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Introduction

MILLENNIUM F.A.S.T. Finance was implemented in the last quarter of 2005. The objective was to
introduce a simple querying tool for the university community to view financial data.

The Financial system is still BANNER; all financial transactions are entered in BANNER. Each night
BANNER is downloaded to a data warehouse from which MILLENNIUM reads from the data.
MILLENNIUM is accessed using the MyConcordia portal which enforces system and identity security.

Prior to the rollout of MILLENNIUM, the University community relied on BANNER Web Reports to
view financial data. At the moment no new development can be done to the web reports while the
future of these reports is uncertain.

MILLENNIUM is geared towards an environmentally conscience clientele, all reports are
downloadable to excel, printing is not necessary.

This guide focuses on the needs of most end users, which is to verify “how much money do | have
left to spend” and the ability to track expenses.

If you have more questions please don’t hesitate to contact you Financial Officer who can guide
you and assist you with your financial query.
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Chapter 1: Howto View Balances

Step 1: Log on to MyConcordia Portal

Step 2: Choose Faculty and Staff Services
e e
Personalize Content | Lavout N
MyConcordia Menu & |Announcements
F Academic ]
gg;{;ﬂ:{m Etudiants de I'Université Concordia, assistez gratuiti™
[ Student Senvices plus de 1200 communications libres! 5,
F Alurmnni Services
[F Course Websites (Moodle) » L'Association francophone pour le savoir - Acfas, en collaboratii
[ Financial Services Presses de [Université du Québec. est heureuse doffrir cette a_|
[ HR Senices I'accés gratuit” aux séances de communications libres!
[l Personal Services B

[ Other Services

Student Administrative Affairs
— Faculty & Staff Ser\ficeg‘

— Application Center

— Concordia Libraries

— Continuing Education Menu

— Current Status

— Directory of Faculty and Staff

Plus dinformations. ..

_ \mage Bank Problem with account creations in the Live@Edu ¢
St v
Step 3: Choose MILLENNIUM FAST Suite

FﬂCl.l't"f and Staff SEWiCES Help | Main Faculty and Staff Menu | Set Preferences | Log Off

Employee Self Service Financial Reports

* * Give now to the Community Campaign * illennium FAST Suite
* Annual Increase Information * Millennium FAST Suite - Test Env.
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Step 4: In the Applications Section (top right hand corner) choose Finance Reporting

{ Concordia

dome  Applications B s

i
Concordia University

If you can only see
Home and Help menu
itermns then your login
|D is restricted and
access has not been
grantad.

Accounts Receivable

@ Budgets & Projections
Finance Reporting

Human Resource Reporting
Purchasing Card

Research Administration

Site Administration

eleleelc !I

Web Requisitioning

(] Document Prefix

-

Step 5: Click on the drop down arrow next to the Index box, or as stated on the bottom of the
page click enter and a summary of your accounts will appear

Chart Ik:—
Index I—
Fund I— -
Orgn I— -
Acct I— -
Prog I— -
Fund Type I— -
Acct Type I— -

Period: IApr—ZUlU (Open) ;I

Desired Option: I Cperating Statement LI

\ Click Here For HELFP 'Q ‘.
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Step 6: Click on any fund from the drop down list

Step 7: Click on the Organization code

IV EREIYE

EConcordia

Home

Project To Date  *| Period: | Apr-2010 (Open) | Budget: [ Annual x| FORM: SUMM Display [0 1

-EXPANSION TO FITNESS CENTRE EV 52.2
REAL ESTATE DEVELOPMENT 0 -11,170 168,333 136,163 -2,322 133,841 F

Click here to return to the Menu Click here to download to Excel F = Favorable, U = Unfavorable
Millennium
F.AS.T.
Step 8: Scroll down to the right hand bottom of the page, the last line of the second to last

column, this is your balance

— YA REI TR

QjConcordia

Home

FORM: OS Display [0

JIRECT EXPENDITURES - INDIVIDUALS

Project To Date _ﬁl Period: IApr-201_G (Open) i Budget: IAnnu_ |

71010 LEGAL FEES o o 220 220 v} -220 u
71080 OTHER PROFESSIONAL FEES o 11,170 17,603 28,712 0 -28,712 u
SUPPLIES AND SERVICES

72202 PLUMBING SUPPLY BILLABLE o 1] 642 642 1] -642 u
72211 ELECTRICAL SUPPLY BILLAELE o o 456 458 v} -456 u
72212 LIGHTING SUPPLY BILLAELE o o 63 638 v} -68 u
72221 LOCKSMITH SUPPLY BILLABLE o 0 v} 355 v} -355 u
72242 CLEANING PRODUCTS 0 0 1] 520 0 -520 u
JPERATING COSTS

