PURDUE UNIVERSITY—BUSINESS SERVICES

SPS Projection Workbook

Instruction Document

Updated: April 17, 2009

This instruction manual will cover how to set up a new projection workbook, how to tie out to your
actual budget and expenses to AIMS, how to enter monthly projection data and how to enter monthly
updates to this projection tool.



This spreadsheet was created by a staff member in Discovery Park as an aid in managing large grants
and modified for easier use by a staff member in Agriculture. The excel file, as well as an instruction
document will be located at the Business Managers website at http://www.purdue.edu/bs-
ba/Training/SPS Projection.html.

This instruction manual is written for Microsoft Excel 2007 files. Notes, where known, regarding
differences for lower versions of Excel are noted.

Before beginning to set up your projections, there are a few items that you may want to complete to
make the process easier. These include making sure you have trusted sites included in your internet
browser so that exports to Excel will not be blocked and to make sure that you have a file structure
set up in your area.

Follow the instruction located at
http://help.itap.purdue.edu/viewarticle.php?articleid=3586&searchid=237
984&refid=2 to add trusted sites to your internet browser. This will enable downloads from

Excel without having to click through extra errors.

Before you begin savings files, work with your department to determine the file structure you
want to use to save your projections. Having a common file structure within your area should
help others to be able to find your files in case needed. Suggested file structure can be found
below.

By PI, then by Grant

By Grant

This projection workbook has several tabs that make up the entire worksheet. These tabs are
discussed below.

i) Summary Tab

The summary tab gives an overall look at the entire grant expenditures and projected
expenditures for each I/0. This tab allows you to break the budget apart by cost sharing vs.
sponsor dollars and review the total budget (highlighted orders are cost share accounts, also
highlighted tabs), expenditures, and commitments through the end of the prior month.
There is also a monthly account of expenditures for each 1/0 that lists one full project year
of expenses (see below).
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This tab will add all of the individual I/O tabs together (see below). This tab is similar to the
Summary Tab, but it is broken down by sponsored class.
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There will be one I/0 tab created for each valid I/0 that exists for the grant. This tab will
include the details of the expenses to date as well as the projected expenses, similar to

screenshot above.
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iv) Keys Tab

vi)

This tab contains project period information as well as the applicable F&A rate for the grant.
The dates listed on this tab will flow through to all the other data tabs in the workbook. The
F&A rate listed here is how the projected F&A dollar amount is calculated on the individual
I/O worksheets. The status line is the mechanism the worksheet uses to determine if it
should be pulling in projected expenses or the actual expenses that have been downloaded
from AIMS into the projection. When you have updated monthly information the status
should be listed as “Closed” with future grant periods left as “Open”. (See below for
screenshot.)

& E 5 D E F G H | J K L i}
Periods 200803 2008-04 2003-05 2008-06 2008-07 2008-08 200809 200810 2008-11 200812 2009-01 200902
Status “Open Open  (Open Open  [Open Open  Open  Open  Open  Open  Open  Open
E&A Rate 52.50%

Perods Septemb Dctober Movembe Decembe January  February March — April May June July Avngust

Generate Monthly Data Tabs (YYYY-MM)

Professional
Clerical
Service
Graduate
Stipends

Account Data Tab

This tab lists all of the general account data for the grant. This information will be pulled
into the 1/0 sheets (see below).

[ = il . =
Do)\ H - =y (& de (S -
g
—/'j Home Insert Page Layout Formulas Data Review View Add-Ins Acro
5 & Arial ~|a - A AT = !_‘fﬁ: ek =
iPafte J"Bzg <';o-A-I ==Rel $ ~ % v ||Te8 8| S0
|Clipboard = =N Alignment =N Humber = !
AZ - 7~ | soDODOXXX2
A | B | [ | o] | E | F | G | H | [ | o
| Descripti Co-Pl
i Sponsored Program e Grant Fund Pl Name o Sponsd
Al n Hame
1 -
En;rgy Generate 10 Tabs |
| 80000001 101300 21010000 Pl One Co-Pl Two et
| Departrpe
2 | nt OF
= Energy,
| 8000003002 ORI 41020000 PlOne Pl One i
Departme
3 | nt Of
& & Oklahoma
Medical
| 00000003 100150 41020000 LI ST Research
arun K arun K £
Foundatio
4 | n

Previous Tab

The previous tab is used to capture data from the beginning of the grant through the
previous month end. This is data that is copied from the Current tab when updating
monthly by using the “Move to Previous” button.

