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Introduction
Product Overview

The Financial Administration Support Tool (FAST) is a web based reporting tool that
allows financial information to be presented in an easy to read, understand, and
navigate interface. FAST can be accessed through any modern web browser, such
as Netscape or Internet Explorer version 4 or higher.

FAST provides easy access to the financial data collected and produced by Banner.
Banner is an integrated software solution written by SCT (www.sct.com) for student
information, advancement, human resources, financial aid, faculty and advisors, and
finances. FAST focuses on reporting on data from the finance module of Banner.

Key Features

Web Based

Secure

Easy to access

Cross Platform

No client software to install

Drill down to transaction level detail

Download to excel

Multiple Budget

Comparative and Date Range views of Data
Filter on any combination of FOAPAL elements

About This Manual

This manual is intended as a brief introduction for new users of FAST. Used as a
training and reference manual, the information contained herein offers instructions on
how to access information and perform functions in FAST.

Technical users and administrators should look at the Technical Overview document.

© 2003 Millennium Computer Systems Ltd. Carleton University
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The Financial Administration Support Tool

This section of the User Manual outlines some of the core functionality and
navigational structure of FAST.

Login

To login into FAST open your browser and go to http://www.carleton.ca/fast/

The first screen you will see when accessing FAST is the Login Screen. This is
where you enter your Banner User ID and password. Your user ID is your first name
concatenated with your last name (firstnamelastname). Your password can only be
changed in Banner using the GUAPSWD screen. Please change your password
from the default password u_pick it if you have not already done so. If your would
like more information on how to change your password and access banner please
refer to Document 3 Accessing Banner & Changing Your Password in the General
Ledger and FAST Reporting Training Documents
(http://www.carleton.ca/banner/finance/finance.htm)

AR FAST - Login - Microsoft Internet Explorer provided by EduNET R

File Edit Wew Favorites Tools Help ﬁ

&Back ~ = - ) ﬁ| iQisearch [GelFavorites  fMedia ¢4 | B\ S =~

Address I@;‘] http:{foriole.nt.carleton, ca/FASTO1 fLogin, asp?FD=LOGINEFR=LC&15=Y&EN=Microsoft %20Internet % 20Explorer By =4805="Win32&RN=56227 j @Go | Links *

=
C( I I leton FAST System - (Financial Administration Support Tool)

UNIVERSITY

Millennium

Please provide your User ID and Password

User ID: |ﬂrstname|astname

Passwurd:l******

After you have keyed in your User ID and Password click the enter BT ] putton.
The main menu will then appear.

© 2003 Millennium Computer Systems Ltd. Carleton University 5
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Main Menu

When you have successfully logged in, the next screen displayed is the Main Menu.
This is where detailed account information can be entered and searched for. If no
values are entered, a top-level overview of funds will be displayed for the current
period. This is what the Main Menu would look like (assuming the current period was

April 2003):

2 Main Menu - Microsoft Internet Explorer provided by EduNET =181 x]
File Edit ‘Wiew Favorites Tools Help i
daBack + = - ) ﬁ| {Qhsearch [F]Favorites  fMedia ®| B-S =
Address IE;.I http:jforiole.nt.carleton.cafFASTOL [Prompts. asp?FD=MEMURSDL=M&FR=IV&RN=451 1 3&EY=48EMN=IER]5=Y d @Go |Links 2

=l

- Car leton FAST System - (Financial Administration Support Tool)
=]

UNIVERSITY

FORM: MEMU

Please input your desired report parameters.,
You can click on the - to lookup a field

Chart IM—

Fund I— -

Orgn I— -

Acct l— -

Prog I -

Actv l— -

Locn I -

Period: Im
Desired Report: lm

On the main menu you see blank text boxes for each FOAPAL element, and a drop

down box for Period and Desired Report selection. If your click on the enter [ |
button at this point you will open the Navigation Screen displaying a top-level
overview of funds for the current period.

© 2003 Millennium Computer Systems Ltd. Carleton University 6



Selecting a FOAPAL Element

To select on a particular FOAPAL element you can type in the FOAPAL segment
number desired in the text box beside the FOAPAL element description or you could
use the drill down button . Clicking on the Drill down button will open another
screen that will let you select the element you wish.

R FAST - Microsolt Internet Explorer provided by EduNET =181 =]
wroc - = - @8 ] Qewch GiFsvoites Preda (3| EY- S E1- EH K

Plaase click on the decirad Fund code, 1f & =12 shown, :lL

yau may click on it oo find Fund codas thal report up 1o thig ane.

Chart Fund Title Status

] 10 * HRegular Operating Fund Active

M iz = gncllary dperating Funds Achve

| 14 = Flant « Unrestricted Active

n 15 w Uacation Pay - Unrestrictad Active

M 16 = Emp Futurs Benshts-Unrestr Achve

" 15 = Internally Restricted Funds Actve

L] 20 - WG Scholars Active

o] 21 = Grad Scholars hchve

" 22 = UG Bursary Active

m 23 w» Grad Bursary Aotive

| 24 = UfE Prizes Active

| 25 = Grad Prizes Active

m Z6 = Special Purpase Disburse Active

MM 28 * Development Campaign FHolding Funds Active

l 30 = Rastncted Sponsored Research Achva

" 40 - Parker Loan Fund Botive

o] A - Endowrment Investment Holdings Active

M &1 = WG Scholar Endowrmnents Actve

Ll 62 = Grad Scholar Endowrnents Aot

m a3 w Bursary Endowments Active

l il = DETIF Burgary Endowrments Achve

M 65 = /G Award & Prize Endow Activa

] -1} w Grad award Endow Active

M &7 = Special Project Endaw Achve

| -1 = Unrastricted Endow Principal Active

] T - Restricted Non-Research Grants and  Active

] an = Endow Trusts Active

| a1 = Funds Held in Trust Ructive

M an - Provingcial Capital Grants Active

W a1 = Financed Flant Fund Active

M az = Federal Gov't Capaital Grants Active

Ll a3 = [nternally-Funded Flant Funds Aot

| a4 = Donation-Funded Construction Active

o] a6 = Genarsl Plart Fund hetva

" BA = Bank Fund Active

M DEBC tast Active

M 152584 WP Resesarch - Startup grant Achve =
1 Dnne: B I ™ ey :

The screen shot above is a drilled down on Fund codes. Each available fund has a
drill down button " . Every element with a drill down button ™ will continue drilling
down to the next level of detail until the bottom or entry-level code of the element has
been selected. This method of selecting a code is available on all the FOAPAL
elements. If you have not selected a code on the main menu screen drilling down is
still possible from the Navigation Screen.

© 2003 Millennium Computer Systems Ltd. Carleton University
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Report Period Selection

From the main menu the desired reporting period can be selected. Clicking on the
drop down box beside will display the closed and open periods in Banner.

