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1. Reports & Enquiries in UBW
Monitoring budgets and viewing transactions through UBW is straightforward and easy once you know a few simple techniques and understand a little about the system.

Access to UBW for finance offices and finance staff is done by faculty or by School.

For Academic budget holders, Principal Investigators and their support staff access is determined by Project or Charge code level.

When you login in and run the budget holder reports your projects/codes should be visible as long as you have been given access to view the code. Access will automatically be given to the PI or Co-I when a project is set up. If you can’t see the project that you are responsible for contact RIN Finance or UBW Helpdesk, who can add the code for you.

Logging in to UBW
Go to the UEA Portal>under Staff tab click on Unit 4 UBW and you will be taken to the login screen.

User Name: Your network user name

Domain: UEA (in capitals)

Password: Your network password

At the bottom left hand corner click on the Reports and Enquiries Folder. The menu for Global Reports and Enquiries appears.
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A list of sub folders appears, some of which are more relevant to you than others.	

The most important sub-folder for academic staff is the Budget Holder Reports. This folder contains PI and Budget Holder reports tailored for individual budget holders.

There are two types of reports:
Departmental Budget Reports cover University budgets held within departments.

Project Detail and Summary Reports cover all types of Externally funded Project reports.



Departmental Reports
These are School budget reports, RTSG, Student budgets etc. They are reported on a financial year basis.

There are two Department Reports, one covering expenditure to date against a pro-rated budget year to date. The other covers expenditure to date against the full year budget.

Project Reports
Project reports are not restricted by financial year but cover the whole life of the project.

There are eight project reports – distinguished by whether a project is open or closed.
	Project Detail and Summary – All Headings
	These cover the whole project finances and include overhead and income.

	Project Detail and Summary – Directly Incurred Costs
	These cover only the budget lines that can be spent on.

Summary Reports
These will give an overview of all the project reports you have access to.
		
	[image: ]

Typical information is the Award budget (zero on All Headings), Expenditure to date, Commitments (not including staff) and the Available Balance.

Further information for an individual project can be obtained by typing the project number in the box above the list and clicking on Search.

The separate budget lines can be displayed by changing the detail level in the drop down box to read All levels.
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These reports have been designed as a summary of the current project finances. All can be exported into Excel, Word or PDF by clicking on the Export button, bottom middle of screen. Then choose the desired format and double-click as below.
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The Pivot is the easiest to use. It will open an excel workbook, the first tab presents a pivot of the information on screen, the second tab shows the data in tabular form.

To get back to the main menu press   [image: ] at the top left of screen.

To obtain more detailed information use the Project Detail Reports.

Initially you will get similar information but you now have the ability to drill down to the source information, i.e., an individual invoice or salary information.

Looking for an invoice
Find the line you want to view. Click the drop down box of “Select link” on the far right. You will see three options. For lines that aren’t payroll click on transactions.

[image: ]

You will then get a list of the individual items that make up the total spend. You can only view an item that has a Transaction starting with a 2. This is because any transaction with a period BEFORE 201401 has been brought across from the old QLX system which did not support invoice scanning.

Click on the transaction starting with a 2 and a new window will open with the transaction details including a view of the invoice itself. This can be downloaded by clicking the small arrow button on the top of the image.
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To get back click the small arrow [image: ] at the left.


Finding payroll information
To the right of the staff cost line – account 2000 select link> payroll information. The total staff budget will be given and the actual type of staff expenditure incurred.
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Select link on the Spend line/ Payroll transactions will open a new window showing the total of the transactions. Make the detail level ALL levels will give you the individual monthly transactions.

Running Reports
The methodology for running reports is the same for each. Each report is set up with standard columns but you can add in or take out columns using the Choose Columns function at the bottom left of the screen
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You will then get a screen where you can tick or untick the columns as required. Make the changes and click OK. When you have made a change and logged out of UBW the next time you go in those changes will still be there so you can tailor how you wish to view reports once.
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For further help please contact Shirley Brackenridge, Research Finance Officer on ext 1703 or s.brackenridge@uea.ac.uk

TIP
If you are accessing ABW using a Mac and the Safari browser, please make sure pop ups are enabled.
Or to make https://finance.uea.ac.uk a trusted site in Safari.

 
image1.png
Global reports & enquiries

8 ARCP Reports

8 Budget Holder Reports

Code Enquiries

Finance Offices

& Finance Offices (Departmental Acco.

