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Faculty Research Support & Client Services

Research Financial Analysts provide support for financial related inquiries, listed below
are the contacts:

Faculty Research Support - Research Accounts Support

Officers (RASO):

Faculty of Arts: Tammy Fuoco, ext 4194

Faculty of Communication & Design: Gowry Sivapathasundaram, ext 2381
Ted Roger's School of Management: Galina Oussatcheva, ext 4692

Faculty of Community Services: Freeman Chow, ext 4598

Faculty of Engineering & Architectural Science: Xue-Li Robinson, ext 4927
(Aerospace, Architecture, Mechanical & Industrial)

Faculty of Engineering & Architectural Science: Mary Louise Lambert (Interim
RASO), ext 4927 (Aerospace, Architecture, Mechanical & Industrial)

Faculty of Engineering & Architectural Science: Gabbie Galbraith, ext 3161 (Civil,
Chemical, Electrical & Computer)

Faculty of Science: Stephanie Suckling, ext 4866

Client Services - Research Accounting:

Diane Winiarz ext 6556: Director, Client Services

Liz Ing ext 6434: Manager, Research Accounting

Nadia Ferrari ext 7844: Supervisor, Research Accounting

Juan Liu ext 6775: Principal Investigators (Surname A-D)
Michelle Choi ext 6997: Principal Investigators (Surname E-H)
Robert Mochocki ext 7079 : Principal Investigators (Surname I-L)
Zeynep Pakirel ext 7206 : Principal Investigators (Surname M-Q)
Ben Bao ext 3152 : Principal Investigators (Surname R-V)

Denise Ramharry ext 2587 : Principal Investigators (Surname W-2Z)
Susie Temou ext 4610 : Research Accounts Administrator

OVPRI - RIS Technical Support:
Chris Lam ext 4679: Info Tech Administrator
Leo Tsang ext 3281: 2 Factor Authentication

Computer & Communication Services (CCS):
CCS Help-line (2 Factor Authentication), ext. 6806

or

Email: help@ryerson.ca
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Introduction to RIS

The Research Information System (RIS) provides you with tools to retrieve financial
information, and other related information from both Financial and eHR systems. This
self-serve option enables you to run the report and then export the report data to Excel
from within RIS.

Access to cost centres and data is determined by your eligibility to have access to
confidential data. You might not have access to all cost centres if these have recently
been added to your portfolio, please contact your Research Financial Analyst to
update your security access.

We've provided an outline of topics here to help you with using Two-Factor
authentication, logging in and running reports within RIS.

Activate your Two-Factor Authentication

About Two-Factor Authentication

The two-factor authentication system provides an additional level of security when
signing in to Ryerson web applications via Ryerson’s Central Authentication Service.

With two-factor authentication enabled, each time you enter your username and
password for a system there will be a prompt to enter a time sensitive one-time
verification code. This one-time verification code is generated by an application on your
mobile device (Ryerson Authenticator) or by using your fob (One-Time Verification
Generator).

Procedure

In this topic you will learn how to set up two-factor authentication with or without a mobile
device.

Step Action

1. Login to the CAS portal at my.ryerson.ca.
For this example, enter "jane.doe"

In the Password field, enter "123456".

Click the Login button.

s
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& Home (@ Help & Logout

RYERSON UNIVERSITY

my.ryerson ([0

@ Announcements
Calendar
Tasks

View Interim Marks for
Online Courses

E2 Hot Links

IMPORTANT! Copyright
update

‘Web Mail

WhoPlusYou - where jobs
apply for you

Faculty Course Survey

RFA Annual Report / CUPE
1 Currency Report

Research

online courses & organizations

Content Collection | my library

1 Online Courses and Organizations.

Online Courses:

You currently have no online component available for the courses
you are enroled in.

Organizations:
‘You are not currently participating in any organizations.

£ Manage My Online Resources

Self Serve

Manage My Online Resources: Self-serve password change
and resource requests

This service is not available between 2:20 AM - 5:30 AM
(Eastern Time) daily and every Friday between 6:00 AM - §:00
AM

User Announcements
Sample Two-Factor User, there are no announcements

System

Ryerson Applications

Ryerson Wireless - Setup
Instructions

Ryerson University Educational Discounts L

Dell - Ryerson's Student Store
Dell - Ryerson's Employee Store

The Apple Store - Ryerson's Student Store

SoapBox

Add Content

= Blackboard Admin Announcements ce

Blackboard FAQ - Recent Updates

Here are a few of the most important recent updates to
our Blackboard FAQ and website.

All Users:

* Web Browser recommendations

= Tips for pasting content into Blackboard from MS Word

+ Course Sidebar: Wnat to do if your course sidebar (Course
Menu} is missing

Faculty & Staff

« Student Access: Why can't my students access the course
shell?

* Students Can't Access Parts of the Course like Discussion
Board, Groups, Email or Blogs [NEW!]

For more info,

sSee Www.ryerson. and www.ryerson.

& My Announcements fFee

No course or organization announcements have been posted in
the last 7 days

Research Ethics € e

Online Ethics Submission and Review System

= Blackboard Support - Faculty & Staff ce
Blackboard Support Website

Register for Blackboard Workshops

Request a my.ryerson Course Shell

Ryerson Staff and Faculty can email us at
courses@ryerson.ca.

Guide for Users

Step Action

On the my.ryerson tab, locate the Manage My Online Resources section.

Click the Manage My Online Resources: Self-serve password change and
resource link.

Manage My Online Resources: Self-serve password change

and resource requests.

5. The Self Serve screen allows you to manage your personal security, change
your resources and opt-in or out of mailing lists.

device.

You will use this screen to set up this added layer of security to your mobile

Click the Two-Factor Authentication link.
Two-Factor Authentication

6. Decision: Please make a selection from the options listed below.

e Set up a Mobile Device
Go to step 7

e Set up without a Mobile Device
Go to step 23
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# BacktoHome (® Help & Logout
RYERSON UNIVERSITY

myyerson ||

online courses & organizations ‘Content Collection RAMSS eHR my library ‘SoapBox eHRTEST LMS Test Drive

Manage My Online Resources “ Return to dashboard

Personal Account Security Settings

Change Activate Google |Update Challenge Twe-Factor Manage Suspicious
Password Token icatit Activities

You don't have two-factor authentication set up for your account. &

Set up two-factor authentication for your account:

Mobile Device
Supported platforms: Andreid, i0S (iPhone, iPod Touch,

iPad) and Blackberry
D¢

on't have the required mobile device?

