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GET TO KNOW - Pierre Lee, Assistant to the CAO & Business Of-

ficer for the Dean’s Office 

Favourite memory at OISE: OISE’s first Halloween party.  We’ve never 

had this event before and it was neat to see your colleagues in a different 

light.  One employee came dressed as Batman and another came as Robin 

(they didn’t plan this).   

Favourite vacation destination: Japan.  The sushi is so fresh and sur-

prisingly not that expensive, if you know where to look.   

Thank you: Laize Bacay for all her support.  I appreciate her taking 

the time to thoroughly investigate a problem, explain the situation 

without the use of too many technical jargons, and finding creative so-

lutions.  

Bringing together the systems, the procedures and the users. 

OISE CONNECT 



 

 

 

 

Payroll Reservations Overdraft Report (HRIS) 

The report shows all the payroll reserves that were unable to post completely and the 

amount that was reserved in FIS. To be used as part of the month end reconciliation of 

HRIS to FIS. 

Advantages: Provides a list of accounts that do no have enough budget for the payroll 
required amount and displays if the account is in deficit position now or will be very 
shortly. 

Transaction Code: ZHJR_ZHJR015 

Menu Path:  Human Resources > Information System > Personnel Management > 
Administration > Departmental Level Administration > Payroll > Reports from Payroll 
Posting > HR: Payroll Reservation Overdrafts Report  

 

This report is available only for the current month. 

You can download this report in excel for your convenience. Please also see the HRIS website 

for further details.  

Good to Know 

Broaden your understanding of current processes. 

Step 1: Enter respective parent Fund Centre 

for your hierarchy you wish to report on. 

Tick the box if you require subordinate CF 

Centers.  

Step 2: The output shows the Fund Center where the entire payroll reserve was not posted. 

The CFC Name, Fund and Fund Name if applicable, Commitment Item and G/L number. The 

Required amount shows the total amount of payroll reserve that was calculated by HRIS. 

Amount available shows the total amounts of funds available in FIS. Amount Reserved shows 

the total amount reserved in FIS and the document number of the reserve in FIS.  If there is 

no document number, no reserve has been created since the account had no money to re-

serve.  

http://dlrssywz8ozqw.cloudfront.net/wp-content/uploads/sites/31/2016/04/Proc-12-40-PAYROLL-RESERVATION-OVERDRAFT-REPORT.pdf


 

 

 

 

Submit Multiple FIS and HRIS Reports in Background  

To run month-end reports in the background, either individually or all at once in any combina-

tion.  

Advantages: This function allows users to run and print month-end reconciliation reports in 

the background of their system,  while they continue to work on their daily processes and post-

ings.  This report can be scheduled to run each month.  

Transaction Code: ZF16 

Menu Path:  Accounting > Funds Management > Information system > Funds Management 

Section (UofT reports) > Month-end reports > Submit Month-end Reports in the Back-

ground.  

Please also see the FIS website for further details.  

Good to Know...continued 

Broaden your understanding of current processes. 

Step 1: Determine which accounts re-

quire month-end reconciliation and en-

ter that respective top-level Funds cen-

ter. You can also select subordinate fund 

centers (Sub FC), funds, and sponsors.  

Step 4: Print the reports immediately 

by selecting the box “Print Immed?”  

If print immediately is not selected, ac-

cess the spool list to schedule the print 

jobs using Systems > Own Jobs.  

Step 2: Determine which reports are 

necessary and select from Telecom Bill-

ing, PI Report, and/or Other Reports. 

You may select more than one report.  

Step 3: Click on the “All Reports” tab to 

select the desired month-end reports. 

You may use the drop-down field to view 

the 4 report types: ALL, FINANCIAL, 

HR_REPORT, and MANAGEMENT.   

The desired individual reports must be 

selected by clicking on the box to the left 

of the report name to run the program.  

Click on “Submit Reports” to execute the 

program.  

http://finance.utoronto.ca/wp-content/uploads/2015/11/Submit_Month-End_Reports_in_the_Background.pdf


 

 

 

 

A/R Open Item Aging Report (FIS) 

The A/R Open Item Aging Report allows one to monitor the aging of open and cleared 

Accounts Receivable invoices.  Open items are invoices still considered outstanding. 

Cleared items are invoices where payments have been received in full and recorded in 

the system.  

