Accounting Module Web Application:

The MnSCU System Office has developed an accounting module on the web. One of its functions is the ability to view
cost center balances and transactions online for certain department users. Anyone listed as responsible person on a
cost center will automatically be given viewing rights. The responsible person listed on a cost center can notify SCSU
Business Services to authorize viewing rights to their cost center for any number of SCSU employees.

Follow this link to Accounting Documentation and Training
Materials:_(http://www.its.mnscu.edu/isrs/navigation/finance facilities/acctwebdept.html) Begin by
reviewing the videos in the section labeled Training. This will give you an overview of logging in along with
navigation tips and tricks unique to this web application.

Check the version of your Web Browser:

You must be on either Internet Explorer version 7 or Firefox version 3 (or higher) for this application to work
correctly.

https://admin.mnscu.edu/acct/ OFFICE OF THE CHANCELLOR

Please login to continue.

Above is the link to the web-
based accounting module.

The '* indicates a required field.

* 1D or Username: Forgot ID? Need an [D? Sian Up Now.

Forgot Password?

[=]

r name until next login. To
you may vish to print only st

You will not be able to access
this link from off campus.

Login

See Login Help if you are having problems creating an account o logging in.

You will need to utilize your

You must logout when finished to ensure that nobody else gains access your records.

StarID to access this system.

What is StarID?

StarID is a username and password that will be used across the Minnesota State Colleges and Universities
(MnSCU) system to access central information technology systems and services. As more and more MnSCU IT
systems are modified to use the StarlD, the future use of StarID will reduce the number of usernames and
passwords that students and employees will need to remember.

Activating your StarlID:

e Go to http://starid.mnscu.edu and follow the instructions after clicking on the “Activate StarlD” link
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Training Documentation:

Your accounting module Home Page also has the
previously mentioned link to the Accounting
Documentation and Training Materials
http://www.its.mnscu.edu/isrs/navigation/

finance facilities/acctwebdept.html where you can

find the Documentation section featuring detailed
explanations of all available menu choices. You should
study the information on these links thoroughly before
attempting to use the screens.

Department User Queries:

Home

Department Queries

Project
Encumbrance.
Emplo;
Transaction Detail
Reports

Report Se:

Report Stal

Legend

Welcome to the ISRS Accounting Application

Documentation and Training Materials
® Accounting Documentation and Training Materials

Finance Headlines

» Finance Division Headlines

Useful Web Links for Application Users

Finance Division Website
= home page
= About Finance
» Finance Policies and Procedures
= Accounting home page

= Campus Tools and Resources
= Budget home page
= Contract and Purchasing home page
= Leasing home page
= Project Information (Finance Division

State of Minnesota Applications
= MAPS (Minnesota Accounting and Procurement System)
= SEMA4 (: i System)

Third Party Applications
= Unifier (MnSCU Facilities Construction Project Management System

Contact Information
= ISRS Help Desk
Einance Directories

Build: RELEASE Version 1.1.0-52837

v" Cost Center

(http://www.its.mnscu.edu/isrs/doc/accounting webapp/deptuserqueries

deptuserccquery.html)

o Query a cost center to obtain detailed financial information
attributed to it. You can view cost centers to which you are assigned.

v Employee Salary

(http://www.its.mnscu.edu/isrs/doc/accounting webapp/deptuserqueries/

Hon e

Department Queries

deptuserempsalaryquery.html)

o Query an employee salary to obtain salary information for the
people associated with cost centers to which you are assigned.

v" Encumbrances

(http://www.its.mnscu.edu/isrs/doc/accounting webapp/deptuserqueries/

Prc:je::t

Encumbrance

deptuserencumbrquery.html)

o Query an encumbrance to obtain detailed financial information
attributed to it. You can view encumbrances associated with cost

centers to which you are assigned.
v" Transaction Details

(http://www.its.mnscu.edu/isrs/doc/accounting webapp/deptuserqueries/

Run, view, cancel

= Add, edit, delete

E
= Make a copy

ol _ c
% Correct an item

% Correction not allowed

deptusertransdetquery.html)

o Query atransaction to obtain information about a transaction i
posted to a cost center to which you are assigned.