Return to Main Menu

Action

Two-factor authentication supports Android, iOS (iPhone, pod Touch, pad) and
Blackberry.

Click the Set up button.

—_—— =

Set up

& BacktoHome ( Help & Logout

my.ryerson

online courses & organizations ‘Content Collection RAMSS eHR my library ‘SoapBox eHRTEST LMS Test Drive

Manage My Online Resources ~ Return to dashboard

Personal Account Security Settings

Change Activate Google |Update Challenge Two-Factor Manage Suspidious
Password Token Phrase Authentication Activities

Please select your mobile device:

|ﬁ| Android .’ i0S (iPhone, iPod Touch, iPad) a Blackberry

Don't have the required mobile device?

Return to Main Menu
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Step Action

8. Select your mobile device and follow the on-screen instructions.

For illustration purposes, you will use the i0S (iPhone, iPod Touch, iPad) option.

Click the iOS link.
105

9. There are four steps to completing your set-up:

1. Install the Ryerson Authenticator app for iOS.

2. Scan the Quick Response Code (QRCQC).

3. Select the applications that will use two-factor authentication.
4. Verify and save.

10. After you have installed the app on your mobile device, scan the QRC displayed
on the screen.

If your device cannot scan the QRC for any reason, click the
Can't scan the Quick Response Code link. The section provides instructions
on how to generate a key and manually setting up your mobile device.

When you scan the QRC or manually enter your key, the mobile application will
generate a new 6-number code every 30 seconds.

& BackioHome (@ Help g Logout

RYERSON UNIVERSITY I

[  Apps | oniine courses & organizations | Content Collection | mylibrary | SoapBox

Manage My Online Resources ~ Return to dashboard

Personal Account Security Settings

Change Password | undate Challenge Phrase | Two-Factor Authentication |

Please select your mobile device:
’ 2
Android . {0 (iPhone, iPod Touch, iPad) a Blackberry

Install the verification application for i0S.

1. On your mobile device, tap the App Store icon.
2. Search for Ryerson Authenticator.
3. Tap the app, and then tap Free to download and install it.

Now open and configure Ryerson Authenticator.

1. In Ryerson Authenticator, select Scan Barcode.
2. Use your device's camera to scan this Quick Response Code.

Can't scan the Quick Response Code?

Currently your two-factor authentication is applied to:

Step Action

11. Click the Scroll bar.
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# BacktoHome (3 Help g Logout
RYERSON UNIVERSITY I

[oR e  Apps | oniine courses & organizations | Content Collection | mylibrary | SoapBox

Manage My Online Resources ~ Return to dashboard

Install the verification application for i0S. =
1. On your mobile device, tap the App Store icon.
2. Search for Ryerson Authenticator.
3. Tap the app, and then tap Free to download and install it.

Now open and configure Ryerson Authenticator.

1. In Ryerson Authenticator, select Scan Barcode.
2. Use your device’s camera to scan this Quick Response Code.

Can't scan the Quick Response Code?

Currently your two-factor authentication is applied to:
@ applications that require two-factor authentication
" all applications

Once you have either scanned the Quick Response Code or manually entered the secret key, enter the 6-
digit verification code generated by the Authenticator app, and click "Verify and Save".

Code: |945546 Verify and Save
Return to Main Menu j

Step Action

12. Select one of the options.

In this example, click the applications that require two-factor
authentication option.

You can update this at any time.
=

13. Enter the 6-number code on your iPhone. In this example, enter "945546" into
the Code field.

14. Click the Verify and Save button.

Note: Your device will display a timer icon to indicate how long the code will be
active. Codes are valid for 30 seconds.

Verify and Save

15. The two-factor authentication confirmation page will display once a QRC is
scanned or a key is entered correctly.

16. You can generate backup codes in the event you are not able to access your
mobile device for any reason. These are one-time use, randomly generated
codes.

Click the Show/Generate Backup Codes button.
Show/Generate Backup Codes
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Step Action
17. Click the Back button.
Back
18. You may want to revoke your device if you have either lost or replaced your
mobile device or if you no longer wish to use two-factor authentication.
Welcome to Ryerson University's Central Authentication Service!
You have requested access to a site that requires Ryerson authentication
Before entering your my.ryerson User Name and password, verify that the URL for this page begins with
“https:licas.ryerson.ca”.
For security reasons, please exit your web browser when you are finished using services that require authentication
Have a One-Time Verification Code? Help
Oullin.Ti::Verificalicu\ Code: ?ﬂlﬁ N
Step Action
19. Once you have set-up your two-factor authentication for either all applications
or only those that require two factor authentication, you will be prompted to
enter a one-time verification code.
Open your Ryerson Authenticator app to view a valid code.
In this example, enter "123456" into the One-Time Verification Code field.
Your mobile device will display a timer icon to indicate how long the code will be
active. Codes are valid for 30 seconds.
20. Click the Login button.
21. You have successfully logged into a secure environment.
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Step Action

22. You have learned how to set up two-factor authentication with a mobile device.

Need Help?

Online
The two-factor authentication user guide is available
online in HTML (http://www.ryerson.ca/acs/usersquide/2-Factor/) format.

CCS Faculty/Staff Help Desk

416-979-5000 ext. 6806

help@ryerson.ca

End of Procedure. Remaining steps apply to other paths.

@ BacktoHome @ Help g Logout

RYERSON UNIVERSITY I

my.ryerson ADps online courses & organizations Content Collection RAMSS eHR my library ‘SoapBox eHRTEST LMS Test Drive

Manage My Online Resources “~ Return to dashboard

Personal Account Security Settings

Two-Factor
Authentication

Manage Suspicious

Change Activate Gooale
Token Activities

Password

Update Challenge

You don't have two-factor authentication set up for your account. &

Set up two-factor authentication for your account:

Mobile Device

Supported platforms: Android, 08 (iPhone, iPod Touch,
iPad) and Blackberry

Set up

Don't have the required mobile device?

Return to Main Menu

Step Action

23. Click the Don't have the required mobile device? link.

Personal Account Security Settings

Change
Password

Activate Google
Token

Update Challenge

Two-Factor.
Authentication

You don't have two-factor authe ntication set up for your account. &

Set up two-factor authentication for your account:

Mobile Devi

24. Follow the on-screen instructions to request a 'One-Time Verification' (OTV)

Code Generator. This is a fob that will generate a unique OTV code each time
you login.
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Step Action
25. You have learned how to set up two-factor authentication without a mobile

device.
End of Procedure.
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Login & RIS Basics

Once you have logged into my.ryerson using your username and password, another screen
will be shown asking you to use your one-time verification code.

