GMS Detailed Procedure
Expenditure enquiry ex manual

Eernditure enguirx

Responsibility: GM Grants Administrator or GM Grants Investigator

Navigate: Expenditures > Expenditure Enquiry

1. Enter the project number on which to perform expenditure enquiry.

Froject Mumber | |— Praoject MName |
Task Number | Task Mame |
Auwvard Mumber | Aarard MName |
Trans Id | Expenditure Org |

|

Expenditure Type

Expend ltem Dates |

_ Sponsar Billing Employee Supplier GL Dates

Expenditure Other

Expenditure Categary | Transaction Source |

Expenditure Batch | Costed Pracessing :I
Status

W Exclude MNet Zero ltems [ Clear | I Find )

2. Leave the remaining parameters blank as above to find all records for the project you
have specified. If you wish to find a particular record, use the parameters to narrow the
search.

3. Click on the Find button. The screen shot is split into two on the following page due to
the amount of data.

O Project Expenditure ltems

[:I Expenditure Inguiry

ltern Date |Rece|\fer GL F'e”F'roJect ||Task ||Award ||Expnd CategorﬂlExpnd Type ||F'r0ject Eiurdene“Comment

ZZAGIM23 |1 | RG12345 [TRAVEL AND £ Travel/Subsister | 1,490 33 | TRAVEL TO 13R}
|29 MAR-2011 |MAR11 |mcr123 1 | RG12345 [TRAVEL AND £ Travel/Subsister 0.00 TRAVEL TO ISR
[14-APR2011 | APR-11 7206123 |1 | RG12345 [TRAVEL AND £ Travel/Subsister | 544.22 [TRAVEL & SU
[14-APR-2011 | APR-11 | zzaGi123 |1 | RG12345 [TRAVEL AND £ Travel/Subsister 0.00 TRAVEL & 5
[18-JUL2011 UL |zzaGi123 |[1 | RG12345 [TRAVEL AND § [Travel/Subsister | 435.30 | TRAVEL & ACC
D5-AUG-2011 | AUG-11 [zza61123 [1 | RG12345 [TRAVEL AND £ Travel/Conferent 173.30 [TRAVEL TO P
08-AUG-2011  |AUG-11 |zza61123 |1 | RG12345 [TRAVEL AND  Travel/Conferent 126.00 [ TRAVEL TO/FR
[19-5EP-2011 |SEP-11 [zza6n123 |1 | RG12345 [TRAVEL AND £ Travel/Subsister | 75.00 |AGU ABSTRA

284321

« O - +/VV”” A dnan i siaadadanen

( Tatals | I ltem Details )
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o Pro _1=]x)
=
ent Employee/Supplier||Expnd Org Expenditure Bal|Trans Id || Original User Expn| | Cost Distributed || Transaction Soy
FL TO ISRAEL 'PECK, Mrs M Z7_Ecology AP-459618VI496 6745418 29-MAR-Z011A L Oracle Payable: | =
L TOIZRAEL | PECK, Mrs M Z7_Ecology APMRT-48618% 6746459 29-MAR-Z011A L Mor-Recoverabl
L& SUBSIET | PECK, Mrs M Z7Z_Ecology AP-4057 8|49 6767785 |14-APR-2011 L Oracle Payahle:
L & SUBSIST |PECK, Mrs M ZZ_Ecology APMNRT-49678Y 6768668  |14-APR-2011 L MNon-Recoverahl
L& ACCOMY | PECK, Mrs M Z7_Ecology AP-E0514%1505 BEE1495  |18-JUL-201 L Oracle Payable:
EL TO PRAGUI DARLOW, Mrs R |ZZ_Ecology AP-E07ESYIS07! 7035405 |D5-ALIG-2011 L Oracle Payable:
EL TO/FROM 2| DARLOW, Mrs R | 7Z Ecology AP-E07ESYIS07! FO35328  |08-ALG-2011 L Oracle Payable:
E BETRACT FEI | DARLOW, Mrs R |ZZ_Ecology AP-E1627VI815 7145691 [19-2EP-2011 v Oracle Payable:
! .
{
£

e

To total the expenditures, click on the Totals button on the expenditure item form and
scroll to the Project Burdened Cost column to view the total.

Important Information!

Information in the Comment field pulls through to the Sponsors billing report, which is
run by Research Operations Office and used to provide data to the sponsor. Therefore it
is important that this field is as detailed as possible, especially if it relates to staff
expenses claims.

