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THE CRS

1. Introduction

The Cost Reporting System (CRS) is made up of three major pieces, the cost reports, the projection forms, and the budget forms.   Excel templates are used to enter projection and budget data into a SQL server database.   These data sets, in addition to M-Pathways financial information, are then displayed in pivot table report format in the cost report file, which is a Microsoft Excel application.
2. Running the CRS

To run a cost report you must do the following:

a. Go to the Financial Services web site: https://projects.isr.umich.edu/Financial_services/
b. Click on the “Cost Reporting System (CRS)” link. 

c. Open up a copy of the cost report template, (currently called COST_REPORT_V3_28.xls).

d. Enable macros by clicking on the “Enable Content” button at the top of the Excel screen.
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You should now be at the “Main Page” tab in the report file.  Here you will see four buttons, Change Project, Refresh Project Data, Export Reports, and Open Training Manual Document. There is also a note directing you to use the projection template to enter/update projections.
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e. Clicking on the “Change Project” button will allow you to display a new project in all the report tabs of this workbook.  After clicking on the “Change Project” button, select a project from the drop down combo box list and then click “Run Report” or select “Cancel” to quit.
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f. The “Refresh Project Data” button will refresh all the report tabs.  You should press this button after updating your project budget or projections.

g. “Export Reports” will allow you to dump all of the reports into a new Excel file as a values only copy.  This new file is much smaller than the original cost report file.  (300 Kb versus ~4 MB).  We recommend that you export your cost report data to a values only copy when you intend to email the cost report to someone or when you archive the final report each month.  After pressing the “Export Reports” button you will be asked to save the newly exported report file under a new file name.  
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h. The “Open Training Manual Document” button will open this User Manual.
PIVOT TABLES

3. Pivot Table Introduction

Pivot tables are tools that allow you great flexibility in viewing data in a cross-tabular fashion.  They are powerful because they can quickly sort, group, compute, and rearrange data to meet your needs.

There are 5 major components of a pivot table:

Row Area

The row area is where you would typically place the variables that you want to group your quantitative data by: such as account, person, earnings code, etc.
Page Fields Area

The page fields area allows the user to select a variable to filter the entire pivot table report on.  We typically use “General Title” in the page fields section because it allows you to select different projects to view.

Column Area

The column area is typically where you would place variables that break your data down into more detail such as, fiscal year, accounting period, month, day, etc.

Data Area

The data area is where you can drag and drop quantitative information such a dollars, hours or miles.

Field list

The field list contains a list of variables, from one or more tables, that you can display in your pivot report by dragging and dropping them into one of the areas described below.  
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The pivot table toolbar at the top of the Excel file gives you access to several functions that are useful when using pivot tables.  Some of the key features are:
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· Field List – Displays additional variables that you can drag and drop into your report.
· Refresh Data – refreshes the pivot table data.
· Expand Entire Field– display detail for field(s) to the right of the currently selected column.
· Collapse Entire Field– hide detail for field(s) to the right of the currently selected column.
· PivotChart – overlays the pivot report with a chart or graph.
There are several additional pivot table options available by right-clicking in the pivot table.  These include:
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· Sort – Allows you to sort columns or rows on the pivot report ascending or descending.

· Filter – Allows you to filter your results based on the field selected.

· Subtotals – Allows you to subtotal by categories located in the column selected.

· Expand/Collapse – Allows you to show or hide detail.

· Group/UnGroup – Typically grouping can be done on date fields.  You can group individual days to a Quarterly level for example.

· Remove – Remove a column from the pivot table.

THE COST REPORTS
4. The Reports

a. Main Page 

The Main Page report tab presents four buttons and a hyperlink.  These are explained in more detail in the previous section, “Running the CRS”.  They are:

1. Change Project

2. Refresh Project Data

3. Export Reports

4. Go to Database to make Updates (hyperlink)
5. Open Training Manual Document

b. Cost Report Dollars

This is the standard report used for project cost monitoring.  It provides budget, actuals and projection information.   The report columns will be explained below:


Budget Dollars: This is your project’s budget.  It may consist of the budgets for several project grants.
Actual Dollars through “Previous Month’s End Date”: Total cumulative expenses that occurred prior to the most recently closed accounting period.
Actual Dollars through “Current Month’s End Date”:  The most recently closed accounting period expenses.
Total Actual Dollars: All expenses through the most recently closed accounting period.
Projections “Next Month End Date to Project Completion Date”: remaining projected expenses.
Cost at Completion: The anticipated cost to complete the project (projections plus actuals).
Variance:  Cost at completion compared to budget, will display either an over run or under run.
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c. Cost Report Hours

This report is the same as the Cost Report Dollars report, except this report displays hours instead of dollars.

