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· Data you want on your spreadsheet – If selected will be a field of data on your spreadsheet.  After opening the report into Excel/HTML you can delete/move the column if not what/where you want it.

· Data you want in the selection criteria – Query fields; known information to retrieve the entire record.  I.E. Account number, dollar amount or vendor name

· Default fields have an asterisk  * to the left of the field name.  Default fields have been pre-selected for you.  If changes are to be made (customizing) unselect the highlighted *****DEFAULT COLUMNS***** and select fields individually.

· To select, click (highlight) field.  To select next field, hold the ‘control’ key down and click next selection.  To select several fields in a row, select first field, hold ‘shift’ key down, scroll down to last field and select last field.

· Control key = and

· Shift key = through

· General Ledger – All debit and credits to the financial system (excluding budget documents) from July 1992 (FY1993) through previous day’s close of business. Access through various criteria

· Fund/Agency/Org – account number 

· Object and or Sub-object – Revenue and/or Sub-revenue code

· Account Type (encumbrance 21, expense 22, revenue 31)

· Transaction Code (payment voucher PV, journal voucher JV, purchase order PC/SC)

· Transaction Number (request for payment number, internal purchase order number)

· Vendor Code (TIN/SSN)

· Vendor Name (Office Depot, Smith, Jane)

· Transaction/dollar amount (from 10.00 through 100.00)

· Posting Date 

· Budget Ledger – All budget transaction detail, July 1994 (FY 1995) through previous day close of business

· Fund/Agency/Org – account number

· Transaction amount (from 10.00 through 100.00)

· Account Type

· 41 – Original budget and revisions (EB & TB) to expense objects

· 51 – Original budget and revisions (RB) to revenue codes

· 42 – Appropriation authority and revisions (AA), Foundation accounts – fund 1311

· Object Code and/or Revenue Code

· Appropriation Unit (agency/org – no dashes or spaces).  Not applicable to state funds 1100 – 1199

· Transaction Code – RB, EB, TB, AA

· Posting Date

· Transaction Date

· Line Description

· Expense Summary by Object Code – Same as ‘Standard Reports & Graphs’, with additional options of multiple month ends and multiple account numbers.  July 1994 (FY1995) through previous days close of business

· Fund

· Agency

· Organization

· Object Code

· Expense Summary by Object/Sub-object Code – Same as ‘Standard Reports & Graphs’, with additional options of multiple month ends and multiple account numbers.  July 1994 (FY1995) through previous days close of business

· Fund

· Agency

· Organization

· Object

· Sub-object code

· Revenue Summary by Revenue Code – Same as ‘Standard Reports & Graphs’ with additional options of multiple month ends and multiple account numbers.  July 1994 (FY1995) through previous days close of business

· Fund

· Agency

· Organization

· Revenue Source Code

· Revenue Summary by Revenue/Sub-revenue Code – Same as ‘Standard Reports & Graphs’ with additional options of multiple month ends and multiple account numbers.  July 1994 (FY1995) through previous days close of business

· Fund 

· Agency

· Organization

· Revenue Source Code

· Sub-Revenue Source Code

· Summary Balances – Net balances by fiscal month/year end.  Multiple month ends and multiple account numbers allowed.  July 1994 (FY1995) through previous days close of business

· Fund

· Agency

· Organization

· Activity Code

· 1000 = Instruction

· 2000 = Research

· 3000 = Public Service

· 4000 = Academic Support

· 5000 = Student Services

· 6000 = Administrative Support

· 7000 = Operation & Maintenance

· 8000 = Scholarships & Fellowships

· 9000 = Auxiliary Enterprise

· Chart of Accounts – Account master – current year only

· Fund

· Agency

· Organization

· Account Manager Name

· Object Codes – Descriptions of Object/Sub-object codes  – current year only.  Same as Look Up Information, with the option of selecting multiple object codes and report can be opened in Excel/HTML for customizing/printing and/or saving as a file.

· Object Code (Travel 20, Hosting 25, Operating 30)

· Sub-object Code (In-State travel 01, Out-of-State travel 02)

· Revenue Source Codes – Descriptions of revenue/sub-revenue source codes – current year codes only.  Same as Look Up Information, with the option of selecting multiple revenue codes and report can be opened in Excel/HTML for customizing/printing and/or saving as a file.

· Revenue Source Code – (Tuition and Fees 68, Sales and Services of Educational Activities 78)

· Sub-revenue Source Code – (Registration Fee – Undergraduate 01, Registration Fee – Graduate 02)

· My CAIS History – Listing of when and where you have been in the CAIS

· Helpful, if you have forgotten which region to go to find similar data

· My Security – Lists security access in the financial portion of CAIS

· Helpful, when you get security errors when trying to access data.  Will list agency and organizations you can access

· Employee Trip Facts – Travel data from fiscal 1993 through yesterdays close of business.  Run queries by employee name, trip destination, purpose, departure and/or return date as well as account number.

