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MicroStrategy Quick Guide: Running the Pl Report
ITS Business Intelligence Group

» Go to reporting.gmu.edu and select “Login to MicroStrategy”

(G GEORGE MASON
% M UNIVERSITY.
Home ITS Search Services

MicroStrategy Request Help Request Help

The MicroStrategy platform supports interactive dashboards, scorecards, highly formatted reports, ad hoc query,
thresholds and alerts, and automated report distribution. The application helps to analyze internal and external data in
order to make informed business decisions.

Attachments (1) Sort By: Name Date

Form.pdf
MicroStrategy Access E”\f’zm oz
ew

As of June 1, 2025, MicroStrategy has a provisioning process independent of the Banner account
request process.

To gain or modify access for a reporting user, please follow the following steps:

1. The Requester (may be the Employee or Supervisor):
a. Downloads the Mason Reporting Account Request form, or download from Attachments in right hand
column.

Business Intelligence Page [l BIS News Bulletins il Login to MicroStrat Subscribe to BIS News & Bulletins .
g =2 % Mason Reporting Access Request
=

Notes about logging in:

MicroStrategy Login

« Wired Network or connected to Mason's VPN: Users accessing MicroStrategy from a computer connected to
George Mason's wired network (except Mason Korea) or VPN may log in to MicroStrategy directly.

+ Remote/Wi-Fi Networks: Users accessing MicroStrategy from off-campus or while connected to George Mason's
Wi-Fi networks will be required to use the Virtual Private Network (VPN) with Two-Factor Authentication (2FA)
before they can log in to MicroStrategy.

o If you are already a VPN user, log in to Cisco Secure Client with your NetlD and Patriot Pass Password.
Once connected, visit the MicroStrateqy site to log in with your NetlD and Patriot Pass Password.

o If you need VPN access, see the instructions on Virtual Private Network (VPN) to download the Cisco
Secure client from the Related Downloads box on this page. Once you have the client installed, log in to
the VPN with your NetlD and Patriot Pass Password and then Y-

@ Cisco Secure Cient = x

G s
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' Select “Patriot Reporting”

MASON MicroStrategy Reporting

supported by the Business Intelligence Team
Access the latest BIS News & Bulletins, Training & Workshops, Knowledge Base Articles and more on our Business Intelligence Page.
Stay connected and well-informed by subscribing to the BIS News & Bulletins mailing list.

If you have any questions or concerns, please submit a support ticket.

Unauthorized use of this system and its material is strictly forbidden and may constitute a violation of state and/or federal law. This is unpublished material and contains confidential information. Unauthorized reproduction, distribution, display, disclosure, and/or
possession of this material are prohibited. By using this system, you agree to George Mason University's Responsible Use of Computing Policy - Number 1301, IT Security Standards, and the Student Information Security Statement.

Administrative Mason Summary Reports
. Finandal, Procurement and HR reporting using Chart of Accounts 1. Activity through Fiscal Year 2022 L1 Project description unavailable
Patriot Reporting

L Mason enterprise reporting using Chart of Accounts P

' Select “Shared Reports”

Browse
Shared Reports My Reports History List My Subscriptions
Analyze

A

Create Dashboard

Develop

+

Create Report
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Select “Reconciliation”

Budget Model
Ovener: _ Administrator
ed:

10/28/25 5:21:41 PM
| Reporting supporting tuition revenue allacation according to the Budget Model methodology.

COA Conversion Results
Ovrmer:  Administrator

M 3
5/13/22 2:14:04 PN

Data Quality Audit Reports
Ovener:  Administrator

Modified:
9/28/23 2:03:30 PM

Finance

Ovener:  Administrator
Modifi

8/14/25 11:51:08 AM

report users (FINANCE_RPT).

Procurement Pipeline
Ovener: _ Administrator

Hodit
10/17/22 8:42:26 PM

Research
Ovemer:  Administrator
Modified:

2/27[24 11:36%

Patriot Reporting Data Mart Refresh Statuses
ver:  Administrator

Modified:
6/7/22 2:27:07 PM

Reports Reference
Ovemer:  Administrator
Modified:

6/7(22 2:25:33 PH

This folder contains financial reports based on data from the university's accounting system (Banner). It is accessible by all Finance

Chart of Accounts
Owmer: Administrator

Modified:
2/20/25 11:20:18 AM

COA Report Cross Reference
Owmer: Administrator

9/8/22 12:35:56 PM
Resources for the transition between the Administrative and Patrict Reporting projects.