Transaction Code: ZFRR007 

Menu Path:  Accounting > Financial Accounting > Accounts Receivable > Infor-

mation system > Reports for Accounts Receivable Accounting > Accounts Receivable 

(U of T) > Adequacy and documentation > Customer Open Item Analysis > Dept:A/R 

Open item Aging Report 

Please also see the FIS website for further details.  

Good to Know...continued 

Broaden your understanding of current processes. 

Step 1: Enter he Funds Center, Cost 

Center, Internal Order, or Fund that you 

are interested in.  

Click the box for “and all subordinate” if 

you want to see the hierarchy that falls 

under the respective Funds Center.  

Step 2:  

Execute the Report. 

The output includes the Customer #, 

Customer Name, OI total, and then the 

periods in which the Accounts Receiva-

ble amount is outstanding (ie. 0 to 30 

days, 31 to 60 days, 61 to 90 days, all 

the way to greater than 180 days). 

If the amount outstanding falls under 

any of the categories after 60 days, one 

should investigate this account further.  

Double click any cell to drill-down on 

the customer line item details (ie. Days 

overdue, Doc #, Posting date, etc.) for 

that cell.   

 

http://finance.utoronto.ca/wp-content/uploads/2015/09/AROpenItems.pdf


 

 

 

 

Variants (FIS, HRIS and RIS) 

Variants are saved selection criteria for reports. They are defined  by you, the user, in 

the system using the report selection screen.  

Advantages: Variants reduce data entry, speed up the report process, and ensure ac-

curacy of data entry.  

When are Variants  Used?  

Variants are used when you plan to run the same report repeatedly over a period.  

How to retrieve variants that have been created?  

Good to Know...continued 

Broaden your understanding of current processes. 

 

Step 1: Go to the selection screen for a 

report that you run frequently.  

Step 2: Enter the selection criteria 

Step 3: From the title bar, click on Goto 

→ Variants → Save as variant. 

Step 4: Name your variant in the 

“Variant Name” field.  

Step 5: Enter a short description of your 

variant in the “Meaning” field. 

Step 6: Click on “Save” to create.  

Step 1: Go to the selection screen of 

the report you wish to run.  

Step 2: Click on        or From the title 

bar, click on Goto → Variants →Get 

Step 3: Enter the Variant Name or 

Created by (ie. AMS User ID) to find 

the Variant. 

Step 4: Click Execute (F8).  

The Variant should now be displayed 

with the selection criteria filled.  

Please also see the FIS website for further details.  

http://finance.utoronto.ca/wp-content/uploads/2015/11/Variantasset.pdf


 

 

 

 

Statutory Holiday Pay Calculation for Casuals 

1. Add up the total hours worked for the 4 work weeks preceding the statutory holiday.  

2. Multiply the total number of hours worked by 1.04.  

3. Divide the total from step (2) by 20.  

4. The result of step (3) equals the number of hours of statutory holiday pay.  

5. Multiply these hours by the hourly wage rate of the employee to get the dollar amount of the 

statutory holiday pay.  

You can also use the Statutory Holiday Pay for Casuals report in HRIS to help with your calcu-
lations. 

Transaction Code: ZHMR188 

Menu Path: Human Resources > Information System > Personnel Management > Admin-

istration > Department Level Administration > Utilities > Statutory Holiday Pay for Casuals  

 

Good to Know...continued 

Broaden your understanding of current processes. 

Step 1: Enter the Top Level FC.  

Step 2: Click the Statutory Holiday 

Date you are calculating Vacation Pay 

for. 

Step 3: Enter the Personnel Number 

if you wish.  

timesheet you might re 

Please also see the HRIS website for few examples on how to calculate the Statutory Pay.  

Note: The output will only give you the days worked that are entered into HRIS. A tip is to 
use the total hours in this report and add any additional hours worked not yet entered into 

the system to calculate the Vacation pay.  

http://dlrssywz8ozqw.cloudfront.net/wp-content/uploads/sites/31/2016/04/Ref-1-17-STATUTORY-HOLIDAY-PAY-CALCULATING-HOURS-IN-TIME-MANAGEMENT.pdf


 

 

 

 

HST Not Applicable 

There are two categories of purchases which are not subject to HST: 

1. HST exempt—an exempt supply is a supply of goods or services for which there is 
no requirement to collect and remit HST. For example for suppliers with a small 
trader status. A supplier has that status if its sales of taxable supply do not exceed 
$30,000 annually.  