Report Period Selection Drop down box

=& =]
He £k Pew Favokes Todk e | = |
hmek - o - D [H A Bsewch Rirets: @reds BRI S-EH _ |
Agkdresss [ 4] Fetpufionole. nt carlston. calFAS TO Prompts. ssp?F OaPENLBSDL=HAFR=IWRN=2 | | T208VABEN=ERIS=Y =] e ks
o Cﬂf‘]ﬂtﬂn FAST Systen - (Financial Adnwisistration Suonort Tool)
UNIVERSITY
FORM: MENU
Flegia input volr desred raport parameters.
You can click crjithe = to lookup a firld
Chart IM—.
Fund -
Mrgn w
Acct -
Froqg l P
Aoty |— -
Locn .
Period: Apr-Z003 {Open) =
Desired Repart: (Apr-20l open)
\Feb-2003 (Open)
Nan-z003 [Chosad)
(Cec-2002 {Closed)
INow=-Z2002 {Clossd)
[oct-2002 {Closed)
1Sap-2002 {Clagadh
VAug-2002 {Closed)
Wul-26002 (CSlosed)
un-zooz [Clesedy =]
. 4|
| |l rvemet

|&] bere

The reporting period can also be selected from the Navigation Screen.

Carleton University



Report Selection
Using the Drop down box for “Desired Report” users can select between Balance
Sheet accounts and Operating Statement Accounts. Most Administrators will be
interested in the Operating Statement, which contains Expense and Revenue
Accounts. The Operating Statement is the default view.

Desired Report Selection Drop Down Box

Af Main Menu - Miceosoft Internet Exploser provided by EQuNET =& =]
He £k mew Faotes Dok b | = |
ok - o - Q[ A Qrewch rnres Gree BB A - |
Aididress |.§.| ﬂ:lp:|'.l’un:4=.nl:.l:eﬂ:tcn.cquﬂEm.hcwts.esp‘FD—-h’EﬂmluN&FR—-.I'.'BN\'-EI:IFEBB‘-'—»-IBEIH—IDMEa—‘:‘ ;I oo | nks

A
m GH T']{ﬂﬂrl FAST System - (Financial Adrmiwstration Suoport Tood)
UNIVERSITY
FORM: MENL
Plegse input yvour @aarad repart paramatiars.
¥ou can click on tie = to lockup a field
Chart 1l
Fund -
Orgn |— s
Acct [ -
Prog l_ .
Acty |_ -
Lowtn |_
Period: A
Desired Repart: Dparaing Statennant -
operating Statement
\Bislances Sheet
_ =
| !' Irkemat
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Navigation

Clicking the ENTER (== | hutton on the Main Menu screen without entering any
parameters will bring up an overview of all top level funds for period specified on the
main menu. The user can only view the Funds they have been granted view access
to in Banner, most likely just the Operating Fund or a few Research Funds. Access
is controlled by the user’s profile in Banner & is maintained by the Finance Office.

2 hittpe Foriobe. nEcarieton.coy FASTOH,FAS Ta507 A =EAL =R AHL =N =1 BEF =ARET=Y A =5 DA =R T=RENC=AF =SFF - Micrasalt
Ele Edt Wew Favobes Toos  Hel
Bk - = - N[ | Bsearch [SiFwomes Greds BN DB - 5

18l xi

-!gdreﬂ|¢_| L B DB s DRt TR OF M s BoDH = H2O T = P = BPED = P E D BPHC =8 = MBPOSH s bR s bR F =2 L BR Ge3AL =80 § 02 TEESE= BIEL = A0 Tk DediMi= ;I oo | Unks

g : Cﬂrlet{)n FAST Systen - (Finanoial Adroiisiration Suppord Tool)
T O WUNIVERSITY e
Currant Tear x| Period: |Apr-2003 [Cpen) =] Gata: [Fund =] Bisolay I:I =
[ mneROiEAcal ZO0FHI0H Bulgst 5
Chiart M Last Updated : Spr-26-2003
[= —= BaseBudget | Fiscal Budger Aty —
ods Harm= original| fdjusted original| Adjusted Actuals| Encumbersd Availsbls
10 fegular Operating Fund 14,357 248 14,413,803 14 417433 14 417 473 13,88% 076 =201 ,044% T25.423
1z ancillary Qp=razing Funds 107,637 107,737 107,587 107 587 135,225 o -2Ted7
18 Internally Festricted Furds 24 250 24,250 24,250 24,250 24,300 o -50
20 WG Schalars 275,874 576,232 75604 575,602 arg a7 o -3,3E3
21 Grad Scholars 162,045 182,289 181, 8h% 11 8D 181,585 o =120
Z2 LSS Bursars 103323z 1,033,552 103299z 1,038,992 1,040,232 o =L,240
23 Grad Bursary 4 480 4,150 4 180 4,150 4, L850 o o]
=4 G Prizes 10248 10,728 10588 10,588 10628 o 20
Z5 Grad Proee 13010 13,050 12,980 12,0:&0 1% 000 i w20
=0 Bestnicted Sponsored Resdarch (n] n [x] ] «1,023 o 1,023
L] Endosarnant Irwastmant Heldings 17,3588 17,588 17,238 17,238 17,538 a =10d
&1 WG Schalar Endosimants 65,040 &8,200 67,920 &7 ,920 65,000 n -B0
[-H] Grad Schaolar Endesmeants 250,010 250,050 49280 240,050 250,000 ] =20
5] Burdary Entdoraments 151,020 151,100 150,960 150,960 151,000 n -4l
e OETOF Bursary Endovemants T 020 76,100 5260 75,480 26,000 ] -l
4] UG fAward & Prizs Endow 30,010 30,050 29200 249,950 A0,000 ] -20
Total 17547 524 17,345,050 17365529 A7 35,520 16,834,555 -0, 06 H95,T16
Chek hare il pau woidd hka 1o return 0o tha msha Chek hare o downlosd te Exeal
|&] Dore | | | ket
This screen has many components that provide the functionality to view FOAPAL
elements in many ways. The components that will be explored in this document are:
e The Actual and Budget Tabs
¢ Message toolbar
e Header bar
e Period Selection
e Report Selection
. “ ”
e Element Selection “GoTo
e Download to Excel
e Drill down
¢ Moving back to the Main Menu
© 2003 Millennium Computer Systems Ltd. Carleton University 10



Navigation Screen Components

g I ??
o o) S 4-’ %@ wﬁ% /8 ,»’ gy
ﬁ_mw ,F} IS‘ rm:'r —N&DT ErF‘— D?—BH-' —!ﬁ—H‘F —&F.I'-u—ﬁB.Z
x d':?
Jﬂr s .Q;I%} FAST By ‘5'1 [ Firnarci TU s frabion ér ard Tool)
W 17T
Current ‘fear;l d or-2003 [Cpen) Goto: und B plf:.-arﬂ s
| ZO0ZTE00G Actual
Chart M __Last Updated | &pr-26-2003
| Base Ell.u:I-Et Fiscal Budget A:,-m.-
Code Cariginal| Adjustad criginal| Bdjusts d Actuals| !n-curnb:rud Available
in Dpereking Fumd 14,397,230 14,413,903 14,417,473 14417473 13,895,076 -203,045 25443
12 Operating Funds 107,677 107,797 107,587 107,587 135,225 o 2T BT
1B astricted Furds 24,250 24,250 24,250 24,250 24,200 o 50
20 a7s,874 5TE,234 975,604 575,604 978,947 o 3,343
21 182,049 122,229 181,269 121,869 18L,989 o =120
2z 1,039,232 1,038,552 1,038,992 1,038,952 1,040,232 o 1,740
23 4, 150 4,150 4 150 4,150 4, 150 o o
24 WG Prizes 10 8498 in,7z6 10,586 in,586 10,628 o A0
25 Grad Proes 13010 13,050 12,980 12,980 1z,000 o «20
30 Resthcted Sponsored Resdarch 0 ] 0 n «1,023 o 1,023
&0 t ol 17,308 17,558 17,238 17,238 17,338 n -ino
61 E"UE "f':""t" More detail available 63,040 48,200 67,520 67,920 5,000 0 -8
&2 Grad Scholar Endemments 80,010 50,050 249,980 240,950 E50,000 ] =20
&3 Buraary Endomments 151,020 151,100 150,960 150,960 152,000 o &l
e DETOF Bursary Endavemants FE 020 Th,100 75,960 FEA60 F&,000 n ~all
&5 WG Award & Prizs Endow 0,010 30,050 29,980 29,950 0,000 o -20
Total 17307524 17,365,050 17,365,529 17,365,520 16,504,559 -203,0E G935, F16
Chek hare il pau wodd hka 10 réturn 10 the manu Chek hare o dosmbaad to Excal
[ [ | okmmet