If a comment field is blank or lacking in information as to who and what the expense
relates to, then please investigate further by using the Iltem Details button or by referring
to a colleague who entered the transaction or who incurred the expense. Once you have
this information you must then update the Comment field by navigating to Tools,
Change Comment, enter the detailed information as to what the expenditure relates to
and click OK.

If there is a tick in the Cost Distributed field then this indicates that it has passed funds
checking.

Viewing cost distribution lines and item details

1.

2.

Select the appropriate record you wish to SN
query by ensuring the cursor is in the (\ 2-8“m

relevant line and click on Item Details. g
|5 | ‘

<

ltern Details )

Select Cost Distribution Lines, and then = =
click OK

Cost Distribution Lines
Revenue Distribution Lines
AF Invoice

PO Receipt

(8] Cancel J
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The GL mapping code of the transaction and GL and PA periods that the transaction has
posted to can be viewed in this screen.

Jistribution Lines
Line Mumber PA PA, GL GL v
Type Date FPeriod Diate FPeriod Arnount
l R e 31-JAN-2009 JAN-09 31-JAN-2009 JARN-09 0oo =
Functional | Project Func  Transaction 3| Work Type
Currency GEP Distribution Line Status
AR 0.0 Status |Accepted
Burdened Cost 170.57 Date [30-JAN-2009
Detail |[Final Accounted in Oracle Subledger Acco
Default Ac d Dezcription 1
Dehit U772 Z7AG.MACC.EZZF 0000 UC.Ecology.Ecology. Research. EC F
Credit LU-ZZ-ZZ“G-EDAA-LZ"M-UUUU ) UC Ecology Ecology. Research.Deph

GL Mapping Code

AP invoice details

Further details, such as the invoice number and batch number are available for expenditures
that have been paid via the Accounts Payable module.

1. Navigate to Transaction Source, as this will provide you with whether it was a transaction
processed within the AP module.
2. Select the expenditure item you wish to view and click on the Item Details button.
3. Select AP Invoice from the list and click OK.
4. The invoice overview screen relating to the selected expenditure item is displayed.
E — OO
Trading Partner LES HORTICULTURE LTD Site  COLME
Supplier Mum  E1474 Operating Unit | Cambridge University
Invoice Mum | SINO353588 Type Standard Cate | 30-JUMN-Z002
Batch Mame | ZZRADOSO7/0901 Currency |GBP Arnount 24535
“Woucher Unpaid 0.0a
PO Murmber 1070545 Release Unapplied
Receipt Mum Settlement Date
Ivoice Status Description
Approval Mot Required Active Hold Reason
Status  alidated . =
Accounting |Processed
Fayment Fully Paid -
Scheduled Payments Actual Payments
Curr Arnount Fermaining Due Date Held Faid By Paid On
. GEP 24535 0.00|30-JUL-2009 BOE97Z3 - Electrc |31-JUL-2009 =
Fayment Owerview Supplier | | Invoice YWorkbhench )
5. Close this screen to return to the expenditure enquiry.
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Salary drill down

For all postings from CHRIS (the HR module), in addition to the individual’s gross pay,
further details of the employer’s pension, NI and levy costs can also be viewed.

To limit search, after entering the Project Number, type STAFF COSTS in Expenditure
Category field. Expend Item Dates can also be entered if known.

Click on the Find button, and select the appropriate record by ensuring the cursor is in the
relevant line. Refer to the Comment or Expenditure Batch (will start with CPG) field to
ensure the transaction is from CHRIS. (No results will be returned if a journal transaction is
selected.)

Cancel the Item details box if it appears.

Go to the Reports menu, and select Salary Drill-Down.

File Edit View Folder Innls‘-i-findﬂw Help
=3 el | , el =]
i| + % A ‘{E’.’ T o Salary Drill-Down | ﬁ

d = Project Expenditure ltems
EI Expenditure Inguiry

ltem Date Receiver GL Pe||Project

The staff cost details are displayed.

All Salary Details
* Indicates required field
port | | lose |
All Distributions

Department Payroll CostCode PayCost  Pension Cost NI Cost Apprenticeship Levy  Total Cost

Person Ref Fi
Research & Stipends ‘30012345 Hmoggsi ‘ Joe i |ZZAG/lll.Ol.RGSBSSG.ABAEi 2,324.80 55045 166.64 000 305089

Close this screen to return to the expenditure enquiry.
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