[image: image9.png]Home | et Pageloyout  Fomul:  Data  Revew View
2 =, = B
B Al S0 - AN B o Swepree General - B Y ez tomaz [Noma B Good P B [z AT @
Ba copy ~ 53| - 2 @i~
paste e ergesiCenter~ | $ < % 3 | % 98| Conditional Fomat [Catcutation | [CTXI] Erolan o Insert Detete Format soa Finda | select
S romatpamter| B £ U | 5 Merge & Cent $ - % W % Condtional Format Neutral Calculation Check Cell Explanatory T Followed Hy se e B 75 Ty sert & a5 et g
cipboara 3 Font 5 Algament 2| umber 5 syies cens ating New Group
] ~ £/ 2
y 5 c 5 £ 7 S o ] K 0] @ [ ®n [ 0l 7 [ ol RS T 6T VI WX vz aT[ a& [ Az
1| REPORT T COST REFORT HOURS NoTES:
2 ANALYST Craner ansie P
5 MANAGES Lessou Evantnia
4 PROJECT: PSD 2011
s
G
1 Refresh Project Data
1
12
1 outs
FROJECTIONS
BUDGET ACTUALS THROUGH ACTUALS FOR TOTALACTUAL 103M20fito  COSTAT
14 GROUE | DESCRIPTION. 1| Hours. 813172011 91302011 HOURS. 03/31/2012__ COMPLETION VARIANCE |
15" Salary |Acoourting Clrk Assocate Tz 200 3300 G0 100 (197.00)
16 [admnsrate Assistant Assoc 1450 2000 150 200 teso (e
17 |aamnstratie Assstant ner %00 200 w00 200 @m0
i® |09 Programmerianlyst Assoc 5300 000 5300 000 00 (300)
19 |A0p Programmer/analyst bter ~|3,100.00 173249 250 176039 000 i7ss 13901
2 [app rogrammersanalyt Lo 950 000 950 000 950 (50
2 |app rogrammerianalyt St 9457 000 9457 000 9457 (9497)
= Sudoet Anast termedate | 1,100.00 o0 000 o0 00 a0 200
= Susiness Admastrtor Senor | 120,00 2500 00 .00 1800 S0 7900
2 Busiess Systems Anavst Assoe 000 000 000 0.00 G0 oo
25 Cal Cener Rep nbound nter 16500 000 19500 2000 a0 wsoo)
% Chet Technciogy Offcer 15500 400 000 400 0.00 a0 15100
2 Clr Associte aus00 2000 w500 0900 asso0  ssson)
2 Clre mermedate isis0 0.00 isis0 o s (siso)
2 CouP CONSLLT I (TEiP) 870 000 870 0.00 & @)
£} Contract & Grant Specst 7200 1000 20 w000 w2 Gz
31 Documentation Specialist Inter 2950 0.00 2950 0.00 2950 (29.50)|
2 Fnancal o bus Anayst St 000 3000 2000 000 3000 (3000)
) el Desk Coordnto ter 114850 s 115050 000 1090 (119050)
2 R Generaist termeciste pre) 000 4500 000 o oo
S \C Fanner nermedate s7.00 0.00 57.00 000 S0 (5700)
% NTERVEWER | TEUP) 571410 33690 5051.00 e 440 (ss290)
£id WTERVEWER | TElP) sssnss seees g2 407ser s 49nem0 (k77720
) WTERVEWER B TEMP) o 921150 B0 1006850 s iEes  (0s50)
) ' Hep Desk ntermedte Supr | 500,00 5900 700 16600 Gz e
w0 ieetngEvent Coord on Poft at810 000 at810 o wew i)
a eetng/SpecaiEvents Pamer | 240.00 1550 000 1550 000 1550 250
2 MOVER (TEUP) s0.00 000 50,00 000 900  (900)
P Offcs AssstantClerk 2050 st50 as000 0900 4se00  esoon)
P oROF HSC (TEMP) 6200 000 6200 o 200 (e200)
s Res ASSOC 1 TEU) 1700 000 17.00 000 700 (1700)
s Rescarcn Area Specistter | 1,410.00 700 a0 13200 2000 w00 102600
o Rescarch Area Speciaetsr | 30.00 000 000 2000
P’ Research Computer Specalst 138200 1200 139500 B0 14200 6210
7 Researcn Tech termediste 2520 2580 22060 o0 mes  (soen) 3

