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Introduction

The Campus Café web accounting interface is designed to allow financial managers,
budget managers, and authorized end users real time access to accounting information
from the general ledger and all subsidiary ledgers including:

e Cash Receipts Journal

e Cash Disbursement Journal

e Expense Journal

e Sales (billing) Journal

e Gifts Journal (from Campus Café Gift portal or manual entries)
The detail section will include additional information about the transactions including
names, dates, descriptions, etc.

The interface allows viewing of individual cost centers in real time and also restricting
access to sensitive information such as salary, balance sheet, or revenue accounts based
on permissions given.

The interface will also allow setting up unlimited cost center in a group which can then
be viewed as a consolidated P&L. The examples below will illustrated how to set up
access for authorized individuals and how to export results to Excel.



Settlng up Cost Center Groups

Reports Common Reports Custom Repaorts

Group Number: |0 Cost Center: |0 Max. Results: |50 Change Group Desc:

’ Search ” Select ] Add

Back

Group #  Cost Ctr. Number  Group Descripton

1 OPERATIONS P&L
1006 OPERATIONS P&L
2009 OPERATIONS P&L
4003 OPERATIONS P&L
4010 OPERATIONS P&L
9010 OPERATIONS P&L
2009 2009 AND 9010
4010 2009 AND 9010
2010 2009 AND 9010

The cost center group interface is found on the Café general ledger main menu. A group
is entered on the first page and the first cost center is assigned to the group. This process
can be repeated for as many cost centers as are needed in the group. For an operating
P&L, this could be dozens of cost centers or more. Care should be taken to include all
cost centers, and if a relevant new cost center is later added to the general ledger,
then it must be added to group in order to appear on the group report.




Adding Cost Center and Cost Center Group Permissions

The page below describes how to add/remove permissions for cost centers and groups.

Wl = it ocathost 8080/ catews O+ B & X | [ cost Center permisi.. x [l fr X &

« <
"“'J:Z'CAMPUS CAFE Welcome Charles Mingus ’1‘- Home (& Logout

ALL USERS ADMINISTRATION ADMISSIONS STUDENT FACULTY/STAFF REGISTRAR ALUM/DEV PARENT ACCOUNTING MY INFO

All People Finder | Parent Finder | User Search | Admin Serviet | Job Management | Cost Center Perms | Tracking Perms | Fac Payroll Adjustment | Fac Payroll Control | Login Page Config |

Mail Merge Data |

Cost Center Permissions:

Add a New Cost Center Permission:

Information that is red is required

m

User* Cost Center: - choose one - ¥ OR Cost Center Group: — choose one - A

Can See Salary Records: [[]  Can See Revenue Records: []  Can See Balance Sheet Records: [ [ Add Cost Center Permission J

Edit Delete User Cost Center/Group/PET Can See Salary Records? Can See Revenue Records? Can See Balance Sheet Records? Is Group Permission?

cmingus 1 GENERAL OPERATIONS Y Y

cmingus 10 OPERATIONS P&L G
cmingus 1006 FLIGHT OPERATIONS

cmingus 112009 AND 9010 G

cmingus 2009 AVIATION HORIZON'S
cmingus 4003 DEVELOPMENT

cmingus 4010 GENERAL

cmingus 9010 INFORMATION SYSTEMS
kholbrook  *ALL

KA A KKK K XX
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The system administrator can add permissions for cost center or cost center group access
on the interface found on the Café Web Administration menu. A user name is specified
and the user can be given permission to view cost centers and groups, or *ALL. Boxes
can be checked to allow access to Revenues, Salary, or Balance Sheet accounts.

The general ledger control file on the GL main menu in Café is used to designate the
starting line number for revenues and salaries and must be properly configured in
order for the report to render the correct information.



