Verification Worksheet Update

Effective October 25t . 2004, a new version of the Verification Worksheet will be available to
users. This new version includes major enhancements and simplifies the process to generate
the worksheet. Since the new version is written in Extensible Markup Language (XML), it
requires Excel 2003 or Excel XP software. Users that do not have the required software will
continue to follow the existing process of downloading files in order to produce worksheets.

Following is a summary of the process change, requirements, and enhancements for the
new XML version:

Process Simplified

We have streamlined the process, eliminating the need to copy files to a temp folder. Left
click on the XML Verification Worksheet.xls link in the View Log/Trace File List to generate
the worksheet.

View LogfTrace

Report ID: 107161 Process Instance: 3211049
Name: UGLE1074 Process Type: SCR Report
Run Status: Success

File List

Name File Size es Datetime Created
Dept Verification Templatexls 24 576 102142004 1:43:42.000000FPM CDT
Messade Log 1,442 102142004 1:43:42.000000PM COT
UGLE1074 Section 1 transactions.csy 1,309 1052172004 1:43:42 000000PM CDT
UELE1074 Section 2 transactions.csy 4,193 10/21/2004 1:43:42.000000FPM COT
UGLE1074 Section 3 Actual ALF transactions.csv 35,121 1072172004 1:43:42.000000PM CDT
UGLS1074 Section 3 Actual RE transactions.csy 26,223 1002152004 1:43:42.000000PM CDT
UELS1074 Section 3 Budget Jrnl transactions.cew 118 102142004 1:43:42.000000PM COT
UGLE1074 Section 4 transactions.csy 2086 1052172004 1:43:42.000000PM CDT
UELE1074 Section 5 transactions.csy 118 10/21/2004 1:43:42.000000FPM COT
UGLE1074 Section 6 transactions.csy 3,294 1072172004 1:43:42.000000PM CDT
LELE1074 Werification Worksheet csy 1,808 10/21/2004 1:43:42.000000PM COT
UiEL31074 27 Mork File 1.csv 3512 10/21/2004 1:43:42.000000FPM CDT
WELE1074 77 WWork File 2cev 118 102142004 1:43:42.000000FPM CDT
UELS1074 FF "Work File 3.cew 2,086 102142004 1:43:42.000000PM COT
UELE1074 77 York File d.csv 118 10¢21/2004 1:43:42.000000FM CDT
LELE1074 FF "Work File 5.cew 26,223 10/21/2004 1:43:42.000000FPM COT
UHS Create Yerification Vkshtxdsgl 103,936 10/21/2004 1:43:42.000000FPM CDT
]XML Werification Waorksheetxls J 1,046,342 102142004 1:43:42.000000FM CDT

Software Requirements
e Excel 2003 (preferred)
e Excel XP (Formatting may be required on the first page by the user.)

To determine the Excel version installed on your computer, follow these steps:
Open Excel
Select Help, About Microsoft Office Excel
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About Microsoft Excel x|

Microsoft® Office Excel 2003 (11.5612.5606)¢
Part of Microsoft Office Professional Edition 2003
Copyright © 1985-2003 Microsaft Corporation. &l rights reserved.

E Portions of International ComectSpell™ spelling correction system € 1993 by Lemout & Hauspie Speech
Products M4, All rights reserved. French spelling chacker and dictionaries & 1994-2000 SYMAPSE
Déweloppement, Toulouse (France), Al rights reserwed. Spanish Spelling Engine €1 1995-2002 by
STGMUM Cia, Leda, Quita, Ecuadar, All rights reserved,

This product is licensed ko

LH
University of Houston
Produck ID:  73931-640-2143335-57220

Wiew the End-User License Agresment

Warning: This cormputer program is protected by copyright law and international

treaties, Unauthaorized reproduction or distribution of this program, or any portion of

it, may result in severe civil and criminal penalties, and will be prosecuted ko the P

maximurm extent possible under the law., System Info. .. |
Tech Support... |
Disabled Items. .. |

If you do not have Excel 2003 or Excel XP, the current version of the Verification Worksheet
will still work by downloading the required 8 files.

Format Enhancements

Verification Worksheet Tab (Combined & Separate Worksheets)

Non-Project Cost Centers
e Current Budget Reference and Current Fiscal Year presentation.
e Current Month activity displayed in the Current Fiscal Year section.
e Speedtype displayed in parenthesis to the right of the cost center in the verification worksheet
header.
e Expenditures, Open Commitments and Soft Commitments broken out by Current Budget
Reference and Prior Budget Reference in the Current Fiscal Year section.

Project/Grant Cost Centers
e Project to Date and Current Fiscal Year presentation.
e Current Month activity displayed in the Current Fiscal Year section.
e Speedtype displayed in parenthesis to the right of the cost center in the verification worksheet
header.

Supportlng Detail Tabs
Detail adjustment items roll up to separate and combined worksheets.

e Additional, blank rows are now placed at the bottom of each tab. These rows are shaded
green, formatted, and can be used for additional adjustments. In order for revenue/expenses to
populate the correct cost center and category, users must populate:

1. Cost center, the complete cost center has to be entered
(For example, 00765-5014-V0021-A0001-G000161),
2, Budget Reference, “BP” needs to be included along with the four digit year, except in the
case of Project/Grant cost centers, you would leave this field blank. (For Example, “BP2005”)
3. Account, and,
4. Account Type.
e Column filters in all columns were added for sorting.
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