B 5 i} E F G H |

A J L
Keep these columns Sponsored Program Sponsored Class Budget  Expenses Commitments Feservations As of 1240/2007 DO NOT DELETE THIS SHEET!
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vii) Current Tab

The current tab is used to capture data from the beginning of the grant through the current
month end (similar to screenshot above).

viii) YYYY-MM

This tab is used to capture an individual month’s data. This tab will be automatically copied
and renamed for each month (i.e. June 2008=2008-12) by clicking the “Generate Monthly
Tabs” on the Keys tab.

b) Getting Started
i) Open GM Aims.

ii) Type in the grant number on the variable screen. Leave all other variables blank. Click OK.

Employee Self-Service Home AIMS Financial Systems Purchazing Services Human Resources System Info

| GM Account Assignment Hon-Faculty

GM Account Assignment Hon-Faculty

Variable Entry
Available Variants: | |V|| Save || Save &z ... || Delete | Showy Yarisble Personalization
“arigkle = Current Selection Description
S—
Grant [Sel Opt, Optional) I
Co-Pl Mame
Pl Mame
Sponzored Program
Func

iii) When the grant page is loaded, click on “Export to Excel” button.

Emploves Self-Service Home AIMS Financial Syatems Purchasing Services Human Resources SystemIr

| GM Account Assignment Hon-Faculty

GM Account Assignment Hon-Faculiy
.4

AIMS-GM Account Assignment Hon-Faculty 7.0

Table [+ Export to Excel Grart Infa

iv) Click Open on the pop up screen and an Excel spreadsheet will appear.

NOTE: If your spreadsheet does not appear, look at the top of your screen to see if you
have gotten a pop-up error (see screenshot below). If you get this error, click the white bar
and select Download File. You will be sent back to the opening portal page. Go back into
AIMS and follow the instructions above. (See Section Il A. Adding Trusted Sites above to
eliminate this from happening in the future.)
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3 GM Account Assignment Non-Faculty - SAP NetWeaver Portal - Microsoft Internet Explorer

File Edit ‘Wiew Favorites Tools  Help

eBack - f\_‘:] - \ﬂ @ \-_h |/:_j Search in:g‘Favorites {;.‘3" [i:'\:v :; 19_"1 - ﬁ ﬁ

Address I@ https: fjerp-partal-prd.itap. purdue.edufivjportal

Links @j B@P @] Directory gj Coeus Proj Site gj Zoeus 4.2 Prod Suppart gj Purdue-Board @j PageCernker ?| e

é To help protect yvour security, Internet Explarer blocked this site from downloading files to vour computer, Click here For options. ..

Employves Self-Service Home f Financial Systems Purchasing Services Human Resources System Info Business
L 0 L 1 e 0

GM Account Assignment Hon-Faculty
g ——

v) If you have two monitors at your desk, follow these steps to create two separate versions of
Excel to make copying data easier.

vi) Go to Start> Programs > Excel. This will open a second session of Excel so that you can view
the data you downloaded in Excel on one screen and the projection spreadsheet on the
opposite screen.

vii) Open the Projection Template spreadsheet (SPS Projection Template) located at :
http://www.purdue.edu/bs-ba/Training/SPS Projection.html

viii) Click File>Save As> rename the file including the grant number and the current month
(101XXX_1-31-09.xIsm) and save to your area’s appropriate file location.

ix) Validate that manual calculations are activated. Click on Formulas> Calculation Options >
Manual [Tools>Options>Manual for lower versions of Excel]. This will prevent the
spreadsheet from trying to completely recalculate each time you enter data. Pressing F9 on
your keyboard will activate the calculation function. Ignore any circular reference errors.

