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From Macalester Homepage in Internet Explorer click on 1600grand
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P8 cenior Michasl Waul raceived 3 Rhodes Scholarship, He will pursus
i . a two- year master's degree in medicinal chemistry at the
prastigious Gxford University in England beginning Septernber

2009, Listen to hirm talk about the experieances
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A yesr ago, writer Ken LaZebnik '76 was one of
hundreds of striking members of the Writers
Guild of Armerica, It was then he co-founded
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Web series, view full story in the Pioneser Pressz»
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Enter your usual Macalester User Name and Password and click on Login

Macalester College Login - powered by SunGard Higher Education - rosoft Internet Explorer

File Edit “iew Favorites Tools Help

@Ba(k = \_,) IEI @ :_':j "':W Search ‘i_n‘:fFavu‘ritEs @ D_,;:L;v "_}F @ I_.| ﬁ 3

Address |@ https: fflumprod . macalester, edufcpfhome displaylogin

kzsages s

Lirks >

Secure Access Login wWelcome to 1600grand, Macalester's web portal
Uesiehaer D arand connects its users to the online resources they use most from one convenient location. All of the main online services
ely on are "under one roof.”
Password:
[ Login | [ Cancel | In Web-speak, it's called a "Portal." vou log in, and based on your role at Macalester, you see relevant information and have

access to useful tools, Because it's user-driven, each individual in the community is able to customize what is displayved and where

Change Passward it's located. It's a whole new way to get things done and stay in touch,

Confidentiality and privacy notice: 1600grand provides access to information that is of a confidential nature, including FERPA-
protected student information and personal biographical and employment information. Please remember to log out of your session
when you are done, especially if you are using a computer in a lab or classroom.

Having problems logging in? Click here.

Important Web Browser Information Questions abhout FERPA? Check with the Reqgistrar's Office!

Sormme users have experienced problerns accessing data from
the Banner adrinistrative systern via 1600grand using
Firafox on Windows. Until thase prablems have been . .

?
rezolved, Windows users may wish to use Internet Explorer vhat's Inside?
&.0 or 7.0 with 1600grand.

MNewrs and events: Today's happenings; announcements; campus and area news.

M= defagls C'h'" recommandad wab browsars for 1600grand Registration and grading: Course registration, grading, academic histary.
are suailable hers,

Employment information: Pay stubs, directory information, benefits, leave balances,

If you have questions about which web browser to use with Student life: Financial aid, organizations, groups, athletics, civic engagement.,
ic00grand, please contact the ITS Help Desk st <6525 or
helpdesk @macalester. edu. and much more...
Copyright @ SunGard 1998 - 2006, Top

SUNGARD"
HIGHER EDUCATION
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Click on the Business Services Tab

i Macalester College - 1600grand - Microsoft Internet Explorer
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Welcome Ms. Nancy L. Eastham A % ‘ @ @ .

Tou are currently logged in. logout help

e-mail calendar groups

BN (Library | ‘Business Services  ‘Employment/My Job . /Mac and Beyond | /My Tab| Decernber 10, 2008

My Announcemen BEE Around Macalester EEX | pirectory Search cE=EE
You currently have no al announcements T H |@
Enter all or part of a first narme, last narme, e-mail
username, departrent/office name, or organization
My Banner =[] Es] 4 : !
name to search the directory.
GM\Y Banner
about the Directory/FagQ
Today's Events EFEEE
frorn the Arts and Events Calendar » ”~

Wednesday Dec 10, 2008

Final Examinations

The Today ==
Today - from the Dean of Students Office

Library open & a.m. - midnight; extended hours to
3 a.m., Mac students only

Meditation Space - 9:30 AM - 11:30 AM
weyerhasuser Memorial Chapel
The Chapel will be awvailable during this time for individual

announcernents/Meetings | CDCAobs | Classifieds |
Speakers/Events | Volunteer Opportunities |
Wworkshops/Seminars | Submit announcerment - Today

guiet reflection. web site

Highlander Store - Red Ribbon Sale - 10:00 aM -
&:00 PM
20%: off selected iterms displaved with a Red Ribbon.