M 4> M MAIN PAGE

COST REPORT DOLLARS | COST REPORT HOURS

INTERVIEWER DETAL

Ml

Ready |





d. Interviewer Detail Report
This report shows you the projected hours for Interviewer I, II, and III broken down at a weekly level, and grouped by Occurrence Date, which is the accounting month that the associated expense is posted.
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e. Comparative Report Dollars

This report compares projected expenses against actual expenses. This report also compares projected non-salary expenses against actual non salary expanses such as travel costs, telephone charges, and salary recharges.
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f. Comparative Report Hour-Dollar
This report compares projected hours against actual hours and the associated salary expenses.  
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g. Budget Editor Tab 

This report tab is for budget analysts only.  It allows the budget analyst to edit the budget for a project.

THE BUDGET AND PROJECTIONS FORMS
5. Updating Budget

a. Editing a Budget

The CRS Budget Editor is used to modify budgets that have been previously entered into the CRS using CRS Budget Upload template.  If you need to enter a budget from scratch, please use the CRS Budget Upload template found on the SRO Finance Group web site.

The CRS Budget Editor can be found as part of the Cost Reporting template on the red tab titled “Budget Editor”.

To edit an existing budget go to the Cost Report template and click on the tab titled “Budget Editor”.  At the top of the screen select the project that you want to edit by selecting its General Title from the drop down pick list.
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Once you have selected a project press the “Pull Budget Lines” button, your detailed project budget will be loaded into the light-blue “Current Budget Fields” area of the template.
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At this point you can begin modifying your existing budget.  To make changes to your 
budget, simply add values to the GREEN “Edit Fields” section of the template.   You can modify the budget hours, budget dollars, and even add notes to budget lines.

In the image below you can see that $2,000 and 100 hours were added to the Interviewer III budget line for the Occurrence Date of 2/28/2007.  A note was added to this budget line as well.  The new amount for INTERVIEWER III (TEMP) is the amount shown in the “ADJ DOLLARS” and “ADJ HOURS” columns.
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In order to make sure that you are entering the correct modifications to your budget, a Subtotal display was added to the Budget Editor template.  This display is shown in red above the “Edit Fields” section of the template.  The Subtotal fields show the total amount for the original budget above the Dollars and Hours columns in the blue “Current Budget Fields” section.   It also shows the amount being increased or decreased above the Dollars and Hours columns in the green “Edit Fields” section.  And finally it shows the final adjusted amounts above the “Adj Dollars” and “Adj Hours” columns.
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There is also a “GRAND TOTALS” section in the red area that shows the final Grand Total budget amount for the entire original budget amount plus or minus any changes entered in the green edit area.  This should display what you want your new final total budget to be.
b. Adding a New Line to an Old Budget
Another capability of the new Budget Editor tab is that you can add a new budget line to an existing budget.   You can do this one of two ways.
1. Select a shortcode and load its chartfield combination, and then add the row.

2. Enter the chartfield combination manually, and then add the row.
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To add a new line “by shortcode”, pick a shortcode from the “SELECT SHORTCODE” drop down box, and then press the “Load Shortcode Chart Com” button.   This will take 20 to 30 seconds to load the chartfield information.  

Next you need to select an Occurrence Date and Budget Description for the Budget line that you are about to add.   After you have made your selections press the “Add Row” button and a new budget row will be added to your existing budget.
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The new row will appear as the last row and will be highlighted in orange.  You can then add dollars, hours and a note to this new budget row before saving it to the budget table.
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To add a new budget row manually, simply follow the same steps described above, but instead of selecting a shortcode, you will need to fill out the Chartfield Combination information manually in the white boxes provided, and then press the Add Row button.
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c. Exporting your Changes
After you have made your budget changes, added required budget lines and have confirmed that your budget total matches what your total budget should be, you can now save your changes and export your new budget lines to the budget table.

To save your budget changes simply press the GREEN “Save Budget Changes” button.  NOTE: Remember that you cannot have hours on a non-salary line.
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If you go back to the CRS and refresh your cost report, you should see that new budget transactions for your project.

NOTE: If you add dollars or hours for a new row that matches the chartfield, Description, and Occurrence Date for an existing budget entry then the new row that you just entered will be summed into the pre-existing row.  That is, the two rows will be added together, and will not be shown separately the next time you review your budget.
6. Updating Projections
To update projections use the CRS Projection Form 2.1

a. Modifying Existing Projection Hours

· Select the tab that is labeled ‘Projection_Hours’

· Click on the box labeled ‘Options (Hours)’

· A box will appear that looks like this:
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· Click on Import Projections

· The following box will appear:
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· You may either enter in a date range OR get all projections that have currently been loaded into the CRS.  