(i = =t @ e ugl] &~ J= training example 100148.xlsm - Microsoft Excel - = XI
i) ik e :

Home Insert Page Layout Farmulas Data Review View Add-Ins Acrobat @ - 7 x

f E AutoSum % Logical - [ Lookup & Reference - ; -5 Define Name ~ %A Trace Precedents 1] Show Farmulas j B
- Recently Used = (A Text - B Math & Trig ~ £~ Use in Farmula ~ =% Trace Dependents ¥ Error Checking = L=3 g iy
Insert . % i " Name Y E Watch alculation [D
Fundtion @ Financial = E“_%?Date & Time ~ @:l More Functions = Manager B Create from Selection || 7% Remave Arrows = (£ Evaluate Formula | \window Options~ |
Function Library Defined Names Farmula Auditin Automatic

| Automatic Except for Data Tables
@ Security Warning Some active content has been disabled. Options... r —AED

:IT‘ Manual |

Al *(» fe | Paste AIMS data into AL

& T ) T [ S ] ) O [ [ | PO T
1 |Paste AIM5 data into A1 1 |

x) Click on Options, and highlight the Enable this content radio dial button.
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http://www.purdue.edu/bs-ba/Training/SPS_Projection.html

e i, B e ._@ 4 @ g' - training example 100148.xism - Microsoft Excel

s58 )
i |
—-j Home Insert Page Layout Formulas Data Review View Add-Ins Acrobat
| X AutoSum T ﬁ Logical ~ f_l Lookup & Reference = || .« A3 Define Name - | *j:':' Trace Preced
X P 4 : : 5
[E.Jj Recently Used = [A Text - ﬁg Math & Trig = £2 Use in Formula = E'Cj Trace Depem
Insert = - Name >
Function El_;} Financial = i‘j Date & Time - f[ﬁ_-j More Functions = Manager B Create from Selection #T Remove Arro
Function Library Defined Names Farm)

@ Security Warning Some active content has been disabled.

F14 - | Microsoft Office Security Options _'?lil
A [ B
AIMS-GM Account - -
At Wol LSy Fou @ Security Alert - Macros & ActiveX
1 |7.0 =
== Macros & ActiveX
2 Macros and one or more ActiveX controls have been disabled. This active content might
contain viruses or other security hazards. Do not enable this content unless you trust
9 the source of this file,
o ‘Warning: It is not possible to determine that this content came from a
4 Grant Fun trustworthy source. You should leave this content disabled unless the
—= r content provides critical functionality and you trust its source.
More information
100X 410200
File Path: P:\...porting\SPS Projection Template\Projection Template with macros.xlsm
é £ Help protect me from unknown content (recommended)
100XKK 410200 @ Enable this content!
R r
00K 410200
i
8 100X Result
9 |Overall Resuft
i » [ o 1|
g Open the Trust Center & Sl J
i e

xi) Save the spreadsheet.

i) On the spreadsheet you downloaded from AIMS, copy all the account data listed.

ii) Paste data into the Account Data tab cell Al.

iii) Click the Format Data button.

-
(=1

p) ] B | e 8] [ E | F [ G I H [ [ J [ K. [ L [ k4
AIMS-GM Account
Assignment Hon-Fagulty [P D
7.0
Commitme Reservati Awvailable %
Budg = nts ons Balance  Expended
Sponsored Co-PI
Grant Fund [ Pl Name Sponsor 5 % 5 5 5 kS
Program Name |
i : ' University
B000003CK 511 120C-Smith, Smith, VOF linoiz
' ' 5
100K 41020000 00X 'Geroge | Georse LAt R | R | 2,031.35 R | 63.13%
_:‘____“_______-Chicagn
i University
800000% 511 13004~ Smith, Smith, Of llingiz
i <A haad hddad Geroge George At TR
E Chicago
i University
BO0000ZZZ 511 13004~ Smith, Smith, Of llingiz
xy i Z7 ZFF77 Geroge George At
7 Chicago
8 100X Result @ HEERREGE | BEERREEE | 2,031.35 HEEEERRE HEERERRE 71.10%
9 |Overall Result HEERREGE | BEERREEE | 2,031.35 HEEEERRE HEERERRE 71.10%
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iv) The macro will review for any duplicate I/O’s and set-up the data into the needed format.