© 2003 Millennium Computer Systems Ltd. Carleton University 11



The Actual and Budget Tab

When the Navigation Screen is first opened the default view will be the Actual Tab.
This is where data can be explored and viewed. The Budget Tab will be used during
Budget Development and the functionality behind that tab will be explained in the
upcoming Budget Development User Manual.

Budget Tab Screen Used During Budget Development

AR httpe foriobe.nkcaricton.cogF ST FAS Tasp?d =HTHMMMEAD —FAHC =RAL =ARF =AML =YAD —RDA=RDT=RENC=&F=- b It Ex =& =]

He £ vew Faores Todk Heh [ @ |

ek o - Q[ A Qe v Gote IS -E

Agvdress |‘E| D0 BN = EEOF T =BT = B0 TP = LFE D fper 2 DE D0 3P D02 = Rt E--BCC'L-SEG&"J—B&—I!\RF'—EI!-ﬁG-nBFL—ERN—d-.?_'-GI-!.EIJ—ZBEI]'.—E’II.—&E-T&&1—&TC\—BL‘IT-'D—;I f:’ﬂ'-\ Lirks *

% Cﬂrtet{]n FAST Systeum - (Financial Adrmimistration Suppord Tool)
UNIVERSITY
: TS Y : e FORM:
| 20022005 Actusl | 2005/2004 Budgat
Chart M Fond 1063000 Orgn 57 Acct 712002 Last Updated @ Apr-26-2003
pcode” INama Rocked [ Bagoalloc! Wew Bace Bud| Bace Vanancel  Fiseal Alloc.| Wew Ficcal Bud,  Fiee.Vanancs
F1202-1800 Postage Expensel K o a e} ]
EubTotal Durect Expendibures o o a ]
Total Revenues Less Bxpenditures o [a] a ]
Baze Allocation
Fiscal allocation
Click hare F pou would hka 16 return b tha mang Chick hare bo dewnlasd b Excal
Bt | | !' InkEmat

© 2003 Millennium Computer Systems Ltd. Carleton University 12



The Message Bar

From this Main Navigation screen, a user can drill into the data by clicking on
numbers that are highlighted in a blue font. As the user drills down into the data the
message bar indicates the level of data being viewed. The message bar displays the
Fund Org Account and Program level

) bt Snriole.nbcarietan.co FASTIS FAS T.asp 7D =G ENF=(RRF =2 1 &RL =K =YEF = TMMMMME:0=RET A =RP=FAC=F = Microsoit Intermnak Explon _|&] =]
Fle £k Wew Fawokes Tods Heb |-
wBak - =+ G 2] | Dsewch [aiFmomes Sweda oA | By- S0 = - 5

Agdrass |.€:| ton. CAlFASTHFAST. &optF D=5 F < DBRF = 21 2R L = B =l = T FNMEO =S SE0 = R byt =B <P T LaNRFCWR L = TMeFTZs NAMCBFFZ=T TEF L= B0 s BERN= 59257 j '('}ﬁﬂ | Lirks **

Il.h:-:_. Garlemn FAST Sypstenn - (Financwd Adrrsiration Support Tool)

UNIYERSITY

Currant Tesr = | Period: |Feb-Z003 [Goen) =]
I 20022003 Actual | 20032004 Budgat |

Chart M Fund 100000 Regulsr Opsrating Fund Orgn 498 Finance Offics  Last Updated @ Apr-26-2003

| | Base B pet Fiscal Budget Activity

FORM: QF
Display [0 '

Acct-Frog rigiral| adjusted riginal| adjustad Actuals| Encumnbersd| Availabls
F10000-1300 -3 =143 ~143 T u] =916
710001 -1300 ] o n 1] n
F10012-1300 o [x] 1] [x] 1]
711000-1300 1} [x] 1] [x] 1]
F11001-1300 [ a 0 a L]
F12000-1300 0 Q 2,000 a 2,000
FLE002-1300 n o 1] o n
713000-1300 [ o 3,000 o 3,000
FLA0AL-1300 i a ] 1] ]
FLA0OE-1300 PagesCall Phone Ren 1] i} 0 i} I}
FLEE00-1 300 Staff Devalaprment Sosks il 0 il 0 ]
714100-1300 E::{:”“m Travel - Qener 0 o ] o ]
71a700-1300 Accountable Travel Advances 1] 3,480 3,500 o -Z0
7Z3000-1300 Equiprmeent Purchases < §5,000 ] o 1] ] 1]

SubTotal a -5,538

Total Reyenuss Less Expandituras 1] 5,536

Click hare if pou would like to return o the menu

| et

The Message bar above indicates we are viewing Chart M, Fund 100000, Org 498,
and the Account and Program Segments are on in the left column.

© 2003 Millennium Computer Systems Ltd. Carleton University 13



The Header Bar

: Exploes =|81 =]
Be Gk pew Faokes [ods fe [ |
dabadk - = - ) [ 4| Disewch [miFmomes Preda | B S = - E]

Adidrass |.ﬂ ton. CalFASTIMIFAST, 2ep P D= RIF < D8R F = 2130 L = BT =i = Th M B0 =B S E 0 s EP = BT s B =B L MR CRR | =T MR 2= A O P2 T TEF L= B0 = BARM= 59257 d {:’Eﬂ | Links *