Department Reports
Owner:  Administrator

Modified:
12/8/25 3:47:12 PM

Human Resources

Owner: Administrator

Modifie

4/16/24 11:08:01 AM

This folder contains reports built on HR data: employees, jobs, positions, and labor data. RESTRICTED: This folder is only visible to
users authorized to access HR data (GMU_HRDM_Q role).

Recondiliation
Owner: Administrator

ifie
10/17/24 11:50:20 AM

Metadata Reference Dossier

Owmer: Administrator

fie
6/7/22 2:40:36 PM
Data dictionary for all sttributes and metrics in the Administrative project.

Patriot Reporting Department Folder Groups
Owmer: Administrator

ified:
12/11/25 12:17:35 AM
Listing of Department Folder Groups (Librarian and Consumer).

Select “Pl Reconciliation”

™

Fund Recondiliation
Owner: Administrator
Modified:

10/17/24 11:50:20 AM

PI Recondiliation
Owner: Administrator
Modified:

6/11/25 12:19:17 AM

Organization Recondiliation

Owner: Administrator
Modified:
6/28/24 11:45:05 AM

' Select “Pl Dashboard”

PI Dashboard Distribution
Owmer: Administrator

Modified:

B/8/25 2:09:01 PM

PI Dashboard
Owmer: Administrator
Modified:

8/26/25 2:51:12 PM

expenditures

PI Dashboard Reports

Owner: Administrator
Modified:
3/30/23 4:19:05 PM

Summary financial data for sponsored funds with the ability to view details for all charges induding personnel and direct
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» Select “Run”from the bottom of the screen

Gy M « W Patiot Reporting > Shared Reports > Recanclition > PI Reconclation > P1 Dashboard

Q
toex x |[1. orgt3piv &
A summary of your selections || choose elements of 0rg 13 Div. Dtent
10930V
an
- soarch fo
[ &) 0 ot cve
Aaiibia: seected
ademic Adminstraton (rone)
(2]
1»]
<]
Ll
2. M x
Chaose (o), (0] Save thin anawer when report s run
[ @] ) mateh case
selected:
(vone)
(2]
[»]
<]
L«
1. Grant ~
Choose Grants) ] Save this answer when report is run
[ &) 07 Match case
I selecied
200203 (none)
& 20097 (2]
& n0tr 2]

Repport Hessage Name: |1 Dashboard

Run Document | | Cancel

))) Result

sacemson | Pl Report - Summary by Fund
@ﬁlmmm' January 22 2026 e

Org L3 an - Status|  apte - Org (All) -~ | Pl (A - | Agency (Al - |Grant (  |Fund =
sl T} ' 4 Seal '
[ Project o] Grant Fund Grant Start Dafl)  Grant End Date  Funded Amount ExpensesToDate Commitments  Avail Amount
Abramsan GMUF/ Fourth Sector Policy 1102018 61302025 66,239.00 66,293.76 0.00 5476
g'fﬂ”}" FiNonprofit Employment Data 59 49 224220p 224024 1172022 39,096.00 39,096.95 0.00 -0.98]
gf‘u”.‘" Fitlonprofit Employment Dala 5 g 2345109 224510 112024 260,904 00 2677372 1932776 14,802 52
Acosta NSFIGollabRes: Altai Mountains 58.90 2063468 208348 8172023 34.995.00 34,937 61 0.00 50.39
NSF/Coll Res: hydrogimate change  55.90 2063560 208356 7H2023 380,445.00 350,411.70 0.00 30,033.30
NSF/Collab Research: Ice growth 59.10 2071230 207123 9172025 /3172028 237,667.00 4723512 40,645 57 149 786.31

Reconciliatior Fund 223107

Action: Export Initial View to Excel by clicking on the Export button.

Action: Click “open” or “save as” when prompted. Excel will open with “Initial View by Fun” report.