If you have duplicate I/Q’s, you will get a message indicating that you must delete the line of
the unused I/0 before proceeding. Click on the Generate |0 Tabs button.

v) Click on the Generate 10 Tabs button.
[ | B | C | 0 | E | F | B H
1 |Sponzared Program  Description Grant Fund Fl Mame  Co-Pl Marm Sponsog
! otinds. | Generate 0 Tab
511 1300 Smith, Smith, OF Il Enerate A0S
B0 e Geroge  George At
2 Chicago
B University
511 12384 Smith, Smith, Of Minoiz
Y LB Geroge  George At
3 Chicago
g University
11 1A Smith, Smith, Of Minoiz
ZFFF Lebba s Geroge  George At
4 Chicago
5
vi) The macro button will create new tabs at the bottom of the worksheet. There should now

44

be a worksheet for each I/O between the Cumulative and Empty-xxxxx tabs. All cost share
accounts will be highlighted in yellow and will have indirect costs set to 0. See below.

Summary -~ Cumulfjtive - "0OOXX1 - OXXX2 - OXXX3 _ XXXX4 . Empty -xoooc JKeys - AccountData - Previous | Current  YYYY-MM %3

Ready Calculate

vii) Be sure to leave the blank Empty-xxxxx tab in the worksheet.

iii)

iv)

In GM Aims, Account Summary, click on Grant Info to find the information needed (project
period) to fill out the Keys Tab.

Periods Lines: Enter the first period in your current project year in the yellow cell B1 in
YYYY-MM format (e.g. 2008-11 = May 2008). (This should correspond to the awarded
budget period of your grant.) After you leave this cell, the future period and period month
names (line 6) will automatically change.

Status Line: Make sure that the Status line reads “Closed” for each month that has passed
and “Open” for each month in the future.

F&A Rate Line: Validate that the F&A Rate percent listed is correct for your grant. This
information can be found by running t-code GMGRANTD and looking at the OVERHEAD
COSTS tab. If you have more than one F&A rate, you will need to make manual
adjustments. For example, if all but one 1/0 use 52.5%, leave the keys tab at 52.5% and
manually adjust the calculation in the specific I/O tab with the different rate.
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v) Click on the Generate Monthly Data Tabs (YYYY-MM) button.

By B C ] E F G H | J k. L b
1 |Penods 200811 200312 2009-01 2009-02 2009-03 2009-04 2009-05 20058-06 2009-07 20059-08 2009-09 200310
7 |Status “Clozed Closed Closed Closed Closed Closed Closed Clozed Closed Clozed Open  Open
:|3 |
4 |E&A Bate 5250%
5
6 |Penods b ay June July August  Septemb October  Movembe Decembe January  February March  April

E Generate Monthly Data Tabs (YYYY-MM)

11 |Profeszsional
12 [Clerical

13 [Service

14 [Graduate
15 [Stipends

vi) You will get a text box verifying that the correct initial grant year period and status are
correct. Check your data and click Yes. The needed monthly data worksheets will appear in
between the Current Tab and the YYYY-MM Tab.

