
 

 
 
 
 

Department Financial Status Report 
Tonya Gerbracht,  
Financial Accounting & Reporting Services 
 
April 3, 2013 

A new report has been created called the "Department Financial Status Report." You don't have 
to use this report, it's not required that you use this report. It's just another tool to provide 
additional information that, hopefully, you will find useful and beneficial. The report was 
created to provide meaningful data. Also, to provide a report that is easy and quick to use and 
also to allow for some "what if" scenarios.  
 
Questions department heads ask themselves and they may ask many of you in here. "What 
happened this month?" "Where are we compared to last year at this time?" "Where are we 
going to end up?" Department Heads ask their Deans or VPs, “Do you have any money you can 
give me?" The Deans and VPs ask the Department Heads, "Do you have any money you can give 
me?" So, hopefully, this report can help you answer some of those questions.  
 

 
 
So here's the report. The example that I've used for this report is the History Department's 
general fund account. There are some handouts. If you don't have a handout, please share with 
your neighbors so that you can see the numbers a little bit better. This report will provide a 
three year comparison for you. I'll briefly explain each section of the report. We ran this report 
as of February 2013.  
 
This first section is just the activity for the month of February. So, it's going to be February, 
2011, activity February, 2012, and February, 2013. Looking at this three year comparison, if you 
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look at the top communications line, you know it's pretty consistent, about $800 each month, 
but maybe if you look at Departmental Supplies or the non-capitalized equipment you might 
say, "Wow, why do we have so much this expense month compared what we had last year 
during this month?" So you have what may be accurate, but it also just might help you to 
answer some questions or maybe guide you some things to be paying some attention to.  
 
The next section of the report is "Year to Date" information. Again, for the three year 
comparison. Same type of comparisons can be done. It's just that it's February of each of the 
three years. Something just to keep in mind when you are looking at this data is the timing of 
expenses. So, if, let's say last fiscal year you purchased all of your paper by December. Well, this 
year you haven't purchased your paper yet, so that could explain some of the variances when 
you're doing this comparison. Or maybe, this year you buy some special supplies for your 
department and last year you didn't buy any. So, just keep in mind the timing of the expenses 
when you are doing your comparisons.  
 
The next section is "Fiscal Year End." It's going to be as of June 30, 2011, June 30, 2012, and 
then we have June, 2013. Well, we ran this as of February, so we haven't got to June yet, so this 
is a projection. There's a formula in this cell, in this column head, that says based on the 
previous two years' spending habits and where you are at so far this year, this is a projection 
based on those past category patterns, where you are going to end up on June 30. It's just a 
projection. So for example, if we look at student wages you can see that at the end of February 
you have $11,120. Well the projection for the year is $14,000. So, you may know that our 
student workers are gone and you're not going to have more student wages. So, this one is 
brought to you in an Excel spreadsheet. So, you can rename it and go in there and change that. 
So you know you aren't going to have $14,000 worth of student wages so go in and change that 
to $11,000 or $12,000. The total will update, the percentages will update. So, if those 
protections are not accurate, you can go in change that information. You can also do "what if" 
scenarios. Let's say you are thinking about, oh, let's give the faculty a big a bonus. You can go in 
there and plug that in there and see what it will do to your report and your calculations in your 
budget.  
 
The last section. The first column is the percentage of June, 2013. It's a percentage of how 
much you've spent to date based on your projection. The next column is your original budget, 
your July 1 budget. The next column is your current budget. It reflects any budget transfers and 
budget adjustments that you've done throughout the year. The last column is the expense to 
date as a percentage of the amount budgeted. So, in this case, we are eight months into the 
fiscal year. So, here you can anticipate you'd be at about 67% spent for the year and this 
particular account is at 67% spent so far, of the budget. Also for this account, then, if you look 
at the total budget for supplies and services, it's at $37,000. The projection and where the 
formula and calculation projects where it will be at the end of June 30 is $53,000. So right here, 
do we have a problem? Do we anticipate that we're going to go over budget? So, everyone in 
the room, if you go in and change these, make some changes to see how you can make it so 
that you will fall within that budget. Hopefully, this will draw some attention early-on to some 
potential budget issues that you may have.  
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Keep in mind that this report only revenue and expenses. For any non-general fund account 
balances, they are not going to be on this account. So if you want to know what your account 
balance is in the account, you'll still want to run your Statement of Account, your Statement of 
Account Financial Summary. This is only going to give you a three year comparison of revenue 
and expense information.  
 
"Who will receive this great new report and how will we access the report?" Vice Presidents, 
Directors, Administrative Assistants, Deans, Department Heads, and Secretaries will all receive 
an email attachment of this report after the month is closed. So after we close the month a 
couple of days after that, you should receive an email with this report attached. This report is a 
snapshot and will only be run after the month is closed. So we can't run this during the month. 
You don't have access to run it. It will be emailed to you. We have a system as far as who gets 
this report. It may not be updated and we may be missing some people, so if you want to get 
the report and you are not getting the report, please let me know and I'll get you added. If you 
are receiving it and if you don't want to get it or it's not beneficial to you, just let us know and 
we'll take you out of the list. We are going to start this with March. So we are planning on 
closing out March tomorrow. You should then receive an email in the next couple of days after 
the month is closed with this report on it. You will actually receive two reports. You will receive 
a detailed report that will show you different object code groups and then there also is a 
summary report that you will receive that will just have total personnel, total supplies and 
services, total capital purchases. So, there's a detail report and a summary report that you will 
receive.  
 
"What accounts will I get on this report?" If you have any accounts in these ranges you will 
receive a report for each account that you have. So, all general fund accounts, OFU accounts, 
auxiliary accounts. You will get a report for every single account that you have. It will be in one 
file. So, it will just be one email. You will get a report for every account that you have. So, if you 
get the report and you're like, "Why am I getting this account? I shouldn't have access to the 
President's account." You'll just need to let us know. We may need to change some security 
settings.  
 
Also, this report works as an Excel document. It will open up as an Excel document. We were 
not able to establish print ranges for you. So you will have to go in...if you hit print...it's going to 
print all 12 pages. You will have to go in and set your print range or do an all columns in order 
to get it to print nicely for you.  
 
Does anyone have a question? All right. Thank you. 
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