Carlet{)n FAST Systean - [Finaroiad Admisiration Support Tool)
UNIVERSITY PR oE
= o | Fah- = =
Currant Tear x| Perind: |Feb-2003 [Coen) =] Bisplay [0 ”
| 200252003 Actual I 20032004 Budgst |
Chart M Fuond 1003000 Aegulsr Opsrsting Fund Oregm 492 Finance Offics  Last Updated @ dpr-26-2002
—’I [ [ Base Budget I Fiscal Budges [ Activy
A |Acct-Frog Name original| adjustad Griginal adjustad Actuals| Encumbered Available
FL0000-1300 s Supphas -113 =73 143 =143 373 0 =516
2400011300 Rafarance Matarials 0 Q ] a o Q o
FLO012-1300 other Supplies o a o a o [x] o
F11000-1300 Photocopying Charges & Supphes 1] a 1] o 1] [u} ]
FLi0d1-1300 Prinfing Costs & Supplies il a ] ] i} i} o
7120001300 Lorg Distance Chargas 0 Q ] i 2,000 0 -2,000
FLZ002-1300 Postage Expense n [a] 1] [x] 1} [x] n
7L3000-1300 Telephone Equipment Rentals o =] o o 3,000 o -3,000
SLAMOL-1300 Computer Lease Costs L] ] 1] ] 1} [e] 0
FLA00E-1300 Pages/Call Phane Rental 1] i) 1] i} 1] 0 1]
FLE900-1300 Staff Deveboprent Costs 0 Q ] Q ] Q ]
i Conferencs Travel - General
F19100-1300 Casts o a 1] [x] o [e] o
FLa7o0-1300 Accauntable Travel advances 3,510 3580 3420 3480 3,500 ] =20
FZ3000-1300 Equiprne=nt Purchases < $5,000 1] a o 1] o ] o
SubTotsl 3387 47T 3,037 297 8,873 1} -5,536
Tetsl Reveniuss Leds Expandituras -3,397 -3AT7 -3,337 -3337 -8,873 1} G.536
Click hare if you woudd liks to return to the meano Click hare to dowrlosd to Excsl
] [ | et

@——Header Bar

As the views in the Navigation Screen change, the Header Bar changes to provide
descriptions for each column of data being viewed.

© 2003 Millennium Computer Systems Ltd. Carleton University 14



Period Selection

i/ foride.nkcarletan.coy FASTOH/ FASTampTHD
Fie B view Favorkes Tooks  Helo

=OSRF=NRRF =2 1B RL =5C =YRF=TMMMMME D =RERRA =B =EAL=E: - Microsoft Intemit Explos =181 =]

o - o - @D A Dsowch [oirortes Bvoda 3|5y 5 - &

Ackiness [ ] o, calF ST 4T AST, a2pi D IS8 <CORF =2 14RL =8C= TP o THIAPHNEO ~EE S P ~AC =B =8 V| =NHHCRFP L= THROF T2 NMCBFF2=T 1L GO0, <BLRNasAzsT 7] G0 | ks

Carleton

UNIVERSITY

FAST Systemn - [Financial Admeniseration Support Tool)

Click here if you would like to return to the menu

Currsnt ear x| perind: [Feb-2003 [Coen) =] Oi“h:f—jnm '-‘ls
[ 200272003 Actisl I 20032004 Budgst [
Chart M Fund 100000 Regular Opolling Fund  Orgn 488 Finance Office  Last Updated : Apr-26-2003
I [ Base Budget Fiscal Budget Aty
Acct-Frog Mame Criginal| Adjustsd riginal adjustsd Actuals| Encumbersd| Available
FL0000-1300 D#fic Suppliss -113 -13 -143 -143 373 o -516
7A0001-1300  Refarence Materials 0 ] 0 o [l ] 0
7100121300 Other Supplies o o o o o o o
711000-1300 Photocopying Charges & pplies o a o o o a o
FL1001-1300 Printing Costs & Supplies [ o [ a L] o o
FLZO00-1300  Long Distance Charges 0 ] 0 o 2,000 o 2,000
TLZO0Z1300  Postage Expense [ o ] o [} ] ]
FL3000-1300 Telephone Equiprment Rental o a o o 3,000 a 3,000
713001-1300  Computer Lease Sosts u ] ] o ] e ]
FL3002-1300 Pager/Call Phane Rental [ a [ a L] a o
718900-1300 Stalf Cevelopment Costs o o o Q n o n
Conference Travel - General
7lal00-1300 o0 [ ] ] o ] ] ]
FLATO0-1300  Accountable Trawel advances 3,510 3,550 3450 3,480 3,500 o 20
723000-1300 Equipment Purchases < $5,000 [ o ] o o o o
SubTotal 3397 AATT 3,337 aaar 8,873 o -5,536
Total Revenuss Less Expendituras -537 -FATT -3,337 -37337 -8,873 i} 5,536

Click hore to download to Excel

[ o emmet

Period Selection

Be gk yew Favokes Tods el

daback - = - () [ | Bsewch [aiFaw

T TS|
: =
FIESF R

Az ] 0031 1850 =200 st ENE <R fr BAC=AAHC=N

.-Ilc-\'e.r--s;n_s.lrfsu'-lr:-r;e(:_&L_!d'-r-H-&FL-'WMNLW-M-H&-WM&-Iu.'ssﬂ o |I.I'\l$”

Carleton

FAST System - (Financial Administration Suppert Toot)

ChartM Last Updated : Aps-26-2003

Code Talg

10 Reqular Operating Fund

1z Ancllary Gperating Furds

15 Initernally Restoicted Funds

0 WG Seholars

1 Grad Scholars

2z U/ Bursary

21 Grad Bursary

24 UG Prizes

5 Grad Prizes

£ Restwicted Sponsored Research

L] Engawmant [nvestmant Haldings

&1 UiG Seholar Endowments

oz Grad Scholar Endowments

€1 Bursary Endawmerts

£ OSTOF Bursary Endowments

€3 U/ Amard & Prize Endow
TOTAL

Click here if wou would like to return to the Menu

[&] bere

In Fast, the reporting period can be selected using a drop down box. The box has all
available closed and open periods. The dates are not dependent or restricted on
Fiscal or Calendar Year ends. Therefore data from historical and current year-ends

Cats Range x| From: [Feb-2003 (9pen) =] ToMer-2003 (Opend =] aote: [Fund =

FORH: SUMS
Display | =

i Sommitiants Tatal n‘::ic'rats
518,705 207,578 -726,562
24,851 o 44,88
50 o 50

3383 o 383

0 o a

1,080 o 1,080

0 o a

o o o

[ o o

0 o o

0 o Q

0 o L]

o o o

0 o o

o o o

[ o o
472,541 207,878 680,413

Click hers to cownlead to Exced far printing

| |a ket

can be viewed and compared.
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Report Selection

Fast provides many views of the same data. The standard or default view is the
“Current Year” view. That view displays year-to-date data for Base Budget, Fiscal
Budget, Actual, and Encumbrances.

Below is a comparative view of our data. That is, the period selected versus the
same period in the previous year. The columns in the Header Bar have changed
and a comparison can be made from any date to the same date from the previous
year. The date is selected using the period selection drop down box described
above. The report is changed using the Report Selection drop down box.