® \vore info available

& View financial details
Check budget authority
Show, hide details
Field is required
= Field accepts wildcards
.1.# Field auto-completes
* Lookup value for field
B | Transaction line status
2 Reverse transaction

Reversal not alle d
= L. .
= Open print-friendly view
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Reports:

The online queries provide up-to-date information on account balances, open commitments, and transaction details

needed to review a cost center. The MnSCU System Office has stated that their intent in designing the web accounting

application was that a hard copy report would not necessarily be needed. Some users prefer to view their balances and

transactions online, or perhaps utilize the download in Microsoft Excel function when performing a more detailed

analysis of individual transactions. However, accounting reports of this same information are available and can be run

for viewing or printing. Once again, the Accounting Documentation and Training Materials web page has written

documentation related to reports. It is located in the Documentation section by clicking on the table of contents link, or

here:

Report Search and Create
Procedure: Find and run reports under the Reports section of the Accounting webapp.

v" Report Search & Create (http://www.its.mnscu.edu/isrs/doc/accounting webapp/miscellaneous/
Report Search and Create.html)
o Use this to find accounting reports by name or number and to run them.

v" Report Status (http://www.its.mnscu.edu/isrs/doc/accounting webapp/miscellaneous/
Report Status.html).
o Use this process to find the results of an accounting report you

have run.

Step 1: Navigate to the Report Search and Create Page.

a) Start at the Main Accounting Screen. —

Department Queries

b) Click Reports in the left column to expand the Reports menu.

Center

WINNESOTA STATE COLLEGES & UNIVERSITIES

Grant

c) Click Report Search |
and Create under Project

Reports to display

Report Search Encumbrance

the Report Search Report Number: d
Yariation:
and Create page. arieren °
Title: ]

Do History Search? O

Report Status

Step 2: Enter the report Legend

number or name of the report you need.

o MINNESOTA STATE COLLEGES & UNIVERSITIES
/
\ AR Report Search

Report Number: Ac0s13cP*

variation:
Title:
Do History Search? [

A report creation page displays.

Step 3: Click [Search]. A list of the reports
1 Report found.
matching what you entered displays.
. I T T R LT
. . a % ACDS13CP i3 Budget Balances by BAT: Fund/GLICampus.
Step 4: Click the Run Report icon ( ) for the
report you need to run. \

Budget Balances by BAT: Fund/GL/Campus

Run Report ]
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VI.

Step 5: Enter the fields to restrict the information
for the report.

The output defaults to "View on-line". If you
instead want a printed copy or an email of the
report results, change the Output Option at the
bottom of the Report Creation page.

Step 6: Click [Submit]. Once it has been
submitted,
a confirmation message displays at the top of the

Report ACO5S03CP successfully submitted

page.

Please see “Example Report Parameters” on the
next set of pages for more information.

Please enter the Required Information for Report Creation

Report Parameters:

Parameters: Default

Report Mumber: AC0513CP
Wariation Number:
Title: Budget Balances by BAT: Fund/GL/Campus

Run Date: 05/10/2010
Run Time: 14:53:41
* Fizcal Year: 2010
HEB Fund Code (up to 8):
GIL Account Number:
Campus id:
Object Code Range:
Cost Center Range: 211005
User budget, number and label: 5/ Original / Budgst /
Page break by Cost Cir [Y/N) 2: Y
User Figld parameters:
Month-end (calendar year/month): 2010/04
Print Header Page: N

Select Output Option

| Printer: Form:

(| Email Address:




Example Report Parameters:

Please enter the Required Information for Report Creation

Report Parameters:

Parameters: Default

Report Mumber: ACOS13CP
Wariation Number:
Title: Budget Balances by BAT. Fund/GL/Campus

Run Date: 051 0/2010
Run Time: 14:53:41
¥ Fizcalear: 2010
HEB Fund Code (up to )
/L Account Mumber:
Campus Id:
Object Code Range:
Cozgt Center Range: 211005
Uzer budget, number and label. 5 Qriginal ! Budget /
Fage break by Cost Ctr (N} 7 [
Uzer Field parameters:
Month-end (calendar year/month}: 201 0/04
Frint Header Page: N

Select Output Oplion

{ " Printer: Form:

{ | Email Address:

Submit | Cancel

Place your cost center in the “Cost Center Range” field.
Place a year/month in the “Month-End” field for a specific month, or leave the field blank for a current report.

Do not accidentally put your cost center in the “G/L Account Number” field.