3y
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))) Result

™

A B C D E F G H J K It
 Initial View by Fund
2

. Grant Grant End Expenses To
3 i raet ey Srant. g Pipiee oy Start Date Date Funded Date Commitments Avail Amount
4 Gty df Faita 2 Fairfax County/Non Profits FY2013 PUAF Grants & Contracts 71412012 6/30/2014 8,700.00 8700.00 0.00 (0.00)
5 Total 8,700.00 8,700.00 0.00 (0.00)
6 George Mason Univ Foundation ! i GMUF/Connect Northern Virginia PUAF Grants & Contracts 11122013 6/30/2015 3,500.00 3871.28 0.00 (371.25)
7 2 Total 3,500.00 3871.25 0.00 (374.25)
1 r i "
5 ASRC Management Services :::;'::5’" Microwave REMOIE  ¢5h Grants & Contracts a0 M 83000 B43N01ET 000 (E78188)
Al

9 AN Total 8,386,083.00  8,463,901.87 000  (67,818.67)
in r A g : i

*Please note the default status is “Active.” The selectors (Status, Org, Pl, Agency, Grant, etc.) across the top may be

used to find/select a specific award or awards.

G szgpszmsson | Pl Report - Summary by Fund Expor
C UNIVERSITY. piti: Yy
Januarv 222026 ——
Orgl3| (- |Stfus| active v |CT (Al - | Pl (amy + | Agency [ () - |Grant [ (g - |Fund =
I | |
(Al S sal w & S
—
Pl Active Project R‘a’}g‘?gée Grant ~ Fund Grant Start Date  Grant End Date  Funded Amount Expenses To Date Commitments Avail Amount
Closed
atmik |/ Outh Sector Policy 1102018 613012025 66,239.00 66,293.76 0.00 5476
PC[SU’_E M onprofit Employment Data 20.00 2247289 224224 1172022 12/31/2025 39,096.00 39,096 .96 0.00 096

' Action: Click on a fund under the ‘Fund” column to see the Summary by Fund report populate.

G seozezmason | P1 Report - Summary by Fund Export
: ' January 22, 2026 ey
ool gy o |Status| e - |Oro @ -1 P +| Agency | apy L |Grant [ (am) L |Fund =
< Seal l C_Seal '
Pl Project R‘;‘;‘g";’;e Grant Fund Grant Start Date  GrantEnd Date  Funded Amount Expenses To Date Commitments  Avail Amount
Abramson GMUF/ Fourth Seclor Policy 223187 1102018 6/3012025 66,230.00 66,293.76 0.00 54.75
SEI’MF’NU”P’W' EmploymentData 54 59 12022 1213112025 39,096.00 39,096.96 0.00 098
S%MF’N"”D“’”' EmploymentData 5 5 224510 11172024 123172025 260,904.00 2677372 1932776 1480252
Acosta NSF/CollabRes: Allai Mounlains 208346P 208345 8112023 713112026 34,998.00 34.937.61 0.00 60.39
NSFIColl Res: hydrocimate, 206356P 206356 712023 63012026 380,445.00 35041170 000 30,033 30
- Ice growth 59.10 207123P 207123 97172025 /3112028 237,657.00 4723512 4054557 149,786.31
Reconciliztior Fund 224224
Project Acct Pooled Budget Level Funded Amount Expense To Date Commitments Avail Amount
Fund: 224224
C SMF/Nanprofit Employment Dala Proj 61100 Facully Salaries Budget Poal 000 000 000 000
PI 61101 Fac Spec Summer Pymis Budget Pool 0.00 0.00 0.00 0.00
Abramsan, Alan Jay
51400 Wages Budgel Pool 5,990.00 13,606.25 0.00 -4,616.25
Agency 61900 Fringe Benefits Budget Pool 502.00 50315 000 115
Charles Stewart Mott Foundation 70000 Direct Expenditures Budget Pool 0.00 0.00 0.00 0.00
7100 Confractual Services Budget Pool 000 000 000 000
Org Desc
Public Policy and Public Admin 73500 Subconiracks LT 25K Budget Pool 23,088.00 13,471.40 0.00 4,616,680
Data sourced from Mason's Enterpriss Data Warehouss
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Action: Click on a grant under the “Grant” column to see the pop-up screen for multiple funds under one

grant. Click anywhere outside the pop-up screen to leave it.