T———— - & =]

[ He gt vew Favokes Tods Hep

i - 5 - A A Dsewh (e Greds 3| S - 5

FAST Systeun - (Financiel Admamsiration Suppord Tool)
VMNMIVERSITY
FORHF: SUME
Comparstive x| Perind: |Har-2003 (Operd =] Gata: [Fund =] Bisplay [0 -
Chart M Last Updated @ Spr-26-2003
Har-2003 Har-2003 Mar-2003 Mar-2003 Mar-2002 Mar-2002 Mar-2002 Har-2002
Code Tile Fiscal 7D 2 ik Budget Fescal TG Commit- Budget
Budget Actual ments Balance Budgst Actual meznks Blalanms
10 Regular Operating FPund Gh A5 5E% 13,921,788 -20%,870 ~53,137,644 [ 1,133 ] 1,133
1z Ancllary Coerating Funds ~100 160,363 o 150,453 [ o ] ]
13 Internally Restricted Funcs a 24,300 o 24,300 [ o 2] a
i LG Scholars [a] 77,367 n 77,387 [ 0 ] ]
Fel Grad Soholars a 151,850 ] 151,959 i 0 a a
22 LG Bursary a 1,040,232 ] 1,040,252 [ ] 0 a
23 Grad Barsary a 4,150 o 4,150 [ o o o
24 LG Prizes a 10,626 o 10,626 [ o o ]
25 Grad Prizes a 13,000 ] 12,000 [ o o a
__ Restricked Sponsoroed
3] [, a o o 1] [ o o a
3 Endawmant [nvestmant -
A Heldings o 17,338 0 17,338 0 o o o
(51 U5 Scholar Endowments a 0,000 o &8,000 o [x} [} a
EZ Grad Schaolar Endowmnents a 250,000 o 50,000 [ o ] [a]
E3 Burgary Endowments [a] 151,000 n 151,000 [ o [x] ]
L= QETOF Barsary Endowmants o 6000 1] 76,000 0 o o 1]
&5 LG dward & Prize Endow il 30,000 1] 30,000 i} il i} i}
TOTAL &b 051,455 16,926,153 -207,878 0 -50,133,178 1] 1,13% a 1133
Click here if wou woudd like to return to the Meny Click here to downdoad to Exeel for peantang
& |4 et

The Date Range report is used to view data that is summarized or totaled from
transactions between two points in time. To view the reports by date range use the
Report Selection box to select Date Range, then select a ‘From’ date and a 'To’ date
using the period selection drop boxes. The columns in the Header Message bar will
change and the Actual, Commitments, and Total Activity data between the specified
dates is displayed. Dates that cross Fiscal or Calendar year ends can be selected.

© 2003 Millennium Computer Systems Ltd. Carleton University 16



Date Range Report

. “ ” . @ ” .
Report Selection From” date selection To” date selection
18] =]
5 u:as-w:h [ pedn | B S8 A -
Adrass |.ﬂ oL =ZLEF = LGN =R =B = | B =V =EF D HZ == BL =B F Fi= BF L= TR =0 M= B0 0L = TAP= BPL=/MIAMN= lETG'S-ﬂ -I_':"El:l | Lirks ”_
m-lletnn K / FAST Systeumr - (Financial Admumsiraton Suppor? Tooi)
MI¥ERSITY _
Dats Range =) Fram: [Feb-2003 (0pend =] To:Mar-2003 (Opend =] Gotor [Fund =] Disp:ao:.ﬂﬂ. =AMz
Chart M Last Up-dal:ﬂd ! Apr-2E-2003
Farad . Parind
Code Tule ksl Cammitrngnts Total Actity
10 Regular Operatng Fund -E18,705 -207,878 -726 502
1z &ncllary Cperating Funds &4 651 o 44 5851
13 Internally Restrcted Funds S0 o 50
0 U Sehilars =3 0 383
21 Grad Scholars i ] a
22 s Bursary 1,060 i} 1,000
23 arad Bursary 0 [u} [u}
4 UG Prizes 0 o a
5 Grad Prizes o o a
] Restricked Sponsored Resgarch 0 o Q
] Endawrmant [nwastmant Haldings I 0 o]
&1 U5 Scholar Endowments 0 o i}
[ F] Grad Scholar Endowments 0 o o
(=] Bursary Endowments 0 [} [a}
Ed OETOF Bursary Endowmernts i o i}
ES UAS dward & Prize Endos il [} 0
TOTAL ~47E,541 ~Z07,878 ~6E0 418
Click here if pou would like o return to the Menu Click here to downlead to Exced for printing
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The GOTO Drop Down Menu

If a FOAPAL element was not selected in the main menu, the default view in the
Navigation Screen will display data by Fund. This can be changed using the
“‘GOTQ” drop down selection box. The “GOTQO” drop down box will display a menu
of the FOAPAL elements, Fund, Org, Account, Program, Activity and Location.
Selecting one of the FOAPAL element options will change the view to filter on that
selected FOAPAL element. Please note that many administrators will only have
access to one Fund, the Operating Fund. As such the view displayed will default to
Organization summaries.

nbornet EXploFsE p S|

[Be gk wew Faerss Dok b - - T —
ewa - o - D A B e Breh 3 -5 | “GO TO Drop Down Menu

Agdress |¢| 1(3.[-D\'_D—BAF—E&Oq!erL—mﬁ’M-BoCH__—IMT-&P—B_’ED-&PEEG—EPHMP_-FDPUSN—B&_W—Z[BRG—SM‘-]Hm—ig

@ Cariemn FAST Systenn - (Fingooid Adrministration Suppord Tool)
UNIVERSITY :
Currenk resr x| Peciod: [Apr-2003 (Goen) =] sata: [Fund =] .'JispT:vPF:l. 5”“:5
[ o 3 Actusl T lorgn :

acct

[= iy ud Fiscol Budget | Activity
Code Harne Enl:n nal| Adjustsd Griginal| Adjustsd Actuals] Encumberad Available
10 Regular Dperating Fund 14,357,348 14,411,503 14417473 14417473 13,885,078 203,048 TE%443
12 ancillary Op=rating Funds 107 67T 107,797 107,587 107,587 135,225 a -2TE37
18 tnternally Restricted Funds 24,250 24,250 24,260 24,250 24,300 o -50
20 Wiz scholars 975,874 576,234 975,604 575,602 78,47 o 3343
21 Grad Schalars 182,049 132,289 181,869 131,869 181,989 1] -120
2 U/ Bursary 1,038,232 1,639,552 1,038,805 1,038,992 1,040,232 [ 1,240
23 Grad Bursary 4,150 4,150 4,150 4,150 4,150 o o
24 UG Prizes 10,646 10,726 10,586 10,585 10,626 o A0
5 Grad Proes 13,010 131,050 12,980 12,080 1z000 o 20
30 Restrictad Sponsared Resdarch L] o Q o -1,023 L] 1,023
&0 Ersdissrnant Try astment Haldin g 17,385 17,588 17,238 17,238 17,338 a 100
&1 WG Schalar Endowmants 65,040 &8,200 67,920 &7,050 65,000 n B0
&2 Grad Scholar Endosrmeants 250,010 250,050 249,980 249,950 250,000 L] -20
&3 Bursary Endosments 151,020 151,100 150,960 150,960 151,000 o 40
e OETOF Bursary Endowmants 6,020 76,100 75,960 75,960 26,000 il -
] UG Aweard & Prize Endow 30,010 30,050 29,260 28,950 0,000 il -20

Total 17347524 17,365,050 17,365,529 17,365,520 16,874,858 -203,044 A0, 716

Click hare il you would like 1o return ta the manu Click hare to dowrload to Excel

[&] bore f [ [ ket

H H “ th
View with “Account” element selected.

2 herp: { forioke nbcarieton.cayFASTOS FAS T asp TRF =Z 1&FY IFP1 =20031 | BFYZFP2 —ESH=4&EF=AABNF=0&FR=rm = Micrasoft Iternet Explorer —|&] =]
Fle g Yew Favoekes Tods  Helo -
dBak - = - () [f] & Bsearch [aiFeodes HHeda (3| - D= - 5

Acdress |Q] FPEa B BEF = A0 < 0BF Rt i e 3 T s BAHC < AL = | B =V BF = BF D= S LMERFHO N B O] < BFFMafFL = TR =M= oH = HAOL=TEP=APL=MER N=421 14 ﬂ (>GO Links

Cﬂﬂﬂtﬂn FAST System - [(Financial Administration Support Tool)
UNIVERSITY .