All one-time verification codes are time-sensitive and valid for 30 seconds. Use one
of the following methods to enter your one-time verification code:

e Start the Ryerson Authenticator app and enter the verification code displayed on you
mobile device each time you login. The screen will auto-refresh every 30 seconds
and provide you with a new code.

e Your fob (One-Time Verification Generator) displays a 6-number code. The screen
will auto-refresh every 30 seconds and provide you with a new code.

Procedure

In this topic you will learn how to login and navigate the RIS interface.

Step Action

1. Once you have set-up your two-factor authentication for either all applications
or only those that require two factor authentication, you will be prompted to
enter a one-time verification code.

Open your Ryerson Authenticator app or fob to view a valid code.

In this example, enter "123456" into the One-Time Verification Code field.

Your mobile device/fob will display a timer icon to indicate how long the code
will be active. Codes are valid for 30 seconds.

2. Click the Login button.
3. You have successfully logged into a secure environment.

10
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Research Information System Welcome Jane Doe! | OGF | Logout |

Step Action

4, To access RIS, click the Researchers Portal graphic.
Resgarchers
Portal
5. Click the I acknowledge I have read and understood the contents of this

note graphic.

I acknowledge I have read and
understood the contents of this note

11
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RYERSON UNIVERSITY OFFICE OF RESEARCH SERVICES
Research Information System Welcome Jane Doe! | OGE | Logout |
Researcher Portal - to generate a report, please select a Cost Center from the following table
_ PI Name Cost Center Application Nur Project Name | Sponsor Name  Contract S$tart | Contract End D Awarded Amov
Doe, Jane 1-51-54442 101246 Developing Fac Social Sciences 31 May 2008 | 30 May 2011 $179,911,00
1-51-56868 110582 Madia Discours: Social Sciences 01 Apr 2005 1 Mar 2008 $91,425.00
1-51-53142 118321 Diversityleads: Socisl Sciences 01 Mar 2011 29 Feb 2018 $332,683.50
1-51-53038 121180 Partnership on | Torente Pelice @ 27 Oct 2010 1 Aug 2012 $151,050.00
1-31-33107 121784 Research to Inf Canadian Touri 14 Mar 2011 F1 Mar 2011 $11,7939.00
1-51-51354 122241 Media Discours, Ryerson Univer 25 Mar 2011 | 24 Mar 2013 $24,110,00
1-51-51372 123040 Diversityleads: Ryarson Univer 01 Mar 2011 29 Feb 2016 $194,375.00
1-31-3321% 123060 Analysis of TV 1 Canadian Broac 22 Mar 2011 15 Mov 2011 $41,340.00
1-51-53268 123680 Grants Manage NGE: MITAGS - 01 Jul 2011 31 Dec 2011 $7,000.00
1s1saz69  1z4es Grants Manage NCE: MITACS - 01Jul 2011 | 31 Mar 2012 $8,000.00
1-31-51383 123201 Diversity Instit. Ryerson Univer 1% Sep 2011 30 §ep 2012 $72,999.28
1-51-53311 126380 Diuersity Snaps Mitacs Inc. 15 Now 2011 31 Mar 2012 $7,500.00
1-31-33473 126323 Promoting dive $ocial Sdences 01 Mar 2012 28 Feb 2013 $48,830,00
1-51-53312 126722 Diuersity Snaps Mitacs Inc. 15 Now 2011 31 Mar 2012 $7,500.00
1-31-3340% 127128 Investing in ou  Mitacs Inc 15 Feb 2012 15 Aug 2012 $15,000.00
1-51-53374 127208 Assessing impz Social Sciences 10 Feb 2012 01 Mar 2013 $24,186,00
1-51-51415 127791 2012 Undergra: Ryarson Univer 27 Apr 2012 30 Sep 2012 $380,000,00
1-31-33304 1z7822 Fed Dev ARC E: Federal Economr 12 Dec 2011 F1 Mar 2013 $75,000.00
1-51-53531 127935 REB agresrnent Wellesley Instit 01 Jan 2010 31 Dec 2012 $10,000,00
1-51-51418 127936 Design and dev Ryarson Unjver 01 May 2012 30 Apr 2014 $13,419.69
SEARGH - Cost Centert Project: Spansor clear

Step Action

6. Being familiar with the interface will make it easier for you to find information,
sort data and resize columns.

Click the Hide Menu button to create more screen space.

RYERS RSITY

Research Information System

I Researcher Portal - to generate ar

1-51-54442 1
1-51-56868 1

» APPLICATIONS 1-51-33142 1
1-51-530%8 1

7. Information about each principal investigator and associated projects is
displayed in a table.

Hover your cursor over the text under the Project Name or Sponsor Name
column to view a full description.

8. Position the pointer and drag the column left or right to display a full
description.

9. If you manage multiple projects, you can enter the cost centre, project name
etc. in the search fields to filter the data you want to display.

12
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Step Action

10. Click the Cost Center number link to access data for a specific project.

| researcher porta -t generate areport,ease setec  costCenter from thefllnang table

Cost Canter Application Number Contract Start Date Contract End Date | Awarded Amount
1-51-54442 101246 nd | 31 May 2008 30 My 2011 $173,911.00
1-51-58868 110582 01 apr 2003 31 Mar 2008 £31,425.00
1-51-53142 118321 nd | 0L Mar 2011 23 Feb 2016 $332,683.50
1-51-53038 121180 27 oct 2010 31 Aug 2012 $151,050.00
1-51-53107 121784 L4 Mar 2011 31 Mar 2011 $11,799.00
15151354 122241 25 Mar 2041 24 Mar 2013 $24,110.00
15151372 123040 0L Mar 2011 29 Feb 2016 $194,375.00
1-51-53219 123060 22 Mar 2011 15 Mow 2011 $41,340.00
1-51-53288 123880 Visual Dasign Researc | MCE: MITACS - The | 01 Jul 2011 31 Dec 2011 £7,000.00
1-51-53269 124481 Visusl Design Researc | NCE: MITACS - The | 01 Jul 2011 31 Mar 2012 $8,000.00
1-51-51385 125201 Visuz| Design Researc | Ryerson University | 13 Sep 2011 30 sep 2012 $72,99%.28
1-51-53313 123360 Visual Design Researc | Mitass In 19 Now 2011 31 Mar 2012 £19,000.00

11. Each cost center has five reports associated with it. Hover your cursor over the
report name to view a full description.