76500 COST RECOVERY - GENERAL o 0 0 -525 0 525 F
ZAPITAL EXPENDITURES

78510 BUILDINGS AND ALTERATIONS 0 0 81,147 340,483 2,322 -342,806
TRANSFERS |

81000 INTRAFUND TRANSFER - RECEIVED o 0 -152,133 -152,133 v} 152,133 F
85000 INTERFUND TRANSFER - RECEIVED 0 0 -116,336 -354,961 1] 354,561 F
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Chapter 2: How to View Details of Expenses

Complete steps 1- 7 from Chapter 1

Step 8: Choose the expense and click on the number

Project To Date x| Period: [Apr-2010 (Open) | Budget: [Annual x| FORM: 05 Display [0 =]

DIRECT EXPENDITURES - INDIVIDUALS

71010 LEGAL FEES o o 220 220 o -220 u
71080 OTHER PROFESSIONAL FEES 0 11,170 17,603 28,712 o -28,712
SUPPLIES AND SERVICES
72202 PLUMBING SUPPLY BILLABLE a o @ b 642 o -642 u
72211 ELECTRICAL SUPPLY BILLABLE o] 0 - 106 458 o -456 u
72212 LIGHTING SUFPLY BILLABLE o o 68 68 o -68 u
72221 LOCKSMITH SUPPLY BILLABLE 0 0 0 353 0 -395 u
72242 CLEANING PRODUCTS o 0 0 520 1} -520 u
OPERATING COSTS
76500 COST RECOVERY - GENERAL 0 o 0 -525 o 525 E
CAPITAL EXPENDITURES
78510 BUILDINGS AND ALTERATIONS a o 81,147 340,483 2,322 -342,806 u
TRANSFERS
81000 INTRAFUND TRANSFER. - RECEIVED o] o -152,133 -152,133 o 152,133 F
85000 INTERFUND TRANSFER - RECEIVED o 0 -116,336 -354,961 1} 354,961 E

\‘\';’Concordia

Home

FORM: CFOAPALDetaill (RENEECOH)

PRMOZ3 RP&0O0O9 72202 ALTR  ---- EVSSZ  2010/01/15 OPS$DBAICOBS PHZ50110 09-15110 11-DEC-2009 321,10
PRMOZ3 RP6O0D9 72202 ALTR  ---- EVSSZ  2010/01/15 OPS$DBAICES PHES50110  09-15901 07-JAM-2010 321,10
Click here to return to the Menu Click here to download to Excel

Millennium
F.AS.T.
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Chapter 3: Reference Documents

Section 1: Expense Code Prefixes

In Chapter 3 the expenses detailed have a document number (9th column) which begins with
“PH”, in order to understand what the document number (PH) refers to the first appendix
was added to the MILLENNIUM Concordia Homepage.

Complete steps 1- 3 from the Chapter 1

Step 4: In the Links Section (bottom right hand corner) choose Document Prefix
Listing of all document prefixes used in Banner.

—

.;‘:Cnncurdia

Home  Apphcahons ﬂ N

a3
it
Concordia University Accounts Receiveble

Diacurtsart Predin
Listing of all docuwment prefxes
e Bannes

B Salary Bensfit Rates June 1, 2009

Step 5: This PDF document will open; scrolling down the page PH represents Physical
Resources
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Document # Prefixes

This listing was created to provide end users guidancs and assistance to understand whers the documsant originates from.

1. Document # Column:

ADB Advancemsnt GXR Finarcial Services Year End Journal

ADR Advancemsnt | Concordia Intemal Invoics #

ADV Advancemsnt LEL Library

ARS Fine Arts Bookstore LEP Library

ATL Athlstics LBS Library

ALC Auiliary Services MPC P Card

AUT Automatic Journal M5 Mail Services

BS Bazokstors P Payrall Clearing Encurmbrance

BUD Budgst Department, Financial Servicss PE Payroll Encumbrarcs

CBC Computsr Store PH Physical Resources

CBL Computsr Store, Loyola Py Payrall

CBS Computer Store, SGW RBLC Bookstors Journal

c Cinpy Center RCC Computer Store Journal

CF Conference Servicss RCH Computer Store Recsivables

CFA Aviation Management Instituts ROC Residencs

CHA Finarcs Journal RPS Digital Store Joumal

CoL Haspitality, Loyola RSB Restricted Funds Joumal

Cos Haspitality, SIGW RSC Restricted Funds Joumal

P35 Computsr Store RSE Restrictad Funds Jourmal

=1 Computsr Store R&H Restricted Funds Joumal

DRS Digital Store Receivables RS540 Restricted Funds Joumal

Dse Digital Store R&5 Restricted Funds Jourmal

DsC Digital Stors RSZ Restricted Funds Joumal

DSE Digital Stors SA Studsnt Accounts

oSl Digital Store SHS Health Services

DsL Digital Store, Loyola STE Student Accounts Journal

055 Digital Stors, SGW STC Studsnt Accounts Journal

DTS Distribution Senvices STE Student Accounts Joumal

EDP Executive Center 5T) Student Accounts Journal

END Endowment STK Student Accounts Journal

F Financial Services STL Student Accounts Journal

FI5 Financial Services Cash Receipt 5TS Student Accounts Journal

FP Forsign Postags STT Student Accounts Journal

AL Financial Services Journal TL Telesis (phone, voice mail, faxes)