Example Report Parameters:

Please enter the Required Infermation for Report Creation

Report Parameters:

Parameters:| Default El

Report Mumber: ACOS17TCP
YWariation Number:
Title: Budget Balances by BAT-Child Cost Center

Run Date: 03252013
Run Time: 11:02:50
¥  Figcal Year: 2014
Object Code Range:
¥ Cost Center andior Hange max 8 sep by - 211005
User budget, number and label. 5 Original / Budget /
Page break by Cost Ctr 0Ny 2 Y
User Field parameters:
Month-end (calendar year/month); 201307
Print Header Page: M

Select Output Option

{ " Printer: Form:

" Email Address:

This report is the same as the ACO513CP report, but will not print out any additional “parent” cost centers that
may hold budget for your cost center (i.e., payroll from Dean’s cost center, graduate assistant from Graduate
Studies cost center...etc.).

Place your cost center in the “Cost Center Range” field.

Place a calendar year/month in the “Month-End” field for a specific month, or leave the field blank for a current
report.

This report will not work for a parent cost center.



Example Report Parameters:

Flease enter the Required Information for Report Creation

Report Parameters:

Parameterz; Default

Report Mumber: ACOS15CP
‘ariation Mumber:

Title: Open Commitmentz Report

Run Date: 05/10/2010
Run Time: 15:01:44
P/O Humber range:
Yendor or Employee ID:
Print liguidated encumbrancez?: N
Fizcal Year: 2010
Co=t Center Range: 211005
Object Code range: 02800-7959
sort Option: (CIRP): [P
Mlendaor, (Clo=t center,:
(P}0 Mbr, (R}e=zponzible Perzon:
Page Break on Cost center?: [Y
Print detail transactionz?: N
Uzer Field paramz (=2ee manual):
Alternate report title:
Print Header Page: |N

Select Quitput Option

" Printer: Form:

{" Email Address:

Submit | Cancel

Place your cost center in the “Cost Center Range” field.




Example Report Parameters:

Please enter the Required Infermation for Report Creation

Report Parameters:

Parameterz: Default

Report Number: AC0O531CP
Variation Number:

Title: Tranzactions by Fund/GL/CC/Object

Run Date: 05/10:2010
Run Time: [14:59:56
Fizcal vear: 2010
¥ Starting date (mm/dd/yy): 04/01/10
Ending date (mm/ddiyy): 04/30/10
HEB Fund Code(z) (up to 3):
G/L Account number:
Co=t center number range: 211005
Object code range: (0800-5955
source Module 1D:
Tranzaction type(z) (up to 12}
Bank account code:
Sub-total by object code? (YN} N
Page break by cost center?: [y
Print Tranz Description?: |M
Print Trans Comment?: N
U=zer Field Parameters (zee manual):
Alternate report title:
Exclude Tranzaction Type Code(z):
Print Header Page: M

Select Output Option

" Printer: Form:
{ " Email Addrezss:

W

Place your cost center in the “Cost center number range” field.

Asterisk means “Starting date” field is required. Format must be mm/dd/yy.




Example Report Parameters:

Please enter the Required Infermation for Report Creation

Report Parameters:

Parameters: Defaulk

Report Number: ACOS42CP
Wariation Number:
Title: General Ledger Monthhy Activity

Run Date: 05/10:/2010
Run Time: 15:03:22
HEB Fund Codes (up to &)
G/L Account Range: 000174
Object Code Range:
Page break by account? (/N Y
Month-end (calendar year/maonth}: 2010404
(example: S6/2).
Alternate report title:
Additional =election criteria:
Include Inactive General Ledgers( Ny ?: M
Print Header Page: M

select Qutput Option

" Printer: Form:
{ | Email Address:

Report ACO542CP is only for Agency Accounts which are all in the 900xxx range.
Change the “9” to a “0” and place your adjusted account number in the “G/L Account Range” field.
The above example is for Agency Account 900174 (must use 000174 to run this report).

Place a year/month in the “Month-End” field for a specific month, or leave the field blank for a current report




VII.

Report Status
Procedure: Find the status of a report under the Reports section of the Accounting menu.

Step 7: Click the report number in the submission message.

The Report Status page displays, listing the report for each time the report was run. Click the report icon (

), at the left of the row to see the report results.

If you do not see a report icon, your submission of the report is still running. If so, click [Refresh]. When the
report has finished, the report icon displays at the left of that row.

For further instructions, or if you left the page with the submission message before clicking it, refer to
Report Status (http://www.its.mnscu.edu/isrs/doc/accounting webapp/miscellaneous/Report Status.html)

to find the report results.

Step 1: Navigate to the Report Status Search page.
a) Start at the Main Accounting Screen.
b) Click Reports in the left column to expand the Reports menu.

c) Click Report Status under Reports to display the
Report Status Search page.

Step 2: Enter the information of the report that was run.