Refer to the Run Reports topic in this module for more information about each
report.

12. End of simulation.
End of Procedure.

13
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Print Reports

The report examples included in this section will help you gain a basic understanding of
how to:

e run reports for a month or range of dates

e export data to Excel

o interpret financial reports to understand how to manage budgets and
expenses for your research initiatives

If you require further assistance understanding the data, please contact your Research
Financial Analyst.

14
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Project To-Date Expense Summary

The Project To-Date Expense Summary (PJTD) report is a cumulative financial report
from project inception to end of month selected. Includes information about budgets,
actuals, commitments and funds available. The report also includes a summary of
expenses for the selected month.

Procedure

In this topic you will run the PJTD report and export data to Excel.

OFFICE OF RESEARCH SERVICES
Welcome Jane Doe! | OGF | Logout |
Researcher Portal - to generate a report, please select a Gost Genter from the following table
PI Name Cost Genter Application Number| Project Name sponsor Name Contract Start Date Gontract End Date | Awarded Amount
Doe, Jane 1-51-54442 101246 Social Intarvention Res Socisl Sciences and 31 May 2008 30 May 2011 $179,911.00
Doz, Jane 1-51-56858 110582 Radio Brosdcsst Ress | Social Sciences and | D1 Apr 2005 31 Mar 2008 $o1,425.00
Doe, Jane 1-51-53142 118321 Urban Traveler Reses Socisl Sciences and 01 Mar 2011 23 Fab 2016 $332,683.50
Dee, Jane 1-31-33038 iz21180 Internal Design Resea  Torento Police Servi 27 Oct 2010 31 Aug 2012 $151,050.00
Dos, Jane 1-51-53107 121784 Externz| Design Resea | Ganadian Tourism b 14 Mar 2011 31 Mar 2011 $11,799.00
Doe, Jane 1-51-51354 122241 Ryerson University  Ryarson University 25 Mar 2011 24 Mar 2013 $24,110.00
Dos, Jane 1-51-51372 123040 Wisuzsl Design Researc Ryerson Univeristy 01 Mar 2011 29 Feb 2016 $184,375.00
Doz, Jane 1-51-53219 123060 Multi Design Research | Ganadian Broadcast 22 Mar 2011 15 Mov 2011 $41,340,00
Dos, Jane 1-51-53268 123680 Visuzl Design Ressarc  NCE: MITACS - The 01 Jul 2011 31 Dac 2011 $7,000.00
Dos, Jane 1-31-3326% 1244381 Visual Design Researc  MCE: MITACS - The 01 Jul 2011 31 Mar 2012 $8,000.00
Dos, Jane 1-51-51385 125201 Visusl Design Ressarc Ryarson University | 19 Sep 2011 30 5ep 2012 $72,999.28
Doz, Jane 1-51-53313 125360 Visual Design Researc | Mitscs Inc. 15 How 2011 31 Mar 2012 $15,000.00
Doe, Jane 1-51-53311 126380 Visual Design Researc  Mitacs Inc. 15 Mov 2011 31 Mar 2012 $7.500.00
Doe, Jane 1-51-53473 126523 Audio Design Researc  Socisl Sciences and | D1 Mar 2012 28 Fab 2013 $48,850.00
Dee, Jane 1-31-33312 126722 Visual Design Researc  Mitacs Inc. 15 Mov 2011 31 Mar 2012 $7.500.00
Doz, Jane 1-51-53409 127128 Externs| Design Reses | Mitacs Inc, 15 Feb 2012 15 Aug 2012 $15,000.00
1-51-53374 127205 Audio Design Researc | Social Sciences and | 10 Feb 2012 01 Mar 2013 $24,186.00
1-31-31415 127731 Visual Design Researc  Ryerson University | 27 Apr 2012 30 Sep 2012 $380,000.00
1-51-53504 127822 Audio Desin Resesrc Federal Econamic i 12 Dec 2011 31 Mar 2013 $75,000.00
1-51-53531 127935 REB sgreement bety Wellasley Institute | D1 Jan 2010 31 Dec 2012 $10,000.00
1-31-31418 127936 Design and develop Ryerson University 01 May 2012 30 Apr 2014 $13,419.63
SEARCH - Cost Center: Project: Sponsor: Clear

Step Action

1. Once you have accessed the RIS portal, navigate to the cost center/project
name.

Click the Cost Center name link to access reports for a specific project.

Researcher Portal - to generate a report, please select a Cost Center from the following table

[ | PIName Cost Center Application Number Project Name Sponsor Name Contract Start Date Contract End Date | Awarded Amount
1-51-54442 101246 Social Intervention Res Sodal Sciences and | 31 May 2008 30 May 2011 $179,911.00
1-51-56868 110582 Radic Brosdcast Rese  Sodal Scences and 01 Apr 2005 31 Mar 2008 $91,425.00

| 1-51-53142 118321 Urban Traveler Resea  Sacial Sciences and | 01 Mar 2011 29 Feh 2016 $332,683.50

| 1-51-53038 121180 Interz| Design Resea | Taronto Police Servi 27 Oct 2010 31 Aug 2012 $151,050,00

| 1-51-53107 121784 External Design Resea Canadian Tourism F 14 Mar 2011 31 Mar 2011 $11,792.00

| 122241 Ryerson University  Ryerson University 25 Mar 2011 24 Mar 2013 $24,110.00

i 1-51-51372 123040 Visual Design Researc| Ryerson Univeristy | 01 Mar 2011 29 Feb 2016 $194,375.00

| 1-51-53219 123060 Multi Design Research | Canadian Broadeast 22 Mar 2011 15 Now 2011 $41,340.00

15
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Step Action

2. Click the Project To Date option.

Raport

Submit

3. Determine the reporting period by choosing the month and year from the
dropdown lists.

Click the Month dropdown button to activate the menu.

[——

4. Click the JAN list item.

Report Option x

Cost Center: 1-51-51354
Project To-Date [PJTD) Expense Summary Repart

Menth: | FEB v | vesr [ 2013 v

() Manthly 241
() Payrall D MAR
APR

(L) comnmnitr o

5. Click the Submit button.

The report will generate and display on the screen.