Turrent vear =] period: [Mar-2003 topent =] Gata: [t =] Uis;:':”;]' s
[ 20022005 Actual [ 20032004 Budgst

Chart i Last Updated : Apr-26-2003

| Bagi Budget Fiscal Budget Activay

Cods Hame Griginal] Bdjusted Crriginal] adjustad actuals]  Encumbersd Availabls
510000 Operating [nstallment Grants B8602,160 8,682,200 a,602,130 8,682,130 8,602,150 a 20 &)
510102 Ont Srad Schalar in Sci & Tech ] o o o o o ]
510103 Campus Sefety Grant ] ] o o 0,550 o 40,550
510107 ATOP Operating Grant 300,010 300,050 299,980 299,920 300,000 0 -20
S10108  Exesllerse Grant - Reseanch o ] o o o o [
510110 Performance Funding 225,010 225,050 24,980 224,980 225,000 o 20
510200 Encolment/dcoessibilty Grant 300,010 300,050 09,980 299,950 300,000 o =
510201 Aim far the Top Grant ] o ] ] o o o
510202 Ontario Graduate Grant ] ] ] o ] o ]
510203 Disabled Bursary ] ] o 0 o il ]
SI0206  Ontario Wark Barsary o n o ] o ] o
F20000 Domests: Undargrad Tution 1,798,957 1,799,147 1,795,837 1,798,837 1,795,917 ] B
520100 [nternational Undergrad Tuiton #00,010 400,050 399,960 F99,950 00,000 o -0
SI0000  WAG Exchange Fas Charges 1] ] o o n o n
521000 Doinesks Grad Tuiban 40,617 540,697 40,557 540,557 540,597 o -0
521800 Grad Exchangs Fes Charges o ] o ] n o n
521801 Graduste Exchengs Fes o L] o ] o ] 0
S22000  Surnmer Schoo! Tuition Fees 41,445 41,650 41,370 41,370 SRz2y u -11,55%
523000 BEW Credit Courses Tuition Fees a ] a o L] o [
525000 Graduste Exchengs Fess & o & o [ o [
525001 Ormnibus Fee 161,555 161,675 161,595 161,535 161,555 ] 20
525002 Deferred Payment Fee ] a0 20 20 20 bl -20
525003 Supplemsnt Fes a5 L] 5 5 25 0 -20
525004 Returned Cheque Processing Fee ] o ] o o o ]
525005 Small Loans Service Fee 1z 52 18 -18 z o 20
525006 Late Registration Fee ] o o ] o o o

|&] bore I | [ tkemet
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Downloading to Excel

The FAST reports are very flexible and provide many of the data views required
however there are times when downloading data to a spreadsheet is required.
Spreadsheets such as Microsoft Excel provide added functionality such as pivot
tables that allows the user to manipulate data in countless ways. To download a
particular view to Excel simple click on the “Click here” in the “Click here to download
to Excel” statement located at the bottom of the report. This will execute Excel and
download your data to the Excel spreadsheet within the Internet Browser. Please
note, formulas such as totals and sums are downloaded as values not formulas.

2] htwpe,fariobe nk.carlcbon.co FASTOH, FAS T asp i FD =05 BNF=0BAF=2 1 8RL =T =YAF =TMMMMMED=BE T A =0 =RAC=f - Microsolt Interm & =]
Fie Et wew Favores Tods  Heo B
dgadk - =+ () [2) | Bsewch [sFsomes Seeda oF | By S - 5]

Addnass |€| :m.c,wrnsmwmsr..:qﬁn_:umr_mﬁr_zlm_sa:_m_mHﬂr:rm_usm_w_w_m:_ﬂmfw;:_rmrv:_mwch:_Tm'-L_w:q._us:m-:az:-.';I oo | Lnks @

E Cﬂrleton FAST Systeun - (Financiel Admamsiration Suppord Tool)
UMNMIVERSITY
FORM: QF
=, = . | Fab-2 Al =
Currant Tear x| Perind: |Feb-2003 [Coen) =] Bisplay [0 -
[ EO0Z2003F Actual [ EO0F 2004 Budget
Chart M Fuond 1003000 Aegulsr Opsrsting Fund Oregm 492 Finance Offics  Last Updated @ dpr-26-2002
[ [ Base Fudget Figcal Budges Actery
Acct-Prog HMame original| Adjusted criginal| adjusted Actuals| Encumbersd Availsbls
FL0000-1300 s Supphas -113 =73 143 =143 373 0 516
FA0001 1300 Refarence Matarals il [} i} 0 ] 0 ]
F1O012-1300 Ctheer Supplies 1] a o o ] [} o
F11000-1300 Photocopying Charges & Supphes 1] a 1] o 1] [u} ]
F1001-1300 Printing Costs & Supplies 0 a 0 li] 1] i} ]
7120001300 Lorg Distance Chargas 0 Q ] i 2,000 0 2,000
FLZ002-1300 Postage Expense n [a] 1] [x] 1} [x] n
FL3000-1300 Telephone Equipment Rentals o a o o 3,000 ] 3,000
SLAMOL-1300 Computer Lease Costs L] ] 1] ] 1} [e] 0
FLA00E-1300 Pages/Call Phane Rental 1] i) 1] i} 1] 0 1]
FLES00-1300 Stalt Devalaprent Costs L} Q I} i} 1] o] n
71591001300 :Eg:lf:rnrm Travel - General o a a o o o 0
FLa7o0-1300 Aceauntable Travel advances 3,510 3580 3420 3480 3,500 ] =20
FZ3000-1300 Equiprne=nt Purchases < $5,000 1] a o 1] o ] o
SubTotsl 3387 47T 3,037 297 8,873 1} -5,536
Tetsl Reveniuss Leds Expandituras -3,397 -3AT7 -3,337 -3337 -8,873 1} G.536
Click hare if you woudd liks to return to the meano Click hare to dowrlosd to Excsl

Download to Excel “Click Here”

Once your data has been downloaded you should save this file in a directory and re-
execute the file using Excel to fully utilize Excel’s features.
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Drilling Down on data

There are many layers to Banner data, starting from a high level Fund overview
down to a specific transaction. To drill down from a high level, clicking on any of the
numbers in a blue font will display that data at the next level down, until you get
down to the final transaction level. At the transaction level, clicking on the Header
Message Bar will re-sort the data based on the column selected. The data can be
sorted in either ascending or descending order by re-clicking on the column. [f there
are a large number of transactions displayed, the desired number of transactions
displayed per page can be set by the user.

