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Purposes/Uses/Other Information:  
• Expenditures are life to date. 
• Encumbrance balances are as of month end. 
• Encumbrances include purchase orders, subcontracts and future personnel salary/fringe for 

personnel that have been appointed in the system. 
• Generated on a monthly basis and available by the 5th of the month. 
• Used to reconcile project balances to internal records that include future known transactions 

not recorded in OMNI to date. 

Steps to Generate Monthly Financial Report 
1. Login to the OMNI Portal and click on the Financials 8.9 link. 

The Menu page will display. 

2. Go to OMNI report menu 

Navigation: Reporting Tools > Report Search Page 

 

3. The criteria page displays.   

 

See step 4 for entry options. 
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4. Enter the fields as follows: 
Field Name Entry Requirements/Options 

Fiscal Year Current fiscal year (2008) 

Period 
(select the most recent 
period that has ended, 
e.g. if today = 
5/16/2008, select period 
10 for April) 

July   = 1 
August   = 2 
September = 3 
October  = 4 
November = 5 
December = 6 
January = 7 
February = 8 
March  = 9 
April  = 10 
May  = 11 
June  = 12 

Department Leave Blank 
Project ID Enter desired 6 digit project number (e.g. 

018679) 
Fund Code Leave Blank 

5. Click the  button to display the results.  The bottom part of the 
page will populate with the available reports.  
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6. Click on the  button to display the report(s) that you want to view/save.  
Note that you may have to hold down the Crtl key while you click on the 
link.  The following discusses each of the examples (in the back of the 
material) of the most useful reports.   

Example 1 – Departmental Project Ledger Summary (CNG-215000-530-018679-
DLS) 
This report provides expenditure/encumbrance totals by account code.  The sections are as follows: 
Direct 1st Section – includes the total direct project expenses as of the end of the month prior to 
the current reporting period. 
Direct 2nd Section – includes direct project expense and encumbrance activity for the current 
reporting period. 
Direct 3rd Section – includes total direct project expenses and encumbrance balances as of the end 
of the current reporting period. 

Indirect 1st Section – includes indirect expenses as of the end of the month prior to the current 
reporting period. 
Indirect 2nd Section – includes indirect expense activity for the current reporting period. 

This report provides expenditures by 
account code (Example 1) 

These reports provide detail 
expenditures and 
encumbrance balances by PO, 
etc as of month end.  Must 
search for project as the 
report is for the entire 
university. (Example 2 and 3) 

Do not select 
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Indirect 3rd Section – includes total indirect expenses as of the end of the current reporting 
period. 

The Revenue, Cash and Liabilities sections of the report are not needed for monitoring the 
expenses of the project.  SRAS staff ensure that these accounts are complete and accurate. 

Example 2 – Current Month Expenses by Project (FSU Expense Journal by Project) 
This report will display as a pdf file and is very large as it includes expenses for all projects 
university wide.  The report defaults to display on page one.  To find a project, use the Ctrl F (Find) 
functionality.  Example 2 includes an excerpt of the report for project 018679. 

Example 3 – Encumbrances by Project (FSU Encumbrance by Project) 
This report will display as a pdf file and is very large as it includes encumbrance balances for all 
projects university wide.  The report defaults to display on page one.  To find a project, use the 
Ctrl F (Find) functionality.  Example 3 includes an excerpt of the report for project 018679. 
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Beginning Balance = 
March 31, 2008 
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Current Month = 
April 2008 activity 

Ending Balance = 
April 30, 2008 
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