GMssszuasn | Pl Report - Summary by Fund Export
h ' January 22, 2026 Indial Viess
OrgL3[  (any . |Stus| acie - |Or @ SR - | Agency [ () L |Grant [y - |Fund =
O Seal ' C Seal '
Pl Project ] Grant Fund Grant Start Date  Grant End Date  Funded Amount Expenses ToDate Commitments  Avail Amount
Abramson GMUF/ Fourth Sector Policy 2231879 223197 1102018 673012025 66.239.00 6629375 0.00 5476
Sf:):?‘F’N“"”“’”' Employment Dala 54 59 112022 123112025 39,096.00 39,096.95 0.00 096
G Dz X 1,904.00 22677372 1932776 14,802.52
1. Summary by Fund Cube Report W/ Prompt A =]}
Grant Start  Grant End " .
Acosta Pl Grant Fund s 2MEN Funded Amount Expense To Date Commitments Avail Amount 998,00 3493761 0.00 6039
Apramson, Alan Jay 224224 224224 112022 127312025 39,006.00 39,0069 0.00 086
1,445 00 35041170 0.00 30,033.30
224224P Total 39,006.00 39,006.96 0.00 096
i = ',667.00 47.235.12 140,645.57 149,786 31
Summary
unt  ExpenseToDate  Commitments  Avail Amount
Fund: 228224
— CSMFMNonprofit Employment Data Proj 81100 Faculty Salaries Budget Pool 0.00 0.00 0.00 0.00

Action: To see the full detail of the fund without scrolling in the *
button for a quick view pop-up screen. Click anywhere outside the pop-up screen to leave it.

‘summary by Fund” section, click the “Fund”

Gfjszasecnason | Pl Report - Summary by Fund Export
E : January 22, 2026 ==
OrgL3[ (any - |Stetus| gpe - |Org @n <P - | Agency | (an - |Grant [ ay) . |Fund =
N | ™ |
1. y by Fund Cube Report W/ Prompt o (=1}
ol Pl Grant __ Fund Project Acct Pooled Budget Level Funded Amount Expense To Date Commitments Avail Amount l
Abramson Abramson, Alan Jay  224224P 224224 CSMFMNonprofit Employment 61100 Faculty Salaries Budget Paol 0.00 0.00 0.00 0.00 8
Data Proj
G701 e Spee Summer Pymis Budget 0.00 0.00 0.00 0.00 9%
61400  Wages Budget Pool 990.00 13806.25 000 351825 52
Acosta 61900  Fringe Benefits Budget Pool 502.00 503.15 0.00 ERL 39
70000  Direct Expenciftures Budget Pool 0.00 0.00 0.00 0.00 30
71100 Contractual Services Budget Pool 0.00 0.00 000 0.00 31
Summary by Fund
oy 73600 Subconiracts LT 25K Budget Pol 23088.00 18.471.40 000 451660
t
Fund: _ 73700 Subconiracts GT 25K Budget Pool 0.00 0.00 000 0.00
.00
Direct Total 32580.00 32580.80 .00 -0.80
P 00
. AT 79000  Indirect Recovery Budget Pool 5516.00 6516.16 000 016 »
,,,,,,,,,,,,,,,,,,,,,,,,,,, Indirect Total 6516.00 651616 0.00 0.16
Agency 15
39,096.00 39,096.96 0.00 0.6
Charles Stewart Mot Found 1ot/ o0
,,,,,,,,,,,,,,,,,,,,,,,,,,, "
Org Desc
Public Policy and Public Ad 80
brouse
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Fund 224224
» Action: Click to see labor and direct expenditures for inception-to-date of specific months.

Option 1: Do not select dates to see inception-to-date details. Click “Run Document.”