Highlander Store - 10:00 AM - 6:00 PM

@ Done % 0 Internet
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Select Approve Documents and continue with directions in
Approve Requisition Packet
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Need to check budget status?

2l Macalester College - 1600grand - Microsoft Internet Explorer.
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Budget Queries can be accessed in several ways:
From the Business Services Tab (previous screen)
From the Financial Advisor Graph

From within Approvals from the menu at the bottom
of the screen



You can select Budget Queries from the Business Services Tab
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In Financial Advisor click on the Legend number for the Budget you want
to query on.
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Budget Queries also appears in the menu at the bottom of the screen for
Approving documents
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B s aises STk e-mail calendar groups lagout help

‘Personal Information, Employee WebTailor Administration SSQETTES

Search | | [52] MEMU  SITE MAP HELP

Approve Documents

Select the Docurment Mumber link to display the details of a document., Select the History link to display the
approval history of the docurment., Select the Approve link, if enabled, to approwe the document., Select the
Dizapprove link, if enabled, to disapprove the document.

Qureried Pararnefters
Lser ID EASTHAM MHancy Eastham

Docurment Number:
Docurments Shown: RNext Approver

Duery returned no records

[ Budget Queries | Encumbrance Query | Approve Documents | Wiew Document | Budget Transfer |
Multiple Line Budget Transfer | Delete Finance Template ]
RELEASE: -1 powerad By
SUNGARD HIGHER EDUCATION




Clicking on the Budget Queries menu brings up this screen. You can now
Create a Query or Retrieve an Existing Query.

B
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Budget Queries

To create a new query choose a query type and select Create Query. To retrieve an existing query choose a
saved query and select Retrieve Query.

Create a Mew Query
Type | Budaet Status by Account ~

By [ Greste Query )

Retrieve Existing Query

Saved Query |Nnne P
=[ Retrieve Query ]

[ Budget Queries | Encumbrance Query | Approve Documents | Wiew Document | Budget Transfer |
Multiple Line Budget Transfer | Delete Finance Template ]
RELEASE: 7.2 powerad by
SUNGARD HIGHER EDUCATION




Whether Creating or Retrieving the next screen looks like this. Click on
the boxes to select report columns as shown below.
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Budget Queries

Zelect the Operating Ledger Data columns to display on the report.

Ll Adopted Budget Year to Date

Ll Budget aAdjustnent | Encumbrances

Ll Adjusted Budget Ll Reservations

1 Temporary Budget Commitments * |

Final Budget Available Balance

Save Query as: | |

|l Shared

[ Budget Queries | Encumbrance Query | approve Documents | wWiew Document | Budget Transfer |
mMultiple Line Budget Transfer | Delete Finance Template ] =
RELEASE: 7.2 porered by |

R T LT LS D SR T AT U S




Then click continue.
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Budget Queries

Select the Qperating Ledger Data columns to display on the report.

1 Adopted Budget Year to Date
1 Budget Adjustment F Encumbrances
] Adjusted Budget [] Reservations

|:| Temporary Budget Commitments

Final Budget

Available Balance

Save Query as:l

il Shared

4=

e-mail calendar groups logout help
‘Personal Information, Employee; _W-Eh*l"ailurﬁdmin'iﬁtraﬁun_ e
MEMU  SITE MAP  HELP

Multiple Line Budget Transfer | Delete Finance Template ]

RELEASE: 7.2 powersd by

[ Budget Queries | Encumbrance Query | approve Documents | Wiew Document | Budget Transfer |
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When creating a query the following fields need to be filled in.
When you retrieve a query these will already be filled in.
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Budget Queries

-q For a Budget Query to be successful, a user with Fund Organization query access must enter a value in
either the Organization or Srant fields as well as the Fiscal vear, Period, and Chart of accounts fields. If
Srant information is queried, all retrieved information is Srant Inception to Date. Otherwise, all information
retrieved is through the Fiscal vear to Date.

