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ACCESSING BEARS

STEP 1: To access the Brock University Information Systean ynust go through the
University portal, mybrocku.ca. To find the porgal to the University’s home page at
www.brocku.cavia Internet Explorer and from the “Web ServicbsX along the top of the
page click on the mybrocku.ca option of the dropdeature.
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STEP 2: This should bring up the page shown below. If ilaue never logged onto the
portal before you must first activate your porte¢@unt. To do this follow the
instructions on the “Account Activation Tutorialaskn under “Portal Tutorials” on this

page.
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STEP 3: After successfully logging onto the portal, ffegtal home page will appear as
shown below. To access the Brock Information Systick on the “My Work” tab
(shown highlighted) this appears on the black bénetop of the page.
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STEP 4: From the “My Work” page, shown below, click orettBears” option listed
under “My Links” (this option appears underlinedtire screen shot below).
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STEP 5: This will bring up the page shown below. “®lisere” to logon to the

system.
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STEP 6: Here you must enter your BEARS user code andymadgNOTE: this is the
same user code and password that you used to fogha portal!!)and then click sign
in. If you do not have a BEARS user code you rteddl out a Computer Account
Application which may be obtained from Barb Whitethe ITS department (x.3479) or
bwhite@brocku.ca If you have forgotten you password, go lioybu require assistance,
click heré on the screen (shown below).
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STEP 7: Once you have successfully logged in, the pagewhiatome up for you is
your default menu. Generally users have beengseiith their default menu being the
Finance Menu(which is pictured below), thiglain Purchasing Menuor theAcademic
Main Menu depending on your main function within BEARB your main default
menu is something other than the Finance Menu yiblnave an option within your
menu to access th@nance Menu as displayed below. Or seelpful Hint #1 in
Appendix A to get to the Finance Menu from any enre
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FINANCE MENU OPTIONS

(Not necessarily in the order of appearance onrtiezu)

1. View General Ledger Account

Via this option you may view any General Ledger éwat that you have been
authorized to view. Authorization to view is apepved by the signing authority
on the account and granted by Finafmmntact Vicky Blakely x3805 for more
information). To select an account to view, place your curseh@&@Account #
field and enter your nine digit account number @gample 115050002) and
submit.

Screen Features:

If you only enter the account number and submitpihge, the default is to display all of the
transaction posted since the last month end.
You have the option to view transactions on theantin Ascending (oldest to newest) or
Descending (newest to oldest) using the optionjbsixbelow the Account # field.
The “Start at” option allows you to begin viewirtgettransactions of the account from the
beginning of the fiscal year. Simply use the dropvd arrow to choose “Fiscal Year".
Or you may enter a “Start at this Date” in the rieedtd, which allows you to view transaction
back to May 1, 1999. The date format for this apis YYYYMMDD e.g.: 20010630
You may go directly to view Encumbrances and ordgtdHistory on this GL Account by
double clicking on the blue underlined amountsBadgets and Encumbrances in the upper
left of the screen.

3 FIND2 - Microsoft Internet Explorer EE) &

Tuesday, Deceraber 28, 2004
3:14:53 PIol Eastern

&

General Ledger &ccomt

~ Biock ST
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| Ascending v| Startat | Month End v| orStrtatthisDae MD) | 0

Feturn to Logon
) INVALID POSTINGS Budget 0+
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00000000 Encumhbrances 0+
[ Submit ] Funds Owverspent 32730-
| Date | Reference | Description Tpe Invoice PO Number Amount
] 15145289 IMPUT REQUEST 0.00 S %2 Localintranet

***Eor a glossary of reference codes and their nieggigo to Appendix C***

10



2. Print General Ledger Account

Although you may print any web screen as displdyedlicking on the printer
icon at the top right corner of each paga{embering to always print
LANDSCAPE!!) you may also use this screen to print your Génedger
account more efficiently (as more information is\ged on each page) to a
BEARS remote printer. To print, enter the nindtdagcount number in the
“Account #” field as well as your designated BEAR&iter number. (The printer
number may appear automatically if it has beerelihto your user code)

Page Features:
If you only enter the account number the defadltprint all transactions on this account
since the last month end. If you wish to printi@hsactions since the beginning of the
current fiscal year then you must put a “Y” in théll” field next to the account number.
You may also print historical data back to May 299 or any time thereafter by putting in a
Start and End date in the fields provided. (Theedatmat is YYYYMMDD)
You may print individual accounts or a series ocd@mts. For example, you may print all of
the Non-Salary accounts within a cost centre if raue the authority to view them by
entering 115050xxx in the Account # field.

