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OISE Forecast Submission Deadline 

Completed forecast forms are due and to be submitted to 

Rushain Abbasi (rushain.abbasi@utoronto.ca) by Wednesday, 

Nov 22, 2017. 

 

Collective Forecasting Sessions 

Use this time to work on your forecast and/or get help from 

the Finance team.  

 #1 Friday, Nov 10, 2017—10:00AM-12:00PM  

 #2 Wednesday, Nov 15, 2017—2:00PM-4:00PM  

Both sessions will be held in Lab 6, Third Floor 

Bringing together the systems, the procedures and the users. 

OISE CONNECT 

mailto:rushain.abbasi@utoronto.ca


 

 

 

Payroll Distribution Report  

This report is used to perform a monthly reconciliation of payroll charges between pay-

roll entries in HRIS and the payroll charges posted to FIS.  

Transaction Code: ZHJR_ZHJR004 

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

System > Funds Management Section (UofT Reports) > Month-End Reports > Payroll 

Distribution Report 

Please also see the FIS website for further details.  

Good to Know 

Broaden your understanding of current processes. 

Step 1: Selection Screen  

1. Enter the Funds Center that you wish to report 

on. (If the FC is at the top of its hierarchy, click 

“Include Funds Center Hierarchy”) 

2. Enter the Fund - if this field is left blank, all 

funds with activity will be included in the report.  

3. Enter the UofT fiscal year and fiscal period that 

you wish to report on.  

4. Click “Include G/L Summary Totals” to subtotal 

all the charges by G/L. 

5. Execute the report.  

B. Output  

Header information:  

- Funds Center & Fund number and name  

- Sponsor Year: used to determine amounts reported 

under Fiscal Sal/Ben and Sal/Ben Reserve columns 

- Grant &  Fund Start/End Date  

Report Details:  

- Personnel Number; Last Name 

- Pay period: M = Monthly paid employee + Number 

= Calendar month; F = Fortnightly/Biweekly paid 

employee + Number = Number of  pay period in the 

calendar year  

- Current Month Sal/Ben 

- Fiscal Sal/Ben: YTD S&B payroll activity, should 

agree to the YTD postings in FIS 

- Sal/Ben Reserve: amount of payroll reserve calcu-

lated by HRIS to encumber available FIS funds to the  

Reserve End Date  

- Reserve End Date 

- SBR Rate  

- Total Amount of Sal/Ben 

- Payment End Date (P) 

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


 

 

 

Cheques Payable to Person Processing Report  

This report should be run on a monthly basis. It provides information on any cheque 

that was produced by the same person as the payee of the cheque.   

Transaction Code: ZFTR076 

Menu Path:  Accounting > Funds Management > Information System> Funds Man-

agement Section (UofT Reports) > Management Reporting > Cheques payable to per-

son processing payment  

Please also see the FIS website for further details.  

Good to Know...continued 

Broaden your understanding of current processes. 

Step 1: Selection Screen  

1. Enter the parent Funds Center that you wish to report on. 

2. The User ID field should be left blank to capture all transactions.  

3. Enter the period, including the start and end  dates, that your report will cover.  

4. Execute the report.  

** This report takes a long time to execute and hence, should be run in the background. Follow these in-

structions for more information about running a report in the background or check out the August 2017 

OISE Connect Newsletter.  

Step 2: Output Screen 

Preferably, this is what you want to see on the output screen  — “No Data Found.” This tells us that no 

cheques are being produced by the same person who is also the payee of that cheque.  

 

If any data is produced on the output screen, it will showcase the name of the payee, the user ID of the 

payee, the user ID of the person that posted the payment, the amount of the cheque, the document text, 

the cheque number, the document number of the transaction, the pay date on the cheque, and the docu-

ment type.  

 

You may double click on any of the line items to see a document overview screen.  

http://finance.utoronto.ca/wp-content/uploads/2015/11/Cheques-Payable-to-Person-Processing-Transaction-Converted.pdf
http://finance.utoronto.ca/wp-content/uploads/2015/11/Submit_Month-End_Reports_in_the_Background.pdf
http://finance.utoronto.ca/wp-content/uploads/2015/11/Submit_Month-End_Reports_in_the_Background.pdf
http://www.oise.utoronto.ca/cao/UserFiles/File/OISE_CONNECT/OISE_Connect_August_2017_20170801.pdf
http://www.oise.utoronto.ca/cao/UserFiles/File/OISE_CONNECT/OISE_Connect_August_2017_20170801.pdf


 

 

 

Financial Transaction Exception Report  

This report should be run on a monthly basis. It  displays a list of non-payroll financial transac-

tions to a funds center that match or exceed a specified threshold dollar value. This report is 

used to analyze the financial charges to an account.  