Transaction level view

Clicking on any Column re-sorts data
Records Per Page

A} Transaction Sumn. ey - Paged - Microsoft Internet Exgplorer provided by EduNET -8 =]
Fie Ed  ¥iw Favogg  Tods  Help -
ok - = - ) [1) INBserch [srsomes @vede (3| BY- S =t - 5

ngd-'m|‘§'] Fiet [fonicde. nt. carston NEAS T4 TOOS 2, asp \ ;I ] :'.HG -

2 Carleton

UNIVERSITY

FAST System - (Financia! Adriis tralgn Seoport Tool)

FORM: TOOE

Chart B Fund 100000  DOrgn 498  Last Update pr-26-2003

Records per page: |10

ok |fuccthiame Aty Locn |Ddbﬂ Crocurmank | Description |R!qui5il.iol1 el Invaice Chagus | Armount
TADONG | O Sepplies - = |2mm'n5 ongiag | R i LB | 247004 517 50
TN .i.'.i‘.‘ir.! Suppliss .--— .—- |7E|'|2.l'l.-.'|'|5 .rf.l'll'l‘iqi .':-F\.T | 1297-004 | | 2111
TADOND | Ofice Sepplis: = = [zo02rtovas [10000047  [haaten TS [ [ 2300
TADTON | Awesurdable Travel Adwances| .- . [mozazzy |soocoo0s |7 susvan waeet advance | [ 3,500.00
12000 Lﬂna Ditancs EhJI'lr .- —_— 2003024 JO000041 ;rm!!'"ﬁi p-!l’lhnﬂllhsﬂldh-& | | 2,000 00
" i % Testirs "
213000 ;c ephone Equipment S0R0ZO4 | Ionn a1 esting paking tansaston & 200000
il ™
[ [ Foaw Luss Exca | B ATE30
Show & Racords
100000 - S%R Mimra Fxoel

Click o any colurmn Reading to sort by that column, Click it @ second time to reverse the sort. ¥ou cam change the ines per page by changing the
rurnbigr in the records per page bos and Fatting entér. Noté the more réecords you have per page the longer it will take to display.

& | | ket
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Viewing Transaction Level detail over multiple Accounts

To view all transactions that have been charged to a particular Fund-Org combination, start by
viewing the summary screen as shown on page 19 in the Downloading to Excel section. You can
select the entire year-to-date or a particular month by changing the Period selection. Clicking on the
Actuals will display all transactions that have been charged to the Accounts for the period selected.
Initially it will display 10 records per page but all records can be displayed by clicking on the Show

All Records.

AR Transaction Summary - Paged - Microsoft Internet Esplorer provided by EQuNET &)=l

Be B Yew Fwortes Tods teb | = |

dpack ~ = - ) [8] | Dseach [sFwnmes Hweds F | By S E - 5] _

Adeiss [ 1] hetotfonidle.nt carteton, calFASTOHNZCS 2,050 =] oo :LH'G"
=l

b s Gf]r]ﬂtﬂn FAST Systenn - (Financial Advinistration Suopart Too

UNIVERSITY

FORM: TOGS

Chart M Fund 100000  DOrgn 498  Last Updsted ; Apr-26-2003

Records per page: |10

ek |hecthlame Aty Locn |Ddb\! Crocurnank | Crezcripkion |R!qui5il.ic-l1 ol Invaica Chanque I Arnaurt
TADNOD  [Diea Sepplies I — |2mm5 poonidn | R ST I T 1247.001 | 51750
0000 |Ces Sepplisr - — |:nn:|.rc.11.-: coootar | esT | Ziroon | | ETRT
TA000 | Dice Sxppliss = — [zoozriovas [Jooo00ar ik Ta [ | ZED0
TANTON | Aocourdable Travel ddvances - . |zoozazize [Joocons | T.suivan el advance | | 350000
12000 Lang Digancs Chages — —_— Farlimlars b SO000941 ;r“;,“ni Pﬂ“nl:l Tunsadin & | 2000 00
1 " % Testirs "
130 ;e ephone Equipment SO0AOETT |00 esling paking ansactan & 200000
kil ™
[ [ [ Fiaw Lazs Exco | 867330
Show & Ratord
100000 = 530 Wara Fuesl

Chok om any calumn h:‘-adung o sort by that column. Chek |
nurnber in the records per page box and Fatting enter. Note the

=Ccond Lime to reverse the sort. You can change the ines per gage |.'|'|,' r_ra"ngmg the
& records you have per page the longer it will take Lo display.

Show All Record

&) | | ket

Once all records are displayed, download the detail into an Excel spreadsheet using the process
described above. Once the Excel spreadsheet has been re-executed using Excel, the first line of the
downloaded data should be deleted as it is just the descriptor of what was downloaded. You should
then select the entire spreadsheet by clicking on the upper left-hand corner cell that resides at the
intersection of the Excel Columns and Rows. Then follow the steps below to add subtotals.
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Adding Subtotals in Excel

E4 Microsoft Excel - http://oriole.nt.carleton.ca/FASTO1,/TDOS_2Z.asp? FD=TDOS&
J Eile Edit Yiew Insetk Format Tools | Data Window Help Acrobat

#RF=2 1&RL =&C =Y&F=TMM)|

HR o= &% 2@ eson. -s- B IS
Filk 3
| = (FASTOL{TOOS 2, aspPFO=TDOSANF=Z + "
A2 | =| 710000
A B G H [ J K L M| N [ 0
1 [Acct [AcctName ion Requisition [P0 |Invoice [Chegue | Amount =
2 o000 [lodice Supplies al 123
3 | To00n |oiice Supplies | TI urement Services Inc., 121700 Fi7 R
5 | 70000 |Office Suppliez iup charged bo wrong afc
B | 710000 |Office Supplies R EmelinE ' Eup charged ko wrong afc :
s v P chatg 3 Ak each change in;
7| To000 | Office Suppliez hd
8 |710000 | arfice Supplies o | [eoosmszz|sooomes rest again y 4 I-':'-Ett v|
[ T " I PR I — /

Steps to Add Subtotals // Use function:

arged ko wrong afc ISL"TI

1. Click on the DATA menu fargedto wong e Add subtatal ko
2. Select and Click on Subtotals... Invoice

a. Function Box is then displayed Cheque j
3. Select the options required in the Function

L«

]

box. Example peoss L
trans action & s
a. At each change in e [ Replace current subtatals
1. Acct franzaction & s ™ Page break betwesn groups
b. Use function — V' summary below data
L. Sum Remove Al i Cancel

c. Add Subtotal to

1. Amount
/
4. Click the OK Button

33

34 -
|44 [»I[,TDOS_2.asp FO=TDOSENF=2&RF=218&R |41 |

| Dram - NNOOB4E - L-A-==28d-

— It I TV Y] el
Following the options above would give a line break at a every change in account with a grand total at the bottom.

