Professional Fees 10,000 0 0
723000 Equip/Computer items <$10. 0 0 0
723001 Furniture Purchases < $10,0. 0 0 0
726101 Unallocated Salary Saving/( 5,810 0 0
729103 General Overhead Recoveries (35,000) 0 0
Subtotal 45,510 0 5,171
Total Direct Expenditures 16,510 ] 5,171
Total All Expenses 133,326 ] 5,171
e | 133,326 o 5,171

and Transfers.

Jul-2018)
YTD Actual

9,040

4,272
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1,447
43

[

[

[

ceolbo

5,171
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13,125
21,360
24,485
34,385
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0
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0

15,612
0

43

0

0
15,919
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50,404
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YTD Total

*2| Budget Available Budget Fav/Unfav

Activity

22,773
25,632
48,405
48,405

1,530
43

80

0

0

0

29

0

0
5171
0

452

0
16,694
39

43

0

0
24,081
24,081

72,487

72,487

(22,773)
(25,632)
(48,205)
(48,405)

(1,530)
(43)
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0
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0
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0

0
(5,171)
0

(452)
0
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https://carleton.ca/facts/glossary/b/budget-base/
https://carleton.ca/facts/glossary/b/budget-adjustment-bar/
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https://carleton.ca/facts/glossary/f/fiscal-year/
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6c.

Select columns explained:

‘0/S Commitments’: The
financial commitments made
but not yet paid out/
reported on. For example,
payroll commitments are
calculated as the expected
remaining payroll costs from
the current period to the end
of the fiscal year (April 30™).

nance Reporting » Summary by Acct Detail » Current Year

7 Filter Options.

[ Report Results

[current Year

|¥ Period [1u-2015 (Open)

Chart =M

@ | ul

Acct

Labor
611200
611201

| Fund = 100000 Regular Operating Fund

Title

Administrative /T Salaries
Adm. P/T-leaves, replaceme
Subtotal

Total Labor

Direct Expenditures

710000
710008
710012
711000
711001
712002
712003
713000
713200
716800
716900
717300
719100
720040
723000
723001
726101
729103

Office Supplies

Lab, Chemical,Water Treatmt
Other Supplies

Photocopying Charges & Su...
Printing Costs & Supplies
Postage Expense

Courier & Freight Charges
Telephone Equipment Rentals
Equipment Maintenance
Networking/Reception Expe.
Staff Development Costs
Building Repair/Maintenance
Travel - General Costs

Other Professional Fees
Equip/Computer items <§10
Furniture Purchases < §10,0
Unallocated Salary Saving/(
General Overhead Recoveries
Subtatal

Total Direct Expenditures
Total All Expenses

Total Revenues Less Expenses
and Transfers

Adjusted Base

73,816
13,000
26,816
86,816

28,920
0

0
2,000
2,500

12,280
1,000
8,000
1,000

0
1,000
0

9,000
10,000

0

0

5,810
(35,000)
46,510
46,510

133,326

133,326

B Help
=

Adjusted Fiscall

+ More

| Orgn = 482 Business Operations

Jul-2019)

iget.  Month Actual
0 0
0 [
o °
o o
0 [
0 [
0 [
0 [
0 [
0 [
0 0
0 0
0 0
0 5171
0 0
0 [
0 [
0 [
0 [
0 [
0 [
0 [
o 5171
o 5,171
o 5171
o 5171

Juk-z 9
YD AC i

9,645

4,272
13,920
13,920

o/s|
Commitments|

21,360
34,483
34,485

83
[
80
o

10

cB8ecccccoo

15,612
o

43
0
0
15,919
15,919
50,404

50,404

YTD Total
ctivity

22,773
25,632
43,403
48,405

1,530
43

80

Budget Available Budget Fav/Unfa

(22,773) L

(25,632) L

(48,403) 0% L

(48,405) 09 L

(1,530) L
43) L
(30) L

0
0
0
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0
0
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0
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(39) L
(43) L

0
0
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6d.

Select columns explained:

‘Budget Available’: The

nance Reporting » Summary by Acct Detail » Current Year

J Filter Options:

[ Repert Results

[current Year

B Help

[ Period [1u-2013 (Open) |~

+ More

Chart=M | Fund = 100000 Regular Operating Fund | Orgn = 482 Business Operations
amount that a given account @ |l
. — — Adjusted Base| Adjusted Fiscal Jul-2019 Jul-2019 o] ey T A—
Budget udget Month Actual YTD Actual Commitments Act
is over or underspent. = . ’ &
611200  Administrative P/T Salaries 73,816 0 0 9,648 13,125 22,7/ (22,715 u
611201  Adm. P/T-leaves, replaceme 13,000 0 0 4,272 21,360 25,632 (25,632) u
Subtotal 86,916 0 0 12,920 24,485 18,405 (48,405) 0%
Tip: Brackets (E.g. (1,530)) Total Labor 36,516 ] ] 13,920 34,485 48,905 (48,305) 05U
Direct Expenditures
H H 710000  Office Supplies 28,920 0 0 1,447 83 1,530 (1,530) u
indicated an over : : : : : : pe :
. 710012 Other Supplies 0 0 0 0 80 80 (30) u
expend|ture 711000 Photocopying Charges & Su 2,000 1] 1] 1] 0 0 0
711001 Printing Costs & Supplies 2,500 0 0 0 0 0 0
712002 Postage Expense 12,280 0 0 0 0 0 0
712003 Courier & Freight Charges 1,000 0 0 20 0 20 (29) u
713000 Telephone Equipment Rentals 2,000 0 0 0 0 0 0
713200 Equipment Maintenance 1,000 0 0 0 0 0 0
716800 Networking/Reception Expe 0 0 5171 5171 0 5171 (5,171) u
716900  Staff Development Costs 1,000 0 0 0 0 0 0
717300 Building Repair/Maintenance 0 0 0 352 100 452 (a52) u
718100  Travel - General Costs 3,000 0 0 0 0 0 0
720040 Other Professional Fees 10,000 0 0 1,082 15,612 16,694 (16,694) u
723000 Equip/Computer items <$10 0 0 0 39 0 38 (39) U
723001 Furniture Purchases < $10,0 0 0 0 0 a3 a3 (43) U
726101 Unallocated Salary Saving/( 5,810 0 0 0 0 0 0
729103 General Overhead Recoveries (35,000) 0 0 0 0 0 0
Subtotal 16,510 o 5,171 8,163 15,919 24,081 (24,081) 0% u
Total Direct Expenditures 46,510 o 5,171 3,163 15,919 24,081 (24,081) 0% U
Total All Expenses 133,326 o 5171 22,083 50,404 72,487 (72,387) oy
I 133,320 . 5171 22,08 50,404 12,487 (r2,987) oy
7. Remember! Transactional inance Reporting b Summary by Acct Detail b Current Year
Ievel data can be Viewed b 7 Filter Options ) Report Results B Help + More
y [current Year [ Period [1ul-2013 (Open) |~
clicking on blue numbers.
g Chart=M | Fund = 100000 Regular Operating Fund | Orgn = 482 Business Operations
% | full
— — Adjusted Base| Adjusted Fiscal Jul-2019 Jul-2019 _ oy YID Total oo o iablel Budget Fav/unfay
Budget idget Month Actual YTD Actual Coi it its. Activity
For example, SO budget was Labor e losh Honfhcs el commitmer 8
‘ . 611200  Administrative P/T Salaries 73,816 ) ) 9,648 13,125 22,773 (22,773) u
a | Iocated to N etwo rk| ng/ 511201 Adm. P/T-leaves, replaceme. 13,000 0 0 4,272 21,360 25,632 (25,632) u
Subtotal 86,816 o o 13,920 34,485 18,405 (48,305) 0% u
Rece ptio n Expend itu res' . Total Labor 86,816 ° ° 13,920 34,485 28,405 (48,305) 0% u
Direct Expenditures
1 710000  Office Supplies 28,920 0 0 1,447 83 1,530 (1,530) u
You may Want to view exaCtly 710008 Lab,Chemical,Water Treatmt. 0 0 0 43 0 43 (43) u
. 710012 Other Supplies 0 0 0 0 80 80 (80) u
What Was Char‘ged to th's 711000 Photocopying Charges & Su. 2,000 1] 1] 1] 0 0 0
711001  Printing Costs & Supplies 2,500 0 0 0 0 0 0
. 712002 Postage Expense 12,280 0 0 0 0 0 0
budget item. 712003 Courier & Freight Charges 1,000 0 0 29 0 28 (29) u
------ = e anco 0 ~ ~ 0 0 0
uuuuuu S —— anes m— 0 c 0 0 0
716800  Networking/Reception Expe si 5171 0 5171 (5,171) u
. . = NN s-non 0 s a 0 0 0
Tip: For each transaction ¢ o - 120 452 s v
71 3,000 0 0 0 0 0 0
4 ’ 720040 Other Professional Fees 10,000 0 0 1,082 15,612 16,694 (16,694) u
a ‘document number 723000 Eaup/Computer reme <810.. > o 0 5 0 s o9 v
723001 Furniture Purchases < $10,0... 0 0 0 0 a3 a3 (43) u
H i 726101 Unallocated Salary Saving/( 5,810 0 0 0 0 0 0
is generated. Knowing the T —— : : : : : :

. Subtotal 46,510 o 5,171 8,163 15,919 24,081 (24,081) 0% U
document number prefix can Yol BirmctExpanditares . T =
b f I Total All Expenses 133,326 0 5,171 22,083 50,404 72,487 (72,487) 0% U
De usetul. ot e e s 32 1 - o

and Transfers g 4 4 4 - 1



https://carleton.ca/facts/glossary/account-codes/
https://carleton.ca/facts/glossary/d/document-numbers-references-codes/
https://carleton.ca/facts/glossary/d/document-numbers-references-codes/
https://carleton.ca/facts/glossary/d/document-numbers-references-codes/

8.  The following tools are
available on the bottom left-
hand side of your screen:

Pinned report icon: Pin
reports that you use often to
easily return to them (‘How
do | create a pinned report?’

how-to sheet).

DISToISTeleTeYS)

Excel Icon: Export the data
to a Microsoft Excel file.

PDF Icon: Generate a PDF (larger view)
(.pdf) version of the report.

What next?
e Visit the FACTS’ FAST Finance Reporting tools and support page to find more how-to sheets.
e Questions about the system? Email financial.systems@carleton.ca
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https://carleton.ca/facts/fast-tools-support-training/finance-reporting/