Web Cost Center Report Interface

The following page shows the interface and the options available to the user in selecting a
web based report. This option is found on the accounting menu in Café Web.

http://localhost:8080/cafewe O v B & X GL Lookup Page

«

w’CAMPUS CAFE Welcome Charles Mingus 1‘ Home @

ALL USERS ADMINISTRATION ADMISSIONS STUDENT FACULTY/STAFF REGISTRAR  ALUM/DEV PARENT ACCOUNTING MY INFO

Purchase Orders |PO Departments |PO User-Depts PO Ship Tos | PO Budgets | Budget Transfers | GL Lookup

General Ledger Lookup
Information that is red is required
Cost Center* - choose one - v Cost Center Group:
Fiscal Year*: FY1213 hé
Start Date: mawy v [r]ar v
End Date: 07 July v 2 v 214 v
Hide Revenue: (]
Hide Salary: B
Hide Balance Sheet: ]
Order By Description: ]
View Individual GL Account With Details:
GL Account >= 4000
GL Account <= 9999
Save Default GL Params: [}
Powered by Campus Café

¥ S

You may select a cost center or cost center group but not both. The hide functions are
run time and will be overridden to not display if the user has had those functions blocked
in the permissions file.

Checking the Save Default will allow individual users to save their preferences for
starting and ending GL accounts until they choose to change the settings.



Web Based Report Sample

The following report is for a group selected on the prior drop down.

é :) @ http://localhost:8080/cafewe p v @ 0 X @GL Lookup Page X l

Purchase Orders |PO Departments |PO User-Depts PO Ship Tos | PO Budgets | Budget Transfers | GL Lookup

Cost Center: 10 OPERATIONS P&L Fiscal Year:FY1213

Hide All Balances

Start Date:07/01/2012
End Date:07/28/2014
Details NextFY ::cuunt Description Remaining ::Igal::;ng YTD Total Encumbered ;::::ﬂ :::g&t g:liﬂgget
; Justify Next FY 4000 TUITION - REVENUE -$15,500.00 $0.00  $15,500.00 $0.00  $15,500.00 $0.00 §0.00
; Justify Next FY 4080 WITHDRAWAL $248.00 $0.00  $248.00 $0.00 $243.00 $0.00 50.00‘
“ Justify Next FY 4090 DEPOSIT FORFEIT $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 50.00‘
“ Justify Next FY 4100 UNRESTRICTED GIFT INCOME $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 50.00‘
“ Justify Next FY 4105 ANNUAL FUND - PARENTS $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 SD.I)O‘
; Justify Next FY 4120 ANNUAL FUND - CORPORATIONS $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 SD.DD‘
“ Justify Next FY 4130 CAPITAL GIFTS -$250.00 $0.00  $250.00 $0.00 $250.00 50.00 50.00‘
- Justify Next FY 4135 RESTRICTED GIFT INCOME -$500.00 $0.00  $500.00 $0.00 $500.00 $0.00 50.1)0‘
: Justify Next FY 4136 ENDOWMENT INCOME-UNRESTRICTED $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 SD.I)O‘
; Justify Next FY 4140 OTHER INCOME $1,000.00 $0.00  $11,000.00 $0.00  $11,000.00  $12,000.00 512,000.00‘
“ Justify Next FY 4260 APPLICATION FEES §0.00 $0.00 §0.00 $0.00 $0.00 50.00 50.00‘
“ Justify Next FY 4262 RE-ENROLLMENT FEE $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 50.00‘
“ Justify Next FY 4264 TECHNOLOGY FEE $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 SD.I)D‘
. A Justifv Next FY 4765 GRANIATION FFF $0.00 §0.0n $0.00 $0.0n §0.0n §0.00 $0.00)

Individual account details can be viewed by clicking on the magnifying glass next to the
account.



Exporting Data from the Report to Excel

You must start in Excel and open Campus Café for this function to work.
Step 1- click the data tab and then “From Web”.

Step 2 - Use the URL for the Campus Café login. Example:
http://localhost:8080/cafeweb/login

Step 3 - Go to the accounting menu and choose the GL Lookup option. You may get
Excel scripting errors but just say YES that you wish to continue.

Step 4 — Run the report with the desired parameters.