Ed Microsoft Excel - http://oriole.nt.carleton.ca/FAST01,/TDOS_2.asp?FD=TDOS&NF=2&RF=21&RL=&C=Y&F=TMM!

|E] Fle Edt View Insert Format Took Dats window Help Acrobat

Jﬂlb.ﬂv\szil ?HQ»J » .".ﬁ|ﬁ -zsv‘n 1|
Jm J hitp:foricle.nt.carleton. ca/FASTOL/TDOS 2 asp?FD=TDOSENF=2
A2 = =| 710000
1z2)3 A B C D E F G H | J K
| 1 Acct Acctiame Acty |Locn |Date Document [Description Requisition [P0 |Invoice |Cheque [ Amount| —
[ - 2 Jrioo0o Cifice Supplies 20020030 | JODODDST [ restwith TS -z
3 [ro000 Oifice Supplies 200302405 | 10000141 Leader Procurement Services o, 1217-0m 5125
4 |7io000 Oifice Supplies 2003402405 | 10000141 G5T 1217-001 2
5 |7i0000 Cifice Supplies e | |200304023 | J0D0DIES | Resllocate eup charged to wrong alc 50
6 | 70000 Office Supplies 200304423 | JODOES | Feallocate exp charged to wrong afe 0
7_|7io000 Cifice Supplies 20030423 | JODOUES |restrealloc 50
8 | 70000 Office Supplies 200304423 | JODODEE | test again &5
9 | 70000 Office Supplies 20030823 | JODOME? | TEST 3 0
10 | 710000 Cifice Supplies 20030423 | Jovonies | TEST4 50
11| 70000 Office Supplies — |- |e003m08s23 | J0000ES  [tests 0
=| | 12| 710000 Toral 73839
[ - |13 [r00m Feference Materials 200308423 | JODOUES | Feallcate exp charged to wong alc 50
- | 14 | 70001 Reference Materials 200304423 | JODOES | Feallocate exp charged to wrong afe -0
- |16 | 7iooot Fieference Materials 200304023 | JODODET | TESTS -50)
- |16 | 710001 Reference Materials 20030823 | JO0OMEE | TESTY -0
= |17 | 7iooot Fieference Materials e e |200304023 | J0DODIES  [tests -50)
=| | 18 710001 Total 250
- |19 | 7000 Photooopying Charges & Supplies [ |~ | 20030823 | J00MES | testreallon -0
- | 20 | 700 Photocopying Charges & Supplies [ |~ | 200304023 | J0000IEE [ vest again 65
= | 21 711000 Total 115|
[ - |22 7o Printing Costs & Supplies e |- [200304/23 | JODOOITO | Graphies Printing Costs 100
=l |23 #1001 Toal 100)
- | 24 | 7rzo00 Long Distance Charges — |- |zo03m0zim | sooot Testing parking transastion & s 2,000.00
- | 25 7000 Long Distance Charges o | |200303021 |J0D0DIS  [testreference number 145
=| | 26 712000 Total 2145
[ - |27 [z13000 Telephone Equipment Fentals |- |~ | 200302001 | oot Testing parking transastion & s 3,000.00
=l |28 713000 Toal 300000
[ - |29 a7 Agoountable Travel Advances |~ |- | 200202171 | JODODOSS | T. Sullvan travel aduance 3,500.00
=l |30 719700 Toral 350000
@ 3 Total a.113.35)
- | 32 |Grand Total 18.236.78
R Exl
34
144 [» [\ TDOS_2.asp FD=TDOS&NF=2&RF=21&R I+l
| o NAOOE4E| »-2-A ==

Ready I [ [ oM I
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Getting back to the Main menu

After drilling down and changing views number times the user may wish to restart the
session. To get back to the Main Menu click the “Click here” in the “Click here if you
would like to return to the menu” statement location on the bottom left side of the
report you are viewing.

'-1 http:/ Soricke ntsrle bon.c sy FASTOS FAST asp FAD=0SENF=08RF =21 &R L =%C =YEF =TMMMMME D =BESEA =8P =EALC=F «

Fle gt wew Favorkes Tods Helo =
..'.-m--_p—@n_ggﬁ Diseach [afFmworkes Sveda 3| - S5 0 - 5]

Agidiess |t] bon. CAlFOSTI4IFAST, acp i DO SINF < DBRF = 2 1AL =BT =3 = TR B0 =BE FA = bF e B =B = | = NHRCRFR = TV I = NN TP =T TEFL=BBOL = BARN=5925T ﬂ l’>50 Lirks *

Cﬂrlemn FAST Systeun - [(Fivancial Adrmmstration Support Tool]
UNIVERSITY
Current Year x| Period: [Feb-2003 (Coen) =] Clisula:o[_jﬂnm. ?_E
[ 200272003 Actual [ 2003200 Budgat |
Chart M Fund 100000 Aegular Opersting Fund  Orgn 488 Finance Office  Last Updated 1 apr-2&-2003
| [ Base Budget Fiscal Budget Actiwty
Acct-Frog Hame Criginal| Adjusted Griginal| Adjustad Actuals]  Encumbersd| Available
AL0000-1300 Difece Suppbes -113% -3 -143 -14% T3 L] -516
7L0001-1300 Rafarence Materials ] Q L} L] ] L] ]
7L0012-1300 other Supplies o ] [] 1] o o o
711000-1300 Photocopying Charges & Supphes [} o ] o o o o
FL1001-1300 Prirting Costs & Suppliss 1] a L} ] 1] ] 0
712000-1300 Long Distance Chargas [ a L} 0 2,000 L] -2,000
FLEMOZA300  Postage Expense ] ] [ ] ] 0 ]
TLINO0-1300  Telephone Equiprent Rentals ] o [ o 3,000 o -3,000
FLINO01-1300  Computer Lease Costs ] a ] [} 0 0 0
FLINOZ-1300 PapesCall Phane Rantal 1 ] L} 0 1] n 1]
7L6%00-1300 Staff Development Costs [ Q L} 0 1] ] ]
719100-1300 Egzr:’““m Travel - General ] o [ [} ] o ]
FLATO0-1300  Aceountable Teavel adwances 3,510 3,550 3450 3,480 3,500 0 20
F23000-1300  Equipment Purchases < §5,000 ] ] ] 0 o o ]
SubTots] 3,27 AT 3,537 F397 8,873 L] -5.556
Totsl Revenuss Less Expenditurss -3,357 =3 47T 5,337 =373 -8,873 L] 5,536
Click here if you would like to return to the meny Click here to dowrloed to Excel
l&] | | semet

Clicking here moves you to the screen below.

/3 Main Menu - Microsoft Internet Explorer provided by EduNET =18 x|

Fle Edt Vew Favortes Tods Help |

weack - = - (@D (2] A& | Dsearch GaFavortes Tveda (B By S = -

Agdress [{&] http:jorile.nt carleton.cajFASTON fPrompts. asp?FD=MENLIGGDL=NEFR=IVERN=451 1 38BY=48BN=TE85=V =] @a \Lim 2

Carleton FAST System - (Financisl Adrinistration Support Tool)

UNIVERSITY

FORM: MEMU

Please input your desired repart parameters.
¥ou can click on the = to lookup a field

Chart W
Fund [
aran —
Acct l— -
Prog l—
Actv l—
Locn —

Period: Apr-2003 (Open) v
Desired Report: | Operating Statement +
ENTER
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Troubleshooting

Error Messages

The most common error encountered with FAST is misspelling your user ID or
password. Please ensure that you have typed both in correctly, and that the Caps
Lock on your keyboard is off.

In the unlikely event that you receive an error message, please contact your System
Administrator on site, and/or contact the Help Desk.

You can correspond with the Help Desk
By phone: (613) 520-3830

Email: ccs admin it support@carleton.ca
Web: http://apps.carleton.ca/ccs/contact.asp

Their normal hours of operation are Monday to Friday from 8:00am to 4:30 pm.

Feedback / Support / Contact Information

Please feel free to contact the Banner Finance Team if you have any suggestions,
feedback, or questions. Demonstrations and in depth user training seminars are
available by request.

Please address all correspondence to:

Jean-Charles C6té, CGA

Banner Finance Project Manager

Voice: 613-520-2600 ext. 8531

Email: mailto:Banner_Finance@carleton.ca

Web: http://www.carleton.ca/banner/finance/finance.htm
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