6. The PJTD report provide details about expense categories associated with each
project name.

16
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Financial Services Department o
RYERSON UNIVERSITY Human Resources Department
VP Research & Innovation
Project-to-Date (PJTD) Expense Summary Report - as at end of JAN-2013
Cost Center: 51354 - Inventive Discourses of an Architectural Design Landscape
PI Doe. Jane
Export to Excel file
Account Committed as of Expenses as of  Net as of JAN- JAN-13
CesaatChds Description | Podget JAN13 JAN13 13 [
Salary
6000 Salary Pool 15.104 00 0.00 0.00 000
6128 RA - Masters 0.00 0.00
6919 ?’“""’WS Hlealth 0.00 15127 0.00
ax
6925 CPP 0.00 0.00
go3y Ermployment 0.00 198.75 0.00
Insurance
go3y Workers 0.00 2793 0.00
Compensation
Subtotal| 15,104.00 0.00 8.492.50 6.611.50 0.00
Travel
7731 Travel Expense 0.00 2,695.54 0.00
Subtotal 000 0.00 269554 (2,695 54) 000 |
Materials, Supplies & Other
Expenses
Step Action
7. To view the data in Excel, click the Export to Excel file button.

Export to Excel file

'windows Internet Explorer x|

what do you want to do with Expense_Summary.xls?

Size: 6,04 KB
Type: Microsoft Excel 2003
Fram: ors.test.cf ryerson.ca

The file won't be saved automatically,

3 Open |

3 save

2 saveas

Cancel

17
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Step Action

8. Your browser might prompt you with different options.

Click the Save as button.
]

What do you want to do with Expense_Summary.xls?

Size: 6,04 KB
Type: Microsoft Excel 2003
From; ors.test,cf.ryersan.ca

2 Save
|.> Saveas |
Caricel
9. If you wish, rename the report to something meaningful.

Click the Save button.

2

= i o

o o [1sn I =

e ]

e |
e e

Financial Services Depariment |
RYERSON UNIVERSITY Human Resources Department
VP Research & Innovation
Project-to-Date (PJTD) Expense Summary Report - as at end of JAN-2013
Cost Center: 51354 - Tnventive Discourses of an Architectural Design Landscape
PT- Doe_ Jane
: Export to Excelfile
Account Committed as of Expenses as of  Net as of JAN- JAN-13
CesaatChds Description | Podget JAN13 JAN13 13 [
Salary
6000 Salary Poal 15.104 00 0.00 0.00 0.00
6128 RA - Masters 0.00 775722 0.00
6919 ?‘”"’“‘S Health 0.00 0.00
ax
6925 CPP 0.00 0.00
go3y Ermployment 0.00 198.75 0.00
Insurance
go33 Workers 0.00 27.93 0.00
Compensation
Subtotal 15104 00 0.00 849250 661150 000
Travel
7731 Travel Expense 0.00 2,695.54 0.00
Subtotal 000 0.00 269554 (2,695 54) 000 |
Materials, S|
Expenses | The Sxpense_Smmary.ls dowrioad has completed open | 7| openfolter | viewdomriosss |

Step Action

10. Click the Open button.

Open |‘l’|
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Financial Services Department
- . o artment
@ d @ I= Micrasoft Excel = [ovation
Proj File Home | Inset  Pagelayout  Fomulas  Data  Review  View  Developer @
CostCel| =1 # N =1 - [ conditional Formatting = S=lnsert - X - W ﬁ
= < AN
PI:Jane = Ga- B $ - % o [BHrormatasTable I Delete | [§] - 2
Paste B I U e - A - ] = Sort & Find &
=4 — o w6 [ Cell Styles - [EIFormat = | 27 Filter~ select~
Clipboard @ Fant Alignment | Number 1 Styles Cells Editing
- ~ v
r13
ases
Salary
0.00
Microsoft Excel x| 0.00
The file you are trying to open, Expense_Summary s', is in a different Format than specified by the Fle extension, 0.00
B erky thak the file i nok corrupted and s From  trusted souree before spering the . Do you want £ open the :
5 file now?
0.00
0.00
0.00
0.00
Travel
0.00
0.00
Rready | 7 | | BOE 1%
Materials, Supplies & Other
Expenses

Step

Action

11.

Click the Yes button.

Yes

12.

Note: You might not have access to all account codes/cost centres if these

have recently been added to your portfolio.
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.ca/researchGrant/DGFWS/expenseSummaryReport.cim?CostCents o2 7% i NI
K ) [ tps fors rest.of person cafresarchorantiosrins) O =] & |[ Bl [ 42| % | [&iman ] = Aok
File Edit ‘iew Favorites Tools  Help
Financial Services Department |
Human Resources Department
VP Research & Innovation
Project-to-Date (PJTD) Expense Summary Report - as at end of JAN-2013
Cost Center: 51354 - Inventive Discourses of an Architectural Design Landscape
PIL: Doe, Jane
Export to Excel file
Account Committed as of ~ Expenses as of  Net as of JAN- JAN-13
AnmtiCth Description | Dudget JAN-13 JAN-1Z 13 Expenses
Salary
6000 Salary Pool 15.104.00 0.00 0.00 0.00
6128 RA. - Masters 0.00 7.757.22 0.00
go19 | Erplovers Health 0.00 15127 0.00
Tax
6925 CPP 000 35733 0.00
go37 | rmployment 0.00 19875 0.00
Tnsurance
go3z Workers 0.00 2793 0.00
Compensation N
Subtotal| 15,104.00 0.00 £.49250 661150 0.00
Travel
7731 Travel Expense 000 2,605 54 0.00
Subtotal 0.00 0.00 2,605 54 (2,695 54) 000

Step Action

13. Click the Close Tab (Ctrl+W) button.
x

14. End of simulation.
End of Procedure.
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Monthly Expense Report

The Monthly Expense report provides details on all expenditures for the month and
year selected.

Procedure

In this topic you will run the monthly expense report and export data to Excel.

Step Action

1. Once you have accessed the RIS portal, navigate to the cost center/project
name.

Click the Cost Center link to access reports for a specific project.

Rasearcher Portal - ta generata a report, ploase selact a Cost Cater fram the following table

$68,431.00
$295.300.00
$10,000.00
$15,000.00
$51,425.00
$20,000.00

+7.000.00
$43.000.00
. +24,969.00
25 Fab 2016 133288330
. 5

RYERSON UNIVERSITY OFFICE OF RESEARCH SERVICES

Research Information System Welcome Wendy Cukier! | OGF | Logout |

Researcher Portal - to generate 3 report, please select a Cost Cnter from the following table
ooy PR T —— a
§8a3p0puen Addressing the Skilll Ministry of Training,| 17 Nov 2008 Xyl

Gost Center: 1-51-53142
() Project To-Date (RIDT) Expense Summary Repart

() Monthly Expense Report

() Payrall Details Report

| () Commitrmant Datsils Report (Remarks: The Commitrmant Dsta for the currant
rronth won't be auailsble in sHR system befors the first Fridsy of the month) |
1
() Account Transactions Report i
Submit F
4
4
1
1
1

TITET TS OERE TF RO TRITACE — TR T U R T
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Step Action

2. Click the Monthly Expense Report option.

wang. 17mes 2000 %

3. Determine the reporting period by choosing the month and year from the
dropdown lists (does not allow a range, restricted to only one month).