Note: When entering a date range, the second date should be at least one day
past the day you need. This is due to the search range ending at the beginning of
the day entered. For example, if you need to search for something run in January Rk

Report Status
of 2009, use the Run Date Range of 01/01/2009 through 02/01/2009. g -

Legend

a) Click [Search]. A table of the reports matching what you entered displays.

MINNESOTA STATE COLLEGES & UNIVERSITIES
Bradley Grabham | St Cloud SU (change institution) | Logout

Report Status Search

* Report Number: °
Variation: °
Run Date Range:
Start Date Range:
End Date Range:

Submit Date Range:
Add Date Range:
Status: | —Pease Select [ |
Show all reports for Institution: [~
Max Result Count: | 100[~]

12 Reports found.

I e o S o T T T T
- - Budge! Balances by BAT: osi102010 01102010 051102010 01102010 Gracham,
1= acosizce Fund/GUCampus Compite | 1.50:19 AN 11:48:13 Al 11:50:25 Al 11:50:42 Al Bradiey
B Budge! Balances by BAT: 051102010 051102010 01102010 051102010 Grabham,
15 acsice Fund/iGUCampus Compiete | 41:35:14 AN 11:33:14 Al 11:35:18 AN 113534 AM Bradiey
- . Budge! Bakances by BAT: 0429201025550 | 0429201025650 | 04D92010ZSTS | 042901025721 | Grabham,
2| acostace s et Cameite |y ot ot ot sracey
B Budget Balances by BAT: 042920102502 | M4ROOIDZ4E1 | A92010ZS0:14 | D4ROR01025031 | Grabham,
=] | Acostace FondiGUcampes Compile | o it it it Bradey
B . Budget Balances by BAT: 0ana2010 040972010 040972010 040972010 Grabham,
2| acostace FondGUcampos Compite |11 an Trassean Trasssan e se oy
B 0410912010 040912010 04092010 040972010 Gratham,
= acosoace Cos Center Listng Comite | 553520 Toréz0a Totezsa Totézeau siaoey
B | acomsier Transactons by Compete | 0406201085428 | 0406201095328 | OANGRO10S431 | 0406201095439 | Grabham
. Fund/GLICC/Object Pl | Al Al Al Bradey
B 030032010 03032010 0130372010 0130372010 Grabham,
13| acosaxce General Ledger Monthly Activity | Complete | 030,43 A 10:39:43 Al 10:39:54 Al 10:39:56 Al Bradiey
L Transactions by 03032010 10:37:4__0303/201010:35:4__03/03,2010 030212010 Grabham,
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Step 3: To view the results of the report, click the report icon () at the left of that row. A Report

View/Reprint Form window displays.

Variation

Budget Balances by BAT: 05/10/2010 05/10/2010 0510/2010 05/10/2010 Grabham,
FundiGL/Campus 11:50:19 AM 11:48:19 AM 11.50:25 AM 11.50:42 AM Bradley

Step 4: If needed, view the file
online.

If the report results were divided
into multiple files, those files are
listed under Output Files. To view
the results online, click the View File
link. A separate window opens with
the report information displayed.

Step 5: If needed, request a copy of
the file.

If the report results were divided
into multiple files, those files are
listed under the Report Output File
dropdown under Reprint Requests.

a) To get the results in a printed
copy, select Printer under
Reprint Requests and fill in the
printer and form information.

Report ViewsReprirt Form

Report: ACO503CP
Variation Humber:
Title: Grant/Project Listing

Report Parameters
FY¥: 2009
PRINT HEADER. PAGE: M
PRINT GUEUE: 2UELE/=FILE

Report Outputs
Output Type: P
Owtput File: MUSCURPT_ROOCT: [DEEM]ACOS03ICP_090505035441 RPT,
Output Count: 3

Outpurt Files
View File #1

Reprint Requests =

Report Cutput File: : MNSCURPT_ROOT:[DBEM]ACOS03CP_090505095441 RPT: | %
O Printer:
@Email Address:

Form:

Request Reprint

b) To get the results in an email, or to send the results to another person, select Email Address under

Reprint Requests and enter the address to which the report should be sent.

c) Click [Request Reprint].

Additional Documentation

v' glossary (http://www.its.mnscu.edu/isrs/doc/accounting webapp/miscellaneous/acctglossary.html)

v"  Report Search and Create

(http://www.its.mnscu.edu/isrs/doc/accounting webapp/miscellaneous/Report Search and Create.ht

ml)
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