Transaction Code: ZFTR075 

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

Section (UofT Reports) > Management Reporting > Financial Transaction Exception Report 

Please also see the FIS website for further details.  

Good to Know...continued 

Broaden your understanding of current processes. 

Step 1: Selection Screen  

1. Enter the parent Funds Center that you wish to report on. 

2. Enter a threshold amount (ie. 5000) for the report. This is a dollar value.  

3. Enter the period, including the start and end  dates, that your report will cover.  

4. Execute the report.  

Step 2: Output Screen 

The output screen will display all the transactions that match or exceed the threshold dollar value. The 

details for each transaction include the respective funds center, the fund, the document number for that 

transactions, the entry date, the customer or vendor name, the amount of the document, the document 

header text as posted in the original document, the document type, and the user ID of the person that 

posted the transaction.  

 

If you double click any of the line items, the document overview screen, with the original posting will be 

displayed.  

http://finance.utoronto.ca/wp-content/uploads/2015/11/Financial-Transaction-Exception-Report-Converted.pdf


 

 

 

Monthly Customer Statement F&S Report 

This report identifies Facilities & Services charges against departmental service orders for the 
period under review. It can also be used to reconcile the monthly Facilities & Service charges to 
the corresponding FI postings. This report applies to Internal customers (departments) that are 

charged directly by Facilities & Services using the service order system.  

Transaction Code: ZFVR019A 

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

Section (U of T Reports) > Month-End Reports > F&S Customer Statement—2015 Onwards  

Good to Know...continued 

Broaden your understanding of current processes. 

Please also see the FIS website for more detailed instructions.  

Step 1: Selection Screen 

1. Enter the fiscal year you wish to report on.  

2. Enter the fiscal period(s) you wish to report on.  

3. Enter the Customer Account number; Service Order 

Number; Funds Center; Fund; Cost Center Group; 

or Internal Order number.  

4. Execute the report.  

Step 2: Output Screen 

The list below represents the report output for the re-

port:  

Details of the Charges:  

 Customer (account) #; Customer Name 

 Service Order #; Service Order Description; Build-

ing 

 Charge type; Material number; Description (of ma-

terial); Total Hours/Quantity; Labour rate; Value; 

Transaction Date 

Customer FIS Account Assignment Info: 

 Invoice information; Billing document #; Billing 

date 

 Customer Funds Center; Customer Fund; Customer 

Internal Order; Customer G/L 

F&S Vendor Payment Details:  

 Leading/Superior Order 

 Invoice/Journal entry document #; Invoice/

Journal entry date; Invoice/Journal entry posting 

date; Invoice Vendor #; Invoice line item text; In-

voice Company Code; Invoice Fiscal Year 

http://www.fs.utoronto.ca/wp-content/uploads/2016/01/fs_customer_statement.pdf


 

Good to Know...continued 

Broaden your understanding of current processes. 

Please also see the FIS website for more detailed instructions.  

Detailed Procedures  

1. Determine the payment currency  

2. Select the appropriate OTA account to be used: 

 990001 - OTA Trade Payable Canadian vendors (CAD currency)  

 990002 - OTA Trade Payable US vendors (USD currency)  

 990003- OTA Trade Payable Foreign vendors (Foreign currency Drafts0 

 990xxx- assigned Departmental Expense Reimbursement vendor (Account 

      Group: YTER) or 

 990004- generic Departmental Expense Reimbursement vendor to be used 

      without an  assigned account  

3. Determine whether the cheque is to be sent to payee's mailing address or c/o a 

UofT department  

One Time Only (OTA) Accounts  

The OTA vendor account should be used only when ALL of the following condi-

tions exist:  

 A vendor account does not exist 

 The transaction size does not exceed $4999.99 

 You do not anticipate using the vendor more than once in a fiscal year 

Notes:  

 When the purchase amount is $5,000.00 or greater (before taxes), policy states 

that it may be made only from vendors on the list of approved suppliers estab-
lished and maintained by Procurement Services.  