I
v [ " Current J2008-11 7 2008-12 7 2009-01 .~ 2009-02  2009-03 .~ 2009-04 . 2009-05 .~ 2009-06 . 2009-07 | 2009-08 I'_Y'T"T'MM ]

P T S 1 oo = T

i) In GM Aims, hover over the grant number > right click>Goto>Account Summary

il Gaoto Account Summary i
Fitter ¥ | AllExpenses By FY Petiod )
Brosdcast and Export ® | Al Commitments By FY Period B
Save View Al Reservations By FY Period By
Properties p | Budget Documents by

Grant Month End Report

Documernts » b
Sponzored Program Maonth End Report

Technical Reports Due
Crverall Result Legacy AMS

Payroll Summarsy

Payroll Detail

Fesuft

ii) Click the variable button and enter the period range from the beginning of the grant
through the last month end. You will want all budget and expense transactions for the
above period.

NOTE: if your grant precedes SAP conversion, you may need to use period 001 of the fiscal
year your grant began in to include budget set up.

iii) Validate your total budget and expenses match the Project Financial Report (z_fssr_projfin)
“Total Grant Cost—excl. CS indirect costs” line through the same period. Exportthe GM
Aims data to Excel.

iv) Copy the exported data and paste into the Current Tab yellow highlighted cell (B1). Click on
the Format Data button.
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E . c [ b [ E [T FJ] G [ R T T 7 3

AIMS-GM Account Summary 7.0 Fonmmat Data |

i eservati Available %
BIEER EEsEE nts ons Balance Expended
Fund Sponscred Program Spansore 5 5 g 3 5 %
d Class
r r
Profez
41020000 80000030 511 1900C 17510 \sional | 65,226.00| 37.076.47 2814953 56.34%
XX 00K
Salary
r i Gradua
BO0000XX 511 1006 te . : .
41020000 o 00K 78230 || 6933650]60,035.02 930148 86.59%
=
r r
Service
BO0000XX 511 1006 : e e
41020000 o 00K 78250 :alane 8,053.50 8,053.50
F F FE—
v) Areminder to fill in Cell J1 will appear. Click OK and enter the date your projection is valid

i)

i)

v)

vi)

vii)

for. A button that says Move to Previous will appear. You do not need to do anything with
this button at this time. This will be used when updating the projection at the next month
end.

The monthly data tabs were created in a previous step.

In GM Aims Account Summary click on the variable screen button and then enter the month
you want data (i.e. 011/2008=May 2008). If screen comes back and says No Data Available,
then there were no transactions for that period. Go ahead and leave a blank worksheet.

Click on “Export to Excel”.
Click “Open” on the pop up screen.

Copy the data into the appropriate monthly tab (e.g. 2008-11) in the yellow highlighted cell
B1.

D E F

B 5
Paste AIMS Transaction Data in B1 |
Format D ata

Click on the Format Data Button. The macro will review the data for blank lines, remove
unneeded data, and format the data.

Continue steps ii-vi for each month of data (marked closed in the Keys Tab) you need to
enter. This data will populate the Summary, Cumulative and I/O tabs. Be sure to leave a
blank YYYY-MM worksheet.
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i) Press F9 to update your spreadsheet. This may take a few seconds to calculate (larger
grants with more 10’s and more months of closed data will take longer to recalculate)

ii) Validate that your Budget and Expense Columns as well as monthly actual tie out to the
totals listed in GM Aims or the Project Financial Report.

NOTE: Make sure you are only looking at months that have closed and the amounts do not
include current month transactions.

Grant # 100G N
Sponsor:  University OF llinois &b Chicago Su:”“!dr'fl ab

Pl: Smith, Geroge rojection
Title: BT 1ot .

Project Penod:

Current as of:
January 0, 1900

Program Dezcnption Co-PI | Budget Expensze Commit's
BO0D0M00s BT et rodds Srith, George ] 445533 260184 % aaa
BO000DYY™Y 517 Teld ™™y Smith, Gearge 3 F4E007 f B40239 % -
= 0 s sy I I e v Srith, Gearge 3 - % - %
B0 3 $ 3
BO000A £ % £

Total . $ 11916539 4 800423 % 888

Project Financial Report

Total Grant Cost - excl. CS indirect costs 1,191,539 00 44 349 549 200, 423 .21 887 68

i) Click on the first I/0O tab where salary will post. You can determine this by reviewing the
Coeus budget, the account set-up spreadsheet or by running a payroll report
(zhr_pay_posting) to see who has been charging to the grant and/or /0. You can also look
at the cost distribution report (zhr_cost_distrib) to see who is on this grant in the future.

ii) You will need to enter the FTE, Staff Member’s name, their monthly salary, choose a staff
type from the drop down list, and assign a fringe benefit rate. Links/formulas have already
been set up to total by staff group and link to the appropriate budget line above.