“ To perforrm a comparison query select a Comparison Fiscal wear and Period in addition to the required Fiscal
rear and Period. with this selection, all details retrieved will be placed next to the corresponding comparison
fiscal period.

iscal vear: SO0D9 Fiscal period: —
Comparison Fiscal vyear: Comparison Fiscal period:

Commitment Type: I all VI
Shemefazeume ) [m ]

Trganization ] |?2|j|jj_|:|| ILocation

| ——

e [ AcurcTeps ]

—

Pr
Include Revenue Accounts

AL

Sawve Query as:l

Ll | Shared

[ Submit Query ]




Click on Submit Query to view your budget!
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Budget Queriaes

q For a Budget Query to be successful, a user with Fund Organization query access must enter a value in
either the Organization or Srant fields as well as the Fiscal vear, Period, and Chart of aaccounts fields. If
Srant information is queried, all retrieved information is Grant Inception ta Date., Otherwise, all information
retriewved is through the Fiscal vear to Date.

ﬂ To perform a comparison query select a Comparison Fiscal vYear and Period in addition to the required Fiscal
rear and Periaod. with this selection, all details retriewved will be placed next to the corresponding comparison
fiscal period.

Fiscal vear: SO009 |~ Fiscal period:
Comparison Fiscal vyear: Comparison Fiscal period:

Commitment Type: | all vl

[ Zhart of Accounts ] r |:I
[ rganization ] TE2OO0O10 Location I I:I

Sirant Fund Type
Auccount st [ Account Tepe ]
Proarem —

Include Revenue Accounts

Save Query as:l

Ll Shared

I

Subroit Cuery |




Click on any number in blue to see more detail. Select Next 15 to view
more accounts. Report Total summarizes all accounts.
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Organization Budget Status Report l' “
1 : 1
By Account : Clle On any i
i
L : number in blueto
[ i
As of Dec 15, 2008 ! d .1 ;
1 i
Chart of Accounts M Macalester College Commitment Type all { See more etal :
Fund 100000 Operating Budget - Unrestricked Program Al ’,'
Organization F20010 Business Services Sctivity F=1l]
Account 7% Location All
’ -
Query Resulits Vel
Ve
Account Account Title FYyO9/PD12 Final FYO0O9/PD12 Year to ,:/‘FEIQ,FPDIZ FY09/PD12 Available
Budget Date # Commitments Balance
FOooooo Office Supplies 2,100,000 1,952.77 o.00 147.232
700004 Hospitality Supplies 250.00 55.88 0.00 24,12
FO000S Food 2,100.00 407,95 o0.00 1,692.05
700501 Books 100,00 o.ao o.00 100.00
FOOSO00 Equipment = £10,000 =,500.00 o.o0 0.00 =,500.00
FOOs01 Equipment Rental <,500.00 o.ao o.00 <,500.00
700602 Equipment Maintenance 2 S00.00 156.00 o.00 2<44.00
Repair
700503 Furniture 1,500.00 o.ao 0.00 1,500.00
FOOos0e Computer Hardware < 1,000.00 o.ao o.00 1,000.00
10,000
FO1a00 Postage 5,050.00 1,269,932 o.00 4,780.02
701500 Telephone s00.00 594.52 0.00 [ 94.52)
702000 Dues Memberships 2 S00.00 4zZ2.00 o.00 F2.00
Subscriptions
702002 Professional Services o.00 5,225.52 o.00 [ 6,225.52)
FO3003 Printing Services 2,550.00 FO.00 o.0o0 Z.,<480.00
704000 airfare - Travel 1,650.00 a01.00 o.00 1,049.00
Screen total { 25,200.00) (12,371.62) 0.00
Running total [ 25,900.00) {12,371.62) 0.00
Report Total (of all records) [ 74,600.00) [ 41,000.25) o.00
[(Mext 15> J~mmeee y
S jrmmmm e -
S el T ——— { 1
. ~| \
.
[ Download All Ledger Columns ‘“*_r Cllck On NeXt Colurmns |
S~~~ ;
[
i 15 to see more
[ Sawve Query as ]| : !
| accounts |
(] Shared : 1
1
N ’
N e ——————— -’ w
< || >




To save your query for future queries enter a name and click on
Save Query As
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Organization 720010 Business Services Activity All
Account 7% Location All

