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Guide to CU Foundation Reports
This document contains information to help you access the CU Foundation accounting reports.  The following topics are included in this document:

1. Logging into the Website

2. Changing your Password and Adding the Fund Manager Tab

3. Running a Report

4. Printing a Report (installing ActiveX if needed)

5. Saving a Report to Adobe Acrobat

If you have questions, please contact the CU Foundation Accounting Office at accounting@cufund.org or 303-541-1231.
1.  Logging into the Website
Go to the CU Foundation Website at https://ifas.cufdn.sungardpsasp.com/ifas7/home.  You may wish to save this as a bookmark in your internet browser.
Log into the system with the login and password provided by the Accounting Office.
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2.  Changing your Password and Adding the Fund Manager Tab
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The red oval highlights the Fund Manager tab.  This is where the reports are stored.  If the tab does not show on your screen, you can add it by going to the Preferences icon on the right of the screen.  You will only need to add this one time.

Note for Foundation employees: Do not change your password within IFAS.  It is linked directly to your Windows login.  When you change your password on your PC, IFAS is automatically updated to use that password.  In addition, Foundation users will run most reports from the CUF tab, not the Fund Managers tab, although you may access both.  

3.  Running a Report

Click on the “Fund Manager” tab to go to your reports.
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Reports are accessed from these three tabs.

In general, they provide “Lookup”, “Summary” and “Detail” information.
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The Tabs provide the following report information:

Fund Managers Tab (Lookup) 

Items under this tab provide overall information.

· Information Page – provides contact information, due dates and closings.

· Report Descriptions – a one-page summary of the information contained on the other two tabs.

· Report Tips and Tricks – information about how to enter data by including the use of wild cards.

· LOOK UP A FUND – A research tool to find information about a fund (including the speedtype and purpose) or to find a fund by using a text search based on the name.

· Web Link to Foundation Codes – provides a link to the CU Foundation website.  The website includes reference information including a list of the purpose codes used to crossover to the University accounting system.
Fund Manager Summary Reports (Summary)

These reports provide summarized information about the funds.
· Monthly Fund Report by Fund Number – use this report to lookup a single fund if you already know the fund number.
· Monthly Fund Report by User ID – presents the user with a list of all funds associated with the user’s login.  Then (using the drill tool) the user can select to view all reports or an individual report.  The individual reports are the same as the Monthly Fund Report by Fund.  
· Fund Number Summaries – 3 versions.

If you click on the second report (Monthly Fund Report by User ID) in the middle tab (Fund Manager Summary Reports), you will see the following dialog box.
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Enter your user ID and click on “Submit”.   Please note that the default date is the current date.  Report information is based on fiscal year.  You can access information for prior years by entering the fiscal year end date for the desired fiscal year.  For example, 06/30/06, will return the information for FY05-06.  Information is available back to FY99-00.
This report will return a list of all of the funds associated with your user ID.
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You may choose “Show All” at the bottom of the report, or you may select and individual report by putting the cursor on an individual fund number and clicking when the drill icon appears.
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Once in the report, the “VCR buttons” at the top of the report will move through the report pages.

By choosing “Select All Detail”, you will view the detail supporting the current fiscal year revenue and expenditure transactions.

You may also move the cursor over any number on the report to get the fiscal year detail behind the number.

· Fund Number Summary Reports – There are three reports - one for each type of fund:  current, earnings and principal.   These reports provide a one-page summary of fiscal year activity for all reports associated with your user ID.

NOTE: Many numbers or fields within the report have associated drill down reports.  If your cursor icon changes to a drill, there is a detail report available by clicking your mouse on that field.
Sample Fund Number Summary – Principal Funds

[image: image8.png]rosoft Internet Explorer

University of Colorado Foundation
Endowment Principal Funds -5
Fund Number Summary as of 5/8/2007

X6 Decalo, Mariyn
Activity Ba.llnces

[Eund [Bedinnind [Fled; [T [othes (Cifed [t [End liad

gl For e D scse] e B B | Ef GEEal B
0250020 Lo Sar Fondaton Furd iz w00 oo s ) ) o oo it o vost s
0854008 Har, 5.7 Pes Discretionary s4se722 000 om0 mama oo oo oo oo ammsanss | 000 6saes
0854015 Ogle, N. & 0. Mol Fund a0 oo om0 maeies oo oo oo oo zoraense | om0 2074088
0854031 Aguiers, Pete & Rose Schisp 000 1000000 000 w5 oo oo om0 woooo  wpsozs | weoso  womas
Fund Sammary T 70834845 1010000 oo e o o o wowm  meeds | moses  smses

Fund # Court: 4.

«
€] Done. T




Fund Number Summaries can be exported to Excel (select when setting up the report).
A yellow paperclip will appear in the upper left hand corner.  Click on this and select Open or Save.
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Fund Manager Detail Reports

Items under this tab provide additional detail and the selection can be user defined.

The reports include:

· YTD Transactions by Object Code by User ID.

· Gift Transactions by User ID – This report provides and easy way to retrieve the information of all gifts with the donor name for a specific period for funds associated with your User ID.

· Transactions by date range, object, and fund – an additional way to retrieve data using your own selection criteria.

4.  Printing a Report
If you are using Internet Explorer, you may be required to install ActiveX before  printing.  This will only need to be installed once.
Active X will show on the Information Bar, beneath the top of the dialog box. [image: image10.png]22 IFAS Bi-Tech Dashboard - Microsoft Internet Explorer
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Click on the Information Bar and you will see your option to install Active X;  click on it.
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You will get this Install security box to finish the Active X installation.  Click Install.
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5.  Saving a Report to Adobe Acrobat
Reports can also be saved to an Acrobat file.  The steps are very similar to printing a reports.  The selection is under the same “Options” menu item as printing.
From the Options menu, choose Export, PDF.  You may also select the Acrobat icon to the right of this icon.

[image: image13.png]Piint
PiintPrevi

User:
Report: GL_MON_FUNI] Cusrent Time: 05:25:57
of Colorado Foundation Page: 1

ly Fund Statement

A5 0£10/8/2007

INSTRUCTIONS:  Hold pour mouse over the Amount wntil pou see a drill icon and dowble click fo get the detail.

Current Date: 10182007

o1z
7. Esnest Flack Craduate Fellowstip Fund
Zagons, Edith A School Col
: UCBCB 42! Purpose Col
Seconday Signers:

3451246

: ENG Enginesring
- Seholasships Only

0074

OF Cusrent Expendatle Funds

Puspose: Fellowship to benefit stadent enolled in CADSWES.

Select Al Detail
Balances

Object Deseription Amount

10000 Claim on Treasury (Cast) 483250

‘Total Net Assets. 483250
Revenues & Expenses

Beginning Net Asset Balance 483250

Total Net Transfers: 000
Ending Net Asset Balance as of:  10/08/2007 483250

|8 (@ interet





Once the report appears, you can choose to save the report from the “File” menu.
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The Options menu also contains the items “Archive” and “Excel”.

The Archive feature is not available at this time.

The Excel feature creates an unformatted Excel file that you can save.  However, the reports have not been designed for this feature.  
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The following is a sample of a Monthly Fund Statement exported to Excel.  The data exists and can be saved, but the report needs to be formatted.

This feature works best if the report is fairly simple.  For instance, the transaction detail reports return lines of information and do not have a lot of heading information.
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Move through the report pages using these icons.





Print using this icon and your report should be correctly formatted.





Direct link to reference information at the CU Foundation website
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The “Fund Manager” tab can be added by using the Preferences


 icon.





Password changes may be made by using the Settings Icon
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