1AM Finanzial Services Journal TRR Tax Rebate Reversal

GAR Financial Services Year End Journal LIME Student Accounts Cash Recsipt

GNE Grey Muns Residence Cash Recsipt usD Student Accounts Cash Recsipt
2 Chequs # Column: This references the typs of payment.

Prefix  Prefix Description
[ Canadian Dallar
1] LL5. Dallar

! Direct Dieposit
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Section 2: Salary Benefit Rates

This document was created to assist Faculty and Staff when they need to budget for salary
benefits.

Complete steps 1- 3 from the Chapter 1

Step 4: In the Links Section (bottom right hand corner) choose Salary Benefit Rates
June 2009

GCdﬁcord ia
Home  Applications h l I B B e

Concordia University 71 Accounts Receivable

Budgets & Projections
Finance Reporting
Human Resource Reporting

Purchasing Card

lfyou can only see
Home and Help menu
items then your login
1D iz restricted and
access has not been
granted.

Research Administration
Site Administration

Web Reguisitioning

[ Document Prefix
Listing of all document prefixes
used in Banner.

= salary Benefit Rates June 1, 2009

Announcements .

10



MILLENNIUM F.A.S.T. Finance Training Guide

Section 3: Project to Date Column Definitions

This is the MILLENNIUM report that is viewed after clicking on the organization code.

|Praject To Date *| Pericd: | Apr-2010 (Open) =] Budget: |Annual =| FORM: OS5 Display IO VI

DIRECT EXPENDITURES - INDIVIDUALS

71010 LEGAL FEES 1] o 220 220 0 -220 u
71080 OTHER PROFESSIONAL FEES 0 11,170 17,603 28,712 0 -28,712 u
. e
SUPPLIES AND SERVICES
72202 PLUMBING SUPPLY BILLABLE 0 0 542 s42 0 -642 u
72211 ELECTRICAL SUPPLY BILLABLE 0 0 456 456 0 -as6 u
72212 LIGHTING SUPPLY BILLABLE 0 0 68 68 0 -68 u
72221 LOCKSMITH SUPPLY BILLABLE 0 0 0 355 0 -355 u
72242 CLEANING PRODUCTS 0 0 5 0 -520 u

OPERATING COSTS
76500 COST RECOVERY - GENERAL 0 0 0 -525 0 525 £
. e 0o 0o s 0o 525

CAPITAL EXPENDITURES

78510 BUILDINGS AND ALTERATIONS 0 0 81,147 340,483 2,322 -342,806 u
TRANSFERS
21000 INTRAFUND TRANSFER - RECEIVED o o -152,133 -152,133 o 152,133 F
85000 INTERFUND TRANSFER - RECEIVED 0 0 -116,336 -354,961 0 354,961
[ o so7ps

Column 1 Apr-2010 Total Budget: Inception to date budget entries
o ONLY BUDGET ENTRIES

Column 2 Apr-2010 Month Actual: Current month transactions, or any other month based
on a Period (second drop down box in first row)

Column 3 Apr-2010 YTD Actual: University Fiscal Year (June 1) to current month transactions
Column 4 Apr-2010 Project Actuals: Inception to date transactions
Column 5 O/S Commitments: Outstanding Commitments (encumbrances)

Column 6 Apr-2010 Budget Balances: Column 1 minus Column 4 minus Column 5 which
e which answers the question “what do | have left to spend”
e ONLY if revenue (51010) is equal to budget (6xxxx, 7xxxx)

Column 7: Project Fav/Unfav:
Project Favorable Fxx%
e within budget
Project Unfavorable U xx%:
e over budget (usually there is no budget entry for that specific account code)

11
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Conclusion

This guide focuses on the most common needs of end users.

MILLENNIUM F.A.S.T. Finance is a powerful reporting tool used for financial analysis and year
end government reporting, this guide does not go into detail how to achieve these duties.

For any questions regarding MILLENNIUM please contact:

Renee Cohen

Processes, Systems and Policies
Financial Services

GM 700

(514) 848-2424 ext, 4929

12