M

Query Besults

Account Account Title FYD9/PD12 Final Budget FY09/PD12 Year to Date FY09/PD12 Commitments FY09/PD12 Available Balance
700000 Office Supplies 2,100,00 1,952.77 0.00 147.23
700004 Hospitality Supplies 350.00 65.88 0.0o0 284.12
700005 Food 2,100,000 407.95 0.0o0 1,692.05
700501 Books 100.00 0.00 0.00 100,00
700600 Equipment < $10,000 2,500.00 0.00 0.00 2,500.00
700601 Equipment Rental 4,500,00 0.00 0.00 4,500.00
700602 Equipment Maintenance & Repair 500,00 156.00 0.00 344,00
700603 Furniture 1,500.00 0.00 0.0o 1,500.00
700606 Computer Hardware < $10,000 1,000.00 0.0o 0.00 1,000.00
701000 Postage 6,050.00 1,269.98 0.0o 4,780.02
701500 Telephone 500.00 504,52 0.0o [94.52)
702000 Dues Memberships & Subscriptions 500,00 428,00 0.00 72,00
703002 Professional Services 0.00 6,825.52 0.00 [ 6,825.52)
70320032 Printing Services 2,550,00 70.00 0.00 2,480.00
704000 Airfare - Travel 1,650.00 601.00 0.00 1,049.00
Soreen total 25,900.00 12,371.62 0.0o 13,528.38
Funming total 23,900,00 12,371.62 0.00 13,528.38
Report Total (of all records) 74,600.00 41,000.85 0.00 33,599.15

{ k

. Enter name of query and !

. click on Save Query As to

Dawnlaad All Ledger Calurmns Download Selected) g I

[ I 2 save query toretrieve

o next time |

Save Query as ]|Name of Query| eZ--mmmTT “\ ’/'

O Shared




To perform a query on a different FOAPAL click on
Another Query
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700601 Equiprment Rental 4,500.00 0.00 0.00 4,500.00 A
700602 Equipment Maintenance & Repair 500.00 156,00 0.00 344.00
700603 Furniture 1,500.00 0.00 0.00 1,500.000
700606 Computer Hardware < $10,000 1,000.00 0.00 0.00 1,000,000
701000 Postage 6,050.00 1,269.98 0.00 4,780.02
701500 Telephone 500.00 594,52 0.00 [ 94.52)
702000 Dues Memberships & Subscriptions 500.00 428,00 0.0o 72,00
703002 Professional Services 0.00 6,825.52 0.00 (6,825.52)
703003 Printing Services 2,550.00 70.00 0.00 2,480.00
704000 Airfare - Travel 1,650.00 601.00 0.00 1,049.00
Screen total 25,900.,00 12,371.62 0.00 13,528.38
Running total 25,900.00 12,371.62 0.00 13,528.38
Report Total (of all records) 74,600,00 41,000.85 0.00 33,599.15
[ Download All Ledger Columns ] [ Download Selected Ledger Columns ]

Save Query as |
O Shared

compute Additional Columns for the query
Column 1 Operator Column 2 Display After Column New Column Description
|Fro9/PD12 Adopted Budget v | |percent of v | [FY09/PD12 Adopted Budget  v| [ Fr09/PD12 Adopted Budget v ||

[ Perform Cormputation ]

Another Query n




Once you have saved a Query you can use that query again buy clicking the down
arrow next to the saved query box. Click on the name of the query.
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Budget Queries

q To create a new query choose a query type and select Create Query, To retrieve an existing query choose a saved query and select Retrieve Query,

Create a Mew Query
Type | Budget Status by Account w

Create Quer

Retrieve Existing Query
Saved Query

ame of Query (Personal)
Greg's 2009 Budget (Shared)

[ Budget Queries | Encumbrance Query | Approve Documents | View Document | Budget Transfer | Multiple Line Budget Transfer | Delete
Finance Template ]

RELEASE: 7.2 powsrad by
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Then click on Retrieve Query
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Budget Queries

q To create a new query choose a query type and select Create Query, To retrieve an existing query choose a saved query and select Retrieve Query,

Create a Mew Query
Type | Budget Status by Account w

Create Query

Retrieve Existing Query

Saved Query |Name of Query (Persona w

[_ Retrieve Query

[ Budget Queries | Encumbrance Query | Approve Documents | View Document | Budget Transfer | Multiple Line Budget Transfer | Delete
Finance Template ]
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Click on continue
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Personal Information. Employee ‘WebTailor Administration: |
. i
Search | | MENU  SITE MAP HELP

Budget Queries

Template Mame of Query (Personal) retrieved.