 If a vendor is not on the list of approved suppliers or if you know the supplier 
will be used more than once during the fiscal year, the supplier may apply for 

inclusion by completing the online New Supplier Account Request Form.  

 If the vendor account exists and the cheque needs to be redirected to an alter-

nate address, see the “Using Alternate Payee Address” reference guide.  

http://finance.utoronto.ca/wp-content/uploads/2015/11/Using-One-Time-Only-Vendors-Converted1.pdf
http://www.procurement.utoronto.ca/wp-content/uploads/2015/03/NewSupplier-form.pdf
http://finance.utoronto.ca/wp-content/uploads/2015/10/altpayee.pdf


 

 

 

Purchasing Cycle at UofT 

 

1. Initiate a Request/Requirement for Goods or Services 

 Identify the business requirement for the purchase 

 Estimate the cost of the purchase, and ensure that funding is available 

2. Select Vendor from Available External Suppliers 

 Identify potential suppliers 

 Review the agreed upon terms of sale, warranties, and return policies 

 Depending on the dollar value of the purchase, consider the financial viability of the supplier 

3. Place Order  

 Depending on the size/nature of the order , a written confirmation of the terms of agreement 

may be required 

4. Goods/Services Received  

 Ensure that terms of purchase/sale, such as agreed upon quantity and quality, are met 

5. Invoice Received and Verified  

 Ensure information on the invoice, such as price, quantity and quality, match the information 

contained in the original purchase agreement when the goods/services were received. Ensure 

that the University only pays for items received/consumed and pays a fair price for 

those items.  

 Obtain approval to issue payment.  

6. Issue Payment  

 Identify the source of funding, and ensure that sufficient funds are available to cover the pay-

ment 

 Issue payment to supplier 

Please also see the FIS website for further details.  

Tips and Tricks 

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

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


 

 

 

Excel Feature: Pivot Tables  

When you have a lot of data, PivotTables can help make your worksheets more manage-

able by summarizing your data and allowing you to manipulate it in different ways. 

 

Tips and Tricks 

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

See these detailed instructions for further information  

Step #1 

Select the table/cells (including column headers) 

you want included in the PivotTable.  

Step #2 

From the Insert tab, click the PivotTable com-

mand. 

Step #3 

The Create PivotTable dialog box will appear. 

Choose your settings, then click OK.  

https://www.gcflearnfree.org/excel2016/intro-to-pivottables/1/


 

 

 

Excel Feature: Pivot Tables Continued 

 

Tips and Tricks 

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

See these detailed instructions for further information  

Step #4 

A blank PivotTable and Field List will appear on 

a new worksheet.  

Step #5 

Once you create a PivotTable, you will need to de-

cide which fields to add. Each field is simply a col-

umn header from the source data selected in Step 

#1. In the PivotTable Field List, check the box 

for each field you want to add.  

Step #6 

The selected fields will be added to one of the four 

areas: Filters, Columns, Rows, Values. You 

can drag and drop fields directly into the desired 

area.  

Step #7 

The PivotTable will calculate and summarize 

the selected fields.  

https://www.gcflearnfree.org/excel2016/intro-to-pivottables/1/


 

 

 

 

OISE Forecast Submission Deadlines  

Completed forecast forms are due and to be submitted to Rushain Abbasi 

(rushain.abbasi@utoronto.ca) based on the schedule below .  

 

 

 

 

 

 

For Information on preparing the forecast, please see the following links 

below:  

 

 University of Toronto—Preparing the Divisional Operating Reserve Forecast Re-

port 

 OISE—Forecast Objective and Instructions 

 

 

 

 

Stay Fresh  

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

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. 

Forecast OISE Deadline 

#1 Wednesday— November 22, 2017  

#2 Tuesday — February 13, 2018 at Noon 

#3 Wednesday — April 11, 2018  

mailto:rushain.abbasi@utoronto.ca
http://finance.utoronto.ca/policies/gtfm/financial-management/reporting/forcasting-the-operating-fund-reserves/#preparing
http://finance.utoronto.ca/policies/gtfm/financial-management/reporting/forcasting-the-operating-fund-reserves/#preparing
http://www.oise.utoronto.ca/cao/Finance/Services_for_Business_Officers/Forecasts/index.html
mailto:rushain.abbasi@utoronto.ca