Monthly Monthly Fringe  Monthly
CUL Staff Member Salary Staff Type Salary Rate Fringes
B0 Graduate Student 1 4000 Graduate $ 200000 10.00% ¢ 200,00
2 - $ -
3 - ES -
¥ - £
2 - $
3 - ES
§ - E] -
Total $ 2.000.00 $ 200.00
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iii)

iv)

iii)

iv)

If you have AY and/or summer salaries, you may need to manually enter in May, June, July
and August in the specific /0 tab for an accurate projection.

You will need to manually add in the dollar amount for graduate fee remits, and S&E items
you want to project. The total amounts and F&A will populate once you press F9 and
recalculate the spreadsheet.

NOTE: depending on whether the F&A charges on MTDC or TDC will drive whether you will
need to exclude fee remits, capital equipment, etc from the F&A line; you may need to
adjust accordingly. For details on graduate fee remits see the following web page:
http://www.purdue.edu/sps/proposals/budgethome.html

You can change the FTE of a staff member throughout the project by updated it on the I/O
spreadsheet. Prior months will not be affected as once a month is closed out the system
defaults to the actual amounts that charged and disregards the projected information.

The summary tab can be copied and the accounts reorganized to provide task or functional
budgets.

Sponsor Financial Statements can be created by linking back to the summary or task budget
tabs.

An option for reporting on only Co-PI’s portion of a grant would be to search for the Co-PI
on the original GM Aims screen and then do the Account Summary on that grant. This
would only include that Co-PI’s sponsored programs for that grant.

For additional assistance, see your Business Manager.

Open the previous month’s projection workbook.
File>Save As> update file name with current month.

To ensure macros are activated, click on Options, and highlight the Enable this content radio
dial button.

l:r' Security Warning Some active content has been disabled.

Fl14 - Microsoft Office Security Options 2=l

B
Fol @ Security Alert - Macros & ActiveX

A
AIMS-GM Account
Assignment Non-Faculty

1|70 i

Macros & ActiveX
Macros and one or more ActiveX controls have been disabled. This active content might
contain viruses or other security hazards. Do not enable this content unless you trust

] the source of this file.

‘Warning: It is not possible to determine that this content came from a
4 Grant Fund trustworthy source. You should leave this content disabled unless the
r content provides critical functionality and you trust its source.
More information
100X 410200
File Path:  P:\...porting\SPS Projection Template \Projection Template with macros, xlsm
r

]

m unknown content {recommended)

00 410200

r
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i) If any new I/O’s have been added since the projection spreadsheet has been set up, you will

need to update the Account Data Tab. (Follow instructions in Getting Started section

above.)

i) Change the status to “Closed” for any new months that have closed since the last projection.

ii) Click on the Generate Monthly Data Tabs (&&&&-MM) button. Your new monthly
worksheets will be generated.

i) Click on the Move to Previous button.