 

 

 

 

 

 

 

 

 

 

 

 

2. Zero-rated supply—a zero-rated supply is a supply taxed at the rate of zero. Fol-
lowing are purchases taxed at the rate of zero.   

 

 

 

 

 

 

 

 

 

 

 

Stay Fresh  

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

HST Exempt Purchases 

 Goods and services provided by 

small supplier 

 Educational services provided by 

elementary and secondary schools, 

publicly funded colleges and uni-

versities, and private secretarial 

schools and business colleges 

 sales of used residential housing 

and rentals of residential premises 

 Health care, child care and legal aid services 

 A broad range of supplies of a non-

commercial nature by charities, non-profit 

organizations, municipalities, and federal 

and provincial governments 

 most domestic financial services 

 certain intra-group financial services 

 ferry, road and bridge tolls 

Zero-rated Purchases 

 Prescription drugs 

 Medical devices 

 Agricultural and finishing supplies 

 International freight transporta-

tion services 

 Certain financial services 

 Initial sales or importation of pre-

cious metals 

 Basic groceries other than alcohol, snack 

food, restaurant meals, sweetened baked 

goods and take-out foods.  

 Exports of goods and services 

 International passenger travel services 

 supplies made to international organizations 

and officials including diplomats and mem-

ber of visiting armed forces 

Please also see the University of Toronto’s details regarding the Harmonized Sales Tax (HST).  

mailto:rushain.abbasi@utoronto.ca
http://finance.utoronto.ca/policies/gtfm/purchasing-and-payments-to-vendors/goods-and-services-tax-gst/


 

 

 

 

Tips and Tricks 

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

Excel feature SUBTOTAL 

SUBTOTAL—Feature that allows you to group and summarize your data using SUM, 

COUNT, AVERAGE, MIN, MAX and other functions. 

Advantages: SUBTOTAL feature is especially useful when PIVOTTABLES are not an 

efficient  way to analyze the data. You can change, view, add, delete subtotals as you 

please.  

See these detailed instructions on how to use the SUBTOTAL feature.  

Step 1: Organize the source data. The Excel 

subtotal feature requires that the source 

data be arranged in a proper order and 

should not contain any blank rows.  

Step 2: Select any cell within your data, go to Da-

ta tab > Outline group, and click Subtotal. 

Step 3: In the Subtotal dialog box, specify 

the three categories, which column to group 

by, what summary function to use and 

which columns to subtotal.   

Step 4: Click the OK button. The subtotals will 

appear below each data group, and the grand to-

tal will be added to the end of the table.  

https://www.ablebits.com/office-addins-blog/2016/08/11/subtotal-excel-insert-use-remove/


 

 

 

 

 

 

Tips and Tricks...continued 

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

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. 

Batch Input Error Correction for Absence Upload (Infotype 2001) 

If the Batch Input Session for Absence Upload (Infotype 2001) has errors, please see below on 

how to do the corrections. 

1. In the Create Infotype 2002 (Attendances) from Excel Spreadsheet screen, click  

 

 

2. To select the BDC session that has errors and needs to be re-processed, click   

 

 

3. Click  

4. In the Process Session (BDC Session Name) pop-up window, choose  

5. In the Process Session (BDC Session Name) pop-up window, click  

6. You will be prompted for all errors. To get to your error, click 

Once at the error, correct it. Then, press Enter to accept the correction and move forward to the 

next error. (Repeat the same process until complete)  

7. Once you have completed all the errors, you will receive a pop up window with the message 

“Processing of batch input session completed”. Click  

 

Note: Now you should see the status indicator for the BDC session created in Step 4 has 

changed to indicate a successfully processed batch input. If there are still errors, repeat No. 5 of 

this step until all transactions are completely successful.  

8. To exit from the scree, click   

If you are interested in know- ing how to Batch upload and derailed instructions on error 

status please see the HRIS website.  

mailto:rushain.abbasi@utoronto.ca
mailto:rushain.abbasi@utoronto.ca
http://dlrssywz8ozqw.cloudfront.net/wp-content/uploads/sites/31/2016/04/Fast-1-04b-FAST-ENTRY-ABSENCES-IT2001.pdf

