Georgia State University Foundation, Inc.

Financial Edge Training Guide

Create, Save and Run a Project Report


1. From the Home page, select General Ledger (GL) from the drop down box to ensure you are in the GL module of Financial Edge. This drop down menu allows you to alternate between the GL and Accounts Payable (AP) modules of Financial Edge.
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2. To access project reports, click on the ‘Reports’ option on the left hand side of the screen.  
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3. The Reports panel will appear.  Click on Project Reports to view delivered reports.  


[image: image3.png]The.

inancial Edge
Ble Edt iew Go Favories Tods telp

«Back Genrgia State University Foundation * « General Ledger

» Project Reports






 EMBED PBrush  


4. The Reports – Project Reports panel will appear.  Double click on the desired report type.
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5. The New Project Activity Report box will appear.  Select the desired options on the ‘General’ tab.  

Recommendations for General Options:

· Report type:
Summary – will report balances only

Detail – will report detail activity from GL and AP

· Date: Use FY04 fiscal year or greater.  No detail records are held in Financial Edge prior to FY04.  However, you can use shorter time periods going forward to narrow results, i.e. this week, this month, year to date, etc.  See drop down box for additional options.

· Always select ‘Include projects with a zero beginning balance… and Include projects with no activity…’ check boxes.

· Include these transaction types: always select ‘Regular’ (Encumbrance entries are not currently being made in Financial Edge.)
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6. Use the Filters tab to further narrow report results.  For Ledgers, choose ‘Selected’ from the drop down box in the Include column. 
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7. Once ‘Selected’ has been chosen, the following prompt box will appear.  Type ‘01’ as the ledger value and click ok. Use ledger 01 to report operating or spendable information and ledger 02 to report endowed or non-spendable information.
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8. Choose ‘Selected’ from the drop down box in the Include column for Account Codes. 

*****In order to obtain an accurate project report, the following account codes MUST ALWAYS be selected!*****
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9. Once ‘Selected’ has been chosen, the following prompt box will appear.  Click the ‘Range’ radio button and enter the account code ranges as seen below (300000 to 400000; 400020 to 799945) and click ok.  Account code 400010 has been excluded.  This account is used to hold operating gifts in campaign payback for a three-month period and as a result these gifts are not spendable until released.  Upon release the gifts are reclassed from account code 400010 to 400000.
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10. Next, decide if one project, several projects or all projects for a College should be included in report results.  To select only one\several projects choose ‘Selected’ in the Include column for the Projects filter.  
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11. Once ‘Selected’ has been chosen, the following prompt box will appear.  Type in the desired project id and click ok.  (If multiple projects are desired, press the enter key after typing in the first project id rather than clicking the ok button.  A second line will appear and the second project can be entered.  Proceed in this manner until all desired projects are selected and then click ok.)
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12. If all projects for a particular College are desired, choose ‘Selected’ in the Include column for the Project Attributes filter.  
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13. Once ‘Selected’ has been chosen, the following prompt box will appear.  Select ‘Include’ as the Action, ‘College/Department Code’ for the Attribute Type and type the appropriate number in the value field.  Click ok.
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NOTE: Use either ‘Projects’ or ‘Project Attributes’

DO NOT USE BOTH OR REPORT WILL NOT RUN PROPERLY!
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14. The format tab can be used to set individual print options. Changes to the default Format options are not required.
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15. Once the desired options have been defined click on the save 
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 icon.  The ‘Save Report as’ box will appear.  Type in a ‘Report name’ and ‘Description’.  If you do not want others to be able to access this report uncheck the ‘Others can run this report’ check box. Click Save.
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16. Once the report has been saved the open box will be renamed from ‘New Project Activity Report’ to the report name specified in step#13.  Click the Preview button to preview the report.
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17. Financial Edge will begin preparing the report and will display the following message.
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18. Once the report has been generated, the report will be displayed to the screen.  To print the report, click the print 
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 icon.  (The last page of this report provides the selected filter criteria.  This can be helpful when distributing paper reports, etc.)
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19. Financial Edge lists all saved project reports on the main Reports – Project Reports page.  To run the saved reports in the future, return to this page and double click on desired the Project Activity Report.
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20.  The system will open the ‘Project Summary Report’ box.  Click on the preview button to initiate the report.
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Use either a specific project id or select the project attribute College\Dept Code and list the appropriate code.





DO NOT USE BOTH OR REPORT WILL NOT RUN PROPERLY!
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