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Agenda

Access & Reporting: Community Brainstorm

• Overview  - focus on systems and reports 
available to assist in performing operational 
tasks 

• Exercise 1: What works well?
• Break (20 minutes)
• Exercise 2: Opportunities for development
• Exercise 3: Prioritisation of Improvement 

Opportunities



Operations Group

What operational tasks or reporting requirements 
connect me with the UCD Finance Office?

• Requesting Goods/Services
• Need to view Purchase Orders/Invoices
• Tracking of Income/Expenditure and 

Budgets (School/Unit; Cost 
Centres/Projects etc..)

• Student Scholarship Payments & 
Transfers

• Credit Card Receipts



Operations Group

What systems and reports are available to enable me to 
connect with UCD Finance:

• eProcurement used to request 
goods/services and reviewing PO’s/Invoices

• InfoHub - used to review financial reports–
summary and transactional 

• InfoHub – used to request, process and 
manage Research Scholarships (Stipends) 
and Fees Scholarships (Transfers)
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Purchasing eProcurement



Operations Group

Who has access?

Why do they have access?
To request/approve the request for 

goods/services
To confirm receipt of good/service to 

allow the payments of invoices
Review images of Purchase 

Orders/Invoices

• Available to all staff – on request
• What do you need to do:

• Request goods/services?
• Approve the request for goods/services?

• Against what budget?
• Cost centres, types of expenditure, research 

projects etc…
• To what value?

eProcurement

Access Request
Submit request to 

finance.systems@ucd.ie. 



Operations Group eProcurement – WorkFlow Enquiry
(Traffic Light Reporting) 



Operations Group
eProcurement – General Enquiries
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eProcurement – General Enquiries:
What is the status of my Requisition?

Click on the PO 
Number to view 

Order
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• From Enquiries select -
Category: ‘purchase order enquiries’
Enquiry: ‘PO’s of all status’

• Enter required dates in the ‘from’ & ‘to’ fields and click on ‘Retrieve’
or

• Clear the date fields and enter the required PO No.

eProcurement – General Enquiries:
How to view Orders and Invoices

Click on the ‘Comp. Ref’ to 
display the invoice
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• Training guide and YouTube training guides available at:
https://www.ucd.ie/bursar/bursarsoffice/financesystems/trainingsupport/eproc
urement/

• Places at formal training sessions can be booked via the People 
Development system on the UCD Connect Portal

• General enquiries should be directed to finance.systems@ucd.ie

eProcurement – General Info.

https://www.ucd.ie/bursar/bursarsoffice/financesystems/trainingsupport/eprocurement/


Operations Group

Reporting InfoHub
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Areas of Focus:
• School/Unit Financial Summary
• Cost Centre/(s) Financial Summary
• Management Accounts & Quarterly Outturns
• Non-Research Financial Summary
• Fee Income & FTE’s
• Aged Debtors Reporting
• Card Receipts Payments Summary
• Conference Allowances
• Utility Recharging
• Research Projects Financial Summary
• My Research Projects
• My Research Scholarships

Tracking Income/Expenditure & 
Budgets



Operations Group School/Unit Financial Summary

• Head of School/Unit & School/Unit Manager roles
• Service Override for School Level Reporting available on 

request, if access required and authorised by Head of 
School/Unit or College Finance Manager

• Access to pay expenditure determined by role access 
on the finance system (eFinancials role)

• Enquiries on access should be directed to 
finance.systems@ucd.ie

• Enquiries on content should be directed to 
accounts.queries@ucd.ie

Who has access?

Why do they have access?
Reports used to assist with review of Actual 
Income & Expenditure against Operational 

Budget

http://ucd.ie
http://ucd.ie


Operations Group School/Unit Financial Summary

• Real-time reporting of Actuals, PO’s raised not 
receipted, PO’s Raised and Receipted, and Full Year 
Operational Budget (PO values include an estimate of 
self assessment VAT)

• Summary by Period of Current Financial Year, 
displaying Actuals, commitments, accruals and YTD 
Operational Budget (accrual and commitment values 
at this stage are as per the Finance system, i.e. no 
estimate for self assessment VAT)

• Previous Financial Years Actuals and Full Year 
Operational Budget reports available

Report Views



Operations Group School/Unit Financial Summary



Operations Group School/Unit Financial Summary
Real-Time Report

Drill to see cost centre 
cumulative summary

Drill into Categorised by Income, Pay 
Expenditure, Non-Pay Expenditure etc..

