
July 2017 

Volume 1, Issue 1 

 

INSIDE THIS ISSUE 

 Absence Summary Report 

 Commitment Accounting Assignments Report 

 UTORAUTH Letter 

 Overhead Calculation 

 Excel function SUMIFS 

 CUPE 3902 (Unit 5) increase in salaries retroactive May 31, 

2017 

 FYI Travel Policy - Premium Air Economy 

GET TO KNOW - Kimberley Blair, Payroll Assistant 

Favourite thing about OISE: The people. Its been great working 

with many different people in various roles and everyone has been 

very welcoming in over the two months I have been here. 

Favourite vacation destination: Anywhere tropical or warm.  Mi-

ami, Jamaica, Bermuda, Bahamas. 

Thank you: I want to say thank you to Dominic Goveas. The list of 

links he provided me when I first started in this role, I still use today, 

and I really appreciate it.  

 

Bringing together the systems, the procedures and the users. 

OISE CONNECT 



 

 

 

 

Absence Summary Report (HRIS) 

Absence Summary Report is a useful report that displays all employees’ absences in 

your org unit.  

Advantages: Having a summary of leaves that can be downloaded in excel, filtered, 
referred back to for reconciliation purposes instead of going into each individuals rec-
ords.  

Transaction Code: ZHSQABSSUM  

Menu Path:  Human Resources → Information System → Time Management 
→ Absence → Absence Summary Report 

 

Please also see the HRIS website for further details.  

Good to Know 

Broaden your understanding of current processes. 

Step 1: Select a Reporting Period from drop 

down Menu 

Step 2: Enter the Personnel # or an Org Unit 

for a list of employees.  

 

 

Step 3: Execute. The output should have Per-

sonnel #, First and Last Name, Dept/Unit 

name, Absence Type, Absence Start and End 

Date, Absence Days and hours. This date can 

be downloaded to excel to summarize and 

analyze.  

http://dlrssywz8ozqw.cloudfront.net/wp-content/uploads/sites/31/2016/04/Proc-12-25-ABSENCE-SUMMARY-REPORT.pdf


 

 

 

 

Commitment Accounting Assignments Report (FIS) 

The Commitment Accounting Assignments Report allows one to see the linkage or 

links between cost centres, internal orders, fund centres, and/or funds.  

Advantages: This report is useful for checking that the correct links are set up be-
tween accounts. It also helps determine which account combinations one should be us-
ing for all transactions and reports in the system. 

Transaction Code: ZFTR050A 

Menu Path:  Accounting → Funds Management  → Information System → 
Funds Management Section (U of T Reports) → FM Accounts List → Com-
mitment Accounting Assignments  

Please also see the FIS website for further details.  

Good to Know...continued 

Broaden your understanding of current processes. 

 

Step 1:  

Enter either the Funds Center, Cost Cen-

ter, Internal Order, or Fund that you are 

interested in. You can enter information 

in any one or more account types on this 

screen.  

Click on include Fund Center Hierarchy 

Box if you want to see the whole hierar-

chy as well.  

 

 

Step 2:  

Execute the Report. 

The output should include the Funds 

Center number and name, the Fund 

number and name, the Cost Center 

number and name, and/or the Internal 

Order number and name.  The Fiscal 

Year (FYear) shows the year the link 

was created.  

 

http://finance.utoronto.ca/wp-content/uploads/2015/11/Commitment-Accounting-Assignments-Report-Converted.pdf


 

 

 

 

UTORAUTH Letter (HRIS) - Contributed by Pierre Lee 

The letter provides all the information needed to use various online services at UofT, 

including Employee Self-Service (ESS). 

Advantages: This gives you the ability to print the letter by yourself for your staff, stu-
dents or faculty. Note: The individual needs to be set up in the HRIS system first for 
you to print the UTORAUTH Letter. 

Transaction Code: PA40 

Menu Path:  Human Resources → Administration → HR Master Data → Per-
sonnel Actions  

Note:  To run any of the AMS reports mentioned, you must have proper authorization. If you 

get an error or there are any issues, please don’t hesitate to reach out to Rushain Abbasi with 

your questions and concerns.  

Good to Know...continued 

Broaden your understanding of current processes. 

 

 

Step 1:  

Enter the personnel no. of the individual. 

 

 

 

 

 

Step 2:  

Click on UTORAUTH Letter in the top 

panel. 

Go to Text and Print, to print the letter. 

mailto:rushain.abbasi@utoronto.ca


 

 

 

 

Overhead Calculation 

If overhead (OH) is included in the amount from the contract, 
one must divide total by 1.x first to back out total without OH 
and then multiply by 0.x to find the OH amount. 

Example: If OH is 30% of the total contract worth $5000:  

DO: $5000 x 0.30/1.30 = $1153.85 

DON’T: $5000 x 0.30 = $1500 

Tips and Tricks 

Increase efficiency with the latest tips, shortcuts, and tools in various programs.  

Excel function SUMIFS 

SUMIFS—If you have ever used VLOOKUP to find data and add up either salaries, number of 

students or courses taught by each instructor, it will unfortunately only enter the first match it 

finds. This is where you can use SUMIFS to add up all the numbers for your lookup value. 

Formula = SUMIFS(sum_range, criteria_range1, criteria1, [criteria_range2, criteria2], ...)  

1. The range of cells to sum (sum_range) 

2. The range that is tested using (criteria_range1 ) 

3. The criteria that defines which cells in criteria_range1 will be added (criteria1) 

4. Additional ranges and their associated criteria (criteria_range2, criteria2, …, upto 127 

range/criteria pairs). 

Advantages: One of the biggest advantnge of the SUMIFS formula is that you can have multiple 

criteria unlike vlookup.  You can also use SUMIF function if you only have one criteria. 

See these detailed instructions on how to use the SUMIFS function.  

https://www.ablebits.com/office-addins-blog/2014/11/12/excel-sumifs-sumif-multiple-criteria/


 

 

 

 

Inside Story #1: CUPE 3902 (Unit 5) salary increases under the renewal 
collective agreement 

 

In accordance with the CUPE 
3902 (Unit 5) renewal collective 
agreement, the following in-
creases to salaries will be pro-
cessed in July 2017, retroactive 
to May 31, 2017. 

 

 

Stay Fresh  

Stay on top of the latest U of T Policies and Procedures.  

Inside Story #2: Premium economy travel must be authorized —
Contributed by Pierre Lee 

 

For domestic and international travel, the standard option is always the least expense economy 

fare. If the flight is longer than 6 hours, business class and premium economy travel is 

permitted, provided it is pre-approved by the principal, dean, or director the traveller reports 

to. Please see the Approvals section for further details.  

UPCOMING TOPICS 

 Submit multiple Month-end reports in Background 

 Pivot Tables—Field, Items & Sets 

 Carryforward Report 

 What are Variants and when to create them in FIS/HRIS 

SUGGESTIONS 

If you have any suggestions on the topic you want to know about and/or if you want to share 

something you know with your colleagues, please email Rushain Abbasi at 

rushain.abbasi@utoronto.ca. 

mailto:rushain.abbasi@utoronto.ca
http://dlrssywz8ozqw.cloudfront.net/wp-content/uploads/sites/36/2017/06/CUPE3902-Unit5-MOA-2017-2019.pdf
http://dlrssywz8ozqw.cloudfront.net/wp-content/uploads/sites/36/2017/06/CUPE3902-Unit5-MOA-2017-2019.pdf
http://finance.utoronto.ca/policies/gtfm/travel-and-other-reimbursable-expenses/travel-and-other-reimbursable-expenses-policies-and-guidelines/#air-approvals