/3 FPACE - Microsoft Internet Explorer ElEx
: Tuesday, Decerdber 28, 2004 i

Print General Ledger Account 34543 M Eastem
=
=+ R -entera ¥ in the AL field and leave the date fields exapty to print the entive fiscal year OR
Brock P PUy 1o p ye
e - A& date l§ ) wiill print all transactions on or between the dates specified OF.
University range 2 i

- leare the all the option fields exapty to print all entries since last raonth end
Biccount - for & seties of avcounts code an X for the variable part Oe.g. 11523 or 11503455

Fetun ta Menu |
—_—
Feturnto Logon (8 Output 4o Printsr # (LP for wain printer) (I

.

| LI |

Exit System
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I
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__ I | o 0]
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3. Export Account Detail to Excel

Via this page you may export account details toryamputer. The file will be
e-mailed to you from “Dev Administration eMailers an attachment. You may
open the file using a program of choice althoughdktis recommended. Once the
file is opened in Excel you will have to wide th@wmns to view the information
properly. To do this simply place your cursor ba tolumn bar and double click.
This will widen the column to the appropriate siz¢aving transaction details in
this format allows you to sorting data by transattiype, vendor or amount,
which could be used in the analysis of expenditures

Page Features:
If you only enter the account number the defadlttveinsfer all transactions on this account
since the last month end. If you wish to tranafetransactions since the beginning of the
current fiscal year then you must put a “Y” in thl” field next to the account number.
You may also transfer historical data back to Mayt999 or any time thereafter by putting in
a Start and End date in the fields provided. (Tatedormat is YYYYMMDD)
You may print individual accounts or a series ocd@mts. For example, you may print all of
the Non-Salary accounts within a cost centre if raue the authority to view them by
entering 115050xxx in the Account # field.
If you are downloading more than one account iredes you have the option to put each
account into its own file or to include them alldne file.
You may also suppress the budget entries of theuatso that the information downloaded
is solely the transactions that contribute to tpers to date of an account. (actual
expenditures only)

a ETPAC - Microsoft Internet Explorer
. File Edit Yiew Favortes Tools  Help iy

| Morton Antivirus &g«

. Address l@ https: /¢y brocku.ca/BrockASPAangl /FTPACIspechyiew. asp vl Go

@Back - _/J \ﬂ |§] _;ﬁ /_' Search ‘\::‘( Favorites @ ‘:' -:,._,,. or - ﬁ

Wednesday, Noveradber 20, 2005 -~
Export &ccount Detail to EXCEL 83108 FM Esstemn
&
e Option -entera ¥ in the AL field and leawe the date fields empty to print the entire fiscal year OR.
ﬁmclg - & date range (yyysrendd) will print all transactions on or between the dates specified OF.
U[l.[‘FCI’SIt}' - leawe the all the option fields empty to print all entries since last ronth end
Aecount # - for a series of accounts code an X for the vanable part ez 115X EHEHE or 115034
| Return ta Menu '_ =
Returm to Logon || Onece the request has been subrutted, you will recerve the export wia E-Ilail
Exit Swstem |
Put each series into 1 file i Yes Vl
Include Budget Chauges ¥ or 1 |No v
ACCOUNT & ALL  or Starting Date Ending Date
L1 [ | o 0|
| 7] [ | nl [ nl bt
i ' J &
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4. Departmental Summary
Through this screen you may see a snapshot dfealturrent balances of
accounts within an expenditure category for a paldr cost centre. By an
expenditure category we are referring to the thiste digits of an account
number which categorizes expenditure. For exanagleounts beginning with the
number 115 are all Non-Salary Expense accountsuats beginning with the
number 116 are Salary accounts and accounts bagiwiih the number 118 are
Revenue accounts. This screen will show you theentiBudget, Spent to Date
totals, Total Encumbrances and Funds Remainingdoh account within the
expense category. Summary totals of all accoumetsiawn in the top right
corner of the page.
To bring up this information enter an expendituaitegory (the first three digits of
an account number) followed by a cost centre (thtlla three digits of an
account number). For example 115085 and clickherstibmit button.
From this screen you may also drill down to view ttansaction details of any account
displayed.
If there are numerous accounts within the categany can start to view at a specific account
number by entering the nine digit account numbehe“Starting Acct” field.

a FDSUIM - Microzoft Internet Explorer

© File Edit “iew Favoites Took  Help ?f'
: . =1 n P el » :