Two Clicks!!!

Selecting any of the 
sections of the report at 
this stage will bring you 

into the transaction 
detail level



Operations Group School/Unit Financial Summary

Summary by Period of Current Financial Year

A Month/Financial Period will be displayed as soon as 
General Ledger close the financial period for that 
month. In practice this is approx. 3 working days after 
the calendar month end

Click on the month to drill into a breakdown of categorised 
Actual, YTD Budget and Commitments and Accruals for the 

School/UnitDrill into the cost centre to see the categorised 
view in the same format as the real-time reports

Selecting any of the 
sections of the report at 
this stage will bring you 

into the transaction 
detail level



Operations Group Cost Centre/(s) Financial Summary

Who has access?

• All staff – access provided if you have access to a cost 
centre/(s) for other purposes, for example requesting 
goods/service, processing scholarships etc..

• Access to pay expenditure determined by role access on the 
finance system (eFinancials role)

• Enquiries on access should be directed to 
finance.systems@ucd.ie

• Enquiries on content should be directed to 
accounts.queries@ucd.ie

Why do they have access?
Reports used to assist with review of Actual Income & 

Expenditure against Operational Budget on a cost 
centre/(s) they have responsibility for, or have initiated 

or approved financial transactions on

http://ucd.ie
http://ucd.ie


Operations Group Cost Centre/(s) Financial Summary
Report Views

• Real-time reporting of Actuals, PO’s raised not 
receipted, PO’s Raised and Receipted, and Full Year 
Operational Budget (PO values include an estimate of 
self assessment VAT)

• Summary by Period of Current Financial Year, 
displaying Actuals, commitments, accruals and YTD 
Operational Budget (accrual and commitment values 
at this stage are as per the Finance system, i.e. no 
estimate for self assessment VAT)

• Previous Financial Years Actuals and Full Year 
Operational Budget reports available



Operations Group Cost Centre/(s) Financial Summary



Operations Group Cost Centre/(s) Financial Summary

Select the Cost Centre you 
wish to review

From here the methods of 
viewing the data for Real-

time, Summary by Period of 
Current Financial Year, and 

Previous Year reports mirror 
the School/Unit Financial 

Summary Reports



Operations Group Management Accounts and 
Quarterly Qutturns

Who has access?

• Management Accounts  - prepared on PBCS, available to:
• College Principals/Vice Principals
• Heads of School/Unit
• Finance Managers

• Quarterly Outturns  - accessed via InfoHub, available to:
• College Principals/Vice Principals
• Heads of School/Unit
• School Managers
• Finance Managers



Operations Group Management Accounts

• A Quarterly Management Pack is produced by School/Unit 
which includes Management Accounts and Reserves Actuals 
for the Quarter, along with an overview on Student and Fee 
Income; and Staff Employers costs and FTEs.   

• The Management Accounts include Actuals V’s University 
Budget for the Quarter, YTD and Forecast v’s Full Year 
University Budget. 

• For Q1 to Q3 an estimate of the year end Transfer to(from) 
Reserves is calculated based on 40% variance on net fee 
income (Forecast v’s University Budget), and 80% variance 
on Net Direct Expenditure (Forecast v’s University Budget) to 
determine the Closing Balance on Discretionary Reserves



Operations Group Quarterly Outturns

Reports 
for

Q1 – Q3

Reports 
for

Final 
Position

Current InfoHub Quarterly 
Outturn format is an 

abridged version of the 
report produced in the 

Quarterly Management Pack
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Commonly voiced issues with the current reports:
• Cumbersome process to extract data for multiple 

cost centres
• Too many drills before you get to meaningful data
• Inconsistent terminology and signage

Suggested New Format for School/Unit & 
Cost Centre Financial Summary Reports

• Suggested Initial View  - replacing current 
single line view on reports

• YTD Spend = YTD Actuals + POs Raised and 
Receipted (Accruals)

• Budget Remaining excludes POs Raised not 
Receipted (Commitments)

• Fee Income is not included on the reports
• Other reports to be provided to detail PO 

information and Residual Budget for Budget 
Checking purposes
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Who has access?