KO tchamith - Sewech % [ KN Tecrsmnn ETS x|+ - 8 x

+[] > Fund Docsment By Mosth Rasge

& tewams. I (rone)
»
AT N
. Choase End Honth: z
& Ton 228, I (none)

teme: | Fund Document By Mot Rasge

Option 2: Select start month under “Available.” Click the - or double-click to bring over to “selected” and repeat
the steps for “3. Choose End Month” and Click “Run Document”

QM N € 3 Pt asportng » shared Repors » Raconclation > 71 Reconckation > [ ] > Fund Document By Honth Range

mDEX

3. Choose End Month S

i I
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» Result

™

Gy M €« B3 ratriot Reporting > Shared Reports > Recondiliation > PI Recondiliation > [ ...] > Fund Document By Month Range

Summary by Fund | Labor Detail by Account | Labor Detail by Employee | Labor Commitments || Direct Expenses | Fringe Override Adj

Fund:[224224 %]  Project:| CSMF/Nonprofit Employment Data Proj ™|  Org Desc: [ M12764:Public Policy and Public Admin v |  Grant: [ 224224P v |  Agency: | Charles Stewart Mott Foundation

Services Budgat
!

73600 Subcontracts LT 23,088.00 0.00 16,471.40
25K Budget Pool
73700 Subcontracts GT 0.00 0.00 0.00
25K Budget Pool
Direct Total 32,580.00 0.00 32,580.80
Indirect 75000 Indirect 6,516.00 0.00 6,516.16
Recovery
Budget Pool
Indirect Total 6,516.00 0.00 6,516.16
Total 39,096.00 0.00 39,096.96

Pl Report by Month Range
(EORGE NASON . .
UNVERGITY. 01/22/2026 Start Month: Nov-2025 End Month: Dec-2025
Fund: 224224 PI: Abramson, Alan Jay Org Desc:
Grant: 224224P Agency: Charles Stewart Mot Project:
Foundation
Grant Start: 010172022 Grant End: 1203172025 F&A Rate:
Pooled Expenses between |Expenses
Eoager  Posled  pooled Budget Funded Amount  SIRNSSIpeOween TIPSR, commitm
Level Group et | [re=s e Months Report End Month  End Mo
Direct 61100 Faculty Salaries 0.00 0.00 0.00
Budget Pool
61101 Fac Spec 0.00 0.00 0.00
Summer Pymts
Budget Pool
61400 Wages Budget 5,590.00 0.00 13,606.25
Pool
61900 Fringe Benefits 502.00 0.00 503.15
Budget Pool
70000 Direct 0.00 0.00 0.00
Expenditures
Budget Pool
71100 Contractual 0.00 0.00 0.00

Commitments Thru

0.00

0.00

Public Policy and
Public Admin

CSMF/Nonprofit

Employment Data
Proj

20.00

Available Amt

(4,616.25)
1.15)

0.00

4,616.60
0.00
(0.80)

(0.16)

(0.16)
(0.96)

Action: Click “Labor Detail by Account” tab for all labor by pooled category.

@'MI fi € ES  Patriot Reporting > Shared Reports > Reconcilation > PI Reconciiation > [ .. ] > Fund Document By Month Range

Summary by Fund || Labor Detail by Account | Labor Detail by Employee | Labor Commitments || Direct Expenses || Fringe Override Adj

Aot Persomnel: [Persannel ] _acct P oled Budget Level:
Pl Report by Month Range
GM] (NN otr2ar2026 Start Month:  End Month:

Note: No grid will be displayed if you do not have access to HR or there are no expenses during the specified time period.
Fund: 223197 Pooled Budget Level: Total:Total

Acct L3 Account  Account  Last First GNo Position Suff Pay Pay CheckDate Trm Date Payroll Expenses Hours
Desc Name Name No rear
salariesand 61150  Graduate _.
Wages Assistants

- 00 sM 10 6/1/2018 &/1/2018 2018 437.50 4333
9| 5/16/2018 5/16/2018  2018| 437.50 4333
8 5/1/2018  5/1/2018  2018| 437.50 4333
7| 4/16/2018 4/16/2018  2018| 437.50 4333
6 3/30/2018  3/30/2018 2018 437.50 4333
s
4
3

3/16/2018| 3/16/2018) 2018 43750  43.33

3/1/2018|  3/1/2018] 2018 43750 43.33

2/16/2018| 2/16/2018) 2018 43750  43.33

Total 3,500.00 346.64
00 SM 10| 5/31/2024 5/31/2024 2024 127778 43.33

9| 5/16/202a 5/16/2024 2024 1,277.78 4333
8 5/1/2024  5/1/2024 2024 1,277.78 4333
7| 4/16/2024 4/16/2024 2024 1,277.78 4333
6 3/29/2024 3/29/2024 2024 1,277.78 4333
S 3/15/2024 3/15/2024 2024 1,277.78 4333
a| 3/1/2024| 3/1/2024] 2024] 1,277.78 43.33

3 Py " 2 ”

Action: Click “Acct Pooled Budget Level” drop-down to select a specific labor category.