@ Back ~ 7 \ﬂ @ f_ﬂ P ! Search “:,\;‘J Favorites e},’ :j* .Hﬁ'; B - : Hlartan Antiirus & -

: Address @ hittps: Arattler. cos.brocku. cadliveasp/dbbrock Alang 1 /FD SUMIspeciew. azp V| Go

Thorsday, Decerdoer 30, 2004
3:29:47 Pl Eastern

Departmental Surimary
&
T Dept #  (use first 6 digits of your desj.m[{ m
= 5 L accounts)
University
Starting &ect | |:|| Budget 0+

Spent to Date 0+
Feturnta Menu | G - o
: ' +

Fieturn to Logan | Unspent Budget 0

e

==

: : i_-I_Tn.tz]n‘mtm' :
‘ Account # Budget ‘ SP:“{)CMM | Encumhances | Overspent Name
ate
Buidget
] 15:2947.71  INPUT REQUEST 0.00 | S Local intranet
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5. Encumbrances
This screen lists the individual purchase ordetsraquisitions that have not yet

been paid. The total of which is encumbering yazgount.
Screen Features

You may navigate from this screen to the BudgedbHjigletails on this account by clicking
on the underlined and blue Budget amount or you ¥fiaw the GL account by clicking on
the blue underlined Spent to Date amount or you vigy the PO details or Requisition
details by clicking on the blue underlined PO oguésition number.

/2 ENCBR - Microsoft Intemet Explorer
© File Edt ‘iew Favortes Took  Help i,‘”

: Hotton Antitirs &) -
@ hitps: //my. brocku.ca/BrockaSPylang /EMCBRIspectiew asp V‘ lio

: Address

@Back - J @ @ ih )-\J Search ‘i'jt{ Favarites @ :_::v .:1; - ‘ﬂ

Wednesday, Moverdber 30, 2005

PO T 25608 PM Eastem
=
Account # 115050026
Budget 5,000.00
MAINTENANCE OF OFFICE EQUIPMENT Spent to Date 260332
FINANCE OFFICE Total Encumbrance 7500
foMenu | 12123131 Funds Remaining 232168
ta Lagon
| Subrit |
PO# Reg # Date Amount 1.5 Vendor Status
R 3024 09HOV2005 7500 TELECOM
S i i
&) INQUIRY REQUEST S W Local intranet
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6. Budget History by Account

This page isolates all budget entries for each @éhedger account. Budget entry
details are stored in the system since May 1, 1998s historical information may be
viewed by entering a start date in tt&tdrt at this date’field. If no date is entered the
current years’ information will be displayed uparbmission. This screen also breaks
down the current year’s budget into Original Bud@at-Going Amendments and One-
Time Amendments. This information is displayedha top right hand corner of the

page.

Page Features:
From this page you may click on the “View Accountitton on the left and move to View the General
Ledger account number that has been entered ompéys.
From this page you may click on the “View Encumisest button on the left and go to the
Encumbrance page to view any outstanding encumbgaag the account.

3 BHIST - Microsoft Internet Explorer

. File Edt “iew Favoites Tools  Help
. - = = — 20
: « Y AN D S : | e B 3 5 Wi &8 =
5 @ Back J \ﬂ @ ..:] 7 Search l\d'r\{ Favorites @ E’-a* = 112 : Morkon Ankivirus ?E‘&
 dddress @ https: /frattler. cos brocku, cadliveasp/dbbrock Aang1 /BHIS Tl spechiew. asp V| Go
: Thurgday, Decernber 30, 2004
Budget HiSTDI’y‘ 3:47:53 PM Eastemn
=

Brock Account # |—m

University

Raturn to Menu Start at this Date (YMD) | 0
——————| Optional
Feturnto Logon
Rt PN ks Original Budget 0+

Exit System T — o+

One-time Amendment 0+
M
[ ki ] Current Budget 0+
| Date | Reference | Description | Increase Decrease
igw Encumbrance|
&) 15475344 INPUT REQUEST 0.00 8 8 Local intranet
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BUDGET DEVELOPMENT SCREEN “BUDDE”

The On-Line Budget Development screen, known asDBB” was developed to provide Budget
Developers on-line access to their budget inforomatiThe screen is simply the FIN109 report on:line
The middle three digits(the cost centre) of an ant@mumber once entered in the “Cost Centre” field
displays the foIIowmg information for each opemngtiaccount within a cost centre:

Previous Years Budgdfas at year end)
Previous Years Actual Spelfas at year end)
Current Budget

Current Total Spent including Encumbrances
Amount Under/(Over) Budget for Current Year
Percentage Expended Under/(Over) Budget

The operating accounts within a cost centre con$ifevenue accounts which begin with 118,
the Non-Salary Expense accounts which begin withdrid the Salary accounts which begin with 116.
Each category, Revenue, Non-Salary Expenses, Satar$alary Benefits are sub-totaled. The basic
screen is shown below:

/3 BUDDE - Microsoft Internet Explorer -8 x|

Whndzy, January 03, 2004 d
2:43:51 P Eastem
Budget by Cost Centre &
(ost Center I 0 Mare Accaunts Update Back to Beginning

University

frnourit
Under! o 200442005 Projected (20052006 Requested
(Ower) |Expended Bedual Budget

Budget

200372004 Aetual 200452005 etual
Becount (200872004 Budget | Ineluding (200442003 Budget|  Including
Encumbrances Encumbrances

Cornmert

Return to Menu

Retun to Logan

Exit System

]
[@] 14435125 iQUIRY REGLEST RE
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Notations on Displayed Information:

Previous Years Budget and Actual Spenthe information displayed is as at the final yea eun and
will not change.

Current Year Budget the information displayed in this field is up tatd, as budget information is
recorded on an on-line basis. Additionally, théd will show the current total budget and beldatttotal
any one-time budget adjustments that are includele total will be displayed. This will be impant
information during the exercise of requesting titeife year budget as one-time allocations shouldao
rolled into the base budget.

Current Actual including Encumbrancesthe totals shown includes all expenditures recoidede

system as of the previous business day, as finanaresactions are recorded in batches and updated
nightly. The encumbrances however would includg @rchase requisitions or contracts which havenbee
signed on-line up to the moment the information diaplayed.

Amount Under/(Over) Spent any overspent amounts are shown in brackets.
Revenue amounts in 118 accouats also shown in brackets as they should be sredit
Use the scroll bar at the right hand side of thgepa view all of the display on the page.

Due to space restrictions only 20 lines may beldjgal on one page. Therefore multiple screenslmay
necessary to accommodate all of the informatiorafoost centre. If there are more accounts to be
displayed a button will appear at the top and mottd the screen sayindgvtore Accounts’. By clicking
on this button you will bring up the next page ofaunts. At any time you may also return to the
beginning of the cost centre’s display by clickongthe button Back to the Beginning.

The screen shot below illustrates the above featsueh as (Over) budget amounts in brackets, @me biudget amounts and More
Accounts to be displayed in the cost centre.
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Functions of the On-Line Budget Development Screen:

This screen will have different purposes at diffeergmes of the year.

1. The previous and current year budget informatidhlve available to all Budget Developers and
Administrators all year long as an information tool

2. During the month of October an additional inputurnh will be added to this screen to compile
the Mid-Year Review budget projections to year eftlis feature will be available for a limited
time in order for Budget Developers and their Adistiators to enter the information.

3. At the beginning of January two additional colurmil be added to this screen. The firstis a
current year Projections column to once again thelyour predicted expenditures to the end of
the year. The second column will be to Request yeut years budget. Again, this feature will
be available for a limited time in order for Bud@velopers and their Administrators to enter the
information and then it will be sealed for reviewthe Finance Department.

The appearance of the Budget Projection and Regukstns is controlled by the Finance

Department. Once the time has expired for depantmhelata entry the columns will continue to be
viewable, however changes to the data after this aay only be made by the Finance Office

Who can access the Budget Development Screen?

Budget Developer:All Budget Developers have on-line access to easheentre (i.e. middle three
digit department code) within their control.

Budget Administrator: A Budget Developer may assign this access to a @&ubigministrator for
any or all cost centres. Up to three Budget Adstiators can be assigned for any one cost ceftris.

is a separate access procedure from those curiarglgice for on-line account viewing. By keeping
these access authorizations mutually exclusivedgBuUAdministrator can have access to totals fohea
account without having detailed account accesssariteat access has been previously approved. For
example, the Budget Administrator may be able tergmudget salary totals without having access to
the details in salary accounts.
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Inputting Budget Information On-Line:

To enter a budget for a given account number, dociitk on the appropriate field. The field
should become highlighted and you may enter theuatrdesired.

You do not have to enter a decimal place or comm#se number. The system assumes that a
decimal will follow the last number entered. Ifuwould prefer to enter the decimal place or commas
you may.