Click the Month dropdown button to activate the menu.

e P

Tremr TR YRR

4, Click the MAR list item.

[ T PR g G P s

e T I

5. Click the Year dropdown button to activate the menu.
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RYERSON UNIVERSITY OFFICE OF RESEARCH SERVICES

Research Information System Welcome Wendy Cukier! | OGF | Logout |

ooy PR T —— a
$683uROPHen Addressing the Shilll Ministry of Training,| 17 Nov 2000 Xl
Cost Center: 1-51-53142
() Project To-Date (PIDT) Expense Summary Repart
(2) Menthly Expanse Report

Month: | MAR v e 2013 v

I () Payrall Details Report

() Commitment Details Repart (Remarks: The Commitment Data for the current

month won't be avsilable in eHR system before the first Friday of the manth)

Submit

TITIE WS ORe T ¥ RCTT W TACT — The T UY Koy S0rY

Step Action

7. Click the Submit button.

8. The monthly expense report provides details about expenditure categories for
the month and year selected.
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Financial Services Department
Human Resources Department

VP Research & Innovation
PI Report - Monthly Expense Detail - MAR-2013
Cost Center: 53142 - DiversityLeads Promoting diversity in leadership -
PL Cukier, Wendy
Export to Excel file
Posted Date Account  Account Description Vendor Invoice Description Amount
Source:
Adjustments
10191-Feb/13 PremierGlobalConference-
02-Apr-2013 7210 | Chbk-Phone Monthly P Bindt 66.07 |
Total Adjustments 66.07
Source:
CashReceipts
27-Mar-2013 7042 Petty Cash Expense CashReceipts 16.00
Total CashReceipts 16.00

Source: Payables

22-Mar-2013 7160 PrintingExternal )B/la:rla(ugafl ES?SA%ARZUD— ALICOS DIGITAL PRINT C-1-11-11016 1,457.00

22-Mar-2013 7160 Prnting External 3:"1;12; ég);laARZUB— ALICOS DIGITAL PRINT C-1-11-11016 4968

22-Mar-2013 7731 Travel Expense Roach, Erin CQ150581 Remb/travel 133.34

Total Payables 1,640.02

Step Action
9. To view the data in Excel, click the Export to Excel file button.
Export to Excel file
E

What do you want to do with Expense_Summary.xls?

Size: 13.3 KB
Type: Microsoft Excel 2003
From; ors.test.churyerson.ca

- Open i
The file won't be saved automatically, i

3 Save

5 Save as

Cancel
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Step

Action

10.

Your browser might prompt you with different options.

Click the Save as button.
=

What do you want to do with Expense_Summary.xls?

Size: 13,3 KB
Type: Microsoft Excel 2003
Fram; ors.test,cf ryerson,ca

3 Open i
[ The file won't be saved automatically. H

3 Save

[ we |

Cancel

(i)() [1 ~ RIsReports

~ &3 | Search 15 Reports

Organize v Mew folder

;I Name *

¢ Favorites | etz modiied
e

8 Dowrloads
RIS Reports
= Recent Places

Mo ks match your search,

Time_Labaur

Eranded HR. Templates

Training Guides

UPK Shared

shared

UPK Pre-Built Content

FORMS for branding
B Deskiop

File name: =

Sawve as type: [Microsoft Excel 97-2003 Workshest (* xis)

4 Hide Folders

(KN [KTE

4

Step

Action

11.

If you wish, rename the report to something meaningful and save the report.

Click the Save button.

s BB [ v )

on = Mot .o

T — | K

|

L e — =
sy ] e |

12.

End of simulation.
End of Procedure.
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Payroll Details Report

The Payroll Details report provides details of salary and benefits expenses for months
selected.

Procedure

In this topic you will run the payroll details report and export data to Excel.

Step Action

1. Once you have accessed the RIS portal, navigate to the cost center/project
name.

Click the Cost Center link to access reports for a specific project.

selact a Cost Cnter from the following table

cost center Applcation Number contract start Date, contract End Date | Awarded Amount
1-51-54442 101246 nd 31 May 2008 30 May 2011 $179,911,00
15154348 101247 51 mar 2008 50 Mar 2009 $68,41.00
1-51-54462 104280 01 Aug 2008 31 Jul 2011 $255,500.00
1-51-54505 106440 ill Ministry of Training, 17 Now 2008 31 Dec 2008 $10,000.00
15154660 108300 er NGE: MITAGS - The 29 Jun 2009 20 2an 2010 $15,000.00
1-51-56868 110582 nd 01 Apr 2005 31 Mar 2008 $91,425.00
15154500 112008 nd o1 Mar 2010 28 Fab 2011 $20,000.00
151513 112000 02 et 2008 51 33n 2009 £7.000.00
1-51-54429 112981 alit 01 Apr 2008 30 Apr 2010 $45,000.00
15154317 118500 nd 15 2ul 2010 01 Dac 2010 $24,869.00

mm nd 01 Mar 2011 25 Fab 2016 $232,605.50
1-51-52038 121180 Partnership on the | Toronts Police Servi 27 Oct 2010 31 Aug 2012 $151,050.00

2. Click the Payroll Details Report option.

Cost Center: 1-51-53142

3. Click the Month dropdown button to activate the menu.

cost €

51-53142
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RYERSON UNIVERSITY

Research Information System

OFFICE OF RESEARCH SERVICES

Welcome Wendy Cukier! | OGF | Logout |

EEE—

Cost Center: 1-51-53142

Menth: | oct

Project Ta-Date
() Manthly Expens

Payrall Details Report

AreTEwnpe i v TR raese Ve sy s

Addressing the Skl Ministry of Training, 17 Nov 2000

X

(RIDT) Expense Summary Repart

& Repart

v)

mManth;  MAT

Jum

() Gemmitrt JuL
month W auG

SER

() Account Teamss

Submit
TN

Year: | 2014
Yeart | 2014 v

(Remarks: The Commitment Data for the current
MR system before the first Friday of the month)

L I T L T T

Step Action

Determine the reporting period by choosing the month and year from the
dropdown lists. Allows you to select a range of "from/to" dates.

