Monitoring your department’s revenue and expenses

Log into mySwarthmore and go to the Finance Main Menu. Select Financial Reporting. The following screen will appear.
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Many financial managers will have access to multiple funds; others have access to only one. If you are trying to review your departmental, non-compensation
budget, select Fund 11000-Current Unrestricted - General.
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Once you have selected your fund another pull down menu will appear. The menu will ask you to select an organization (org). Some budget managers will have
access to multiple orgs while others will have access to just one. Scroll through the list to find your org. Also, you can start typing the org number to bring you to
the member. Lastly, press CTRL to select multiple orgs.
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After you have selected an organization, choose a fiscal year. You can view either the current year or prior years.
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Next, select your time period. Your choices are year-to-date, which will show you all of your activity so far in the current fiscal year. You also have the choice of
seeing your spending in a particular month.
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Click Submit and you will see all of your revenue and expenses in the interval for the organizations you selected.
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Fund 11000 Organization 5110 Business Office Default Program 41
[ Budget Status Summ
Miscellaneous Revenue 5110 5201 Income/Outside Activity $0.00 $0.00 §
O Account Detail 5110 5212 Reimbursed/Recovered Expenses 50.00 -$352.00 50.00 $252.00
[ Vendor Summary Account Type Total: $0.00 -51,415.00 50.00 $1,415.00
0 Organization Access General Admin Expenses 5110 7008 Office Supplies §0.00 §1 §0.00 $15.94
5110 7011 Supplies §5,590.56 §1,651.40 $0.00 §3939.16
[ Fund Access
5110 7012 Printed Supplies §2,000.00 $762.87 $0.00 §1237.13
[ Pending Purchasing Acc..
5110 7014 Printing $4,000.00 $0.00 52085.24
5110 7015 Postage/Shipping $15,000.00 §8472.18 $0.00 §6,527.82
5110 7016 Express Mail §500.00 $0.00 §263.49
5110 7017 Publicatic $0.00 $35.00 $0.00 -$35.00
5110 7023 Copier Charges §2300.00 §0.00 §117148
5110 7027 Membership/Dues §3,819.00 $0.00 §1721.01
5110 7110 Room Expense - Spring §0.00 $0.00 -§270.94
Account Type Total: §33,209.56 516,486.11 50.00 §16,723.45
Trave! 5110 7201 Transportation §4510.00 §2467.84 $0.00 §2042.16
5110 7202 Ledging §4,900.00 §2,58541 $0.00
5110 7203 Meals $500.00 $0.00
5110 7204 Registrations §44565.00 $0.00 -§1,274.00
5110 7206 Misc Expense $0.00 $0.00 -§6.00
5110 7208 Professional Development §0.00 $0.00 -380.00
Account Type Total: §14,375.00 §10,991.49 50.00 $3,383.51
Services 5110 7301 Contract Services $6,500.00 $3,514.37 $0.00 §2985.63
5110 eral §350.00 $0.00 §250.00
5110 7305 Temp Employment Agency $0.00 §1,191.03 $0.00 -§1,191.03
5110 7310 Food/Catering etc §1,.975.00 $0.00 §257.99
5110 Bank Fees §0.00 §0.00 -51,266.00 -




If you want to export to Excel, you can go to the bottom of the page and click “Download to CSV.”
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Once the results export to Excel, you can format the rows and columns to meet your needs and save it as an Excel worksheet.
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1 |Account Type Organization Account Account Title Adjusted Budget YTD Activity Commitments Available Balance
2 |Miscellaneous Revenue 5110 5201 Income/Qutside Activity $0.00 (51,063.00) $0.00 $1,063.00
3 5110 5212 Reimbursed/Recovered Expenses $0.00 (5352.00) $0.00 $352.00
4 $0.00 (S$1,415.00) $0.00 $1,415.00
5 General Admin Expenses 5110 7008 Office Supplies $0.00 $15.94 $0.00 ($15.94)
6 5110 7011 Supplies $5,590.56 $1,651.40 $0.00 $3,939.16
7 5110 7012 Printed Supplies $2,000.00 $762.87 50.00 $1,237.13
8 5110 7014 Printing $4,000.00 $1,914.76 50.00 $2,085.24
9 5110 7015 Postage/Shipping 415,000.00  58,472.18 $0.00 46,527.82
10 5110 7016 Express Mail $500.00 $136.51 50.00 $363.49
11 5110 7017 Publications $0.00 $35.00 50.00 ($35.00)
12 5110 7023 Copier Charges $2,300.00 $1,128.52 $0.00 $1,171.48
13 5110 7027 Membership/Dues $3,819.00 $2,097.99 $0.00 $1,721.01
14 5110 7110 Room Expense - Spring $0.00 $270.94 $0.00 ($270.94)
15 $33,209.56 516,486.11 50.00 $16,723.45
16 Travel 5110 7201 Transportation $4,510.00  52,467.84 50.00 $2,042.16
17 5110 7202|Lodging I $4,900.00 $2,585.41 50.00 $2,314.59
18 5110 7203 Meals 4500.00 $103.24 $0.00 4396.76
19 5110 7204 Registrations $4,465.00  $5,739.00 $0.00 (81,274.00)
20 5110 7206 Misc Expense $0.00 $6.00 50.00 (56.00)
21 5110 7208 Professional Development $0.00 $90.00 $0.00 ($90.00)
22 $14,375.00 $10,991.49 $0.00 $3,383.51
23 |Services 5110 7301 Contract Services $6,500.00  53,514.37 50.00 $2,985.63
24 5110 7304 Professional Services: General $350.00 50.00 50.00 $350.00
5 5110 7305 Temp Employment Agency $0.00  $1,191.03 50.00 ($1,191.03)
26 5110 7310 Food/Catering etc 41,975.00  51,717.01 $0.00 4257.99
27 5110 7311 Bank Fees $0.00  $1,266.00 $0.00 (81,266.00)
28 5110 7312 Commission $0.00 $3,950.00 50.00 ($3,950.00)
29 5110 7323 Student Admin/UAS Fee $11,000.00 $4,883.09 $0.00 $6,116.91
30 $19,825.00 $16,521.50 $0.00 $3,303.50
31 |Equipment 5110 7451 Software Purchase $35,780.00 $30,1932.74 $0.00 $5,586.26
32 5110 7452 Hardware Purchase $600.00 50.00 50.00 $600.00
33 $36,380.00 530,193.74 50.00 $6,186.26
34 |General Admin Expenses 5110 7911 Carbon Charge $1,632.44  51,632.44 50.00 $0.00
35 41,632.44  51,632.44 $0.00 30.00
36 $105,422.00 $74,410.28 $0.00 $31,011.72
37 $105,422.00 $74,410.28 $0.00 $31,011.72
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