Non-Research Projects School 
Summary

• Head of School/Unit & School/Unit Manager roles
• Service Override for School Level Reporting available on 

request, if access required and authorised by Head of 
School/Unit or College Finance Manager

• Enquiries on access should be directed to 
finance.systems@ucd.ie

• Enquiries on content should be directed to 
accounts.queries@ucd.ie

Why do they have access?
Reports used to assist with review of Actual Income & Expenditure against Operational 

Budget, on a ‘non’ research job codes within the school/unit. The ‘D’ job code/ non 
research project is normally created for a specific activity such as a seminar 

series/conference and it is expected that income & expenditure match. Non-research 
projects can span over more than one financial year and the Actuals v’s Budget should 

be viewed for the life of the project, i.e. inception to date

http://ucd.ie
http://ucd.ie


Operations Group Non-Research Projects School 
Summary

Click here to drill into the top 
level financial summary of 
each non-research Project

Click to extend and view 
non-research project 

exceptions



Operations Group Non-Research Projects School 
Summary

Select to drill onto a categorised view of 
income and expenditure 

• Non-research project  summary data 
provided on spend, budget, duration, status 

and manager information
• Additional blocks categorising the financial 

summary, Funded Allowances and 
Scholarships where relevant

• Commitments displayed for non-pay, pay 
and scholarship expenditure

Click to extend view financial summary by 
income and expenditure categories

Drill to 
summary 
of non-

pay costs

Drill to transactional 
data



Operations Group Non-Research Project Exceptions

Highlights non-research projects that may 
need action, for example a budget 

extension, where the end date of a project 
has lapsed and the project is still active 

etc…Drill to view individual projects 
within this exception type



Operations Group Fee Income & FTE’s

Who has access?
• College Principals, Heads of School, School Manager and 

College Finance Manager roles
• Service Override for School Level Reporting available on 

request, if access required and authorised by Head of 
School/Unit or College Finance Manager

• Enquiries on access should be directed to 
finance.systems@ucd.ie

Why do they have access?
Reports used to assist with the projection of Net Fee Income. Reports comprised from a 

snapshot of census data at a census point e.g. November, March, July. The reports allows 
comparison of as census against budget, and other census periods. The Fee Related 

Expenditure is pulled from data posted to the finance system for the selected census 
period

http://ucd.ie


Operations Group Fee Income & FTE’s

Extend 
for 

analysis

Select appropriate view



Operations Group Fee Income & FTE’s

Drill to see breakdown by account

Drill to see breakdown by module, 
and further to programme

Drill to 
transaction level

Drill down to module



Operations Group Aged Debtors Reporting

Who has access?
• Access to Sales Ledger Balances is restricted to areas 

responsible for the issuing of sales invoices and 
collection of debts

• Access is by sales ledgers, typically a sales ledger exists 
for each college/management units, or areas with 
significant sales volumes

• Enquiries on access should be directed to 
finance.systems@ucd.ie

Why do they have access?
To review aged Debtors and assist with the collection of 

outstanding receipts

http://ucd.ie


Operations Group Aged Debtors Reporting

Drill to view Aged 
Debtor Balance by 

Customer

Drill to view 
outstanding/unallocated 

invoices/credit notes

Statement in PDF available 
here



Operations Group Card Receipts Payment Summary

Who has access?
• Available on request – for staff who need to track & 

analyse credit card receipts 
• Access when provided will display all credit card payment 

sources for the School/Unit – currently cannot be 
restricted to a specific payment source

• Request for access must be authorised by Head of 
School/Unit, or College Finance Manager

• Enquiries on access & content should be directed to 
accounts.queries@ucd.ie

Why do they have access?
To assist in tracking and analysing credit cards receipts when 

reconciling sundry income on cost centre reports

http://ucd.ie


Operations Group Card Receipts Payment Summary

Dropdown to select 
School/Unit – that you have 

been given access to

Unique 
Code for 

Event, 
associated 

with a 
cost 

centre/
job code

Drill into 
detail 
level

Cost 
Centre

/Job 
Code 

credited 
Source Number for the journal posted to the 

finance system. Transactions on the finance system 
tend to be a cumulative value for the cost 

centre/account/job combination. Journals posted 
daily



Operations Group Conference Allowances

Who has access?
• College Principals, Head of School/Unit, College Finance 

Managers, & School Managers
• Service Override provided on request and authorised by 