A B D

1 'Keep these columns Sponsored Program Sponsored Clazs  Budget

2 BO000METE210 BO0000XIO0 fraz10 §5,226.00
3 | BO00004<TE230 800000X000¢ "78230 69,336.50
4| BO000M427E2E0 BO0000XIO0 frazs0 8,053.50
5 | B000004<TE270 800000X000¢ "r8270 21,301.00
£ | B00000447a280 BO0000XIO0 fraza0 29,484.50
7| B000004<TEI10 800000X000¢ 78310 143,381.00
8 B0000040Ta420 B00000XHHKX 78420

9 | 000004478430 800000X000¢ "78430 3,000.00
10| 8000003473435 BO0000XIO0 fra435 9,083.00
11 8000004475499 BO0000XIO0 Fra409 90,667.00
12 B00000427a510 BO0000XIO0 fras10 6,000.00
13 800000 7E210 BO0000YYYY fraz10 115,912.00
14 | BO000D Y 7E230 BO0000YYYY fraz30 113,369.50
15 | 800000 7E250 BO0000YYYY frazs0 8,054.50
16 | 800000 7E270 BO0000YYYY frazro 34,781.00
17 | 800000 7E280 BO0000YYYY fraza0 53,129.50
18 | 800000 7E310 BO0000YYYY a3t 242,182.00
19 80000073410 800000YYYY 78410

20 800000 7E420 800000YYYY 78420

21 | 800000 7E430 BO0000YYYY fra430 5,000.00
22 BO00OMNY Y 7E435 BO0000YYYY fra435 16,083.00
23 800000 7E499 BO0000YYYY Fra409 151,495.00
24 | BO000D Y FEST0 800000YYYY fras10 6,000.00

E

Expenses

37,076.47
60,035.02

17,092.18
16,102.08
83,316.79
8272
737.00

4574220

148,578.51
72,003.47
1,142.45
21,838.94
50,0358.80
177,971.91
388.75)
271.58]
2,568.07
552.16)
64,883.01

F G H J

Commitments Reservations il L

Move to Previous

B87.68

—1

0.00000000{ 0.00000000

ii) A dialog box will ask if you are sure you want to move all data from the Current tab to

Previous. Click Yes.

iii) The Previous Tab will now be populated and the Current Tab is empty with the Format Data

button visible again.

B
Paste AIMS Transaction Data in B1 !

iv) Open GM Aimes.

F G H | J

Format Data

v) Type in the grant number on the variable screen. Leave all other variables blank. Click OK.

vi) Hover over the grant number > right click>Goto>Account Summary
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vii) Click the variable button and enter the period range from the beginning of the grant
through the last month end. You will want all budget and expense transactions for the
above period.

NOTE: if your grant precedes SAP conversion, you may need to use period 001 the fiscal
year your grant began in to include budget setup.

viii) Validate your total budget and expenses match the Project Financial Report (z_fssr_projfin)
“Total Grant Cost—excl. CS indirect costs” line through the same period.

ix) After data is validated, click on “Export to Excel” button.

x) Click Open on the pop up screen and an Excel spreadsheet will appear.

Enployees Self-Service Home AIMS Financial Systems Purchasing Services Human Resources SystemIr

| GM Account Assignment Hon-Faculty

GM Account Assignment Hon-Faculty
.3

AIMS-GM Account Assignment Hon-Faculty 7.0

Tale [ Information || Send || Print verkion || Export 1o Excel || Wriable Sereen || Grant Info |

xi) Copy the exported data and paste into the Current Tab yellow highlighted cell (B1). Click the
Format Data button. (Make sure your macros are enabled.)

xii) You will be prompted to fill in Cell J1 (month end date).

i) In GM Aims/Account Summary click on the variable button. Enter the period of data you
want.

NOTE: If you miss doing projections for a month, you will need to fill in more than one tab.
i) Export the data to Excel.
iii) Copy the monthly data and paste into the appropriate monthly data tab.
iv) Click on the Format Data button.
v) Adjust the Projection Information is needed.

vi) Repeat this process for any new months of data.

i) Press F9 to update your spreadsheet.

ii) Validate that the Budget and Expense columns tie out to the totals listed in GM Aims or the
Project Financial Report for the same periods.

iii) Compare projected balances to previous months projected balances. Research any large
changes.
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After opening the file, make sure to maximize your workbook so you can see the tabs at the
bottom.

Always start a new projection from the template. You may have made changes to current
projections that are specific to that project which could cause problems with new projects.
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