27



Research Information System
Guide for Users

RYERSON UNIVERSITY

Research Information System

OFFICE OF RESEARCH SERVICES

Welcome Wendy Cukier! | OGF | Logout |

Generate » report, please select a Cost

EEE—

Cost Center: 1-51-53142

Broject To-Date (FIDT) Expense Summary Repart
(L) Monthly Expense Repart

Payrall Details Report

Menthi | MAY

the followsng table

AreTEwnpe i v TR raese Ve sy s

Addressing the Skl Ministry of Training, 17 Nov 2000

X

v e | 2014 v

marth: | ocr

v)

Year | 2014

vJ

() Account Transa

Submit

) Commitment Details Report (Remarks: The Commitment Data for the currant

manth wer't be available in 2HR system before the first Friday of the month)

ctions Repart

WS ORe T ¥ RCTT W TACT — The T UY Koy S0rY

Step Action

6. Click the 2014 list item.

]

r:1-51-59142

7. Click the Submit button.
[ R P s o P

H
4
]
|
!
\
4
\

TR TR
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Financial Services Department
RYERSON UNIVERSITY Human Resources Department
VP Research and Innovation
PI Reports - Payroll Details Report
Cost Center: 1-51-53142 - DiversityLeads: Promoting diversity in leadership - an integrated, ecological approach
PI Name: Jane Doe
Dates: 2014-05-01 to 2014-06-30 Export to Excel file
Pay Date 1a Name Account Account Descrip Earnings Descrip Amount
»dPAYROLL 29,338.73
» O ADJUSTMENT (36,916.82)
Step Action
8. To view payroll detail, drill down to the line items in the payroll folder.

Click the Expand arrow.

L
9. Click the Expand arrow.
L
10. Click the Expand arrow.
L
11. Line items provide detailed payroll information for each employee.
12. To view adjustment detail, drill down to the line items in the adjustment folder.

Click the Right arrow.

I ¥
13. Click the Expand arrow.
L
14. Click the Expand arrow.
L
15. Adjustment line items.
16. Use the Export to Excel button to view the data in Excel.
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Windows Internet Explorer x|

What do you want to do with Payroll_Details.xls?

Size: 3,25 KB
Type: Microsoft Excel 2003
From; ors.test churyerson.ca

3 o 5
The file won't be saved automatically H

3 save

- Save as

Cancel

Step Action

17. Your browser might prompt you with different options.
Click the Save as button.

< Save as

x|
QO [ 1 - risRepons ~ 23 [ search Ris Reports )
Orgarize v Hew Folder = or @
¢ Favertes 2] tame - | pata modtied | Tome
1 Downloads B Expense_summary xls 01/10/14 1:19PM Microsoft Excel 9

R15 Reports
] Recent Places
Time_Labour
Branded HR Templates
Training Guides
UPK Shared
shared
UPK Pre-Bult Content
FORMS for branding
B Desktop

i a1

File pame:

Ll

Save as type: [Microsoft Excel 97-2003 Worksheet (* xis)

v
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Step Action
18. If you wish, rename the report to something meaningful and save the report.
Click the Save button.
Save
19. End of simulation.

End of Procedure.
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Commitment Details Report

The Commitment Details report lists individual employee salary and benefit expenses
until the end of the employee contract or April 30th, whichever is earlier. Also, includes a
list of any outstanding purchase orders, requisitions or any other project commitments to
be paid upon receipt of goods.

Procedure

In this topic you will run the commitment details report and export data to Excel.

Step Action

1. Once you have accessed the RIS portal, navigate to the cost center/project
name.

Click the Cost Center link to access reports for a specific project.

| o P—
| T e | comeertsee ] someae £ et | amerded e
i endy 1-51-54462 104280 01 Aug 2008 31 30l 2041 $255,500.00
forsom [ |emee e it e
1 1-51-54804 112003 ar 2010 26 Feb 2011 $20,000.00
F o cukier, wendy  1-51-51138 112444 47,000.00
!
-
3 Note:Commitment data for the current month won't be available in eHR before

the first Friday of the month.

Determine the reporting period by choosing the month and year from the
dropdown lists.

Click the Month dropdown button to activate the menu.
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Step Action

Click the

AUG list ite

e

cost cente:

515

Click the graphic.

9142

e A

The commitment report details all salary and benefit expenses, and any

outstanding purchase orders, requisitions or other project commitments to be
paid upon receipt of goods.

RYERSON UNIVERSITY

DocType POReq# VendorName | ooer®d
g‘;c:f“ 103537 gj:;ﬂd‘:““ 25 Oct 2012
1;‘::“ 106322 Sﬁ‘f:‘e £elaBOns |16 pop 2013
1;‘::“ 106559 Sﬁ\‘::‘e relbons | g pep 2013
Total Non Payroll

Total Outstanding Commitment

PI Report - Commitment Details Report - AUG-2014
Cost Center: 53142 - DiversityLeads Promoting diversity in leadership -
PL Cukier, Wendy

Export to Excel file
Accomt G/L Account Name
)

7360 Prof Services Other
7360 ProfServices Other

Ttem Description
CADA Software update -
Progress payment

Public Relations for Montreal
Report Release

Public Relations for Montreal
report release (final imvoice)

Financial Services Department
Human Resources Department
VP Research & Innovation

Contract End

Date AMOUNT

27290
27874
650.40

1,202.04

1,202.04

Step Action

To view the data in Excel, click the Export to Excel file button.
Export to Excel file
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Windows Internet Explorer x|

What do you want to do with Commitment_Details.xls?

Size: 2.38 KB
Type: Microsoft Excel 2003
From: ors.test.cF.ryerson.ca

< Open !
The file won't be saved automatically, i

3 Save

5 Save as

Cancel

Step Action

8. Your browser might prompt you with different options.
Click the Save as button.
E

What do you want to do with Commitment_Details.xls?

Size: 2,38 KB
Type: Microsoft Excel 2003
From; ors.test,cF.ryerson.ca

3 Open
H The file won't be saved automatically.

< Save

| 3, Saveas

Cancel
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x| =
QO 15~ risRepons ~ 23 [ search Ris Reports (2]
Orgarize v Hew Folder = or @
¢ Favertes 2] tame - | pata modtied | Tome
1 Downloads B Expense_summary xls 01/10/14 1:19PM Microsoft Excel 9

du RIS Reports ] payroll_Details xis QU104 ZSTPM Microsoft Excel 8
% Recent Places

Time_Labour

Branded HR Templates

Trairing Guides

UPK shared

shared

UPK Pre-Built Content

FORMS for branding
B Cesktop

File pame: | B ]

Ll ).