All amounts will default with a “+” or debit signlf you need to enter a negative or credit figure
(e.g. for a revenue account) enter a minus sigr #fe number, such as 1000- , or before the numbe
such as -1000

To move to the next account number in the column esthe “TAB” key. This will
automatically take you to the next field and hightiit, making it ready for data entry. You may
continue to “TAB” through all of the fields in thmlumn. Once you are at the last field of the ooiy
TAB will take you to the first input field of theext column. Or you may point and double click on
any account number.

The following screen shot demonstrates a few exaaspf data entry, (with decimal point, without, dieéentry and double clicking
to highlight an input field) Note the figures belo were just entered on the screen and not updatestefore no totals are showing.
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For the figures to be entered on the screen anobfals to be refreshed you must click on the
“UPDATE" button at the top of the screen. You mmgdate the screen after every entry, after a few
entries or at the end of an entire page. Basithdyscreen can be updated at any time. Aftertingla
the same page will re-appear with your entries e and totals updated.

This is the same screen as shown above after udddote the appearance of the figures with a +aign visible as well as totals
now appear.

If you have entered figures on the page but dichitdthe UPDATE button and instead moved to
the next page via the “More Accounts” button or ¢Bdo the Beginning” button, all is not lost. The
information entered will update before displayihg hext pageHowever if you “EXIT SYSTEM”,
the information you entered on the screen will NOThave updated.
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When you come to the final page of the cost cahgeeMORE ACCOUNTS” button is replaced
with a “SUBMIT” button. “SUBMIT” will update the iformation on the last page and will take you
back to the beginning of the cost centre.

The data entered onto the BUDDE screen may beagétsany time up until the submission
deadline. To revise amounts which have already bpeated you have the following options:

a) You may click and drag on the field to highlighetamount and then hit the
“delete” key on your keyboard to clear the field. Then etite revised amount.

b) You may revise any part of an amount by doubéking on a particular section of
the number. For instance, if you double click behthe number the sign will be
highlighted and you may change it from a “+” to-adr visa versa. Double click
on the cents and they will be highlighted and them may enter a revised cents
amount (although most budgets should be roundétketoearest dollar). You may
also double click on any section of the number ihakparated by commas, for
example if you wanted to change 20,000.00 to 10(&D6ouble click on the
hundreds section which will highlight and you manes 500 to revise the amount.

Note: If an amount is not allowed in a field it wil disappear upon updating. For example entering a
number for a heading such as Salary Expense’or a Total Field.

22



Add a Comment:

To add a comment to a budget line, double clickhenblue, underlined account number. It will
take you to another page where you may add a cottmenProjected budget amount and or a Requested
budget amount.

You may continue on this comment screen to addhoents to other accounts by entering the
account number in the fieldAtid a comment to this accourghd enter. The screen will refresh showing
the amounts entered on the Budget Developmentrséoe¢hat account number and you may add your
comments.

Or you may go back to the Budget Development Sc(B&/DDE) by clicking on theReturn to
Budget Screen” This will take you back to the page which diggléhe account number you just entered a
comment for and now a “Y” will appear in the Comrnealumn for that account, indicating that a
comment has been entered.
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Printing your Budget Information from BUDDE:

Option 1: Both the BUDDE screen and the Budget Comment sdraee a
printer icon located in the top right hand cornBu clicking on this icon you will
print the information displayed on the screen. tifaa screen shot will be printed
to your printer. Your must remember to always fpfiom the BEARS system in
“Landscape”so that none of the information is cut off. Tonpidandscape, click
on Preferences once the printing instructions wiwwdomes up.

The problem with option one is that you cannot fpitie entire cost centre at
once.

Option 2: On the left hand side of the BUDDE screen theeebstton called
“Print Cost Centre” . This button will submit a special print requestiud

FIN109 report for the cost centre displayed. lkieorto utilize this option you

must send the report to a designated BEARS pnmterber. Below the button is a
field where you may enter the printer number whjob wish the report to be
printed.

See Finance Report Printing Tips on the Finance Wplge for further
assistance. Link Here
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APPENDIX A

HELPFUL HINTS:

1. NEXT SCREEN - From any page within BEARS you may navigatertg a
other page without having to go through a menulbgipg the five character
screen name in the “NEXT SCREEN" field. The foliog is a list of the
screens available within the Finance system:

MNFIN - Finance Menu

FINO2 View General Ledger Account

FPACC - Printa General Ledger Account

FTPAC - Download General Ledger Account Information

FDSUM - View summary totals of an expenditure type fapat centre
ENCBR - View encumbrances of a General Ledger Account
BHIST - View budget entries only for a General Ledgecdunt
BUDDE - Budget Development and Viewing by Cost Centre

2. By DOUBLE CLICKING on an input field, the field becomes highlighted
which will delete the existing information in thield and will put your cursor
in the correct position for data entry within theld.