Select the Operating Ledger Data columns to display on the report,

O Adopted Budget Year to Date

O Budget Adjustment | Encumbrances

O Adjusted Budget E Reservations

D Temporary Budget Commitments
Final Budget Availahle Balance

Save Query as: |

E Shared




Click on Submit Query
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Business Services Tab
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e

Personal Infermation. /Employee: “WebTailor Administration:

Search MEML  SITE MAP  HELP

Budget Queries

Template Mame of Query (Personal) retrieved.

For a Budget Query to be successful, a user with Fund Organization query access must enter a value in either the Organization or Grant fields as well
as the Fiscal Year, Period, and Chart of Accounts fields, If Grant information is gueried, all retrieved infarmation is Grant Inception to Date.
Otherwise, all information retrieved is through the Fiscal vear to Date.

To perform a comparison query select a Comparison Fiscal Year and Period in addition to the required Fiscal vear and Period. with this selection, all
details retrieved will be placed next to the corresponding comparison fiscal period.

Fiscal year: @I Fiscal period:
Comparison Fiscal year: @ Comparison Fiscal period: Noﬂﬁ
Commitment Type: |,.:,,|| v|

[ chartofacounts ] [M |

[1o0000 | Activity
[Fzooin | (Eeesien]

Fand Type
[(Accaunt | o, | Account Type

O Include Revenue Accounts

HE

i
il

Save Query as: |

| Shared

Subrmit Query

|4




Once you are done checking your budget to actual information you can return to
Approvals any time by clicking Approve Documents at the bottom of the screen.
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Repair -~

700603 Furniture 1,500.00 0.00 0.00 1,500.00

FOOe06 Computer Hardware = 1,000.00 o.oo o.a0 1,000.00
£10,000

701000 Postage 5,050.00 1,269.98 0.00 4,780.02

701500 Telephone s500.00 504,52 0.00 [ 94.52)

702000 Dues Memberships 2 s500.00 428.00 0.00 72.00
Subscriptions

FO2002 Professional Services a.00 5,225.52 a.00 [ 6,225.52)

7030032 Printing Services 2,550.00 F0.00 0.00 2,420.00

704000 Airfare - Travel 1,650.00 &ao01.00 o.ao 1,049,000

Screen total 25,900.00 12,371.62 0.00 13,528.38

Running total 25,900.00 12,371.62 o.ao 13,528.238

Report Total (of all records) 74,600.00 41,000.85 0.00 33,599.15

[ Download all Ledger Columns ] [ Download Selected Ledger Columins ]

[ Save Queary as ]l

= Shared

Ccormpute Additional Colurrins for the guery

Column 1 Operator n 2 Display After Column Mewv: Column Description

[FroesPDi1z Adopted Budget ~| | percent of PD1z Adopted Budget ~| [FroesPD1z Adopted Budget ~|

[ Performm Cormputation ]

[ Another Query ]

[ Budget Queries | Encumbrance Query | Approve Documents | Wiew Document | Budget Transfer | Multiple Line Budget Transfer | Delete

Finance Template ] —
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To exit Self Service at any time, click on the
back to Business Services Tab
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Search | | [aa) MENU SITE MAP  HELP

Approve Documents

Enter Approval Parameters

User ID [EASTHAM |

Document Number: | |

® Documents for which you are the next approver

@) All documents which you may approve

[ Subrmit Query ]

[ Budget Queries | Encumbrance Query | &Approve Documents | View Document | Budget Transfer | Multiple Line Budget Transfer | Delete
Finance Template ]
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