Address: http:Hlocalhost:8D8Elf‘cafeweh,"tapestry?service=direct,."1,"GLBmE @ @ N 4 ﬂ Options...

Click [#] nextto the tables you want to select, then click Import.

Cost Center: 10 OPERATIONS P&L Fiscal Year:FY1213

Hide All Balances
Start Date:07/01/2012
End Date:07/28/2014

Details NextFY s Description Remaining CeOMING o, o otal  Encumbered

Account Balance

Justify Next FY TUITION - REVENUE

Justify Next FY VITHDRAWAL

Justify Next FY DEPOSIT FORFEIT

Justify Next FY UNRESTRICTED GIFT INCOME
Justify Next FY ANNUAL FUNHD - PARENTS
Justify Next FY ANNUAL FUHD - CORPORATIONS

Justifv Next FY CAPITAL GIFTS
i

tep 5 — Click the yellow arrow to highlight all data to be imported and then click the
Import. Excel will default to the first cell as a target for the import.


http://localhost:8080/cafeweb/login

The report will then render as below.

Home  Insert  Pagelayout  Formulas | Data | Review  View

_é _3 _1 " by ”@ (3] connections 4] Y K Clear EE H’g. %@ * ﬁlZ[ ;‘E’:hc-.a-D»;ta\I

- B & Properties G Reapply % Hide Detail
From From From From Other ) E:istin.g Refresh I Z) sort Filter 7 Text to Remove Datg Consolidate What.-lf Group Ungroup Subtetal
Access Web Text Sources- Connections | All- 2 Edit Links A7 Advanced  columns Duplicates Validation Analysis = |+ ©
Get External Data Connections Sort & Filter Data Tools Outline I’
oM C & o
A B C D E F G H E

1 |Start Date:07/01/2012

2 |End Date:07/28/2014

3 Details Next FY GL Account Description Remaining  Beginning Balance YTD Total Encumbered Grand To

4 |\View Justify Next FY 4000 TUITION - REVENUE (515,500.00) $0.00 $15,500.00 $0.00 $15,500.

5 |View Justify Next FY 4080 WITHDRAWAL $248.00 $0.00  (5248.00) $0.00 (5248

6 View Justify Next FY 4090 DEPOSIT FORFEIT 50.00 50.00 50.00 50.00 50.0

7 |View Justify Next FY 4100 UNRESTRICTED GIFT INCOME $0.00 $0.00 $0.00 $0.00 $0.0

8 \View Justify Next FY 4105 ANNUAL FUND - PARENTS $0.00 $0.00 $0.00 $0.00 $0.0

9 |View Justify Next FY 4120 ANNUAL FUND - CORPORATIONS $0.00 $0.00 $0.00 $0.00 $0.0

10 View Justify Next FY 4130 CAPITAL GIFTS ($250.00) $0.00 $250.00 $0.00 $250.0

11 View Justify Next FY 4135 RESTRICTED GIFT INCOME ($500.00) $0.00 $500.00 $0.00 $500.0

12 View Justify Next FY 4136 ENDOWMENT INCOME-UNRESTRICTED 50.00 $0.00 $0.00 50.00 $0.0

13 View Justify Next FY 4140 OTHER INCOME $1,000.00 $0.00 $11,000.00 $0.00 $11,000.0

14 View Justify Next FY 4260 APPLICATION FEES 50.00 $0.00 $0.00 50.00 $0.0

15 View Justify Next FY 4262 RE-ENROLLMENT FEE $0.00 $0.00 $0.00 $0.00 $0.0

16 View Justify Next FY 4264 TECHNOLOGY FEE 50.00 $0.00 $0.00 50.00 $0.0

17 View Justify Next FY 4265 GRADUATION FEE $0.00 $0.00 $0.00 $0.00 $0.0

18 View Justify Next FY 42067 LATE REGISTRATION FEE 50.00 50.00 $0.00 50.00 50.0

19 View Justify Next FY 4268 ORIENTATION FEES $0.00 $0.00 $0.00 $0.00 SD.Dv
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Superfluous columns can be removed as necessary.