3. INFORMATION WHICH APPEARS IN THE COLOUR BLUE AND IS
UNDERLINED contains a link to another page. You may clickloa
information and be forwarded to another page witthier details.

4. To move between fields on a Finance Web page youpoiat and click
however you may run into problems with the cursging in an incorrect
position for data entry. It is recommended that yee thalouble clickwhen
you intend on entering data in a field. Or to méeen field to field on any
screen you may use tAé&B KEY. The tab key will take you to the next field
on the screenSHIFT TAB will move you backwards through fields.

5. There is @RINTER ICON in the top right hand corner of each page which

allows you to print the information displayed (a&esn shot) REMEMBER
ALWAYS PRINT FROM THE BEARS SYSTEM IN LANDSCAPE!!
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APPENDIX B

ACCOUNT NUMBER DEFINITIONS:

All of our General Ledger account numbers have digés.

These nine digits are broken down into three sktisree digits.

XXX = XXX - XXX
A B C

A: The first digit of this section classifies the agnbas an operating account (those beginning with a
“1"), a plant account (those beginning with a “®f)a trust account (those beginning with a “3"heThext
two digits of section A further categorize the aatiowithin the class as follows:

111
112
113
114
115
116
117
118

2XX

33x

37X

38x

Operating Balance sheet accounts (bank and rdges)a
Operating Balance sheet accounts ( payables afecfsp
Surplus/Deficit accounts

Professional Allowance accounts

Non-Salary Operating Expense accounts

Salary Expense accounts

Library Acquisition accounts

Revenue accounts

Plant Balance sheet account (capital projects)

Trust Research Grants (333 CIHR, 334 NSERC,S338RC, 336 Other, 337 Research
Contracts)

Trust Endowed - Scholarships (371), BursaB&®), Awards (373), Other (374)

Trust Non-Endowed — Schholarships (381). Bigsd382), Awards (383), Other (384)

B: The middle three digits determine the ownershifhefaccount or cost centre

C: The last three digits define the individual acconmture (e.g. 020 is a travel expense)
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APPENDIX C

Glossary of Reference Codes:

BP On-Line Bank Bill Payment

CcC Credit Card Sale

CE Contract Encumbrance

CL Computer Lab Sales

CS Central Stores Charges

DA IELP Tuition Payments

DP Direct Electronic Student Payments

FA Fees Receipts — collected outside the Finance ©ffiway)

FC Fee Changes (manual entries to Student accounts)

FD Fee Debit (payments returned from bank)

FL Credit Memos from bank & wire payments (incoming)

FM Fee payments received by mail

FP Fee payments processed directly by the bank (tveecdunter & lockbox)

FR Fee Receipts received at Finance Counter

IC Internal Charges

JE Journal Entry

MC Mail Charges

OB Bookstore Sales

ocC Operating cheques issued

OE Operating Encumbrances

OF Foreign Draft Payments

oP Operating Payable (year end accrual)

OPU  Operating Payable in US currency (year end accrual)

OR Operating Receipt

PL Parking Lot Sales

PS Printing Charges

RC Recreation Services Deposits

RE Recreation Services-Equipment Rentals

RP University Invoices Issued

RX Manual adjustments to University Invoices Issued

SC Stationery Charges

SA Full-Time Salary Payroll

SM Maintenance Payroll

SP Part-time Payroll

TE Trust Encumbrance

TP Trust Payable (year end accrual)

TPU  Trust Payable in US currency (year end accrual)

TR Trust Receipt

TS Student Scholarship/Bursary Awards

TX Reversal of a Student Scholarship/Bursary Award

uc U.S. funds cheque issued cashable in Canada

us U.S. funds cheque issued cashable in the U.S.

WD Washer and Dryer sales

WT Wire Transfer payments (outgoing)

YR SPEN the cumulative spent to date amount, sub-totalegett month end

STTOTS Student Totals — summary of student charges whiclude tuition and extra
fees such as materials and field trips

CSTOTS Control Totals — summary of nightly transactiontedsto accounts with an

automatic percentage distribution to other accosath as imputed taxes on
sales or cost of goods sold
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