· Fund/Agency/Org – Account Number

· Object/Sub-Object Code – Expense code

· Transaction Code – TE – Travel Advance

TP – Travel Payment

PV – Payment Voucher 

· Transaction Number – Preprinted Number referenced in the upper right corner of the Request for Travel, Claim for Employee Travel Expense (Travel Claim), and Request for Payment

· Fiscal Year – Four digit code for fiscal year (I.E. 2003 = FY 2003)

· Employee Number – Employee’s social security number preceded with an ‘E’ or ‘S’

· Employee Name – Last name, First name, can be partial 

· Line Number – Line number on document 

· Trip Start/End Date – Departure/Return Date 

· Destination Code – See Appendix pages 3 through 12.  Code assigned to the travel destination (up to 4 allowed).

· Purpose Code – See Appendix pages 1 & 2; code assigned to identify reason for the trip.

HRS

· Human Resources will not appear as an option if you do not have access/security for this region

· Payroll Expense – Salary/Wage expense and encumbrances by account number.  From December 1999 through previous days close of business.  

· Does not include fringe benefit expense

· Can not exclude encumbrances

· Fiscal Period – Classified payroll posts approximately 10 days after the end date of the payroll cycle.  I.E. cycle 1st through the 15th is posted the 25th of the month.  16th through the end of the month is posted the 10th of the following month

· Payroll Date Range – YYYYMMDD through YYYYMMDD.  Payroll cycle timeframes.  I.E. 20020701 through 20020715

· Fund/Agency/Org  - Account number

· Employee with Primary Job Information – Report record includes Employee number, name, vice president, dean/director, department, employee type, base salary, contract amount, hire date and mail stop

· Employee Number/SSN (change 10/2003)

· Last/First/Middle Initial (name)

· Vice President

· Dean or Director

· Department

· Employee Type

· Academic Faculty

· Administrative Faculty

· Classified

· Letter of Appointment

· Graduate Assistant

· Student Wages

· Mail Stop

· Employee Jobs – All Jobs – List of employee information multiple fields.  Active (current), terminated or all employees

· Employee Number/SSN (change 10/2003)

· Last/First/Middle Initial (Name)

· Base Salary

· Job Number – Hold over from old HR system N/A

· Primary job Indicator – P = Primary, if blank is not the primary job 

· Employee Type Code – Code identifying classified (CL) vs. student (ST)

· Employee Type Text – Text version of code CL = Classified

· Position Number – Position control number tied to the job/position at the university

· Job Class – Code assigned by the state for the specific classification of the position I.E. 07.143 = Account Technician I

· Appointment Begin Date 

· Classified – Institutional hire date

· Faculty – First day in current position

· Appointment End Date

· Classified – Blank 

· Faculty – Contract end date

· Student – Blank or job end date

· Grade and step – Current grade and step (salary) employee is at in the state classified system.

· Rank Range Code – Current rank for faculty position 

· Rank Range Text – Text version of rank for faculty.  Doesn’t appear to be populated

· Rank Date – Date faculty position entered into current range

· Contract Type – 

· A = Administrative faculty 

· B = Teaching faculty

· C = Other (LOA, Classified, Student)

· Vice President Code & Text – Code and description of vice president I.E. VPAF = Vice President Administration and Finance

· Dean/Director Code & Text – Code and description of dean or director I.E. B&F = Business and Finance

· Unit Name – Department name I.E. Controller’s Office

Drop Down Menu





Various options in Custom Inquiries





To select, place cursor on item & click








PAGE  
6

_1093171935.doc
[image: image1.png]of Nevada, Reno :CAIS

A Univer icrosoft Internet Explorer
Fie Edt Vew Favorkes Took Help

ok - = - D [ 4| Qerch (revorss Gveds 3| & ) -

s [ o isv oA A3 7t

e

@ CAIS v6.0 -

® At Preview Edtion

5B Financial RENO

‘N Look Up Information

‘N Standard Reports

137 Custom Inquiries

he General Ledger

he Budge Lodgor CAIS:

xpense Summary by Object Code For Dorris L. Mcfatf
Expense Summary by Object/Sub-object Code

Revente Summary by Rovenue Code o

Revene Surmary by Revenue/Sub-revenus Code
oyl Expene

oy with Brimary 2o nfrrnation

Employee 1rp Fecs [FFinancial Data L Upied B Dseente 01680

Chart of Accounts - Fund/Agency/Ora/Sig Authority (LB = D)

Object/Sub-object Codes (Expense Categories) 515 Dsta Colllpdsted OnDeconbei DI

Revene Saurce/Sub-revenue Saurce Cades

Hy Security - Whic Aomunts an 1 scceee? 3

‘N Student Information Systems

Nravorites

Nielp
T —
Eloone

Astart ||| 1] @ =1 || Elwnrc..| @oors .| Be-mu..|[Eunive.

T | _l_I
[ [ [ memst
[BLENHD v BEIB 1zs2em








