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Today’s Agenda

1. Running the GL Expense & Budget Report
2. Running OSR Financial Reports in Infoporte

a. OSR Payments Report
b. OSR Invoice Listing Report
c. OSR Payroll Accounting Report

3. Helpful Links
4. Questions & Answers



Running the OSR GL Expense & Budget Report

1. Use Navigator to select in order, Finance Menu, Reporting 
Tools, and BI Publisher.



2. Select Query Report Viewer from list.



3. Type “NC_OSR” into “begins with” field and select Search.



4. Select “View Report” link for “NC_OSR_GL_C1” to run by  
contract number and see expenses for all project IDs on the  
award or link for “NC_OSR_GL_P1” to run for single project ID.



*Contract number can be found under Awards tab in Ramses.
By using this Axx number, one can run the report for all  
related project IDs at once.



5. Type appropriate information into popup window and select  
OK button.



6. New page will open with PDF report.
(Report contains cumulative expenses since beginning
of award, including pre-conversion costs from Finanseer.)



*Please note that Grand Total for award may include Cost  
Share.



Running SAS Reports in Infoporte

1. Select Finance button in upper right corner.



2. Select OSR Financial Reporting tab.



OSR Financial Reports only provide data from  
October 1, 2014.



It may be necessary to select 3 dots in upper right corner and Refresh 
report if no reports show up in  list.  



OSR Payments Report

1. Select OSR Payments Report link.



One can toggle between Summary format or Detail format.



It is recommended to run by Contract Number (AXX-XXXX-XXX) rather than  
by Project ID.



2. Select Contract Number button. Type in  Contract Number 
and hit enter. You may then select check box for contract.
Report populates immediately.



3. Expand white circle with double arrows and select Export 
data button.
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Make sure that Excel workbook is selected as File type. 



Exporting Detail version of Report will provide Deposit ID.



Custom sorting will help show flow of cash as payments are received.



Subtotal by Deposit ID to distinguish different payments.



This project had two payments equaling $393,506.



OSR Invoice Listing Report

1. Select report link.



Again, it is recommended to run report by Contract Number AXX-XXXX-XXX  
to capture all invoices for an award!



As with other SAS reports, OSR Invoice Listing Report can be exported to  
Excel.
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OSR Payroll Accounting Report

1. Select report link.



View Report
Ans wer the prompt  s belo w and click the  View Report  button  to continue .

Payroll Accounting Report
*Select a Busines   s Unit:

Available:

Reset to Default "'

Selected :

(all possible values) (a ll possible values)

UNCCH  

UNCGA

*Please enter the Fiscal Year

Availa ble: Selected: 
(a ll possible  value s)(all possible va lues)  

015
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2. Scroll down to Accounting Dates.



3. Select Custom and choose accounting dates for period that is  
to be reviewed.



Report can be run by:

Fund Code  
Source  
Account  
Expense Type  
Department
Project ID (Contract Number is not available for this report!) 
Employee
Payroll Run.

Payroll information is only available since conversion  
(October 1, 2014). October 2014 occasionally has anomalies 
with October 2, 2014, bi-weekly payroll. Please compare 
with Infoporte transaction detail for period.



4. Select magnifying glass under section that is to be reviewed.



5. Type in identifier to be researched.
6. Select Search button to add to list on left.
7. Double click on item or use arrow to move to Selected list on right.
8. Click Select button to proceed.



9. Select View Report button at right top or right bottom of  
screen when ready.



10. Report can take a few minutes to compile data! Once data
appears, right click in center and select Export Table to send to
Excel.



11. When popup window appears, confirm that Excel is in  
Export to field and select OK.



12. Once Excel file is open, one can sort or pivot data to review  
as needed.



Great for identifying where allocated benefits  
belong or if Salaries and Fringes are allowable.



Helpful Links

1. Symposium Presentations
https://research.unc.edu/sponsored-research/train/#trnSymposium

2. Who is my Access Request Coordinator?
https://ccinfo.unc.edu/files/2017/03/Infoporte-Admin_Access-Request-Coordinator-list.pdf

3. Other
a. Ramses Billing Tab Guidance

https://research.unc.edu/files/2019/04/OSR-RAMSeS-BIlling-Tab-Guidance.pdf

b. OSR Backbone Guidance
https://research.unc.edu/files/2019/04/OSR-Backbone-Guidance.pdf

https://research.unc.edu/sponsored-research/train/#trnSymposium
https://ccinfo.unc.edu/files/2017/03/Infoporte-Admin_Access-Request-Coordinator-list.pdf
https://research.unc.edu/files/2019/04/OSR-RAMSeS-BIlling-Tab-Guidance.pdf
https://research.unc.edu/files/2019/04/OSR-Backbone-Guidance.pdf
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