Save as type: [Microsoft Excel 97-2003 Worksheet (* xis)

Step

Action

If you wish, rename the report to something meaningful and save the report.
Click the Save button.

10.

End of simulation.
End of Procedure.
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Account Transaction Report

The Account Transaction report provides summary of expense transactions by month
for the time period selected. Includes Project to Date Summary.

Procedure

In this topic you will run the account transaction report and export data to Excel.

Step Action

1. Once you have accessed the RIS portal, navigate to the cost center/project
name.

Click the Cost Center link to access reports for a specific project.

report, Gost Cnter from the 9

Cost Center Application Numbe: Proj P Date | Awarded Amount

1-51-54442 101246 ces and | 31 May 2008 30 May 2011 $179,911.00 .
1-51-54343 101247 nd | 31 Mar 2008 30 Mar 2009 $68,431.00
iss44s2 104280 ton 01 Aug 2008 a1t 2011 525550000
1-51-54505 108440 ng, 17 tow 2008 51 Dac 2008 $10,000.00
15154660 208900 < 29 3un 2005 25 3am 2030 §15,000.00
1-51-56868 110582 nd | 01 Apr 2005 31 Mar 2008 $91,425.00
15154204 212009 o 0t mar 2010 26 Feb 201 $20,000.00
15151138 112444 02 Feb 2008 21 13n 2008 $7.000.00
15154429 112901 01 apr z008 30 Apr 2010 $45,000,00
15154317 116900 15 3ul 2010 01 Dec 2010 $24,869,00
[ usa o1 Har 2011 25 7ab 201 $332,683.50
Teimaee sz1180 27 0t 2310 51 Avg 2012 $151,050.00
RYERSON UNIVERSITY OFFICE OF RESEARCH SERVICES
Research Information System Welcome Wendy Cukier! | OGF | Logout |
v
SemggyOrton Addressing the Skill| Ministry of Training,| 17 Nov 2000 Ry
4
Gost Center: 1-51-53142
() Project To-Date (BIOT) Expense Summary Report 1
() Menthly Expense Report
a

() Payroll Datsils Report

" () Commitment Details Repeort (Remarks: The Commitment Data for the carrent .
manth wer't be available in 2HR system before the first Friday of the month)

() Account Transactions Report L
Submit
P
d
T T OV YT R T PRI YT T UT WO TOTY

36



Research Information System

RYERSON
UNIVERSITY Guide for Users
Step Action
2. Click the Account Transactions Report option.
\ rassing the SAill Minsiry of Traiming, 47 l.‘
- |
|
.
. -
= |
|
|
3. Determine the reporting period by choosing the month and year from the
dropdown lists. Allows you to select a range of "from/to" dates.
Click the Year dropdown button to activate the menu.
Faport Optian irassing the S8l Minsiry of Traiming, 17 Ry 3084 l.‘
|
|
= |
|
‘‘‘‘‘ |
|
4, Click the Year list item.
-
5. Click the Submit button.
-
6. The report details expense transactions by month for the time period selected.

Includes Project to Date Summary.
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PI Report - Account Transactions Report - as at end of Oct 2014
Cost Center: 53142 - DiversityLeads Promoting diversity in leadership - .

PL Cukier, Wendy

0Oct 2013 - Oct 2014

Export to Excel fie

PERIOD POSTED DATE DESCRIPTION DEBIT CREDIT
Oct-13 11 0ct2013 Cukier, Wendy 1,737.02 0.00

31 0ct 2013 Connely Krysten *#1500455763 26585 0.00
Nov-13 06 Nov2013 CashReceipts 27.00 0.00

23 Nov2013 10191-Sep/13 PremierGlobalConf: (was Pinoo)now-J.Olsen 37.57 0.00

Dec-13 05 Dec 2013 Roach, Erin 373.19 0.00
20 Dec 2013 Connely Krysten *#1500455763 42973 26585
Jan-14 10 Jan 2014 Jackson, Samantha 74327 0.00

Project-To-Date Summary

BUDGET (+) 799,027.00
ENCUMBRANCE
* Materials, Supplies & Other Expenses ) 27290
* Professional Services ) 929.14
* Salary () 43,672.26

Funds Available 754,152.70

Financial Services Department
Human Resources Department
VP Research & Innovation

Step

Action

Click the Export to Excel file button.

Export to Excel file

Windows Internet Explorer x|

What do you want to do with Account_Transaction.xls?

Size: 4.51 KB
Type: Microsoft Excel 2003
From; ors.test.churyerson.ca

% Open ;
The file won't be saved automatically, i

3 Save

5 Save as

Cancel
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Step Action

8. Your browser might prompt you with different options.
Click the Save as button.
E

What do you want ko do with Account_Transaction.xls?

Sige; 4,51 KB
Type: Microsoft Excel 2003
From: ors,test,cf ryerson.ca

> open ]
The fils won't be saved automatically,

3 save

| < Saveas |

Cancel

(1\7) [ - RIS Reprts

Orgarize v Hew folder

v &3 | search isReports

|
(2
=@

 Favorites 2| ame - | ate modiied | vee
5 Dowrloads

B2 commitment_Detaiis xis 011014 2:56 P Micrasoft Excel 9
RIS Reports

B Expense_summary xls D1/10/14 1:19 PM
= Recent Places

Microsoft Excel 9

B Payrol_Details xls 01/10/14 Z:51 PM
Time_Labour

Microsaft Excel 8
Eranded HR. Templates
Training Guides
UPK Shared
shared
UPK Pre-Built Content
FORMS for branding

B Cesktop

File name: | 2

Ll |

Sawe a5 type: [Microsoft Excel 57-2003 Worksheet (* xis)

e e

A

Step Action

If you wish, rename the report to something meaningful and save the report.
Click the Save button.

10. End of simulation.
End of Procedure.
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Troubleshooting

1.I can't see the one or many of my cost centers for a faculty in the Project
To-Date Report, who do I need to contact?
Access to cost centres and the data for each report is determined by your
eligibility to have access to confidential data. See the "Client Services - Research
Accounting” contact list.

2.What should I do if I cannot use my mobile device and need to access the
application to complete work related tasks?
Use the Show/Generate Backup Codes button to generate backup codes in the
event you are not able to access your mobile device for any reason. These are
one-time use, randomly generated codes.
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