Summary by Fund Labor Detail by Account | Labor Detail by Employee | Labor Commitments

Direct Expenses

Fund: | 223675 v ‘ Account Personnel: | Personnel v | | Acct Pooled Budget Level: | Total v

PB1100:Faculty Salaries Budget Poo \

61102:Graduate Assistants Budget Pool
61400:Wages Budget Pool

07/10/20§ 61900:Fringe Benefits Budget Pool

ort by Month Range

021

End Month: Oct-2021

Note: No grid will be displayed if you do not have access to HR or there are no expenses during

MicroStrategy Quick Guide page 8
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' Action: Click “Labor Detail by Employee” tab for all labor by employee.

Summary by Fund Labor Detail by Account Labor Detail by Employee ] Labor Commitments Direct Expenses

Fund: [ 223675 v | Emp Name - First Last: | Total |

Pl Report by Month Range

07/10/2022 Start Month: Oct-2021 End Month: Oct-2021

be displayed if you do not have access to HR or there are no expenses during the specified time period.

Fund: 223675 Employee Full Name: Total, Total

Last Name First G No Account Account Position Suff Pay Pay Check Date Tran Date Payroll Expenses Hours
Name Desc No Year
61190  Graduate | GRE753 | 00 SM| 18| 10/15/2021 10/15/2021 2021 1,000.00 43.33
Assistants  Reaie 1,000.00 43.33
Total 1,000.00 43.33
61420 Wages SWE753 00 26 22| 10/29/2021 10/29/2021 2021 300.00 15.00
ffouud:y"ts 21 10/15/2021 10/15/2021 2021 400.00 20.00
20| 10/1/2021 10/1/2021 2021 435.00 21.75
Total 1,135.00 56.75
61940  Fringe SWE753 | 00 26 22 10/29/2021  10/29/2021 2021 17.40 0.00
BeneGtiRaty 21| 10/15/2021  10/15/2021 2021 23.20 0.00
20 10/1/2021 10/1/2021 2021 25.23 0.00
Total 65.83 0.00
Total 1,200.83 56.75

' Action: Click Emp Name-First Last” drop-down to select a specific employee.

Summary by Fund Labor Detail by Account | Labor C

Fund: I 223675 v ‘ Emp Name - First Last:

Action: Click “Labor Commitments” tab for all labor commitments through the end of the fiscal year. NOTE:
This will only show current FY labor commitments.

Summary by Fund Labor Detail by Account Labor Detzil by Employee l Labor Commitments I Direct Expenses

Fund:| 223675 v

Pl Report by Month Range

07/10/2022 Start Month:  End Month:

Note: No grid will be displayed if you do not have access to HR or there are no non-zero commitments during the specified time
period. Labor commitments shown are only for the current fiscal year.

Fund: 223675 Fiscal Year: 2023

Account Account Desc Last Name First Name G No Position Suffix  Labor
Commitments

51110 Faculty Salaries Full Time F516AZ 00 80,749.58
Total 80,749.58

Total 80,749.58

61130 Faculty Special Summer Pay SRE7353 00 5,000.00
01 5,250.00
Total 10,250.00
Total 10,250.00

MicroStrategy Quick Guide page 9 Updated: 1/20/2026



' Action: Click “Direct Expenses” tab for detailed direct expense data.