(Note: If making changes within the current projection’s date range, select “Get all projections”.  If you need to extend the date range, enter the dates in the “By Date” section.)
· Select the project you would like to modify by General Title

· Click Import Projections
· To modify one or multiple lines, put an ‘X’ in the column labeled ‘MOD_FLAG’, the line will then turn green in the areas that you are able to edit.  
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· Once you are done making your modifications, click on ‘Options (Hours)’ and select Export Projections, your modifications will then upload to the CRS.
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b. Adding a New Hours Projection

· Click on ‘Options (Hours)’
· Select the box ‘Add New Row’
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· You will receive a pop-up box that requests you to fill in the Chartfield Combination, Program Code and Description
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· Once you have completed filling in the box, click on ‘Add New Row’
c. Modifying Existing Projection Dollars

· Select the tab that is labeled ‘Projection Dollars’

· Click on the box labeled ‘Options (Dollars)’

· A box will appear that looks like this:
[image: image28.png]CRS Projection Form Options 2.1

Import Projections




· Click on Import Projections

· The following box will appear:
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· You may either enter in a date range OR get all projections that have currently been loaded into the CRS
(Note: If making changes within the current projection’s date range, select “Get all projections”.  If you need to extend the date range, enter the dates in the “By Date” section.)
· Select the project you would like to modify by General Title

· Click Import Projections

· To modify one or multiple lines, put an ‘X’ in the column labeled ‘MOD_FLAG’, the line will then turn green in the areas that you are able to edit.  
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· Once you are done making your modifications, click on ‘Options (Dollars)’ and select Export Projections, your modifications will then upload to the CRS.
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d. Adding a New Dollars Projection

· Click on ‘Options (Dollars)’
· Select the box ‘Add New Row’
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· You will receive a pop-up box that requests you to fill in the Chartfield Combination, Program Code and Description
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· Once you have completed filling in the box, click on ‘Add New Row’
e. Modifying Existing IWER Projections
· Select the tab that is labeled ‘Projections_Iwer_Hours’

· Click on the box labeled ‘Options (Interviewer Hours)’

· A box will appear that looks like this:
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· Click on Import Projections

· The following box will appear:
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· You may either enter in a date range OR get all projections that have currently been loaded into the CRS
(Note: If making changes within the current projection’s date range, select “Get all projections”.  If you need to extend the date range, enter the dates in the “By Date” section.)
· Select the project you would like to modify by General Title

· Click Import Projections

· To modify one or multiple lines, put an ‘X’ in the column labeled ‘MOD_FLAG’, the line will then turn green in the areas that you are able to edit.  
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· Once you are done making your modifications, click on ‘Options (Interviewer Hours)’ and select Export Projections, your modifications will then upload to the CRS.
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f. Adding New IWER Hours Projection
· Click on ‘Options (Interviewer Hours)’
· Select the box ‘Add New Row’
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· You will receive a pop-up box that requests you to fill in the Chartfield Combination, Program Code and Description
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· Once you have completed filling in the box, click on ‘Add New Row’
APPENDIX

Auxiliary Web Reports

There are several reports located on the SRO Financial Services web site that support project financial management.  They are located off the main SRO Finance Group page under the “Cost Reporting System (CRS)” hyperlink
These include: 

1.  SRO Project Specific Recharge Rates


This pivot report allows you to select a project and identify the CAPI, CATI, CASIC, Hiring and Training, Field Operations and SRSR rates for each project grant on that project.  Please see the recharge billing document for details on how these rates are computed.

2.  CRS Interviewer Projection Rates


This pivot report displays the Interviewing rates used for the project that you select.  It displayed projection rates for Interviewers I, II and III.  These rates can be modified throughout the life of your project.  If you would like to change your Interviewer rates please email the SRO Financial Group.


3.  Project Tree Report


This pivot report lists all active SRO project grants.  You can also determine the manager, the budget analyst or the Indirect Cost rate for a project by running this report.  

4.  Projection Detail Report


This pivot report allows you to view all projections that you have entered for your project.  It is basically a detailed view of the T_Projections table.  You can search for your project by entering the first few letters of the “General Title” for your project.  For Example: “HR” for HRS 2004, will bring up all projects that start with “HR”.
5.  Budget Detail Report


This pivot report is very similar to the Projection Detail Report.  This report provides details on budget data entered into the CRS.  You can identify who entered a budget value and when they entered it, by looking at the “RECORD_CREATOR” and “CREATION DATE” fields for example.
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