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How to Run the 
Comprehensive Financial Status Report (CFSR)

Job Aid Purpose

The purpose of this job aid is to assist the user to:
· understand the purpose of the CFSR;

· understand how to use the CFSR (Excel version);

· understand the distinguishing characteristics of the CFSR A, B, C, D and E; and
· run the CFSR report ad hoc, as needed.
Purpose of the CFSR

The CFSR is a monthly report prepared by state agencies. It incorporates the Appropriation Budget, Allotment Budget, the combined Agency Level and Project Budgets, and the Expenditures, Encumbrances, and Pre-Encumbrances year-to-date.  It is run at the parent agency level.  There is also a column for Projected Expenditures, which must be completed by the agency and delivered to OPM by the 10th of each month for the prior month’s budget status.   
The CFSR runs in batch monthly, at the beginning of the month.  These reports should appear each month in the Report Manager portion of the Portal page for all users with the CT GL REPORT_AGY, CNTRL GL APPROVER, or CNTRL GL SYS TECH RESOURCE roles.  They will appear in both Excel and HTML formats.
IMPORTANT:  The report reflects all activity that has been budget checked for the budget year (budget, expenditures, etc.) as of the month-end.  For example, if this report is run as of September 25, it will include transactions through September month-end.  
NOTE:  The expenditure amounts on this report will represent the expenditures on the Commitment Control ledger.  The Commitment Control expenditures are those transactions that have been budget checked, but not necessarily posted to the General Ledger.  Therefore, depending on when this report is run, there may be a discrepancy between the GL and Commitment Control expenditure amounts.

Excel Format

The report runs at the parent agency level.  Users will click on the Plus signs to the left of the row headers to expand the category and view detail by account and SID.  

HTML Format

The report runs at the parent agency level.  Users may retrieve the report by going out to the “My Reports” section of the Portal Page, clicking on the report, and then clicking on the .HTML link to view it.
CFSR A
This report subtotals by SID only, the main categories include Personal Services, Other Expenses, and All Other SID’s.

Run monthly for all agencies using Agency Level 1 and Project Level 1 Budgets. The report automatically adds the agency’s Projected Values to the Expended and Encumbered ones, comparing the total to the Agency’s Appropriation, which further calculates the Projected Surplus or Deficit to the end of the fiscal year.  There is also a column included for the Remaining Unallotted portion of the Agency Level 1 and Project Level 1 Budgets.
CFSR B
This report subtotals by Account within the SID’s for Personal Services and Other Expenses. It subtotals by SID for All Other SID’s.
Run monthly for all agencies using Agency Level 2 and Project Level 2 Budgets, the report automatically adds the agency’s Projected Values to the Expended and Encumbered ones, comparing the total to the Agency’s Budget, which further calculates the Projected Surplus or Deficit to the end of the fiscal year.  There is also a column included for the Remaining Unallotted portion of the Agency Level 2 and Project Level 2 Budgets.

.

CFSR C

This report subtotals by Department within the SID’s for Personal Services and Other Expenses. It subtotals by SID for All Other SID’s.
Run monthly for all agencies using Agency Level 1 and Project Level 1 Budgets. The report automatically adds the agency’s Projected Values to the Expended and Encumbered ones, comparing the total to the Agency’s Appropriation, which further calculates the Projected Surplus or Deficit to the end of the fiscal year.  There is also a column included for the Remaining Unallotted portion of the Agency Level 1 and Project Level 1 Budgets.

CFSR D

This report subtotals by SID only, the main categories include Personal Services, Other Expenses, and All Other SID’s.

Run monthly for all agencies using legal level Budgets. The report automatically adds the agency’s Projected Values to the Expended and Encumbered ones, comparing the total to the Agency’s Appropriation, which further calculates the Projected Surplus or Deficit to the end of the fiscal year.  There is also a column included for the Remaining Unallotted portion of the Appropriation.  This report is only run for Budgeted Funds.
CFSR E

This report subtotals by SID only, the main categories include Personal Services, Other Expenses, and All Other SID’s.

Run monthly for agencies using Agency Level 1 and PC2 Budget structures. The report automatically adds the agency’s Projected Values to the Expended and Encumbered ones, comparing the total to the Agency’s Appropriation, which further calculates the Projected Surplus or Deficit to the end of the fiscal year.  There is also a column included for the Remaining Unallotted portion of the Agency Level 1 and PC2 Budgets.
To Run the CFSR Ad Hoc 
Navigation: Fin Reporting Tools>PS nVision>Define Report Request> Add a New Value.

Business Unit: STATE
Report ID:  Should begin with your initials or agency’s 3-letter acronym (ex. OSC-140A)
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__________________________

[1] For FY 2007 and older, add the following extension to the layout name, i.e. _FY200X, for example, CTGLR140A_FY2007.  Also be sure to run with the report with the Year-End Date, i.e. 06/30/2007.  For FY 2008 or beyond, specify the layout as shown above in the run control and with the Year-End Date 06/30/XX.
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Two ways to view/access the report, once it has completed successfully.

1. You may go to the “My reports” section of your Portal Page and select your report by clicking on the link.

2. You may go to Report Manager and Search for the report.
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If you cannot successfully complete this process, call the Core-CT Help Desk at (860) 622 - 2300, extension 1.
8. Run Report





Click on the Report link located here.








Always select the PSNT server.





Click on the column headers to view detail at the SID and account levels.





1.  This will print as Report Title.





5. IMPORTANT!


Click here to Enter Scope


(See next page.)








CFSR IN


EXCEL FORMAT





1. One way to open the report is to go to the “My Reports” section of your Portal Page and select your report by clicking on the link.





This is the Excel format of the CFSR, You can click on the Plus signs in the column headers on the left, and view the data at the account and SID detail level.








Save the file as an Excel file, either on your network drive or on your C:\ drive, depending on your agency’s preference.  Name it according to your agency 3-letter acronym and the month it reflects (ex. DOC_CFSR_0703.xls or DOC_CFSR_July2003.xls) 


�















Complete the Projected Column, and submit the file to your OPM Budget Analyst, along with any additional detail or explanation you wish to include.


�












2. Another way to open the report is to go to Report Manager and search for the report, using search criteria.














CFSR IN


HTML FORMAT

















Change these values:


As of Reporting Date = Specify.


Date Field will open = Today’s Date

















Click on the Description hotlink.





6. Scope = Agency Acronym





2. Enter a Layout name. 





CTGLR140A


CTGLR140B


CTGLR140C


CTGLR140D


CTGLR140E





1 For prior FY layouts, see the footnote below








Click “OK” to run the report.





3.  As of Reporting Date = Specify.





Date = Month-End Date











7. Click OK





4. Type = Web


Format = Excel or HTML
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