1M

Summary by Fund | | Labor Detail by Account | Labor Detail by Employee | Labor Commitments  Direct Expenses

Fund:[ 223675 v |  Org: [ Total v | Account Direct Expenditures: [ Dirsct Expenditures v | Acct Pooled Budget Level: [ Total v
Pl Report by Month Range
07/10/2022 Start Month:  End Month:
Fund: 223675 Org Desc: CRDC Operations
Pooled Budget Level: Total:Total
Pooled Acct Acct Desc Doc ID Trxn Date Trxn Desc Expenses Between
Budget Start and End
Month
Contractual 73220 Subscriptions JPD01926 12/20/2021 MTADEVOS-Exempt- 119.99
Services CANVA [03266-71735
Bl getEac) Total 119.09
73470 Legal Services 12100232 7/1/2020 |US Department of 460.00
Homeland Security
12100234 7/1/2020 |US Department of 1,440.00
Homeland Security
12100236 7/1/2020 US Department of 500.00
Homeland Security
Total 2,400.00
73481 Employment Advertising 12203944 B8/6/2021 Graystone Group 2,672.95
Advertising
Total 2,672.95
72640 Catering Services 12223379 3/8/2022 Bittersweet 261.55
3388009 10/2/2021 Bittersweet 0.00
Total 261.55

Commitments
Between Start and
End Month

0.00

0.00
0.00

0.00

0.00
0.00

0.00

(261.55)

261.55

0.00

' Action: Click “Acct Pooled Budget Level” drop-down to select a specific category.

il by Account | Labor Detail by Employee Labor Commitments | Direct Expenses

v \ Account Direct Expenditures: | Direct Expenditures v | Acct Pooled Budget Le\/eq Total v

71100:Contractual Services Budget Pool
Pl Report by M|l ;5500 1ravel Budget Pool
76050:Equip Budget Pool less than 5K
07/10/2022 Start Month: End Month:| | 78500:Tuition Schol Fellow Budget Pool

78600:Graduate Health Subsidy Pool

Fund: 223675 Org Desc: CRDC Operations

\
Pooled Budget Level: Total:Total

Printing a PI Report

e
—

Q

icon on the right side of the toolbar. Click “Print”

» Action: Click the

Share ...

Export

Action: Click “Current sheet” to print selected tab only. Click “All Sheets”
» print all tabs. Click “OK”".

Export Options ® |
I Current Sheat Y 1
|| &l sheats
= 1
b Current Sheet f

| QK Cancel

MicroStrategy Quick Guide page 10
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Exporting a Pl report

Action: Click the = icon on the right side of the toolbar. Click “Export” and select the output format (Excel,
PDF, etc.).

Share ...
Print
4 e
PDF
Save
HTML

Action: “Pl Dashboard” tab in your browser to return to dashboard and re-run to select a new fund or new
date ranges.

& https://microstrategy.gmu.edu/MicroStra serviet m hboard, ‘Fund Document By Month R & microstrategy.gmu.edu

iz W Login. MicroStrategy 9 // OSP 2| PATS | £ Microstrategy | & | Discoverer / Timesheets / Banner & People Finder & ITU Support Center

Bex| @@ N | @@ x==]-| S0 Z LB |

Reconciliation
» Action: Click

and then select start month “Available”. Click the >~ or double-click to bring date
over under “selected”. Repeat these steps for “3. Choose End of Month. Click “Run Document”

INDEX X Choose Start Month (leave blank for all dates) [ Save'this answ

ﬁ/.summary of your selections This prompt allows only one selection -

1 Exclude Transfer Pooled Acct \ 4

2 Choose Start Month: v
v

3 Choose End Month:

Search for:
[QJ [ Match case

Available Selected:
[~ oo =eEs

E Aug-zazzl
& Jan-2022

© 0ct-2021

o

‘ ~

& Sep-2021
| © 3ur2021

| ¢ S Jun-2021

M4 1-300f110 p Y
3. Choose End Menth:

Choose End Month (leave blank for all dates) — <

This prompt allows only one selection

Search for:

li] O Match case

) J
S Oct-2021 »
& sep-2021
& Jul-2021 |
S Jun-2021 «]
& May-2021

M4 1-300f110 p W

Report Message Name: | Fund Document By Month Range

IRun Document l Cancel
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» Result

Summary by Fund tab (in Excel). See additional 3 tabs (Labor Detail by Account, Labor Commitments, and
Direct Expenses for additional reconciliation detail).

