BASIS+ Reports
We utilize three primary reports which Project Chiefs are expected to monitor
1) PM-240B Salary Tracking By Employee - (Required for Project Reviews) Shows accounts employees are budgeted to, total hours charged, and balance available to charge
2) [bookmark: _GoBack]PM-680 By Account - (Required for Project Reviews) Shows funding salary and non-salary expenses.  
3) CCM-565A By Account – Shows all transactions for a account/WBS
To pull reports - On the left side of your screen, under Project Management>Reports, select the report you wish to run
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PM-240B Salary Tracking By Employee
When pulling this report, make sure the Budget Fiscal Year reads XXXX+current FY (XXXX+2012)
If you wish to pull the report by FPPS Organization, enter “GGESMK0%”
Enter WBS Number (also known as account number) and/or employee’s last name
Hit “Submit Query” at the top of the page
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1) Planned hours should total hours in the fiscal year
2) Balance hours should never be negative
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PM-680 By Account
When pulling this report, make sure the Budget Fiscal Year reads XXXX+current FY (XXXX+2012)
Enter WBS Number (also known as account number) and/or Account Manager
Hit “Submit Query” at the top of the page
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1) The first part of the report shows funding in the account (pre-tax/OH).  The Coop dollars listed are net to the Center (Gross shown on the agreement/proposal – Admin Matching Funds that are a HQ overhead)
a. Things to check: make sure the funding accurately reflects what you were expecting 

2) Budgeted Net Balance = net funding – budgeted expenditures.   If you have excess funds, please discuss with your supervisor and Dianna  
a. Things to check: this should never be a negative.  If there is a negative you must reduce planned expenditures (salary or OE)
b. Things to check: if you have excess funds, please discuss with your supervisor and Dianna how to budget and expend

3) The bottom of the page shows budgeted salary by hours and dollars.  Always check to make sure unauthorized people have not charged and that all budgeted employees have a positive or zero balance of hours
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4) Balance on non-salary expenses should always be positive or zero.  If there is a negative balance available you may need to increase the budgeted amount. You many need to decrease by the same amount in another budget category to balance the budget

5) Net Balance Available =  total net funding – actual expenses incurred 
a. Things to check: this number should never be a negative.  If you have a negative they you spent more money that you have allocated.  Please see Dianna immediately.  
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CCM-565A By Account
When pulling this report, make sure the Budget Fiscal Year reads XXXX+current FY (XXXX+2012)
Enter WBS Number (also known as account number) and/or Account Manager
Always enter “XE” in Exclude Document Type
Hit “Submit Query” at the top of the page
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Review transactions to ensure unauthorized charges have not hit your account.  If errors are found please contact Admin for corrections.
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