Overheads Reports

@ Suppliers & Orders

REN Fin Reports

Transaction Enquiries

CELKKKL KK




image2.png
‘Summary Report - Open (DI Costs) x

Summary Report - Open (DI Costs)
A Report description

Report for Externally Funded Projects

¥ Selection criteria

Results

IEEIEN vetsitevel | Lovel 1 -Profect | ~ | [ Con tocimbonra
Type Budget Sperding Jward Expenditreto Avaiable

= et m Heading (T) Unit Budget date ErmlEis Balance
+ 0205151 374,364.46 12,121.57 11,928.00 348,874.89
+on sz 19848100 19714315 000 133785
+om s 2177685 177665 240102 240102
+ R14534 322731839 3,186,606.32 0.00 4071207
+om s 141737000 143818535 000 2081535
+om oo 18134250 16252537 000 8147
+om o 24536254 279173 000 3157081
+on oo 7620350 22060139 000 15560221
+on o reoum 12573610 10052644 000 2510965




image3.png
‘Summary Report - Open (DI Costs) x

Summary Report - Open (DI Costs)
A Report description

Report for Externally Funded Projects

¥ Selection criteria

Allevels ~ | [ Copyto ciboard

Type. Budget Spending Award Expenditure to Commitments Available

Headng (1) Unit Budget date Batance.

0205151

1 0205151 Directly Incurred Costs Consumables e 230,367.00 310556 192600 21389346
0205151 Directly Incurred Costs St Costs 1o 1358614 901603 000 1es2se
0205151 Directly Incurred Costs Travel and Subsistence 1o 5,156.00 000 000 515600
- 12 0205151 Lbc 374,364.46 1212157 11,928.00 348,874.89
— 5 owsisi 37436446 1212157 1192800 34887489

Time executed 27/04/2018 162023 Number of rows 5




image4.png
o

aly REpUl L= Vpsli U LUstis)

A Report description

Report for Externally Funded Projects

Report Engine

& B Predefined
[ Browser [xisx]
[ Pivot [xisx]
&) Defauit [pdf]
[ Default [doex]

B Design new [ren]

— $2 0205151




image5.png




image6.png
Link Non Payroll

¥ Selection criteria

Detaillevel | Alllevels | Copy to ciipboard

# | Acoount e P | prgject | Chargecods | et | Date Ref | Peod | Description ey Onderto | B vaie
1 a0s otherprofessiomlfees wc ozss1 oaostsitoc 20079552 24/01/20.. VINERDI26.. 201809 SO00ZPROGR... One-offSupplier-Domestic 20175386 3640
2 3704 Other professional fees Loc 0205151 0205151LDC 20279557 24/04/20.. THE GROW. 201809 80002FOR M... One-off Supplier - Domestic ~ 20177395 100.00
z 83440

Links to

Select ink

Select ink

Time executed 27/04/2018 16:40:42

v

Number of rows 2




image7.png
Transaction details

Transaction listing
Transaction number # Description ‘Amount e s Account  Spendingunit Project Chargecode Entity
Fiter
20279552 1 PROGRAMMING WORK PERFORMED INVOICE REF TIPA.. 73440 0 v 8300 BAL BAL0  BAL30 UEA
Transaction  Image
Fiscalyear Period >
2018 201800 =

Transaction date Valuedte
24/01/2018 24/01/2018

Foin wvorce oyt

freesioasi | v e e

. ey et frehetibored
Invoice o v
5 =
VINER D 1260418 —
AP/ARID AP/AR Type =
20002 P e e e =
[ o ——

Gneff Suppier - Domestc ety

Tt e iy o s 53





image8.png




image9.png
Link Payroll Budget Report (Projects)

¥ Selection criteria

Detail level  Alllevels | Copy to clipboard
Spending Pay Balance
Account = Project | Chargecode ) Budget | Spend | pomence
1 2000 Loc 0205151 0205151DC  Administrative Library and Computing 000 87538 87534
2 2000 Loc 0205151 0205151LDC  Secretaraland lerical 13584148 000 13584148
b3 1ssees e wsass

Links to
reports.

Select link

Select link





image10.png
Choose columns

Graphical presentation

Notinuse

Export





image11.png
Choose columns
Columns.
Project Project (T)
Chargecode. Chargecode (T)
Cost Heading (T) Account
Account (T) ‘Spending Unit
Expenditure Budget ‘Spend to date
Balance (not taking into account commitments) Invoices not posted
PO Commitments ‘Budget remaining after commitments
Links

oK