Run Date: a7/10202 Fund: 223575

PL Alen, Susan Hamah Grant: 2235759

Department:  Cader Caters and Irstites GrantStart: 6712020

Project Title:  GMUF/Detler Evidance Praject Grant End §/30,2023

Agency: George Mason Uiy Foundation Begin Month: Oct-2021

F&A Rate: End Month:  Oci-2021

i Expansss !

P ookad Budget Fundsd Amount bstwssn $tart Expsnsss Thru  Commitmsnts

Laval i o ThruEnoMonth  angEnd  EndMonth | ThruEnaMontn A\elabe Amt  Adjustments  Nobs

Months

81100 |Facfty Stiries Budget Pod | 400 282500 | 8727641 £2,00000 |  (12327641)|

a1101 P et e Doront 000 000 2349393 0.00 (2349399

a1102 Graxhune Asgstens Budged Pod (.00 100300 300000 15,00300 (1800300

61400 WagesBudget Pod am 3680600 3359300 000 (3159800

61300 |Frimges Bere it Budget Pad | 0.00 40058 | W LBAES 13.356.00 | (4431685 |

70000 Direci Expercres Budge Pag 16500400 400 aaa 0.00 185000.00

71100 Cortractsd Sevices BudgetPod Q.00 450000 957295 26155 BA3450)

76050 Equp Budged Pociless banSK | 000 aaa 52500 000 | 52500

78500 TuSan Sctul Feiow BudgetPod a0 000 68325 000 £2325

78600 Graxdume Heth SubsidyPod | Q00 107840 107800 0.00 | {1078.00)

Diract Total 165000.00 1370758 13020065 T0£1755 (5521820 - -
165,000.00 1370758 150200585 7081755 (3581320) - -

Recondler Notes:

Recondler

T cer@ly that I have redewad Al charges and credits on the fund forganization and heve conflimned thase ransactons wildh soure documents as
Aryyivinid e

Signature; Date:

Approver:
I have reniemed the reconcBiation and catily hat all dharges and credils to the fund fonganization am appropdate and necessany,

Signature; Date:

PICentification (if not signing a5 Recondiler or Approver):
T herve reviemad the recancliation and certily Biat all charges and credits are diow sk, slocatie and reasonatile.

Signature: Date:
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™

Printing Reconciliation Reports

' Action: Within Excel, Select File, Print. Select “Landscape Orientation”. Select “Fit Sheet to One Page”.

Print
New
! Copies: |1 :
Open =
Print
Save Run Date: 07/10/202]
PL Alen, Susa
Save As o
. epartment: Catter Cen
_ Printer U
History Snagit 2022 Agency: Gearge Ma
<= e F&A Rate:
Print Heagy
Printer Properties Tovs BVt paoisasy
Share . 81100
Settings
Export i . = I a“fi
D Print Active Sheets a1e00
w 7 T
Publish = Only print the active sheets (ﬁij
B 78050
Pages: : to : 78500
Close i L -
Collated
[s[= -
Bl 1,23 1,23 123 Recondiler Notes:
Account T T .
s ] )
1 Landscape Orientation v
Feedback \
Letter
Options D 85" x 11" ¥
@ Narrow Margins
v
Left 0.25" Right 0.25" ~
ppmver:
T ] T heve reniemed the reconcsil
& Fit Sheet on One Page
> e i i e Signature:
L) Shrink the printout so that it fit...
mmg P1Centification (if not sign|
1 Merve reviened the reconciial|

Pl Dashboard -Summary by Grant

' Action: Select “Pl Dashboard” — Summary by Grant”

PI Dashboard - Summary by Fund l PI Dashboard - Summary by Grant ]

This dashboard has the same functionality and options as “PlI Dashboard — Summary by Fund” Initial View
except at the grant level. Click on a grant under the “Grant” column to see the Summary by Grant report.
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Logging out of MicroStrategy

» Action: Click on the home icon fi in the upper left-hand corner of the Pl Dashboard to go back to the

reports screen. Then, click on the drop-down arrow icon ™ next to the username in the upper right-hand
corner. From the drop-down menu, click “Logout”.

CL NAME

*
?
&
| €,

Preferences

Help

About MicroStrategy

Logout
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