Head of School/Unit or College Finance Manager

• Enquiries on access should be directed to 
finance.systems@ucd.ie

Why do they have access?
To view staff in the School/Unit who have a Conference 
Allowance associated with their record for the current 

allowance period and historic periods



Operations Group Conference Allowances

Drill to see staff with a current 
Conference Allowance enabled

Extend to see historic 
transactions and balances



Operations Group Utility Recharging

Who has access?

• College Finance Managers and Personnel within Estate 
Services

• Enquiries on access should be directed to 
finance.systems@ucd.ie

Why do they have access?

• College Finance Managers – to view re-charge, usage etc..
• Estate Services Personnel – to process the re-charge journal



Operations Group Utility Recharging

Select the 
Appropriate 
School/UnitDrill into the value to view 

transactional details
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Who has access?
• College Principals, Heads of Schools/Institutes, Schools 

Managers, College Finance Managers
• Service Override given to those with School level 

responsibility for research projects, for e.g. Research 
Administrators 

• Enquiries on access should be directed to 
finance.systems@ucd.ie

• Enquiries on content should be directed to
• rfo@ucd.ie

Why do they have access?
To view the financial status of research grants associated with 

the School

Research Projects – Financial Summary

http://ucd.ie
http://ucd.ie


Operations Group Research Projects – Financial Summary

Select to Expand Reports

Summary by Funding source 
provided as the first view

Drill on values by funding source to see all research 
job for that source , or drill on the ‘Total’ to see all 

grants for the School

Provides a summary view of all 
research jobs for that funding source

Drill to see categorised summary for a 
selected job code

Summary position 
on spend and 

duration of the 
project



Operations Group Research Projects – Financial Summary

Drill to 
categorised 

view
Drill to transaction level

Drill to see contract start/end dates, 
allocations, salary costs

Drill to see scholarship/stipend 
details



Operations Group Research Projects – Financial Summary

Drill to view research jobs 
in this category
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Who has access?
• PI’s, Budget Managers
• Staff that have access to a research job code for reporting, 

or transactional purposes
• Authorisation of the PI required for access
• Enquiries on access should be directed to 

finance.systems@ucd.ie
• Enquiries on content should be directed to
• rfo@ucd.ie

Why do they have access?

To view the financial status of research grants they 
own/manage

My Research Projects – Financial Summary

http://ucd.ie
http://ucd.ie


Operations Group
My Research Projects – Financial Summary

Summary position all 
research job codes 
you have access to

Drill to categorised summary by research job code. 
From this drill the views are similar to the ‘Research Projects –

Financial Summary’ reports
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Who has access?

• Principal Investigators whose grants include a Research 
Scholarship element

• Staff that have submitted a ‘Research Scholarship’ request

• Enquiries on content should be directed to rfo@ucd.ie

Why do they have access?

To track scholarships/stipends raised on cost centres/projects, 
including future commitments

My Research Scholarships

http://ucd.ie
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My Research Scholarships

Drill for a 
further 

breakdown by 
scholarship in 
each category

Drill for additional 
details on sponsor 

and recipient
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Tasks InfoHub
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Who has access?
• All staff – if they have ‘approval’ authority against a cost 

centre, research or non-research project
• PI’s where the grants have a Student Stipend and Student 

Fee element

• Enquiries on access and authorities should be directed to 
finance.systems@ucd.ie

Why do they have access?

To submit a request for a scholarship – payment to a student or 
payment of student fees

Authorise Student Fee 
Scholarships/Pymt of Fees

& 
Scholarship Request

http://ucd.ie
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Authorise Student Fee 

Scholarships/Pymt of Fees
& 

Scholarship Request

Selecting the appropriate 
option brings you into a 
form to complete and 

submit
Budget checking will 
occur on submission
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Exercise 1: What works well?
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Exercise 2: Opportunities for Improvement
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Exercise 3: Priorities of Improvement Opportunities 
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E: operationsgroup@ucd.ie

Operations Group


